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Health and Safety Policy Statement 
 

Health and Safety at Work etc. Act 1974 
 

This is the Health and Safety Policy Statement of: Bailey Partnership 
 

Our statement of general policy is: 

●​ a commitment to eliminate hazards 
where possible and to provide adequate 
control of the health and safety risks 
arising from our work activities; 

●​ to ensure all employees are competent 
to do their tasks, and to give them 
adequate training; 

●​ to consult with and encourage the 
participation of employees on matters 
affecting their health and safety; 

●​ to prevent accidents and cases of 
work-related ill health; 

●​ to provide and maintain safe plant and 
equipment; 

●​ to maintain safe and healthy working 
conditions; 

●​ to ensure safe handling and use of 
substances; 

●​ to review and revise this policy as 
necessary at regular intervals; and 

●​ provide information, instruction and 
supervision for employees; 

●​ to allocate adequate time and resources 
to enable legislative compliance 

●​ establish , implement, and maintain a 
framework for setting and reviewing 
OH&S objectives consistent with our 
commitment to legal and other 
requirements, risk reductions and 
continual improvement 

Signed: 

 

(Managing Director responsible for Health & Safety) 

Date:​ ​ ​ November 2025 

Next Review Date: ​ November 2026 
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1.​ Responsibilities 

1.1.​ Executive Directors 

The Executive Directors recognise and accept the promotion of health and safety 
measures as a mutual objective for all staff and requires the active support of all 
employees in the achievement of these aims. 

The Partnership will therefore take steps, so far as reasonably practicable, to prevent 
personal injury and damage to property and to protect everyone from foreseeable work 
hazards including the public in so far as they come into contact with the Partnership or 
its activities. 

In particular responsibility will be taken for: 

●​ Providing and maintaining a safe place to work and access. 

●​ Providing and maintaining a healthy working environment. 

●​ The provision of sufficient information, instruction, training and supervision 
to enable all staff to recognise and avoid hazards and contribute positively 
to their own and the health and safety of others. 

●​ The provision of plant, equipment and systems of work that are safe. 

●​ Safe arrangements for the use, handling, storage and, where appropriate, 
transport of equipment 

It is the Partnership’s Policy that every new employee receives guidance as to the 
location and content of the Statement of Policy on Health & Safety at Work when 
he/she commences employment.  This Statement forms part of the Partnership’s Terms 
and Conditions of Employment. 

The Partnership has appointed SSG Training & Consultancy under regulation 7 of the 
Health and Safety at Work regulations to act as the company competent person. 

1.2.​ PPG Board 

The PPG Board is responsible for discussing and agreeing strategic H&S matters as well 
as setting and monitoring H&S objectives.  

1.3.​ Line Managers 

Line Managers will support the Executive Directors by ensuring the activities under their 
control are performed in accordance with Company Policy and existing legislation. 

In the event of Line Managers encountering health and safety issues beyond their 
knowledge and experience they will seek advice from the Executive Directors. 

Should a Line Manager identify or be notified of a situation that would result in imminent 
danger of serious injury he/she will instruct that work ceases forthwith until the matter is 
resolved. 
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1.4.​ Professional Staff 

Professional staff will support the Line Managers by ensuring the activities under their 
control are performed in accordance with Company Policy and existing legislation. 

In the event of professional staff encountering health and safety issues beyond their 
knowledge and experience they will seek advice from the Line Manager or Executive 
Directors. 

Should a professional staff member identify or be notified of a situation that would 
result in imminent danger of serious injury they will instruct that work ceases forthwith 
until the matter is resolved. 

1.5.​ Appointed Health & Safety Person Responsibilities 

The appointed person for health and safety at each workplace has a requirement to 
carry out, so far as reasonably practicable, the overall responsibility for the safety of the 
building and services within their control. 

The person must attend appropriate training in order to undertake with confidence their 
specific health and safety duties e.g. NEBOSH/ CIEH Health & Safety in the Workplace/ 
IOSH Working Safely certificates. 

The Appointed Person will: 

●​ Advise management of any issues, acts or omissions that may constitute a 
health and safety risk to staff or others and any action taken or proposed. 

●​ Liaise with the Director responsible for health and safety over the range of 
their individual responsibilities. 

●​ Ensure that actions resulting from risk assessments are completed using 
agreed procedures and ensure additional risk assessments for special 
circumstances such as vulnerable persons and pregnancy are produced. 

●​ Ensure that incidents, accidents and dangerous occurrences are reported to 
the Director responsible for health and safety and to the appropriate 
external organisations. 

●​ Evaluate the procedure following any fire evacuation practice or real fire. 

In the event of the Appointed Health and Safety Person encountering health and safety 
issues beyond their knowledge and experience they will seek advice from the most 
senior member of staff present. 

1.6.​ Appointed Person for First Aid Responsibilities 

The Appointed Person will: 

●​ Take charge when someone is injured or ill including calling an ambulance if 
required. 
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●​ Look after the first aid equipment e.g. restocking the first aid box. 

In the event of the Appointed Person for First Aid encountering health and safety issues 
beyond their knowledge and experience he/ she will seek advice from the most senior 
member of staff present. 

1.7.​ Fire Warden Responsibilities 

The trained Fire Warden will, in the event of a fire: 

●​ Proceed to reception to collect staff in/out log. 

●​ Check the staff in/out log. 

●​ If appropriate and safe to do so, check toilets and offices are clear. 

●​ Act as a contact point for the Fire Brigade. 

●​ Carry out a roll call at the muster point. 

In the event of the Fire Warden encountering health and safety issues beyond their 
knowledge and experience he/ she will seek advice from the most senior member of 
staff present. 

1.8.​ All Employees and Other Personnel Responsibilities 

All employees and other personnel, irrespective of their position, have a duty to 
co-operate with the Partnership in the operation of this Policy by: 

●​ Working safely and efficiently. 

●​ Using all protective equipment and clothing provided. 

●​ Meeting statutory obligations. 

●​ Taking reasonable care of themselves and other people. 

●​ Reporting all incidents and situations that may have led or might have led to 
injury or damage. 

●​ Following all procedures designed to ensure safe systems and place of 
work. 

●​ Assisting in the investigation of accidents with the object of introducing 
measures to prevent a recurrence. 

1.9.​ Consultants 

Consultants will support the Directors by ensuring that, when working on client 
premises, they will obey all rules that are in place to protect health and safety. 
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In the event of consultants, while working on client premises, identifying a situation that 
could represent imminent danger of serious injury, they will remove themselves from the 
area of danger, warn others, and bring the matter to the attention of the client’s 
representative.  If the matter cannot be resolved, they will contact the responsible 
Director, or, in their absence, another of the Directors for advice. 

1.10.​ Health & Safety Employee Representation / Committee 

Bailey Partnership follows the HSE and ACAS practice for Health & Safety 
representation through staff members.  Democratically elected staff members form part 
of the Health & Safety committee within Bailey Partnership.  This committee meets 
formally on a bi-annual basis to review, consider and resolve any issues related to Health 
& Safety.  The formal committee includes agenda items such as stress, bullying, 
whistleblowing, physical environment, policies and procedures as well as staff 
suggestions made through an anonymous Bailey Partnership website portal or manually 
through office suggestion boxes. 

1.11.​ Health, Safety & Environment Advisor – External 

Bailey Partnership utilises the services of an external Company to fulfil the role of 
Health, Safety & Environment Advisor (HSE Advisor). 

SSG Training and Consultancy is appointed as Competent Persons under the 
Management of Health & Safety at Work Regulations 1999 to advise Company personnel 
and contractors on matters of HSE policy, management, good practice and legislation. 

SSG Training and Consultancy provides the following services according to 
requirements: 

●​ Monitor the Bailey Partnership HSE Policy and associated procedures 
pertaining to HSE and advise on updates as required by legislation and 
good practice. 

●​ Provide appropriate support for HSE matters to Company personnel. 

●​ Advise on HSE training needs. 

●​ Annually audit and review HSE management at Bailey Partnership. 

●​ Provide an annual report to the Bailey Partnership. 

●​ A copy of the SSG Company CV is made available to Bailey Partnership on 
an annual basis. 

1.12.​ Advice and Guidance 

The external HSE Advisor to Bailey Partnership is SSG Training and Consultancy of 
Plymouth who are available on 01752 201616. 
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1.13.​ Review and Update 

Bailey Partnership HSE Policy and performance will be reviewed annually, and any 
necessary updates will be made. 

No alterations will be made to Company’s HSE Policy, including the organisational 
structure and associated arrangements, without the prior consent of the Director 
Responsible for HSE. 

1.14.​ Communication and Consultation 

HSE information, where it relates to Company activities will be communicated 
throughout the Company as it becomes available by the quickest possible means.  

Meetings and briefing sessions will be held at all levels in the organisation. At a minimum 
these will comprise: 

●​ Company induction 

●​ Toolbox talks 

●​ Monthly HSE Committee meetings 

●​ Annual 1:1s / staff appraisals 

Concerns over the standards of HSE within the Company or issues relating to HSE are 
to be brought immediately to the attention of management. 

Bailey Partnership consults with its employees on HSE matters in accordance with the 
Health and Safety (Consultation with Employees) Regulations 1996. 

In the absence of elected health and safety representatives, the Company will consult 
staff individually or in groups on matters of health and safety.  

1.15.​ Display of Information 

Relevant health and safety information is displayed on a dedicated noticeboard as 
follows: 

●​ Health and Safety Policy Statement of Intent – signed and dated by the 
Director Responsible for HSE 

●​ Health and Safety Law poster – contact details are filled in. 

●​ Employers Liability / Public Liability Insurance Policy – dated. 

1.16.​ Risk Assessments, Method Statements and Safe Working Procedures 

Risk Assessments will follow a standard format. 

Risk Assessments will be reviewed at least annually or: 
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●​ When Company operations change. 

●​ Following an incident / near miss. 

●​ Following a change in legislation or industry best practice. 

Bailey Partnership will generate Method Statements and Safe Working Procedures as 
and when required. 

Management will ensure: 

●​ Where significant hazards are evident and there is a risk of harm or injury 
from a work activity, an appropriate Risk Assessment will be undertaken and 
communicated to all those at risk, in accordance with the Management of 
Health and Safety at Work Regulations 1999. 

●​ Method Statements or Safe Working Procedures are produced based on the 
findings of Risk Assessments. 

●​ That all Risk Assessments, Method Statements and Safe Working 
Procedures are communicated to all who may be affected by the activity. 

●​ That all personnel who may be affected by the activity are made aware, that 
if any aspect of the activity or the environment in which it is conducted 
alters then a review of the Risk Assessments must be undertaken and 
appropriate changes to Method Statements and Safe Working Procedures 
effected before the work is continued; 

●​ That master copies of all Risk Assessments, Method Statements and Safe 
Working Procedures are held on the company server. 

1.17.​ Employment of New and Expectant Mothers 

Risk assessments of the activities undertaken by Bailey Partnership will take into 
account the needs of pregnant employees and new parents, in accordance with the 
Management of Health and Safety at Work Regulations 1999. The assessment will 
identify and address the risks to the unborn child, a child of a parent who is still 
breastfeeding and to the parent and will determine which tasks the employee can 
perform. 

The assessment will ensure that adequate steps are taken to avoid the risk to new and 
expectant parents arising from exposure to physical, biological and chemical agents and 
from working conditions. 

Where the risk cannot be avoided then working hours may be temporarily adjusted or 
suitable alternative work will be offered. If this is not viable then suspension on full pay 
will be exercised for as long as is necessary to protect the health and safety of the 
parent and that of their child. 
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1.18.​ Employment of Persons with Disabilities 

Bailey Partnership risk assessments take into account the needs of employees with 
disabilities, in accordance with the Equality Act 2010. 

Employees are to ensure that the Company, as their employer, is made aware of any 
form of disablement that is likely to affect their ability to undertake the work they are 
assigned. 

Where appropriate, employees with disabilities will be monitored at regular intervals (e.g. 
by routine medical examination) to ensure their suitability for the work on which they are 
employed. 

1.19.​ Infectious Diseases / Pandemic 

Bailey Partnership will establish a Business Continuity Plan to include measures to put in 
place to: 

●​ Partially / fully close-down the Company / sites. Closure / shutdown plans 
will ensure that any suspension of activities is safe and allows the Company 
/ site to recommence operations promptly after any suspension is lifted. 

●​ Establish communication channels, internal and external. 

●​ Keep staff informed of all ongoing developments and requirements. 

●​ Assess each member of staff to determine safety critical roles. If 
appropriate individuals may be classified via a RAG rating system, based on 
clinical vulnerability, childcare issues, caring responsibilities, ability to work 
from home, reasonable adjustments, etc. These and other criteria will be 
taken into account, on a case-by-case basis, to determine individual 
availability for work and to identify a core team and potential support roles 
to facilitate any required shutdown and subsequent return to work.  

●​ Facilitate re-opening of premises and a safe return to work, taking into 
account the impact of shutdown e.g. on the water supply, ensuring that any 
potential issues such as legionella are identified and addressed. 

During a pandemic the Bailey Partnership will endeavour to keep informed of all ongoing 
developments via monitoring government and reputable media information sources. 
Government advice and guidance with respect to health, safety, hygiene and social 
distancing / close working measures will be adhered to.  

Bailey Partnership will assess the ongoing situation and make any necessary decisions to 
minimise business impact and balance staff availability with business demand, including 
adjustments to staffing levels (e.g. via redundancies, contract changes, short term 
working, lay-off, furlough, etc.). In some cases, this may necessitate changes in roles, 
responsibilities and potentially a company / team re-structure. 
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Bailey Partnership understands that the impact on mental health and wellbeing will vary 
from person to person, dependent on individual circumstances. The Company will strive 
to provide appropriate support (e.g. via Mental Health First Aiders) to those employees 
suffering illness, bereavement or other issues. 

A training needs analysis will be undertaken to identify safety-critical training and 
extensions to certification, in conjunction with course availability, including online 
options.  

Bailey Partnership shall review, revise and where necessary develop additional risk 
assessments for work activities, taking into account: 

●​ Any changes to health and safety regulations and/or guidance as provided 
by the HSE, PHE, NHS, etc. 

●​ Revised office / site set-up and capacity, staggered start / finish and break 
times 

●​ Resource limitations 

●​ Changes to work activities, ways of working 

●​ Safety critical work, including maintenance activities and statutory 
inspections. 

●​ High risk work - potential reduction 

●​ Availability of plant, equipment, materials and goods, including existing and 
additional PPE/RPE and additional stocks of e.g. gel sanitiser 

●​ Adjustments to capacity of workspaces 

●​ Signage 

●​ Personal hygiene measures 

●​ Enhanced cleaning regimes – touchpoints / communal areas and waste 
management 

Appropriate emergency arrangements will be put in place, including: 

●​ Procedure for becoming symptomatic / illness in the workplace. 

●​ Adjustments to first aid protocols e.g. no mouth to mouth 

●​ Adjustments to rescue plans 

●​ Training emergency responders (First Aid and Fire) in any changes to 
procedures 

●​ Allowing for longer response times due to pressure on NHS services 
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●​ Acquiring additional PPE / RPE as necessary 

●​ A review of first aid / fire warden cover 

1.20.​ Health and Wellbeing 

Company employees are to declare any aspect relating to their health that may put 
them at risk while undertaking the work for which they are employed or that may be 
affected by the environment in which it is to be undertaken. 

Bailey Partnership recognises the ill health effects associated with workplace stress and 
common mental health problems (CMHP) such as anxiety and depression.  

The Company is committed to the promotion of wellbeing in the organisation and 
preventing employees from being subject to undue stress whilst at work.  

To the extent that is reasonably practicable, the Company will endeavour to balance job 
demands and pressures with individual capabilities, and to support staff suffering from 
stress or common mental health problems (CMHPs) such as anxiety and depression. 

The following arrangements are in place. 

●​ To identify all workplace stressors and conduct risk assessments to 
eliminate and control stress and CMHPs. 

●​ To consult with Managers and Safety Representatives on all proposed 
actions relating to the prevention of workplace stress and CMHPs.  

●​ To provide training for managers and supervisors to enable them to 
recognise the signs and symptoms of, and to deal with issues around stress 
and CMHPs. 

●​ To provide assistance, advice and support through employee assistance 
programmes and counselling for those affected by stress and CMHPs 
caused through both work and external factors.  

●​ To provide support for employees returning to work after periods of 
absence due to mental health problems. 

A personal risk assessment may be undertaken to identify the extent and causes of 
employees’ stress, together with reasonable adjustments to support staff, including any 
necessary interventions to prevent and manage stress more effectively. Working hours 
may be temporarily adjusted or suitable alternative work may be offered to staff. 

Fatigue 

Bailey Partnership recognises that an imbalance between the demands of work and time 
for rest and recovery can result in fatigue, leading to increased risk of errors, accidents, 
injuries and ill health. The Company is committed to preventing employees from being 
subject to undue fatigue whilst at work and implements the following arrangements. 
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●​ Provide advice and practical guidance to employees to help identify the 

symptoms of fatigue. 

●​ Encourage employees to take scheduled breaks. 

●​ Fatigue, as an identified potential hazard, is subject to risk assessment, 
taking into account the nature of the work, the work environment and 
workload. 

●​ Employees are consulted on working hours and shift patterns. 

●​ Where necessary, limits are set on working hours, overtime and 
shift-swapping, to guard against fatigue. 

Digital Burn-out 

Bailey Partnership recognises the impact of prolonged use of digital devices (desktops, 
laptops and phones) on health and wellbeing and that this can lead to burnout and 
stress. 

Where digital devices are provided to assist employees in their job role, the Company 
will: 

●​ Provide support and guidance on managing technology use to safeguard 
wellbeing and maintain digital balance. 

●​ Provide advice and practical guidance to employees to help manage time 
spent online. 

●​ Encourage employees to take regular breaks from digital devices and to 
reduce screen time. 

●​ Not contact employees outside of normal working hours with general work 
enquiries 

●​ Implement systems to divert emails and calls to other members of staff 
during periods of absence and leave. 

●​ Minimise the volume for internal emails sent out to staff after normal 
working hours and during periods of leave and absence. 

●​ Encourage employees to turn emails off at the end of the working day. 

●​ Incorporate arrangements for the management of digital devices into a 
workplace wellbeing strategy and programme. 

Managers are encouraged to ensure employees disconnect with work and manage 
digital distractions to maintain a healthy work/life balance. 

Managers will provide support and guidance on managing technology use to safeguard 
wellbeing and work-life balance. 
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1.21.​ Occupational Health Monitoring and Surveillance 

Employees will be provided with occupational health monitoring / surveillance 
appropriate to the risks to health and safety resulting from their employment, as 
identified by risk assessment or legal statute, in accordance with the Management of 
Health and Safety at Work Regulations 1999 and the Control of Substances Hazardous 
to Health (CoSHH) Regulations 2002 (as amended). 

1.22.​ Health Referrals 

Employees will be referred to a medical professional as and when necessary if any 
concerns are raised with respect to their health or fitness to perform work duties. 

1.23.​ Alcohol and Controlled Substances 

Disciplinary action will be exercised if, while under the influence of alcohol or controlled 
substances (drugs), employees or contractors enter Company premises, a site under the 
control of the Company or drive Company vehicles. 

Company employees and contractors shall not have alcohol or controlled substances in 
their possession whilst working on Company premises, on sites under the control of the 
Company or driving Company vehicles. 

Any person known or strongly suspected of being under the influence of alcohol or 
controlled substances will be removed from the workplace / work site immediately. 

The Company reserves the right to carry out random testing of employees in 
accordance with its Alcohol and Drugs Testing Policy. 

1.24.​ Prescribed Drugs & Over the Counter Medicines 

Staff must disclose to management / HR the use of either prescribed drugs or over the 
counter medicines that may adversely affect their work (e.g. some antihistamines can 
cause drowsiness, a particular risk while driving or using machinery). Such disclosure will 
be treated in accordance with statutory data protection requirements. 

1.25.​ Violence towards Employees 

Incidents of violence, threatening and/or abusive behaviour by employees whilst at work 
will result in disciplinary action. 

In the event that Company employees are faced with aggression or threat of violence, a 
non-confrontational position is to be adopted. 

1.26.​ Mobile Phones 

It is an offence under the Road Vehicles (Construction and Use) Regulations 2003 (as 
amended) to use a hand-held phone or similar device when driving. 
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No calls are to be made or received by the driver of a moving vehicle unless the vehicle 
is fitted with a working ‘hands free’ kit and it is considered that it is safe to do so. 

Calls dealt with in this way are to be short duration calls only. Longer duration calls are to 
be dealt with by pulling over to the side of the road into a suitable parking area when it is 
safe to do so to continue the conversation. 

No calls are to be made / received on mobile phones while operating any plant, 
machinery or equipment unless the plant, machinery or equipment has been stopped in 
a safe place for that purpose, switched off or made safe. 

Mobile phones must not be used whilst employees carry out hazardous work activities. 

Mobile phones must not be used in the vicinity of gas storage areas, chemical and oil 
storage areas or in the vicinity of other flammable substances. 

1.27.​ Welfare Provision 

The Company is committed to providing a safe and healthy work environment that takes 
into account the welfare needs of all its employees, including those with disabilities. 

Welfare provision will be in accordance with the Workplace (Health, Safety and Welfare) 
Regulations 1992 and Schedule 2 of the Construction (Design and Management) 
Regulations 2015. 

Ventilation will be adequate to ensure the comfort of employees.  Where mechanical 
ventilation or air conditioning is provided, regular cleaning, maintenance and inspection 
will be conducted. 

In offices, temperature will be maintained not less than 16°C but whenever practicable 
will be maintained in the range 19.4° C – 22.8° C.  Windows, skylights or glass partitions 
will not allow excessive temperatures to be reached in the offices during hot weather. 

Lighting will be suitable and sufficient and, so far as is reasonably practicable, be from 
natural light to enable people to work, use facilities and move from place to place safely 
and without experiencing eye strain. 

Eating and rest facilities with adequate access to boiling water and a means to heat 
food will be provided. 

Welfare facilities will be adequate with sufficient toilets, hand washing and drying 
facilities.  A wholesome supply of drinking water will be available. 

Suitable storage and drying facilities for clothing will be provided, as required. 

Workstations will be comfortable, with safe and suitable chairs and sufficient space. 
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1.28.​ Safety Signage 

Appropriate safety signs and notices will be posted throughout Company premises and 
on Company managed sites, as identified via risk assessment and in accordance with 
the Health and Safety (Safety Signs and Signals) Regulations 1996. 

1.29.​ Access and Egress 

All workplace access and egress routes are kept clear at all times. 

Emergency escape routes are unobstructed. Stores or materials shall not be left in 
access or egress routes where they may hinder escape in an emergency. 

If employees are unable to access their working area safely, they must inform their Line 
Manager and not take personal risks. 

2.​ Construction and Design Management Regulations 2015 

Refer to Practice Master Documents Technical Instruction 43.0 for objectives, scope, 
responsibility and procedure. 

Where Bailey Partnership act as designer, Quality Procedure 3.0 covers Design Control 
including CDM Regulations 2015. 

2.1.​ Duties Under the Construction (Design & Management) Regulations 2015 

Designer Responsibilities 

In recognition of the legal duties imposed under the Construction (Design and 
Management) Regulations 2015, for projects where the Company is the Designer, the 
Project Lead or appropriate Senior Manager will: 

●​ Not accept an appointment unless they have the skills, knowledge and 
experience, and, if they are an organisation, the organisational capability, 
necessary to fulfil the role that they are appointed to undertake, in a manner 
that secures the health and safety of any person affected by the project. 

●​ Not commence work in relation to a project unless satisfied that the client 
is aware of their duties under these Regulations. 

●​ Take reasonable steps to ensure that designers, contractors or other team 
members that are appointed have the skills, knowledge, experience and 
organisational capability to fulfil their role and secure the health and safety 
of those working on the project. 

●​ When preparing or modifying a design, take into account the general 
principles of prevention and any pre-construction information to eliminate, 
so far as is reasonably practicable, foreseeable risks to the health or safety 
of any person: 
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○​ carrying out or liable to be affected by construction work. 

○​ maintaining or cleaning a structure; or 

○​ using a structure designed as a workplace. 

●​ If it is not possible to eliminate these risks the designer must, so far as is 
reasonably practicable: 

○​ take steps to reduce or, if that is not possible, control the risks through 
the subsequent design process. 

○​ provide information about those risks to the principal designer; and 

○​ ensure appropriate information is included in the health and safety file. 

●​ Take all reasonable steps to provide, with the design, sufficient information 
about the design, construction or maintenance of the structure, to 
adequately assist the Client, other Designers and Contractors to comply 
with their duties under these Regulations. 

●​ Provide information that is both comprehensive as possible and as soon as 
is practicable. 

●​ Cooperate with all parties involved with the project. Report anything, they 
are aware of in relation to the project which is likely to endanger their own 
health or safety or that of others to the relevant duty holder. 

2.2.​ Principal Designer Responsibilities (in addition to Designer) 

In recognition of the legal duties imposed under the Construction (Design and 
Management) Regulations 2015, for projects where the Company is the Principal 
Designer, the Project Lead or appropriate Senior Manager will: 

●​ Ensure that they have the skills, knowledge and experience, and, if they are 
an organisation, the organisational capability, necessary to fulfil the role 
that they are appointed to undertake, in a manner that secures the health 
and safety of any person affected by the project. 

●​ Assist the client in the provision of the pre-construction information and 
provide pre-construction information, promptly and in a convenient form, to 
every designer and contractor appointed, or being considered for 
appointment, to the project. 

●​ Plan, manage and monitor the pre-construction phase and coordinate 
matters relating to health and safety during the pre-construction phase to 
ensure that, so far as is reasonably practicable, the project is carried out 
without risks to health or safety. 

●​ Take into account the general principles of prevention and where relevant, 
the content of any construction phase plan and any health and safety file. 
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●​ Ensure all Designers comply with their duties. 

●​ Ensure that all persons working in relation to the pre-construction phase 
cooperate with the Client, the Principal Designer and each other. 

●​ Cooperate with all parties involved with the project. 

●​ Liaise with the Principal Contractor for the duration of the Principal 
Designer’s appointment and share with the Principal Contractor information 
relevant to the planning, management and monitoring of the construction 
phase and the coordination of health and safety matters during the 
construction phase. 

3.​ Building Safety Act 

The Building Safety Act 2022 is the foundation of the building safety 
regime. It introduces requirements through secondary legislation and 
reforms existing legislation, with the intention of providing clarity on how 
buildings should be constructed, maintained and made safe. 

The Act applies to all buildings and includes additional requirements for 
Higher-Risk Buildings (HRBs). 

HRB definition - as a building in England that is at least 18 metres in height 
or has at least 7 storeys and contains at least 2 residential units. Or is a 
hospital or care home under construction/refurbishment. Buildings referred 
to as HRBs that have at least 2 residential units must be registered with the 
Building Safety Regulator (BSR) prior to occupation. Hospital and care 
homes are not required to be registered with the BSR. 

The Act creates three new bodies to provide oversight of the regime: 

a.​ Building Safety Regulator to oversee the safety and standards of all buildings. 

b.​ National Regulator for Construction Products to oversee and enforce a more 
effective regulatory regime for construction products. 

c.​ New Homes Ombudsman to enable owners of new build homes to raise 
complaints. 

The Act introduces new systems: 

a.​ Building control is now a regulated profession. 

b.​ Competence is required of all individuals appointed to work on projects, and 
organisations must demonstrate they have the right organisational capability. 

c.​ Gateways are ‘decision’ points at three key stages of a HRB: 

i.​ Before planning permission is granted. 
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ii.​ Before building work can begin. 

iii.​ Before building can be occupied. 

d.​ Golden Thread (information) must be created, stored electronically, and 
updated throughout the life cycle of a HRB. 

e.​ Mandatory Occurrence Reporting to the BSR of fire and structural safety 
occurrences in HRBs which could cause a significant risk to life safety. 

The Act defines new responsibilities: 

a.​ Accountable Persons have a range of duties in relation to relevant occupied 
HRBs to ensure that they are registered, building safety risks are managed, and 
the concerns of residents are addressed. 

b.​ Building owners, Landlords and Developers are required to pay for the 
remediation of historical safety defects and may need to pay the Building 
Safety Levy on new residential projects. 

c.​ Dutyholders are required to manage building safety risk during the design and 
construction of all buildings. 

Whereas dutyholders under CDM are responsible for ensuring that 
construction projects are safe to build, use and maintain, dutyholders under 
the Building Safety Act (Building Regulations 2010 amendments) are 
responsible for ensuring that completed buildings are safe to occupy. All 
dutyholders must be competent to undertake their roles. Individuals must 
demonstrate the appropriate skills, knowledge, experience and behaviours, 
and organisations must demonstrate organisations capability. 

Dutyholders are required to work together to plan, manage, co-ordinate and 
monitor the design, construction and any refurbishment work. If there is any 
change in dutyholder, the Building Control Body for the building must be 
notified. 

4.​ Accidents / Records 

4.1.​ Policy 

To comply with the requirements of the Social Security (Claims and Payments) 
Regulations 2010. 

4.2.​ Overview 

An on-line Accident Book compliant with general data protection requirements is 
available on the staff Intranet page. Information is kept digitally, in accordance with 
general data protection requirements. 

 
Bailey Partnership is the trading name of Bailey Partnership (Group) Ltd, Company Number 15873896 - Incorporated on 3 
August 2024, Private Limited Company registered in England and Wales. Registered office: Lyster Court, 2 Craigie Drive, The 
Millfields, Plymouth, PL1 3JB.  A list of Directors names is available at the above address.  Regulated by RICS. 
 

H&S01 Rev 2 02/03/2024 
 

 
 



 
 
 
 
 
 
 

APPENDIX 14 - HEALTH AND SAFETY POLICY 

 
All injuries occurring no matter how trivial are to be recorded in the Accident Book 
provided on the site where the accident takes place and also in the Company Accident 
Book. 

4.3.​ Incident Investigation 

All accidents, near misses and dangerous occurrences involving Company employees or 
third parties will be investigated to an appropriate degree in accordance with the actual 
/ potential severity of outcome, in order to determine root causes and identify remedial 
actions to prevent recurrence. 

Learning outcomes and remedial actions taken are disseminated throughout the 
Company Review following an incident investigation in order to reduce the potential for 
recurrence. 

The accident records are reviewed annually to update records and identify any trends 
that may require action. 

5.​ Reporting Accidents - RIDDOR 

5.1.​ Policy 

To comply with the requirements of the Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 2013, this requires the reporting of work-related accidents, 
diseases and dangerous occurrences.  It applies to all work activities, but not to all 
incidents. 

5.2.​ Overview 

The following need to be reported: 

●​ Deaths 

●​ Major injuries 

●​ Accidents resulting in 7 days off work. 

●​ Diseases 

●​ Dangerous occurrences 

5.3.​ Death or Major Injury 

If there is an accident connected with work and a) an employee, or a self-employed 
person working on Practice premises, is killed or suffers a major injury (including as a 
result of physical violence); or b) a member of the public is killed or taken to hospital, the 
Partnership must notify the enforcing authority without delay.  This can be reported by 
phoning 0845 300 9923 (Between the hours of 0830 – 1700 hrs). 

Out of hours this must be reported to the HSE out of hours service on 0151 922 9235. 
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Reportable Major Injuries are: 

●​ a fracture, other than to fingers, thumbs and toes.  

●​ amputation of an arm, hand, finger, thumb, leg, foot or toe.  

●​ permanent loss of sight or reduction of sight.  

●​ crush injuries leading to internal organ damage.  

●​ serious burns (covering more than 10% of the body, or damaging the eyes,  

●​ respiratory system or other vital organs). 

●​ scalping’s (separation of skin from the head) which require hospital 
treatment.  

●​ unconsciousness caused by head injury or asphyxia.  

●​ any other injury arising from working in an enclosed space, which leads to 
hypothermia, heat-induced illness or requires resuscitation or admittance to 
hospital for more than 24 hours. 

5.4.​ Over-seven-day Injury 

If there is an accident connected with work (including an act of physical violence) and 
an employee, or self-employed person working on Practice premises, suffers an 
over-seven-day injury, the Partnership must report it to the enforcing authority within 15 
days by completing the online forms which can be found on www.riddor.gov.uk.  

An over-seven-day injury is one which is not major but results in the injured person 
being away from work or unable to do their normal work for more than seven days 
(including any holidays) not counting the day of injury itself.  These must be reported 
within 15 days of the incident. 

5.5.​ Disease 

If a doctor notifies the Practice that an employee suffers from a reportable work-related 
disease, then the Partnership must report it to the enforcing authority by completing the 
online forms which can be found on www.riddor.gov.uk 

Reportable diseases include: 

●​ carpal tunnel syndrome. 

●​ severe cramp of the hand or forearm.  

●​ occupational dermatitis.  

●​ hand-arm vibration syndrome.  

●​ occupational asthma.  
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●​ tendonitis or tenosynovitis of the hand or forearm.  

●​ any occupational cancer.  

●​ any disease attributed to an occupational exposure to a biological agent. 

5.6.​ Dangerous Occurrence 

If something happens which does not result in a reportable injury, but which clearly 
could have done, then it may be a dangerous occurrence, which must be reported 
immediately by the Partnership to the enforcing authority by completing the online 
forms which can be found on www.riddor.gov.uk 

Reportable dangerous occurrences are: 

●​ the collapse, overturning or failure of load-bearing parts of lifts and lifting 
equipment. 

●​ plant or equipment coming into contact with overhead power lines.  

●​ explosions or fires causing work to be stopped for more than 24 hours. 

Certain additional categories of dangerous occurrences apply to mines, quarries, 
offshore workplaces and certain transport systems (railways etc). For a full, detailed list, 
refer to the online guidance at: www.hse.gov.uk/riddor 

5.7.​ Who do Employees Report to? 

All accidents, diseases and dangerous occurrences must be reported to the Compliance 
Manager, who will then contact the Director in charge of health and safety who will 
arrange for the accident to be reported. 

The Incident Contact Centre will forward details of incidents to the relevant enforcing 
authority, which for the Partnership is the environmental health department of the local 
authority. 

The Partnership must keep a record of any reportable injury, disease, or dangerous 
occurrence, which must 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.  Employees should ensure these details are reported to 
the Compliance Manager.  All RIDDOR incidents should be recorded in the accident 
book. 

5.8.​ Enforcement Officer Liaison 

In the event of an incident, the Enforcement Officers have the power to look at 
everything, talk to anyone, and take any evidence as well as being able to offer advice, 
improvement or prohibition notices. 
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Unless the Officer wishes to follow another course, the most senior person directly 
involved with the incident in that office would be the first point of contact.  Thereafter 
the Practice will provide whatever additional resource or information required assisting 
with the enquiry. 

6.​ Control of Substances Hazardous to Health (COSHH) and Dangerous 
Substances 

6.1.​ Policy 

The COSHH regulations apply to all substances classified as toxic, harmful, corrosive or 
irritant under the Control of Substances Hazardous to Health Regulations 2002.  They 
may also be harmful to the environment or flammable. 

6.2.​ Overview 

Before the purchase and use of any substance, the Partnership will: 

●​ All hazardous substances / chemicals used by the Company are identified 
and inventoried. 

●​ REACH Safety Data Sheets for all hazardous substances used by the 
Company will be obtained from suppliers. 

●​ A comprehensive assessment of the processes involving the use of 
hazardous substances or those generating hazardous by-products such as 
dust and fumes is carried out. 

●​ Regular reviews of assessments of processes involving the use of, or 
contact with, hazardous substances are undertaken. 

●​ Appropriate control measures are put into place to prevent, reduce or 
control the exposure of all personnel to the harmful effects of hazardous 
substances and by products of processes. 

●​ Suitable and sufficient PPE / RPE is provided to employees exposed to 
hazardous substances and materials. Employees are adequately trained in 
the use of any specialist PPE / RPE. 

●​ Appropriate information, instruction and training will be given to employees 
exposed to hazardous substances and materials. 

6.3.​ Review 

An inventory of all substances is kept with and updated with each office’s risk 
assessment. It includes printer cartridges and kitchen cleaning products. 
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7.​ First Aid 

7.1.​ Policy 

To comply with the requirements of the Health and Safety (First Aid) Regulations 1981. 

7.2.​ Overview 

First Aid boxes are held in all Partnership offices, within the reception or kitchen areas as 
appropriate to the office layout. 

The current Appointed Persons for Health and Safety are identified on the Health and 
Safety Law poster in each office. 

7.3.​ Review 

Training and performance reviews are carried out annually. 

8.​ Fire Precautions 

8.1.​ Policy 

To comply with the requirements of the Regulatory Reform Fire Safety Order 2005. 

8.2.​ Overview 

Bailey Partnership has an established Fire Safety Policy and Fire Risk Management 
Strategy in place. 

A Fire Risk Assessment to identify fire and explosion risks for work premises, including 
sites under the control of the Company, will be undertaken prior to commencement of 
work, in accordance with the Regulatory Reform (Fire Safety) Order 2005 

Bailey Partnership will ensure that all employees are made aware of the fire procedure, 
and that sufficient information, training and supervision is provided to ensure that the 
emergency systems work. 

The Directors responsible for Health and Safety have arranged for the Systems for 
Safety LLP to carry out Fire Warden training and to carry out the fire risk assessments. 

Firefighting equipment, emergency lighting and fire alarm points are checked by local 
companies to each office. 

Fire evacuation drills are carried out by Bailey Partnership in Chichester, Torquay and 
Plymouth and by our Landlords in the other locations. 

All employees who are hosting visitors must ensure they are made aware of the fire 
evacuation procedure. 

Each office has a trained Fire Warden who will: 
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●​ check the staff in/out log. 

●​ if appropriate and safe to do so, check toilets are clear. 

●​ act as the contact point for the Fire Brigade 

All employees must ensure they use the staff in/out log. 

Annual fire extinguisher maintenance is carried out by a specialist firm in each office. 

Fire alarms should be tested once a month and once a year by a specialist.  Automatic 
smoke detectors require a 25% check per quarter by a specialist. 

Fire evacuation practices should occur at six monthly intervals. The evacuation practice 
must achieve the following: 

●​ complete the evacuation of the building. 

●​ everybody accounted for 

●​ key responsibilities are known. 

●​ the practice is recorded and evaluated. 

In each office at least two employees will have been trained as Fire Wardens and in the 
fire evacuation procedure, reduction in risk and the use of fire extinguishers. 

As part of the induction of new employees they will be made aware of the fire 
procedure, briefed on the use of fire extinguishers and how to reduce the risk. 

Training sessions will cover the following: 

●​ Action to be taken in the event of a fire. 

●​ Raising the alarm 

●​ Action to be taken on hearing the alarm. 

●​ Correct method of calling the Fire Brigade 

●​ Location and use of firefighting equipment 

●​ Escape routes, assembly points and roll call. 

●​ Importance of shutting down machinery and closing doors and windows, if 
safe to do so. 

The Health and Safety Person in each office will evaluate the procedure following any 
fire evacuation procedure, or real fire. 

Fire logbooks will be kept by the Partnership for offices in which we are the landlords, 
which will include details of training, evacuation procedures and fire incidents. 
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8.3.​ Review 

Bailey Partnership arranges for fire risk assessments to be carried out and appropriate 
action to be taken to comply with legal requirements. Fire certificates have been phased 
out and replaced by self-assessment. The Partnership keeps copies of the fire risk 
assessments at each premises, and these are subject to an annual review. 

9.​ Personal Protective Equipment (PPE) 

9.1.​ Policy 

The Partnership will ensure that the possibility of accidental injury to employees and 
others is mitigated by the issue of suitable protective clothing and equipment as 
necessary.   

9.2.​ Overview 

Bailey Partnership management will ensure that: 

●​ Personal Protective Equipment (PPE) is provided and used at work wherever 
risks to health and safety cannot be adequately controlled in other ways, in 
accordance with the Personal Protective Equipment Regulations 2022 (as 
amended). 

●​ PPE is provided to employees as required by current legislation and as 
identified by risk assessment to supplement existing control measures.  

●​ PPE provided is fit for purpose and appropriate to the risk involved. 

●​ Information, instruction and training will be given to all employees and 
contractors on the safe use and maintenance of PPE.  

●​ Employees and contractors will, in accordance with instructions given, make 
full use of all PPE provided and maintain it in a serviceable condition and 
report its loss or defect immediately. 

●​ On work sites, PPE is provided and worn in accordance with the 
requirements of the Principal Contractor or Client. 

Requests for personal PPE can be made directly to Line Managers. In addition, the box of 
general use PPE is periodically checked by the office Health and Safety Person as part of 
the office risk assessment. 

Records are kept of all PPE purchased and checklists are kept in each office.  
Replacement is done in accordance with manufacturers’ instructions.  Staff are trained 
in the use of the PPE. 

Specialist PPE in the form of climbing equipment, pressurised breathing equipment etc 
is not held by the Practice as we use specialists for these purposes. 
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Under PPER 2022, the types of duties and responsibilities on employers and employees 
under PPER 1992 remain unchanged but are extended to limb (b) workers, as defined in 
PPER 2022. 

If PPE is required, the company shall ensure their workers have sufficient information, 
instruction and training on the use of PPE. 

A limb (b) worker now has a duty to use the PPE in accordance with their training and 
instruction, and ensure it is returned to the storage area provided by their employer. 

10.​ Work Equipment 

Company employees will only use plant and work equipment that is correct and suitable 
for the job and will ensure that the plant / equipment is maintained in an effective state, 
in efficient working order and in good repair, in accordance with the Provision and Use 
of Work Equipment Regulations 1998. 

All machinery or equipment, which may constitute a hazard, will be safeguarded, well 
maintained and any potential danger clearly identified by the issue on display of clear 
instruction for the benefit of the operator. 

Employees must use the safeguards provided, keep all workplaces tidy and uncluttered 
and report all defects in equipment immediately.  The use of that equipment must 
terminate until corrective action has been taken. 

Only authorised and competent persons will undertake maintenance, repairs, testing, 
installation or alterations of any nature to any plant or equipment. 

Where required all safety devices and guards will be operable and in use. 

Where the use of the equipment involves a specific risk to health and safety, the use of 
the equipment will be restricted to personnel who are trained, competent and 
authorised in its use. 

All employees will receive adequate training and instruction in the use and safe 
operation of all plant and equipment that they are required to operate. 

Guillotines should be handled with care, and knife blades must not be left in a dangerous 
position after use. 

Ladders must be checked regularly and prior to each use and formally at a period not 
exceeding 3 months using the ladder checklist form. In use they must be angled 
correctly (no more acute than 1:4) and adequately secured. 

Each item of Practice Equipment used (excluding PPE) shall be recorded in an 
Equipment Log (QA Form ADMIN 9) held in the equipment cupboard/storage area, in 
accordance with Quality Procedure QP9. 

No private or unregistered item of equipment will be used on behalf of the Practice 
without the prior permission of the Line Manager of the employee concerned. 
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10.1.​ Review 

Periodic checks will be made of all equipment and logs.  Condition Record Sheets are 
available on the Practice Intranet for all items of equipment, detailing the condition and 
procedure for checking. 

11.​ Asbestos 

11.1.​ Policy 

To comply with the Control of Asbestos Regulations 2012 and HSG 264 in the capacity 
of duty holders, i.e. those who commission surveys. 

11.2.​ Overview 

a.​ Planning Stage 

A desktop study shall be undertaken by the Surveyor/ Engineer and relevant project 
team member to collate all available relevant property information, to include any 
Health & Safety File that may have been required by the Construction, Design and 
Management Regulations 2015, and the Asbestos Assessment as required by 
Regulation 4 of the Control of Asbestos Regulations 2012. 

Should no Asbestos Assessment be in place the Surveyor/ Engineer will bring the 
deficiency to the attention of the client and advise him/ her of the duty under the 
Control of Asbestos Regulations 2012.  The Surveyor/ Engineer shall then review 
the level of Assessment that is required with regard to the project proposal and 
advise the client of any immediate requirement for further Assessment and/ or 
survey in accordance with HSE HSG 264. 

b.​ Design Stage 

The Surveyor/ Engineer shall ensure that reference is made to the Asbestos 
Assessment to ensure that minimal disturbance of Asbestos Containing Material 
(ACM) is planned, and/ or, where appropriate, consideration is given to including 
asbestos encapsulation or removal work within the scope of the project. 

The Surveyor/ Engineer shall ensure that all work to asbestos shall be specified to 
be undertaken by a company licensed under the Control of Asbestos Regulations 
2012 and that all and any suspected ACM identified or exposed should be reported 
to the Client Representative/ Contract Administrator and, Principal Designer (where 
projects are subject to the CDM Regulations 2015), for determination (including 
analysis where appropriate) prior to disturbance. 

c.​ Construction 
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During the construction phase of any project the Surveyor/ Engineer shall ensure 
that all site staff remain asbestos aware, that any work undertaken on Company 
premises on licensed asbestos products and un-licensed notifiable asbestos 
products will be undertaken by a specialist licensed contractor. In such cases, it is 
the responsibility of the contractor to notify the HSE of the work, to keep 
appropriate records and to conduct health surveillance for their workers.  Work on 
non-licensed asbestos products will be undertaken by a suitably competent 
contractor.   

The Surveyor/ Engineer shall ensure that throughout the project the Asbestos 
Assessment for the property is updated to reflect any new ACM found and works 
undertaken to any ACM. If asbestos / ACMs are discovered, or suspected, that have 
not previously been identified in the Asbestos Survey the following action is to be 
taken: 

●​ Work is stopped, the area is secured, and measures are put in place to 
ensure that the asbestos / ACM remains undisturbed; and 

●​ Company management and the Client / Principal Contractor are to be 
informed in order to ensure that an assessment is undertaken, and an 
action plan developed before work is allowed to continue. 

d.​ Policies and Procedures 

Bailey Partnership policies and procedures are structured in a hierarchy, at the top 
of which sits a Quality System Manual, supported by a Staff Manual, to which is 
appended a series of formal Policy Statements. and Quality Procedures.  The 
Quality Manual is supported by a series of Technical Instructions (incorporating 
standard Technical Forms) and also by standard Risk Assessments/ Method 
Statements. 

The following policies and procedures within the above hierarchy impact on asbestos 
management: 

a.​ Bailey Partnership Quality System and Staff Manuals:  Section 7 of the Quality 
System Manual requires that all asbestos testing to be undertaken only by 
approved and accredited laboratories.   

b.​ Bailey Partnership Technical Instructions: 

i.​ Technical Instruction 3.0 Preparation of Drawings and Specifications for 
Refurbishment Work.  (Including designer’s hazard identification and 
control). 

ii.​ Technical Instruction 31.0 Building Surveys. 

iii.​ Technical Instruction 43.0 CDM.  (Including sample Pre-Construction 
Information Pack and Health and Safety File). 

 
Bailey Partnership is the trading name of Bailey Partnership (Group) Ltd, Company Number 15873896 - Incorporated on 3 
August 2024, Private Limited Company registered in England and Wales. Registered office: Lyster Court, 2 Craigie Drive, The 
Millfields, Plymouth, PL1 3JB.  A list of Directors names is available at the above address.  Regulated by RICS. 
 

H&S01 Rev 2 02/03/2024 
 

 
 



 
 
 
 
 
 
 

APPENDIX 14 - HEALTH AND SAFETY POLICY 

 
c.​ Survey Planning - HSG 264: The key to an effective survey is the planning.  The 

degree of planning and preparation will depend on the extent and complexity 
of the building portfolio.  Single, simple one-storey factory buildings will be 
different from a school or a large hospital complex.  Surveys on sites with 
many and variable types of buildings will need considerable planning and 
prioritising.  The principles to be used in planning/ structuring and conducting 
the survey will be similar in all cases.  The survey is not about just turning up 
and taking samples.  There needs to be a sufficient initial exchange of 
information between the duty holder and the surveyor including where the 
survey is performed in-house. 

d.​ Information the surveyor needs from the client:   

i.​ Details of buildings or parts of buildings to be surveyed and survey 
type(s). 

ii.​ Details of building(s) use, processes, hazards, priority areas. 

iii.​ Plans, documents, reports and surveys on design, structure and 
construction. 

iv.​ Safety and security information: fire alarm testing, special clothing areas 
(e.g. food production). 

v.​ Access arrangements and permits. 

vi.​ Contacts for operational or health and safety issues. 

e.​ Information the client/ duty holder should expect from the surveyor:  

i.​ Surveyor(s) identity, qualifications, accreditation or certification status, 
quality control procedures. 

ii.​ References from previous work. 

iii.​ Insurance (professional indemnity cover). 

iv.​ Costs. 

v.​ Proposed scope of work. 

vi.​ Plan of work, including plans for sampling or asbestos disturbance. 

vii.​ Timetable. 

viii.​ Details of caveats. 

ix.​ Report, including areas not accessed/ not surveyed. 

f.​ Duty Holder’s Planning: The duty holder needs to consider the purpose of the 
survey and what information it needs to provide.  The duty holder will be the 
client and should consider: 
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i.​ Why is the survey needed? 

ii.​ What type(s) of survey is needed? 

iii.​ What information must the survey provide? 

iv.​ What format do I want the report in (asbestos register, drawings, 
electronic, printed etc)? 

v.​ What information will the surveyor require? 

11.3.​ Review 

Our policy is only to carry out duty holders’ responsibilities.  Asbestos surveying is to be 
carried out by an accredited or certificated asbestos specialist. 

12.​ Health and Safety out of the Office and on Project Sites 

12.1.​ Policy 

The health and safety responsibility on other premises where employees may visit or 
work from time to time (e.g. sites, buildings, offices of clients and other professionals) is 
the responsibility of the organisation located there.  However, staff should ensure they 
are familiar with the organisation’s health and safety requirements relevant to that 
location. 

The health and safety responsibility on building sites is subject to the CDM regulations 
and employees should ensure familiarity with these where appropriate.  Training will be 
provided as necessary. 

12.2.​ Site Visits 

Staff visiting site should ensure: 

●​ You have signed out, so your office knows where you are thus enabling the 
emergency procedure to operate effectively. 

●​ If driving to site, you comply with the requirements of the staff manual in 
respect of working practices for motor vehicles. 

●​ In respect of mobile phones, you comply with requirements of the staff 
manual section on Practice Facilities and rules on the use of mobile phones. 

●​ If there is a contractor on site, you advise the Foreman of your presence 
first. 

●​ If the site is unoccupied, you complete a Lone Workers risk assessment 
before leaving the office. 

●​ On all other site visits, you complete any other risk assessments appropriate 
to your task before leaving the office. 
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12.3.​ Emergency and Useful Telephone Numbers 

Employees should refer to the emergency procedure, reviewed periodically and 
circulated to all staff, which describes the procedure to be followed by relatives/friends 
of staff who may not have returned from work when expected. 

It is private and confidential and as such is not to be accessed without good reason. 
Telephone number changes must be updated in Bamboo promptly. 

The Directors emphasise the need for every employee to be familiar with the emergency 
procedure, which is reissued periodically. 

12.4.​ Review 

The Emergency Procedure is reviewed annually. 

13.​ Site Based Risk Assessment 

For all sites where employees of Bailey Partnership will be working (excluding those 
under control of a contractor) or holding meetings or other such events the following 
should be assessed and, where considered appropriate, action taken to alleviate risks.  
The tests below are not exhaustive and continuous suggestions based on experience are 
very welcome. 

13.1.​ Access 

Possible hazards: traffic, gradients, barbed wire, vegetation, other local owners, crowds. 

Possible actions: warning signs, instructions to visitors, opening times. 

13.2.​ Boundaries 

Possible hazards: barbed wire, water, steep drops, vegetation, lack of clear boundaries. 

Possible actions: boundary markers, warning signs, fencing of dangerous features, 
instructions to visitors. 

13.3.​ Hazards on site 

Possible hazards: waste contamination, poisonous plants, water, chemicals, tools, 
vehicles, utility supplies. 

Possible actions: fencing, warning signs, instructions to visitors, removal of hazards 
(temporary or permanent). 

13.4.​ Hazards due to nature of site 

Possible hazards: waste, contamination, vegetation, water, general public 
demonstrators, animals, birds, gradients, utility suppliers, vehicles (e.g. trains). 

Possible actions: fencing, signs, public meetings, instructions to visitors, opening times. 
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13.5.​ Hazards due to activities on site 

Possible hazards: for one-off events, education activities etc. the risks should be 
considered by comparing the likely behaviour of the people/groups concerned with the 
hazards identified at 1 - 4 above. 

Possible actions: increased supervision, fire procedure, instructions to participants, 
notices and signs, regular monitoring, appointment of health and safety officer for the 
activity, use of mobile phones and vehicles, review of equipment to be used and training 
for its use, review and change proposed activities, postpone or cancel event (especially 
if weather conditions increase risks). 

All staff involved in site work should ensure they are familiar with Health and Safety 
instruction on recording accidents and reporting dangerous occurrences. 

13.6.​ Review 

Pre-Contract reviews are conducted as part of our QA requirements for various 
disciplines including Design and CDM.  These include design health and safety 
checklists, risk reviews, design audits, brief reviews and contractor competency checks. 

14.​ Manual Handling 

14.1.​ Policy 

To comply with the requirements of the Manual Handling Operations Regulations 1992 
(as amended). 

14.2.​ Overview 

Musculoskeletal Disorders (MSDs) are the most common kind of work-related illness in 
the UK, and include problems like lower back pain, joint injuries and repetitive strain 
injuries.  Most MSDs can be avoided if you know that causes them and how to protect 
yourself. 

Bailey Partnership recognises the need to ensure that all hazardous manual handling 
operations shall be avoided, or where this is not practicable be assessed and made as 
safe as reasonably practicable at all times, in accordance with the Manual Handling 
Operations Regulations 1992 (as amended).  

MSDs can be caused by: 

●​ Repetitive and heavy lifting 

●​ Bending and twisting, or repeating something too often 

●​ Working in an awkward or uncomfortable position 

●​ Using too much force 

●​ Working too long without breaks 
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●​ Working in extreme conditions, for example too hot or cold 

●​ Using defective, worn, or the wrong tools for the job 

●​ Not dealing with symptoms quickly enough 

They may be prevented by making sure you are properly trained in how to: 

●​ use tools and equipment safely. 

●​ handle heavy or awkward loads. 

You should also make sure that you: 

●​ take regular breaks. 

●​ vary your work to reduce repetitive tasks. 

If you think you are suffering from an MSD, make sure you: 

●​ report symptoms to your employer as soon as they develop. 

●​ get the right treatment. 

●​ are allowed enough time to recover properly. 

Things to be aware of when lifting and carrying. 

Lifting and carrying can cause back pain.  Before you lift or carry a load, you should first 
consider whether the load needs to be moved at all - maybe you can carry out your task 
with the load where it is. 

If you must move it, think about whether you can use a machine to help you.  If not, 
there are a number of ways to reduce risks, including: 

●​ making the load smaller or easier to lift 

●​ changing the way the work is arranged to cut down the distance it has to be 
carried, and to reduce the amount of twisting or lifting. 

●​ asking your employer to make changes to your work area, e.g. better 
lighting, more even flooring, or improved temperatures 

●​ making sure you have the right training for lifting safely. 

14.3.​ Review 

This is reviewed annually as part of the office risk assessment process. 
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15.​ Working at Height 

15.1.​ Policy 

To comply with the requirements of the Work at Height Regulations 2005 which, set out 
a simple hierarchy for managing and selecting equipment for work at height.   

15.2.​ Overview 

Duty holders, (i.e. any person who controls the work of others) must: 

●​ Avoid work at height where they can. 

●​ Use work equipment or other measures to prevent falls where they cannot 
avoid working at height. 

●​ Where they cannot eliminate the risk of a fall, use work equipment or other 
measures to minimise the distance and consequences of a fall should one 
occur. 

15.3.​ Duty holders’ Responsibilities 

The regulations require duty holders to ensure: 

●​ All work at height is properly planned and organised. 

●​ All work at height takes account of weather conditions that could endanger 
health and safety. 

●​ Those involved in work at height are trained and competent. 

●​ The place where work at height is done is safe. 

●​ Equipment for work at height is appropriately inspected. 

●​ The risks from fragile surfaces are properly controlled. 

●​ The risks from falling objects are properly controlled. 

15.4.​ Planning 

Duty holders must: 

●​ Ensure that no work is done at height if it is safe and reasonably practicable 
to do it other than at height. 

●​ Ensure that the work is properly planned, appropriately supervised, and 
carried out in as safe a way as is reasonably practicable. 

●​ Plan for emergencies and rescue. 
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●​ Take account of the risk assessment carried out under regulation 3 of the 

Management of Health and Safety at Work Regulations 1999. 

15.5.​ Where Access is required 

For roofs: If there is no access for close inspection of a roof covering, we will report on 
those parts of the roof that can be seen from ground level using a three-metre ladder or 
an accessible location. 

For elevations: Survey work on facades not carried out with binoculars will be carried 
out off cherry-pickers, scissor platforms or scaffolds (not from ladders), only by prior 
agreement with the client. 

Scaffolding and Towers: All scaffolds and mobile tower scaffolds shall be erected by 
trained operatives or competent contractors (i.e. CISRS Scaffolder or PASMA Towers for 
Users certified) in accordance with current legislation, British Standards, approved 
Codes of Practice, Company procedure and Industry standards (NASC TG20:21 Good 
Practice Guidance for Tube and Fitting Scaffolds or EN1004:2020). 

‘Designed’ scaffolds will be designed by a competent person in accordance with current 
standards, guidance and Codes of Practice, or built to a standard configuration such as 
outlined in TG20:21. 

Scaffolds will be erected by appropriately trained, competent employees in accordance 
with industry standards (NASC SG4:15) and design specifications. 

All scaffolds will be inspected by a trained and competent person, and records of such 
inspections kept: 

●​ Prior to use. 

●​ After any substantial addition or dismantling. 

●​ After alteration. 

●​ After any event likely to affect its strength or stability; and 

●​ Weekly. 

Where practicable, hand-over certificates will be issued to the Company and a joint 
inspection carried out. 

Employees of Bailey Partnership shall not use any scaffold unless it has been erected 
and inspected as above. 

During erection, unauthorised access to scaffolds will be prevented by the use of 
appropriate barriers and signage. 

Where Bailey Partnership use portable tower scaffolding the person responsible for 
erecting, dismantling and using the equipment will be trained and competent.  
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15.6.​ Personal Fall Protection Equipment (PFPE) 

All employees will wear PFPE (including safety harnesses, lanyards, karabiners, fall 
restraint / arrest systems and personal rescue devices) as identified through 
assessment. Appropriate training by a competent resource will be given in its use and 
maintenance. 

Where practicable, safety harnesses shall be worn whilst working at height or on fragile 
surfaces, attached to suitable anchor points via lanyards and karabiners. 

All safety harnesses, lanyards, karabiners, fall restraint / arrest systems and personal 
rescue devices shall be hired from a reputable hire company. 

All safety harnesses, lanyards, karabiners, fall restraint / arrest systems and personal 
rescue devices are inspected and checked ‘in date’ for test prior to use. 

15.7.​ Man-safe Systems. 

In the absence of edge protection and other means of preventing falls, then, in 
accordance with the hierarchy of control as specified in the Work at Height Regulations 
2005, a man-safe system may be used. 

All man-safe systems, including anchor points, shall be inspected and certified by a 
trained and competent person, and records of such inspections kept.  

All man-safe systems shall be checked ‘in date’ for test prior to use. 

All persons who are required to make use of a man-safe system wear a full body harness 
fitted with self-retracting lanyard, inertia reel fall arrest system and personal rescue 
device at all times. The self-retracting lanyard must ensure that the shortest distance to 
the point of attachment to the man-safe system is maintained at all times. A short (2m) 
fall restraint lanyard may only be used if work is conducted near to the man-safe system 
and away from the roof edge i.e. there is no possibility of reaching the fall risk.  

Personal rescue devices are of sufficient spool length to enable lowering to the ground. 
If due to building height the personal rescue device would be ineffective, operatives 
must be equipped with a self-rescue ladder, kept to hand at all times. 

All persons remain attached to the man-safe system at all times whilst exposed to work 
at height. 

Unless using a specialist fastening device, two karabiners must be used when crossing 
man-safe cable supports in order to maintain a point of attachment at all times. 

15.8.​ Ladders and Stepladders  

All persons using ladders and stepladders will be fully trained and aware of the hazards 
and risks. 

 
Bailey Partnership is the trading name of Bailey Partnership (Group) Ltd, Company Number 15873896 - Incorporated on 3 
August 2024, Private Limited Company registered in England and Wales. Registered office: Lyster Court, 2 Craigie Drive, The 
Millfields, Plymouth, PL1 3JB.  A list of Directors names is available at the above address.  Regulated by RICS. 
 

H&S01 Rev 2 02/03/2024 
 

 
 



 
 
 
 
 
 
 

APPENDIX 14 - HEALTH AND SAFETY POLICY 

 
Ladders, including stepladders, used by the Company will be of the correct type (Class 1 
or EN 131 Professional) and in good condition. Measures must be taken to ensure that 
ladders and stepladders are secure, on a solid footing and, in the case of access ladders, 
are effectively secured to prevent movement. 

Ladders will be the subject of regular inspection by a competent person and defective 
ladders will be taken out of service immediately and reported to line management.  

15.9.​ MEWPS 

All work involving the use of MEWPs is planned and conducted in accordance with HSE 
guidance GIS6 The Selection, Management and Use of Mobile Elevating Work Platforms. 

Mobile Elevated Work Platforms shall only be operated by fully trained, competent 
operators with current IPAF certification.  

Safety Harnesses will be worn at all times whilst work is being conducted from 
boom-style MEWPs (e.g. cherry pickers). The requirement for use of a safety harness in 
other types of static MEWP (e.g. scissor lift) will be determined via risk assessment.  

Where a harness is worn, this is used in conjunction with a short work restraint lanyard 
secured to a suitable anchorage point within the basket. 

When working next to or over water a risk assessment is carried out to determine 
whether the greatest risk of injury to the operator is from falling from the MEWP basket 
or drowning, if the MEWP falls into the water. Life jackets are worn in preference to 
harnesses where the risk of drowning is greater. 

A rescue plan is in place for falls from MEWPS which is incorporated into emergency 
procedures. 

15.10.​ Weather 

Duty holders must ensure that the work is postponed while weather conditions 
endanger health or safety (but this does not apply to emergency services acting in an 
emergency). 

15.11.​ Staff Training 

Duty holders must ensure that everyone involved in the work is competent (or, if being 
trained is supervised by a competent person).  This includes involvement in organisation, 
planning, supervision and maintenance of equipment. 

Where other precautions do not entirely eliminate the risk of a fall occurring, you must 
(as far as reasonably practicable to do so) train those who will be working at height how 
to avoid falling, and how to avoid or minimise injury to themselves should they fall. 
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15.12.​ The Place Where Work is Done 

Duty holders must ensure that the place where work is done at height (including the 
means of access) is safe and has features to prevent a fall, unless this would mean that it 
is not reasonably practicable for the worker to carry out the work safely (taking into 
account the demands of the task, equipment and working environment). 

15.13.​ Fragile Surfaces 

Duty holders must ensure that no one working under their control goes onto or near a 
fragile surface unless that is the only reasonably practicable way for the worker to carry 
out the work safely, having regard for the demands of the task, equipment, or working 
environment. 

15.14.​ Review  

The policy is reviewed as the type of work undertaken varies and is reflected in Survey 
Limitation Clauses under Tech Form 11.1 when required.  Some clients use their own 
systems, for example, English Heritage which we monitor the use of others use their 
own permit to work system, for example, University of Exeter which we also monitor the 
use of. 

16.​ Safe Work in Confined Spaces 

16.1.​ Policy 

To comply with the requirements of the Management of Health and Safety at Work 
Regulations 1999 by carrying out a suitable and sufficient assessment of risks for all 
work activities for the purpose of deciding what measures are necessary for safety.  As 
the Practice does not hold the specialist equipment required, our policy is not to enter 
confined spaces. 

16.2.​ Overview 

For work in confined spaces this means identifying the hazards present, assessing the 
risks and determining what precautions to take.  In most cases the assessment will 
include consideration of: 

●​ The task 

●​ The working environment 

●​ Working materials and tools 

●​ The suitability of those carrying out the task 

●​ Arrangements for emergency rescue 
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If your assessment identifies risks of serious injury from work in confined spaces the 
Confined Spaces Regulations 1997 apply.  These regulations contain the following key 
duties: 

●​ Avoid entry to confined spaces, e.g. by doing the work from outside. 

●​ If entry to confined space is unavoidable, follow a safe system of work. 

●​ Put in place adequate emergency arrangements before the work starts. 

16.3.​ Avoid Entering Confined Spaces 

Check if the work can be done another way and ask yourself could you: 

●​ Modify the confined space itself so that entry is not necessary. 

●​ Have the work done from outside, for example: 

○​ Blockages can be cleaned in silos by use of remotely operated rotating 
flail devices, vibrators or air purges. 

●​ Inspection, sampling and cleaning operations can often be done from 
outside the space using appropriate equipment and tools. 

●​ Remote cameras can be used for internal inspections of vessels. 

16.4.​ Review 

As safe systems of work require specialists namely: air testing, special lighting, breathing 
apparatus, rescue harnesses, communication equipment as well as specialist tools, 
lighting and associated training, that the Practice does not hold, the current policy is 
that specialists are to be used. 

16.5.​ Restricted Spaces 

Work in restricted spaces is avoided whenever possible. Activities conducted within a 
restricted space are the subject of a risk assessment to ensure adequate control 
measures are in place to protect personnel involved or affected by the activity.  

No person shall work alone when working in a restricted space. Employees must be 
accompanied / monitored at all times either by a colleague or third party. 

A visual inspection of the restricted space is conducted prior to entry to ascertain its 
condition and whether it is safe to enter. 

Suitable access equipment is used to gain entry to restricted spaces (e.g. loft hatch 
ladder). 

Restricted spaces are ventilated prior to entry in hot weather to reduce the potential for 
heat stress. 
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Bump caps are worn in restricted spaces where there is the potential for head injury due 
to low structures (e.g. timber beams in lofts, pipework in ducts). 

Suitable respiratory protective equipment (RPE - FFP3), gloves, goggles and disposable 
coveralls are worn if there is a risk of significant exposure to insulation fibres. 

Care is taken when accessing lofts / attics to prevent falls through ceilings. Access is 
only permitted in areas that are either boarded over or where crawling boards are 
supplied and available for use to bridge across joists. 

Torches are used when inspecting unlit restricted spaces. 

17.​ Lone Workers Policy 

17.1.​ Policy  

Bailey Partnership aims to provide a safe environment, safe equipment, and safe 
systems of work for its employees and those working on its premises. Wherever 
practicable, Bailey Partnership employees are not to work alone in high-risk activities or 
areas. 

17.2.​ Overview 

Particular care will be taken when employees are working alone, since existing hazards 
may be enhanced or new hazards created e.g. lack of assistance and first aid cover, 
and/or an increased danger of violence.  Suitable risk assessments will be undertaken 
identifying hazards and introducing measures to minimise them wherever reasonably 
practicable.  

The lone worker will ensure that management is aware of their whereabouts and the 
nature of the work being undertaken. The lone worker will make contact with nominated 
personnel at pre-arranged times throughout, and on completion of, the activity. Such 
arrangements will be documented in a specific risk assessment or Company procedure 
which will be communicated to all persons potentially involved. 

The Executive Directors and Line Managers will ensure that: 

●​ The hazards of working alone are identified. 

●​ Appropriate risk assessments are undertaken. 

●​ Additional control measures are introduced. 

●​ Employees are provided with the necessary equipment, information, 
instruction and training. 

17.3.​ Risk Assessments 

An employee must always consider with their Line Manager whether they should 
prepare a written risk assessment for every task or meeting that requires lone working.  
This risk assessment should include: 
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●​ Assessing if it is necessary to work alone. 

●​ Consideration for the remoteness or isolation of the location 

●​ The provision of suitable equipment for the work (e.g. equipment of 
appropriate size, weight and design that can be safely handled and 
operated by a person working alone) 

●​ Problems of communication 

●​ The possibility of violence or criminal activity 

●​ The nature of possible injury 

●​ Emergency exit 

In other instances (e.g. a meeting between an employee and another professional in a 
public venue or office) the employee and Line Manager may decide that a written risk 
assessment is not required for the task.  All risks must still be considered for the activity 
as above, and employees should use judgement as to whether the risk is such that a 
written assessment should be undertaken. 

17.4.​ Control Measures 

The Directors and Line Managers will work with employees to ensure appropriate control 
measures to minimise additional risks associated with lone working. 

These measures may include: 

●​ Authorisation of employees to work alone and/or out of hours 

●​ Pre-task inspections to ensure provisions for emergencies are in place, e.g. 
egress routes, firefighting and first aid equipment. 

●​ Logging in and out systems with identified people, and in the office signing 
IN/OUT book/sheet. 

●​ Provision of mobile phones and personal alarms 

●​ Periodic check-in arrangements or visits by other employees 

●​ Appropriate information and training 

The types of controls will vary depending on the type of work, location, experience of 
the worker and local conditions. 

Having defined a safe system of work and informed employees and others affected, a 
further control will include a periodic audit to ensure procedures are being followed. 
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17.5.​ Situations Where Lone Working is Unacceptable 

Specific health and safety requirements stipulate that at least two people must be 
involved in certain work activities.  These include: 

●​ Entry into and work in confined spaces (Confined Spaces Regulation 1997) 

●​ Work on a ladder which cannot be secured, and which requires footing.  

●​ Where working alone puts the individual at a significantly higher risk than 
they would ordinarily be exposed to 

17.6.​ Non-statutory Requirements 

There are other activities where lone working could involve increased risks to individuals, 
and as such should not be undertaken alone without risk assessment and control 
measures.  These include: 

●​ Detached work in the vicinity of unsupervised young people or other 
potentially vulnerable or at-risk persons 

●​ Initial entry into, survey and work on derelict and dilapidated buildings and 
structures 

17.7.​ Work Activities Where Accompanied Working is Recommended 

The following activities involve a significant level of risk, and while it is recognised that 
accompanied working will not always be achievable, it should be planned for, and 
realised as far as practicable: 

●​ Work near water. 

●​ Investigation of incidents of suspected theft or break-in 

●​ Situations where confrontation can be expected, including community 
meetings. 

17.8.​ Lone Working in the Office 

Employees who intend to work in the office outside of normal working hours should: 

●​ Tell their Line Manager the hours they are intending to work. 

●​ Ensure that the main door to the building is shut. 

●​ Make sure that the fire exit is clear. 

●​ If there is a fire do not attempt to tackle it – leave the building, set off the 
fire alarm and call the fire brigade once safely outside. 

●​ Ensure when leaving that the premises are properly secured, alarms set, 
lights and other equipment switched off. 
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17.9.​ Review 

The policy is reviewed periodically and when appropriate reflected in additional risk 
assessments being introduced. 

18.​ Protection of Vulnerable Adults Policy  

18.1.​ Policy 

The aim of this policy is to ensure the safety of vulnerable adults by outlining clear 
procedures and ensuring that all staff members are clear about their responsibilities in 
accordance with the NHS and Community Care Act 1990, Mental Health Act 2007, 
Public Interest Disclosure Act 1998 and the Care Standards Act 2000. 

18.2.​ Overview 

The characteristics of adult abuse can take a number of forms and cause victims to 
suffer pain, fear and distress reaching well beyond the time of the actual incident(s). 
Victims may be too afraid or embarrassed to raise any complaint. They may be reluctant 
to discuss their concerns with other people or unsure who to trust or approach with 
their worries. 

There may be some situations where victims are unaware that they are being abused or 
have difficulty in communicating this information to others. 

18.3.​ Definition  

A vulnerable adult is a person aged 18 years or over who may be unable to take care of 
themselves or protect themselves from harm or from being exploited. 

This may include a person who: 

●​ Are elderly and frail 

●​ Has a mental illness including dementia?  

●​ Has a physical or sensory disability 

●​ Has a learning disability? 

●​ Has a severe physical illness 

●​ Is a substance misuser? 

●​ Is homeless. 

18.4.​ What is abuse? 

Abuse is a violation of an individual’s human and civil rights by any other person or 
persons. It can take a number of forms: 
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●​ Physical abuse e.g. hitting, pushing, shaking, inappropriate restraint, 

force-feeding, forcible administration of medication, neglect or 
abandonment. 

●​ Sexual abuse e.g. involvement in any sexual activity against their will, 
exposure to pornography, voyeurism and exhibitionism 

●​ Emotional/psychological abuse e.g. intimidation or humiliation 

●​ Financial abuse e.g. theft or exerting improper pressure to sign over money 
from pensions or savings etc. 

●​ Neglect or acts of omission e.g. being left in wet or soiled clothing, or 
malnutrition. 

●​ Discriminatory abuse e.g. racial, sexual or religious harassment 

●​ Personal exploitation – involves denying an individual their rights or forcing 
them to perform tasks that are against their will. 

●​ Violation of rights e.g. preventing an individual from speaking their thoughts 
and opinions 

●​ Institutional abuse e.g. failure to provide a choice of meals or failure to 
ensure privacy or dignity. 

18.5.​ Reporting Procedures 

If an allegation or suspicion of abuse is discovered by a member of staff the matter is to 
be reported to a Director immediately. In the event that a Director is not immediately 
available then the incident should be reported in the first instance to the Compliance 
Manager or an Associate of the practice. 

The Director or other senior manager to whom the matter is reported is to make a 
written record of the allegation or suspicion of abuse and contact the local Social 
Services Team. 

If the staff member has been told about the allegation of abuse in confidence, they 
should attempt to gain the consent of the individual to make a referral. However, the 
gaining of the consent is not essential in order for information to be passed on.  

In emergency situations (e.g. where there is the risk or occurrence or severe physical 
injury), where immediate action is needed to safeguard the health or safety of the 
individual or anyone else who may be at risk, the emergency services must be 
contacted. 

Where a crime is taking place, has just occurred or is suspected, the police must be 
contacted immediately. 
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18.6.​ Responsibilities 

All members of staff have a responsibility to be aware of this policy and to report any 
suspicions that they might have concerned adult abuse. 

The Director responsible for adult protection is Simon Zawada. 

18.7.​ Review 

All newly recruited staff who may have contact with students are CRB checked and 
existing staff have theirs renewed periodically. 

19.​ Child Protection  

19.1.​ Policy 

To establish the roles and responsibilities of everyone who works for the practice in 
relation to the protection of children and young people with whom their work brings 
them into contact. In the context of child protection, children and young person’s refers 
to anyone under 18 years of age. 

19.2.​ Overview 

This policy is based on, and reflects, the principles of both UK legislation and guidance 
and other relevant policies and procedures. The approach has been developed in such a 
way as to be consistent with 'Best Practice' within the field of child protection. The key 
principles are:  

●​ The welfare of the child or young person is the paramount consideration. 

●​ All children and young people, regardless of age, disability, gender, racial or 
ethnic origin, religious belief and sexual identity have a right to protection 
from harm or abuse.  

It is everyone at Bailey Partnership's responsibility to promote the protection of children 
and young people. In following the policy staff are always expected to maintain a sense 
of proportion, apply common sense to situations and protect the child's welfare as 
priority.  

It is also Bailey Partnership's duty to ensure that staff are never placed in situations 
where abuse might be alleged. It is not intended that the policy should restrict staff 
from normal ways of working, but staff always need to consider how an action or 
activity may be perceived as opposed to how it is intended.  

19.3.​ Principles of Good Practice  

Bailey Partnership undertakes to:  

●​ Treat children and young people with care, respect and dignity.  

 
Bailey Partnership is the trading name of Bailey Partnership (Group) Ltd, Company Number 15873896 - Incorporated on 3 
August 2024, Private Limited Company registered in England and Wales. Registered office: Lyster Court, 2 Craigie Drive, The 
Millfields, Plymouth, PL1 3JB.  A list of Directors names is available at the above address.  Regulated by RICS. 
 

H&S01 Rev 2 02/03/2024 
 

 
 



 
 
 
 
 
 
 

APPENDIX 14 - HEALTH AND SAFETY POLICY 

 
●​ Recognise that those working for Bailey Partnership will be perceived by 

children and young people as trusted representatives of Bailey Partnership.  

●​ Ensure communication with children and young people is open and clear. 

●​ Assess the risks to children of its activities.  

●​ Ensure staff avoid physical contact with children and young people except 
for reasons of health and safety, or under supervision.  

19.4.​ Work Experience  

Bailey Partnership offers work experience placements to many children and young 
persons each year. Although primarily designed to help young people become familiar 
with the workplace, it is also beneficial to Bailey Partnership as it provides a direct link to 
our school client base. 

Bailey Partnership provides forwardly planned and structured work experience 
placements. There are 'Work Experience Provider's Guidelines' and 'Good Practice' 
documents which support the scheme.  

19.5.​ Health and Safety  

Bailey Partnership's Health & Safety policy gives guidance to those whose roles involve 
working with children and young persons. Where a child or young person is involved, the 
risk assessment must take account of their particular vulnerabilities which will include 
child protection. The risk assessment should set out what arrangements are in place for 
their care and supervision, e.g. by a school, parent, guardian or chaperone and how these 
will be communicated to the appropriate parties.  

19.6.​ Transport Children  

When children are being transported on behalf of Bailey Partnership, they should be 
transported by a member of staff who has a satisfactory CRB disclosure, and in either 
case only with the specific prior consent of their school.  

19.7.​ Review 

All newly recruited staff who may have contact with students are CRB checked and 
existing staff have theirs renewed periodically. 

19.8.​ Young Persons at Work 

Risk assessments will be carried out, or reviewed, to identify and address the risks to 
young persons (i.e. those under the age of 18), when employed by the Company. 

Protection will be provided from any risks to the health and safety of young persons 
associated with their lack of experience, lack of awareness of existing risks or 
immaturity, in accordance with the Management of Health and Safety at Work 
Regulations 1999. 
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Unless as part of their training, or where the work is carried out under the supervision of 
a competent person and where the risk has been reduced to the lowest reasonably 
practicable level, young persons will not be employed where the work: 

●​ Is beyond their physical or psychological capability. 

●​ Involves exposure to toxic or carcinogenic substances or substances which 
cause heritable genetic damage, harm to unborn children or cause any other 
chronic health effect. 

●​ Involves an accident risk which they may not reasonably recognise due to 
their insufficient attention to safety or lack of experience or training; and/or 

●​ Involves a risk to health from extreme temperatures (hot or cold), noise or 
vibration. 

●​ Young persons will be supervised at all times when performing any task 
which may put them at risk. 

20.​ Temporary Workers 

20.1.​ Policy 

All workers are entitled to work in an environment where the risks to their health and 
safety are properly controlled.  If you are an agency worker, then your health and safety 
is protected by law and your employment agency has a duty to make sure that they 
follow the law. 

20.2.​ Overview 

●​ You have a duty to take reasonable care for your own health and safety and 

that of other people who may be affected by your actions at work.   

●​ You must cooperate with your employment agency, the business where you 
are working, and your co-workers to help everyone meet their legal 
requirements. 

●​ If it is necessary for protecting your health, you will be given personal 
protective equipment, such as gloves, face masks, hard hats or safety 
shoes.  You will be trained to use it, and the equipment must fit you 
properly.  It is your responsibility to use it in line with the training you 
receive, and to inform the person that provided the equipment if it is lost or 
damaged. 

●​ If using a computer screen, it is a significant part of your job then you are 
entitled to a DSE (Display Screen Equipment) assessment to make sure you 
are using it correctly. 
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●​ You are entitled to a rest break of at least 20 minutes if you work more than 

six hours at a stretch.  You are also entitled to an annual period of paid 
holiday. 

20.3.​ Review 

The Partnership will review the policy periodically. 

21.​ Contractors and Visitors 

All contractors and visitors to Partnership premises should liaise with the relevant Line 
Manager before any work is carried out on behalf of the Partnership. 

The Partnership is liable for any actions by visitors or contractors which affect safety on 
its premises. Therefore, visitors and contractors to a Partnership site must always be 
made aware of any hazards.  Any hazards they may create for Partnership employees 
from their actions must be identified and discussed. 

22.​ Office Based Risk Assessments 

22.1.​ Policy 

To comply with the requirements of the Management of Health and Safety at Work 
Regulations 1999. 

22.2.​ Overview 

Office based risk assessments are reviewed annually.  They include: 

●​ Electrical wiring 

●​ Gas installations 

●​ Lift installations 

●​ Portable appliance testing 

●​ Water quality 

●​ Fire risk assessments by a specialist. 

●​ VDU assessments 

Depending on the circumstances it may be necessary to carry out task specific risk 
assessments for which risk assessment forms are available via the intranet. 

22.3.​ Review 

Higher risk items are reviewed immediately. 

22.4.​ Slips, Trips and Falls 
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Trailing leads and hoses are laid to minimise the risk of trips. Cable protection is fitted, 
when possible, to reduce the risk of tripping. Where practicable, trailing cables are 
eliminated by routing cables above head height. 

Floor coverings will be sound and in good state of repair. All spillages will be cleared 
away immediately. 

All corridors, accesses, egresses and stairwells will be adequately lit and kept clear of 
obstacles and rubbish. 

Offices and working areas will be kept tidy at all times and all rubbish will be removed at 
the end of each day. 

23.​ Occupational Health 

23.1.​ Policy 

To comply with the requirements of the relevant legislation. 

23.2.​ Overview 

The Health and Safety at Work etc. Act and related legislation, employers are required to 
protect the health, safety and welfare of their employees.  This includes taking action to 
protect the health and well-being of employees after they return to work, if they have 
become more vulnerable to risk because of illness, injury or disability.   

Disabled employees are protected by the Equality Act 2010.  This means that employers 
have to make reasonable adjustments to their working conditions or arrangements to 
make sure that disabled people are not treated less favourably than other employees.  
Employees whose injury or poor health persists may become eligible for Equality Act 
protection. 

The Health and Safety (Miscellaneous Amendments) Regulations 2002 require 
employers to ensure that doors, passageways, stairs, lavatories and workstations are 
suitably arranged to take account of disabled workers’ needs, and that rest facilities 
cater for them.  They also require employers providing personal protective equipment to 
take account of the health of people who may wear it, and when considering the risks of 
manual handling operations, to take account of the physical suitability of the employee 
to carry out the operations. 

Sickness absence is recorded and regularly reviewed to identify any trends in order to 
assist people who may need help to return to work.  Return to work interviews are 
routinely conducted. 

23.3.​ Review 

To reconsider practice provision in the light of new employees or changed 
circumstances of existing employees. 
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24.​ Legionella / Water Hygiene 

Legionnaires’ disease is contracted through inhalation of tiny airborne droplets or 
particles of water containing viable Legionella bacteria. Given the right conditions, the 
bacteria can grow in hot and cold-water systems, air conditioning, etc. The bacteria 
grow rapidly in water temperatures that range between 20°C - 45°C. Those most at risk 
at contracting the disease are the elderly and people whose immune system is impaired. 

A Responsible Person and deputy shall be appointed who shall be responsible for 
identifying and assessing sources of risk and putting in place a management plan 
(including a written scheme for the prevention and control of the risk for each water 
system) to comply with general legislation and the Approved Code of Practice L8: The 
Control of Legionella Bacteria in Water Systems. 

Appropriate control measures for individual premises will be identified in office risk 
assessments. 

Annual audits of the arrangements in place to control legionella in water systems will be 
undertaken.  

25.​ Noise 

Where noise levels are likely to exceed the Lower Exposure Action Value perceived at 
the operator's ear an assessment will be conducted and control measures identified and 
implemented to reduce or control personal exposure. 

Suitable ear defenders providing adequate attenuation will be provided where 
appropriate to all affected personnel, at no cost to them, together with appropriate 
instructions on their use. 

Where noise levels are likely to exceed the Upper Exposure Action Value perceived at 
the operator's ear the wearing of hearing protection will be enforced and hearing 
protection zones identified. 

In no situation will the exposure limit value (ELV) be exceeded. 

All employees will use hearing protection provided for their protection. 

26.​ Welfare Facilities 

26.1.​ Policy 

To comply with the requirements of the Offices, Shops and Railway Premises Act 1963 
and the Health and Safety at Work Act 1974. 

26.2.​ Overview 

The Directors will provide offices which are: - 

●​ Clean 
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●​ Well ventilated 

●​ Heated to a minimum of 15 degrees centigrade after the first hour of work. 

And have: 

●​ Adequate sanitary and washing facilities. 

●​ Drinking water and drinking vessels 

●​ Places for outdoor clothes to be hung. 

●​ Proper seating arrangements 

●​ A first aid box 

●​ Appointed Persons for First Aid  

And provide premises where: 

●​ Floors, stairs, steps, passages and gangways are soundly constructed, 
properly maintained and as far as it is reasonably practicable, kept free from 
obstruction and slippery substances. 

26.3.​ Review 

This is reviewed annually in the office risk assessment and in the interim by the 
appointed Health and Safety person in each office. 

27.​ Display Screen Equipment 

27.1.​ Policy 

To comply with the Display Screen Equipment Regulations 2002. 

27.2.​ Overview 

All visual display units and screens used within the Practice will comply with UK and 
European legislation. Employees should speak to the IT Manager if they have any 
concerns about this equipment. Periodic VDU assessments are carried out and acted 
upon. 

27.3.​ Employee Eye Tests 

There is a legal requirement for the Practice to reimburse the cost of eye tests for those 
members of staff who use VDU’s. An optician’s receipt must be presented for VDU 
spectacles before reimbursement can be given. 

27.4.​ Work Related Upper Limbs Disorders – Strains to Hands and Arms Policy 

The Practice believes that injuries to the hand or arm brought about by repetitive 
motions can be reduced by providing the following: 

 
Bailey Partnership is the trading name of Bailey Partnership (Group) Ltd, Company Number 15873896 - Incorporated on 3 
August 2024, Private Limited Company registered in England and Wales. Registered office: Lyster Court, 2 Craigie Drive, The 
Millfields, Plymouth, PL1 3JB.  A list of Directors names is available at the above address.  Regulated by RICS. 
 

H&S01 Rev 2 02/03/2024 
 

 
 



 
 
 
 
 
 
 

APPENDIX 14 - HEALTH AND SAFETY POLICY 

 
A Suitable Workstation – The Practice have endeavoured to ensure that your 
workstation or the area in which you are working is suitable for you. If necessary, the 
Practice can call on specialists to help you, if you feel that more can be done to ensure 
your work area fits your needs. 

Understanding the Problem – If you feel you are suffering from pain you should discuss 
it with a Director or your Line Manager. You will not be regarded as a nuisance. 

Early Reporting – You should report any symptoms to a Director, or your Line Manager 
should they last for more than 24 hours. 

27.5.​ Review 

Users periodically complete their own VDU assessments.  In addition, the IT Manager 
maintains his own workstation assessment. 

28.​ Work Related Stress 

28.1.​ Policy 

To comply with the requirements of the Management of Health and Safety at Work 
Regulations 1999. 

28.2.​ Overview 

The Health and Safety Executive define stress as “the adverse reaction people have to 
excessive pressure or other types of demand placed on them”.  This makes an important 
distinction between pressure, which can be a positive state if managed correctly, and 
stress which can be detrimental to health.​  

The Partnership will:- 

●​ Identify all workplace stressors and conduct risk assessments to eliminate 
stress or control the risks from stress.  These risk assessments will be 
regularly reviewed. 

●​ Consult with health and safety representatives on all proposed action 
relating to the prevention of workplace stress. 

●​ Provide training to all Executive Directors and Line Managers in good 
management practices. 

●​ Provide confidential counselling for staff affected by stress caused either 
by work or external factors. 

●​ Provide adequate resources to enable Executive Directors and Line 
Managers to implement the Partnership’s agreed stress management 
strategy. 
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28.3.​ Responsibilities 

Management: - 

●​ Conduct and implement recommendations of risk assessments within their 
jurisdiction. 

●​ Ensure good communication between management and staff, particularly 
where there are organisational and procedural changes. 

●​ Ensure staff are fully trained to discharge their duties. 

●​ Ensure staff are provided with meaningful developmental opportunities. 

●​ Monitor workloads to ensure that people are not overloaded. 

●​ Monitor working hours and overtime to ensure that staff are not 
overworking. 

●​ Monitor holidays to ensure that staff are taking their full entitlement. 

●​ Attend training as requested in good management practice and health and 
safety. 

●​ Ensure that bullying and harassment is not tolerated within their jurisdiction. 

●​ Be vigilant and offer additional support to a member of staff who is 
experiencing stress outside work e.g. bereavement or separation. 

Directors: - 

●​ Provide specialist advice and awareness training on stress. 

●​ Train and support managers in implementing stress risk assessments. 

●​ Support individuals who have been off sick with stress and advise them and 
their management on a planned return to work. 

●​ Refer to workplace counsellors or specialist agencies as required. 

●​ Monitor and review the effectiveness of measures to reduce stress. 

●​ Inform the employer and the health and safety representative of any 
changes and developments in the field of stress at work. 

Employees: - 

●​ Raise issues of concern with your Line Manager  

●​ Accept opportunities for counselling when recommended. 
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28.4.​ Review 

Give guidance to managers on the stress policy. 

Help monitor the effectiveness of measures to address stress by collating sickness 
absence statistics. 

Advise managers and individuals on training requirements. 

Provide continuing support to managers and individuals in a changing environment and 
encourage referral to occupational workplace counsellors where appropriate. 

29.​ Smoking   

In compliance with the Smoke-free Regulations 2006, Company premises and 
workplaces are smoke-free. Disciplinary action will be exercised if employees or 
contractors smoke whilst in Company premises or in Company vehicles. 

“No Smoking” signage is clearly displayed on Company premises and Company 
managed work sites. 

Smoking is only permitted in those external areas designated by management. 
Designated areas will be advised to employees on induction. 

Smoking is strictly prohibited in areas where flammable liquids are stored or used. 

Whilst working on premises owned by the Client, or on the site of a Principal Contractor, 
the smoking policy of that Client or Principal Contractor will be adopted and, as such, all 
employees and contractors who undertake work on behalf of the Company are to 
adhere to that policy. 

30.​ Portable Electrical Equipment/ Gas / Lifts 

30.1.​ Policy 

Ensuring all electrical appliances and equipment are periodically examined and tested at 
a frequency in accordance with current HSE guidance, HSG107 Maintaining Portable 
Electrical Equipment. 

Maintaining a record of all inspections / tests of electrical equipment and appliances. 

Ensuring that equipment operators regularly carry out a visual inspection of equipment 
and associated cables and plugs for signs of obvious damage. 

Fixed electrical wiring will be checked by a competent electrician every five years. 

No private or personal item of electrical equipment such as kettle, coffee machine etc. 
should be used on Partnership property without authorization from the Director 
responsible for health and safety. 
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No item of electrical equipment shall be moved within the offices without prior 
assessment by the health and safety person. 

30.2.​ Gas Installations and Appliances, Plant Rooms 

The Company recognises the need to ensure that all gas installations and appliances 
shall be safe at all times. Management will ensure that: 

●​ Gas-fired boilers, appliances and associated pipework / flues are inspected 
and serviced by a GasSafe registered engineer every 12 months and that 
records are kept on file. 

●​ Plant / boiler rooms are kept locked / secure, with access restricted to 
authorised persons only. 

●​ Adequate signage is in place warning of access restrictions and potential 
hazards (fire, explosion). 

●​ Smoking and naked flames are strictly prohibited in plant / boiler rooms. 

●​ Hot surfaces / pipes are insulated to retain heat and protect against burns. 

●​ Plant / boiler rooms are maintained in a clean and tidy state. Storage of 
materials and equipment in plant / boiler rooms is not permitted. 

●​ Clear access is maintained to all control panels. 

●​ Emergency shut-off / isolation switches are installed and clearly labelled as 
to function. 

●​ Carbon monoxide detectors are installed in all plant / boiler rooms and in 
rooms containing gas appliances. 

30.3.​ Passenger Lifts 

The Company recognises the need to ensure that lifts are used safely and maintained in 
a safe working order at all times. This will be achieved by adherence to the following: 

●​ New lifts are manufactured and installed according to the Lifts Regulations 
2016 and EN81-20:2014 and have a current declaration of conformity.  

●​ Only suitably competent persons, accredited by the United Kingdom 
Accreditation Service to BS EN 45004, are selected to inspect, examine, 
test and maintain lifts. 

●​ A preventive maintenance programme is in place for all lifts. 

●​ Different contractors are used to perform routine maintenance and to 
conduct inspections / examinations of lifts. 
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●​ All lifts are thoroughly examined by a competent person at statutory 

intervals (every 6 months for those carrying people), or in accordance with 
an examination scheme drawn up by a competent person, as required by 
the Lifting Operations and Lifting Equipment Regulations 1998. Individual 
lift components are tested and examined in accordance with 
EN81-50:2014. Records of examination reports are kept available for review 
/ inspection for at least two years. 

●​ A thorough examination is also performed following substantial and/or 
significant changes to a lift, a long period of inactivity or following damage 
to, or failure of, the lift. 

●​ Any reported defects / problems with lifts are promptly addressed - where 
necessary, lifts are taken out of service whilst awaiting remedial 
maintenance.  

●​ All lifts are fitted with emergency stop / alarm devices that are easily 
identifiable and accessible. 

●​ The maximum number of passengers and safe working load is clearly signed 
in all lifts. 

●​ Employees do not exceed the maximum number of passengers or safe 
working load in lifts. 

●​ The results of the risk assessment will be communicated to all employees. 

30.4.​ Display of Notices 

The Partnership will display for its employees’ information the following: 

●​ The Health and Safety Law poster with details of the local enforcing 
authority and Medical Advisory Service completed. 

●​ A copy of the certificate of employers’ liability 

30.5.​ Induction Training 

The Partnership recognises and fully accepts its responsibilities to provide all new staff 
with suitable and sufficient health, safety and fire induction training.  Elements of this 
induction may be phased but on day one fire and emergency procedures and those for 
first aid will be included. 

All new employees are issued with a copy of the Partnership’s statement of policy on 
health and safety via the staff manual. 

30.6.​ Review 

All are reviewed as part of the office risk assessment process and the results recorded. 
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31.​ Safe Driving Policy for Staff Whilst on Company Business 

31.1.​ Policy 

Staff must hold a current valid driving licence.  The licence will be inspected on 
commencement of employment and annually to confirm it is still current and not 
invalidated by penalty points. Staff must inform their Line Manager/the Compliance 
Manager of any penalty points which invalidate their licence. 

It is the responsibility of staff to ensure that their vehicles are properly insured for 
business use and compliant with all legislation when used on company business.  
Accordingly, confirmation of insurance is required, and checks will be carried out on 
commencement of employment and annually thereafter. 

The Partnership expects everyone to drive safely for their own and others’ benefit.  
Journeys should be planned and should include enough time for rest breaks and 
unexpected delays. All those driving on Company business will at all times meet the 
requirements of the Road Traffic Act and follow the guidance detailed in the Highway 
Code. 

In respect of the use of mobile phones, or driving under the influence of drugs or 
alcohol, the Practice expects the current legislation regarding restrictions of use to be 
complied with. 

Penalties incurred for breaches of the Road Traffic Act and other relevant legislation will 
be met by the individual employee. Disciplinary action may be taken against employees 
who frequently or excessively incur penalties for breaches of road traffic legislation 
whilst driving on Company business. 

There is a ‘No Smoking’ rule in place whilst accompanied by passengers/work colleagues 
on business trips. 

In the event of an accident on company business, regardless of whether an insurance 
claim is to be made, it must be reported immediately to your Line Manager or the 
Compliance Manager. 

First Aid Kits are provided for those regularly using their vehicles for work who do not 
already have one provided with their vehicle. 

 

31.2.​ Mobile Phones 

Usage 

Bailey Partnership employees must not use mobile phones whilst driving. The 
Partnership will not accept any liability for accidents or injuries resulting from such use. 
If it is necessary to make a call during a journey, please pull over to do so. Latest 
motoring advice indicates that ‘hands free’ kits are not a complete solution, because the 
driver’s concentration may still be affected. 
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For more detailed information, please refer to your operating manual. 

Code of Conduct 

Employees are reminded that many people find mobile phones offensive or intrusive. In 
public places, please show sensitivity, particularly with regard to the ringing volume of 
your mobile. 

Courtesy requires that mobile phones are switched off during meetings, unless by prior 
arrangement, in case of emergency. It is inappropriate to send text messages during 
meetings, unless by agreement with all parties and for the purpose of the meeting in 
hand. 

31.3.​ Review 

The provision of and use of phones is reviewed on a regular basis. 

32.​ Training and Supervision 

32.1.​ Policy 

All new Bailey Partnership employees will receive induction training as soon as 
reasonably practicable. 

A record of the induction process will be maintained. 

Site-specific, induction training shall be conducted by the Principal Contractor where 
required. 

Training needs and competence requirements will be analysed to ensure the provision of 
appropriate training. The risk assessment process is used to identify specific training 
requirements associated with specific work activities (e.g. working at height). 

Individual training needs are initially identified on induction and are reviewed annually. 

Directors, Managers, and employees all attend health and safety training relevant to their 
role and work activities. 

As a minimum requirement, all construction site visiting employees will be required to 
hold relevant and valid CSCS cards. 

Employees will be provided with a suitable level of supervision until deemed competent 
to undertake tasks unsupervised. 

Occupational competence will be maintained via continued membership of appropriate 
professional bodies. 

●​ Further training shall be given: 

●​ For periodic refresher training. 

●​ When required by current best practice. 
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●​ When being exposed to new or increased risks. 

●​ When being transferred or given a change in responsibility; and/or 

●​ When there is a change in work methods, technology, equipment or 
practises. 

A Training Record will be maintained for all employees. 

Copies of all company induction, training records and, where issued, certificates of 
training, qualifications and competence will be held in the company office. 

Training standards will be kept under review to ensure that the requirements of current 
legislation and risk assessments are met. 

It is the responsibility of the Directors and Line Managers to ensure that all employees 
and others working within their area of control receive the necessary information, 
instruction and training for them to work safely. 

32.2.​ Overview 

All training will be coordinated through the appropriate Line Manager and the Director 
responsible for health & safety.  It is the responsibility of the employee to adhere to a 
safe system of work and to report any difficulties, failure of equipment or general 
concerns on health and safety issues to their line manager. 

All staff are provided with essential safety training on a minimum 36 monthly basis, with 
refresher training provided as and when necessary.  The minimum training provided 
includes Asbestos awareness, CDM and Safety awareness relating to their job roles. 

32.3.​ Review 

All necessary training (including update and refresher training to take account of new 
techniques, machines etc.) will be given to all employees to operate equipment.  
Employees will not be required to undertake any task until they have been given 
adequate instruction. 

33.​ Competence 

33.1.​ Policy 

To ensure staff have the knowledge and experience to perform the tasks required of 
them. 

33.2.​ Overview 

Legislation Competence 

Building Safety Act 2022 PAS 8671 & PAS 8672 
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CDM Regulations 2015  APS membership and/ or NEBOSH 

Management of H&S at Work Regs 1999 All technical staff to hold management grade 
CSCS cards 

H&S (Consultation with Employees) Regs 1996 Employee representatives are trained in their 
functions 

Fire Risk Assessments By specialist - fras999 

Fire Warden Training By specialist - Fire Safe Solutions 

The Control of Asbestos at Work Regulations 
2012 

Training for employees by Shield Environmental 

The Control of Substances Hazardous to Health 
(COSHH) 

IOSH Working Safely training to appointed H&S 
persons 

Manual Handling Operations Regs 2002 IOSH Working Safely training to appointed H&S 
persons 

The H&S (Display Screen Equipment) Regs 
2002 

The IT Manager conducts display screen 
assessments.  Eye tests by specialists 

The Personal Protective Equipment at Work 
Regs 1992 

Training of technical staff at induction 

The Gas Safety (Management) Regs 1996 Gas installations inspected by specialists 

Company requirement Specific identified staff require DBS, enhanced, 
blue light, defence and government security 
clearance 
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33.3.​ Review 

Work tasks given to employees are reviewed by their Line Managers as the individual 
progresses. 

34.​ Health and Safety Measures of Performance 

34.1.​ Policy 

To use measures of performance to improve future performance. 

34.2.​ Overview 

Individual measures of performance are part of the personal review process.  All staff are 
subject to annual appraisals which enable them to score past health and safety 
performance and seek comment on future targets. 

34.3.​ Review 

Training requirements are reviewed annually by the Executive Directors together with 
feedback from staff reviews. 
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	Document Revision History 
	Document Validation (Latest Issue) 
	1.​Responsibilities 
	1.1.​Executive Directors 
	The Executive Directors recognise and accept the promotion of health and safety measures as a mutual objective for all staff and requires the active support of all employees in the achievement of these aims. 
	The Partnership will therefore take steps, so far as reasonably practicable, to prevent personal injury and damage to property and to protect everyone from foreseeable work hazards including the public in so far as they come into contact with the Partnership or its activities. 
	In particular responsibility will be taken for: 
	It is the Partnership’s Policy that every new employee receives guidance as to the location and content of the Statement of Policy on Health & Safety at Work when he/she commences employment.  This Statement forms part of the Partnership’s Terms and Conditions of Employment. 
	The Partnership has appointed SSG Training & Consultancy under regulation 7 of the Health and Safety at Work regulations to act as the company competent person. 

	1.2.​PPG Board 
	1.3.​Line Managers 
	Line Managers will support the Executive Directors by ensuring the activities under their control are performed in accordance with Company Policy and existing legislation. 
	In the event of Line Managers encountering health and safety issues beyond their knowledge and experience they will seek advice from the Executive Directors. 
	Should a Line Manager identify or be notified of a situation that would result in imminent danger of serious injury he/she will instruct that work ceases forthwith until the matter is resolved. 

	1.4.​Professional Staff 
	Professional staff will support the Line Managers by ensuring the activities under their control are performed in accordance with Company Policy and existing legislation. 
	In the event of professional staff encountering health and safety issues beyond their knowledge and experience they will seek advice from the Line Manager or Executive Directors. 
	Should a professional staff member identify or be notified of a situation that would result in imminent danger of serious injury they will instruct that work ceases forthwith until the matter is resolved. 

	1.5.​Appointed Health & Safety Person Responsibilities 
	The appointed person for health and safety at each workplace has a requirement to carry out, so far as reasonably practicable, the overall responsibility for the safety of the building and services within their control. 
	The person must attend appropriate training in order to undertake with confidence their specific health and safety duties e.g. NEBOSH/ CIEH Health & Safety in the Workplace/ IOSH Working Safely certificates. 
	The Appointed Person will: 
	In the event of the Appointed Health and Safety Person encountering health and safety issues beyond their knowledge and experience they will seek advice from the most senior member of staff present. 

	1.6.​Appointed Person for First Aid Responsibilities 
	The Appointed Person will: 
	In the event of the Appointed Person for First Aid encountering health and safety issues beyond their knowledge and experience he/ she will seek advice from the most senior member of staff present. 

	1.7.​Fire Warden Responsibilities 
	The trained Fire Warden will, in the event of a fire: 
	In the event of the Fire Warden encountering health and safety issues beyond their knowledge and experience he/ she will seek advice from the most senior member of staff present. 

	1.8.​All Employees and Other Personnel Responsibilities 
	All employees and other personnel, irrespective of their position, have a duty to co-operate with the Partnership in the operation of this Policy by: 

	1.9.​Consultants 
	Consultants will support the Directors by ensuring that, when working on client premises, they will obey all rules that are in place to protect health and safety. 
	In the event of consultants, while working on client premises, identifying a situation that could represent imminent danger of serious injury, they will remove themselves from the area of danger, warn others, and bring the matter to the attention of the client’s representative.  If the matter cannot be resolved, they will contact the responsible Director, or, in their absence, another of the Directors for advice. 

	1.10.​Health & Safety Employee Representation / Committee 
	Bailey Partnership follows the HSE and ACAS practice for Health & Safety representation through staff members.  Democratically elected staff members form part of the Health & Safety committee within Bailey Partnership.  This committee meets formally on a bi-annual basis to review, consider and resolve any issues related to Health & Safety.  The formal committee includes agenda items such as stress, bullying, whistleblowing, physical environment, policies and procedures as well as staff suggestions made through an anonymous Bailey Partnership website portal or manually through office suggestion boxes. 

	1.11.​Health, Safety & Environment Advisor – External 
	Bailey Partnership utilises the services of an external Company to fulfil the role of Health, Safety & Environment Advisor (HSE Advisor). 
	SSG Training and Consultancy is appointed as Competent Persons under the Management of Health & Safety at Work Regulations 1999 to advise Company personnel and contractors on matters of HSE policy, management, good practice and legislation. 
	SSG Training and Consultancy provides the following services according to requirements: 

	1.12.​Advice and Guidance 
	The external HSE Advisor to Bailey Partnership is SSG Training and Consultancy of Plymouth who are available on 01752 201616. 

	1.13.​Review and Update 
	Bailey Partnership HSE Policy and performance will be reviewed annually, and any necessary updates will be made. 
	No alterations will be made to Company’s HSE Policy, including the organisational structure and associated arrangements, without the prior consent of the Director Responsible for HSE. 

	1.14.​Communication and Consultation 
	HSE information, where it relates to Company activities will be communicated throughout the Company as it becomes available by the quickest possible means.  
	Meetings and briefing sessions will be held at all levels in the organisation. At a minimum these will comprise: 
	Concerns over the standards of HSE within the Company or issues relating to HSE are to be brought immediately to the attention of management. 
	Bailey Partnership consults with its employees on HSE matters in accordance with the Health and Safety (Consultation with Employees) Regulations 1996. 
	In the absence of elected health and safety representatives, the Company will consult staff individually or in groups on matters of health and safety.  

	1.15.​Display of Information 
	Relevant health and safety information is displayed on a dedicated noticeboard as follows: 

	1.16.​Risk Assessments, Method Statements and Safe Working Procedures 
	Risk Assessments will follow a standard format. 
	Risk Assessments will be reviewed at least annually or: 
	Bailey Partnership will generate Method Statements and Safe Working Procedures as and when required. 
	Management will ensure: 

	1.17.​Employment of New and Expectant Mothers 
	Risk assessments of the activities undertaken by Bailey Partnership will take into account the needs of pregnant employees and new parents, in accordance with the Management of Health and Safety at Work Regulations 1999. The assessment will identify and address the risks to the unborn child, a child of a parent who is still breastfeeding and to the parent and will determine which tasks the employee can perform. 
	The assessment will ensure that adequate steps are taken to avoid the risk to new and expectant parents arising from exposure to physical, biological and chemical agents and from working conditions. 
	Where the risk cannot be avoided then working hours may be temporarily adjusted or suitable alternative work will be offered. If this is not viable then suspension on full pay will be exercised for as long as is necessary to protect the health and safety of the parent and that of their child. 

	1.18.​Employment of Persons with Disabilities 
	Bailey Partnership risk assessments take into account the needs of employees with disabilities, in accordance with the Equality Act 2010. 
	Employees are to ensure that the Company, as their employer, is made aware of any form of disablement that is likely to affect their ability to undertake the work they are assigned. 
	Where appropriate, employees with disabilities will be monitored at regular intervals (e.g. by routine medical examination) to ensure their suitability for the work on which they are employed. 

	1.19.​Infectious Diseases / Pandemic 
	Bailey Partnership will establish a Business Continuity Plan to include measures to put in place to: 
	During a pandemic the Bailey Partnership will endeavour to keep informed of all ongoing developments via monitoring government and reputable media information sources. Government advice and guidance with respect to health, safety, hygiene and social distancing / close working measures will be adhered to.  
	Bailey Partnership will assess the ongoing situation and make any necessary decisions to minimise business impact and balance staff availability with business demand, including adjustments to staffing levels (e.g. via redundancies, contract changes, short term working, lay-off, furlough, etc.). In some cases, this may necessitate changes in roles, responsibilities and potentially a company / team re-structure. 
	Bailey Partnership understands that the impact on mental health and wellbeing will vary from person to person, dependent on individual circumstances. The Company will strive to provide appropriate support (e.g. via Mental Health First Aiders) to those employees suffering illness, bereavement or other issues. 
	A training needs analysis will be undertaken to identify safety-critical training and extensions to certification, in conjunction with course availability, including online options.  
	Bailey Partnership shall review, revise and where necessary develop additional risk assessments for work activities, taking into account: 
	Appropriate emergency arrangements will be put in place, including: 

	1.20.​Health and Wellbeing 
	Company employees are to declare any aspect relating to their health that may put them at risk while undertaking the work for which they are employed or that may be affected by the environment in which it is to be undertaken. 
	Bailey Partnership recognises the ill health effects associated with workplace stress and common mental health problems (CMHP) such as anxiety and depression.  
	The Company is committed to the promotion of wellbeing in the organisation and preventing employees from being subject to undue stress whilst at work.  
	To the extent that is reasonably practicable, the Company will endeavour to balance job demands and pressures with individual capabilities, and to support staff suffering from stress or common mental health problems (CMHPs) such as anxiety and depression. 
	The following arrangements are in place. 
	A personal risk assessment may be undertaken to identify the extent and causes of employees’ stress, together with reasonable adjustments to support staff, including any necessary interventions to prevent and manage stress more effectively. Working hours may be temporarily adjusted or suitable alternative work may be offered to staff. 

	Fatigue 
	Bailey Partnership recognises that an imbalance between the demands of work and time for rest and recovery can result in fatigue, leading to increased risk of errors, accidents, injuries and ill health. The Company is committed to preventing employees from being subject to undue fatigue whilst at work and implements the following arrangements. 

	Digital Burn-out 
	Bailey Partnership recognises the impact of prolonged use of digital devices (desktops, laptops and phones) on health and wellbeing and that this can lead to burnout and stress. 
	Where digital devices are provided to assist employees in their job role, the Company will: 
	Managers are encouraged to ensure employees disconnect with work and manage digital distractions to maintain a healthy work/life balance. 
	Managers will provide support and guidance on managing technology use to safeguard wellbeing and work-life balance. 

	1.21.​Occupational Health Monitoring and Surveillance 
	Employees will be provided with occupational health monitoring / surveillance appropriate to the risks to health and safety resulting from their employment, as identified by risk assessment or legal statute, in accordance with the Management of Health and Safety at Work Regulations 1999 and the Control of Substances Hazardous to Health (CoSHH) Regulations 2002 (as amended). 

	1.22.​Health Referrals 
	Employees will be referred to a medical professional as and when necessary if any concerns are raised with respect to their health or fitness to perform work duties. 

	1.23.​Alcohol and Controlled Substances 
	Disciplinary action will be exercised if, while under the influence of alcohol or controlled substances (drugs), employees or contractors enter Company premises, a site under the control of the Company or drive Company vehicles. 
	Company employees and contractors shall not have alcohol or controlled substances in their possession whilst working on Company premises, on sites under the control of the Company or driving Company vehicles. 
	Any person known or strongly suspected of being under the influence of alcohol or controlled substances will be removed from the workplace / work site immediately. 
	The Company reserves the right to carry out random testing of employees in accordance with its Alcohol and Drugs Testing Policy. 

	1.24.​Prescribed Drugs & Over the Counter Medicines 
	Staff must disclose to management / HR the use of either prescribed drugs or over the counter medicines that may adversely affect their work (e.g. some antihistamines can cause drowsiness, a particular risk while driving or using machinery). Such disclosure will be treated in accordance with statutory data protection requirements. 

	1.25.​Violence towards Employees 
	Incidents of violence, threatening and/or abusive behaviour by employees whilst at work will result in disciplinary action. 
	In the event that Company employees are faced with aggression or threat of violence, a non-confrontational position is to be adopted. 

	1.26.​Mobile Phones 
	It is an offence under the Road Vehicles (Construction and Use) Regulations 2003 (as amended) to use a hand-held phone or similar device when driving. 
	No calls are to be made or received by the driver of a moving vehicle unless the vehicle is fitted with a working ‘hands free’ kit and it is considered that it is safe to do so. 
	Calls dealt with in this way are to be short duration calls only. Longer duration calls are to be dealt with by pulling over to the side of the road into a suitable parking area when it is safe to do so to continue the conversation. 
	No calls are to be made / received on mobile phones while operating any plant, machinery or equipment unless the plant, machinery or equipment has been stopped in a safe place for that purpose, switched off or made safe. 
	Mobile phones must not be used whilst employees carry out hazardous work activities. 
	Mobile phones must not be used in the vicinity of gas storage areas, chemical and oil storage areas or in the vicinity of other flammable substances. 

	1.27.​Welfare Provision 
	The Company is committed to providing a safe and healthy work environment that takes into account the welfare needs of all its employees, including those with disabilities. 
	Welfare provision will be in accordance with the Workplace (Health, Safety and Welfare) Regulations 1992 and Schedule 2 of the Construction (Design and Management) Regulations 2015. 
	Ventilation will be adequate to ensure the comfort of employees.  Where mechanical ventilation or air conditioning is provided, regular cleaning, maintenance and inspection will be conducted. 
	In offices, temperature will be maintained not less than 16°C but whenever practicable will be maintained in the range 19.4° C – 22.8° C.  Windows, skylights or glass partitions will not allow excessive temperatures to be reached in the offices during hot weather. 
	Lighting will be suitable and sufficient and, so far as is reasonably practicable, be from natural light to enable people to work, use facilities and move from place to place safely and without experiencing eye strain. 
	Eating and rest facilities with adequate access to boiling water and a means to heat food will be provided. 
	Welfare facilities will be adequate with sufficient toilets, hand washing and drying facilities.  A wholesome supply of drinking water will be available. 
	Suitable storage and drying facilities for clothing will be provided, as required. 
	Workstations will be comfortable, with safe and suitable chairs and sufficient space. 

	1.28.​Safety Signage 
	Appropriate safety signs and notices will be posted throughout Company premises and on Company managed sites, as identified via risk assessment and in accordance with the Health and Safety (Safety Signs and Signals) Regulations 1996. 

	1.29.​Access and Egress 
	All workplace access and egress routes are kept clear at all times. 
	Emergency escape routes are unobstructed. Stores or materials shall not be left in access or egress routes where they may hinder escape in an emergency. 
	If employees are unable to access their working area safely, they must inform their Line Manager and not take personal risks. 


	2.​Construction and Design Management Regulations 2015 
	Refer to Practice Master Documents Technical Instruction 43.0 for objectives, scope, responsibility and procedure. 
	Where Bailey Partnership act as designer, Quality Procedure 3.0 covers Design Control including CDM Regulations 2015. 
	2.1.​Duties Under the Construction (Design & Management) Regulations 2015 
	Designer Responsibilities 
	In recognition of the legal duties imposed under the Construction (Design and Management) Regulations 2015, for projects where the Company is the Designer, the Project Lead or appropriate Senior Manager will: 

	2.2.​Principal Designer Responsibilities (in addition to Designer) 
	In recognition of the legal duties imposed under the Construction (Design and Management) Regulations 2015, for projects where the Company is the Principal Designer, the Project Lead or appropriate Senior Manager will: 


	3.​Building Safety Act 
	4.​Accidents / Records 
	4.1.​Policy 
	To comply with the requirements of the Social Security (Claims and Payments) Regulations 2010. 

	4.2.​Overview 
	An on-line Accident Book compliant with general data protection requirements is available on the staff Intranet page. Information is kept digitally, in accordance with general data protection requirements. 
	All injuries occurring no matter how trivial are to be recorded in the Accident Book provided on the site where the accident takes place and also in the Company Accident Book. 

	4.3.​Incident Investigation 
	All accidents, near misses and dangerous occurrences involving Company employees or third parties will be investigated to an appropriate degree in accordance with the actual / potential severity of outcome, in order to determine root causes and identify remedial actions to prevent recurrence. 
	Learning outcomes and remedial actions taken are disseminated throughout the Company Review following an incident investigation in order to reduce the potential for recurrence. 
	The accident records are reviewed annually to update records and identify any trends that may require action. 


	5.​Reporting Accidents - RIDDOR 
	5.1.​Policy 
	To comply with the requirements of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013, this requires the reporting of work-related accidents, diseases and dangerous occurrences.  It applies to all work activities, but not to all incidents. 

	5.2.​Overview 
	The following need to be reported: 

	5.3.​Death or Major Injury 
	If there is an accident connected with work and a) an employee, or a self-employed person working on Practice premises, is killed or suffers a major injury (including as a result of physical violence); or b) a member of the public is killed or taken to hospital, the Partnership must notify the enforcing authority without delay.  This can be reported by phoning 0845 300 9923 (Between the hours of 0830 – 1700 hrs). 
	Out of hours this must be reported to the HSE out of hours service on 0151 922 9235. 
	Reportable Major Injuries are: 

	5.4.​Over-seven-day Injury 
	If there is an accident connected with work (including an act of physical violence) and an employee, or self-employed person working on Practice premises, suffers an over-seven-day injury, the Partnership must report it to the enforcing authority within 15 days by completing the online forms which can be found on www.riddor.gov.uk.  
	An over-seven-day injury is one which is not major but results in the injured person being away from work or unable to do their normal work for more than seven days (including any holidays) not counting the day of injury itself.  These must be reported within 15 days of the incident. 

	5.5.​Disease 
	If a doctor notifies the Practice that an employee suffers from a reportable work-related disease, then the Partnership must report it to the enforcing authority by completing the online forms which can be found on www.riddor.gov.uk 
	Reportable diseases include: 

	5.6.​Dangerous Occurrence 
	If something happens which does not result in a reportable injury, but which clearly could have done, then it may be a dangerous occurrence, which must be reported immediately by the Partnership to the enforcing authority by completing the online forms which can be found on www.riddor.gov.uk 
	Reportable dangerous occurrences are: 
	Certain additional categories of dangerous occurrences apply to mines, quarries, offshore workplaces and certain transport systems (railways etc). For a full, detailed list, refer to the online guidance at: www.hse.gov.uk/riddor 

	5.7.​Who do Employees Report to? 
	All accidents, diseases and dangerous occurrences must be reported to the Compliance Manager, who will then contact the Director in charge of health and safety who will arrange for the accident to be reported. 
	The Incident Contact Centre will forward details of incidents to the relevant enforcing authority, which for the Partnership is the environmental health department of the local authority. 
	The Partnership must keep a record of any reportable injury, disease, or dangerous occurrence, which must 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.  Employees should ensure these details are reported to the Compliance Manager.  All RIDDOR incidents should be recorded in the accident book. 

	5.8.​Enforcement Officer Liaison 
	In the event of an incident, the Enforcement Officers have the power to look at everything, talk to anyone, and take any evidence as well as being able to offer advice, improvement or prohibition notices. 
	Unless the Officer wishes to follow another course, the most senior person directly involved with the incident in that office would be the first point of contact.  Thereafter the Practice will provide whatever additional resource or information required assisting with the enquiry. 


	6.​Control of Substances Hazardous to Health (COSHH) and Dangerous Substances 
	6.1.​Policy 
	The COSHH regulations apply to all substances classified as toxic, harmful, corrosive or irritant under the Control of Substances Hazardous to Health Regulations 2002.  They may also be harmful to the environment or flammable. 

	6.2.​Overview 
	Before the purchase and use of any substance, the Partnership will: 

	6.3.​Review 
	An inventory of all substances is kept with and updated with each office’s risk assessment. It includes printer cartridges and kitchen cleaning products. 


	7.​First Aid 
	7.1.​Policy 
	To comply with the requirements of the Health and Safety (First Aid) Regulations 1981. 

	7.2.​Overview 
	First Aid boxes are held in all Partnership offices, within the reception or kitchen areas as appropriate to the office layout. 
	The current Appointed Persons for Health and Safety are identified on the Health and Safety Law poster in each office. 

	7.3.​Review 
	Training and performance reviews are carried out annually. 


	8.​Fire Precautions 
	8.1.​Policy 
	To comply with the requirements of the Regulatory Reform Fire Safety Order 2005. 

	8.2.​Overview 
	Bailey Partnership has an established Fire Safety Policy and Fire Risk Management Strategy in place. 
	A Fire Risk Assessment to identify fire and explosion risks for work premises, including sites under the control of the Company, will be undertaken prior to commencement of work, in accordance with the Regulatory Reform (Fire Safety) Order 2005 
	Bailey Partnership will ensure that all employees are made aware of the fire procedure, and that sufficient information, training and supervision is provided to ensure that the emergency systems work. 
	The Directors responsible for Health and Safety have arranged for the Systems for Safety LLP to carry out Fire Warden training and to carry out the fire risk assessments. 
	Firefighting equipment, emergency lighting and fire alarm points are checked by local companies to each office. 
	Fire evacuation drills are carried out by Bailey Partnership in Chichester, Torquay and Plymouth and by our Landlords in the other locations. 
	All employees who are hosting visitors must ensure they are made aware of the fire evacuation procedure. 
	Each office has a trained Fire Warden who will: 
	All employees must ensure they use the staff in/out log. 
	Annual fire extinguisher maintenance is carried out by a specialist firm in each office. 
	Fire alarms should be tested once a month and once a year by a specialist.  Automatic smoke detectors require a 25% check per quarter by a specialist. 
	Fire evacuation practices should occur at six monthly intervals. The evacuation practice must achieve the following: 
	In each office at least two employees will have been trained as Fire Wardens and in the fire evacuation procedure, reduction in risk and the use of fire extinguishers. 
	As part of the induction of new employees they will be made aware of the fire procedure, briefed on the use of fire extinguishers and how to reduce the risk. 
	Training sessions will cover the following: 
	The Health and Safety Person in each office will evaluate the procedure following any fire evacuation procedure, or real fire. 
	Fire logbooks will be kept by the Partnership for offices in which we are the landlords, which will include details of training, evacuation procedures and fire incidents. 

	8.3.​Review 
	Bailey Partnership arranges for fire risk assessments to be carried out and appropriate action to be taken to comply with legal requirements. Fire certificates have been phased out and replaced by self-assessment. The Partnership keeps copies of the fire risk assessments at each premises, and these are subject to an annual review. 


	9.​Personal Protective Equipment (PPE) 
	9.1.​Policy 
	The Partnership will ensure that the possibility of accidental injury to employees and others is mitigated by the issue of suitable protective clothing and equipment as necessary.   

	9.2.​Overview 
	Bailey Partnership management will ensure that: 
	Requests for personal PPE can be made directly to Line Managers. In addition, the box of general use PPE is periodically checked by the office Health and Safety Person as part of the office risk assessment. 
	Records are kept of all PPE purchased and checklists are kept in each office.  Replacement is done in accordance with manufacturers’ instructions.  Staff are trained in the use of the PPE. 
	Specialist PPE in the form of climbing equipment, pressurised breathing equipment etc is not held by the Practice as we use specialists for these purposes. 
	Under PPER 2022, the types of duties and responsibilities on employers and employees under PPER 1992 remain unchanged but are extended to limb (b) workers, as defined in PPER 2022. 
	If PPE is required, the company shall ensure their workers have sufficient information, instruction and training on the use of PPE. 
	A limb (b) worker now has a duty to use the PPE in accordance with their training and instruction, and ensure it is returned to the storage area provided by their employer. 


	10.​Work Equipment 
	Company employees will only use plant and work equipment that is correct and suitable for the job and will ensure that the plant / equipment is maintained in an effective state, in efficient working order and in good repair, in accordance with the Provision and Use of Work Equipment Regulations 1998. 
	All machinery or equipment, which may constitute a hazard, will be safeguarded, well maintained and any potential danger clearly identified by the issue on display of clear instruction for the benefit of the operator. 
	Employees must use the safeguards provided, keep all workplaces tidy and uncluttered and report all defects in equipment immediately.  The use of that equipment must terminate until corrective action has been taken. 
	Only authorised and competent persons will undertake maintenance, repairs, testing, installation or alterations of any nature to any plant or equipment. 
	Where required all safety devices and guards will be operable and in use. 
	Where the use of the equipment involves a specific risk to health and safety, the use of the equipment will be restricted to personnel who are trained, competent and authorised in its use. 
	All employees will receive adequate training and instruction in the use and safe operation of all plant and equipment that they are required to operate. 
	Guillotines should be handled with care, and knife blades must not be left in a dangerous position after use. 
	Ladders must be checked regularly and prior to each use and formally at a period not exceeding 3 months using the ladder checklist form. In use they must be angled correctly (no more acute than 1:4) and adequately secured. 
	Each item of Practice Equipment used (excluding PPE) shall be recorded in an Equipment Log (QA Form ADMIN 9) held in the equipment cupboard/storage area, in accordance with Quality Procedure QP9. 
	No private or unregistered item of equipment will be used on behalf of the Practice without the prior permission of the Line Manager of the employee concerned. 
	10.1.​Review 
	Periodic checks will be made of all equipment and logs.  Condition Record Sheets are available on the Practice Intranet for all items of equipment, detailing the condition and procedure for checking. 


	11.​Asbestos 
	11.1.​Policy 
	To comply with the Control of Asbestos Regulations 2012 and HSG 264 in the capacity of duty holders, i.e. those who commission surveys. 

	11.2.​Overview 
	The following policies and procedures within the above hierarchy impact on asbestos management: 

	11.3.​Review 
	Our policy is only to carry out duty holders’ responsibilities.  Asbestos surveying is to be carried out by an accredited or certificated asbestos specialist. 


	12.​Health and Safety out of the Office and on Project Sites 
	12.1.​Policy 
	The health and safety responsibility on other premises where employees may visit or work from time to time (e.g. sites, buildings, offices of clients and other professionals) is the responsibility of the organisation located there.  However, staff should ensure they are familiar with the organisation’s health and safety requirements relevant to that location. 
	The health and safety responsibility on building sites is subject to the CDM regulations and employees should ensure familiarity with these where appropriate.  Training will be provided as necessary. 

	12.2.​Site Visits 
	Staff visiting site should ensure: 

	12.3.​Emergency and Useful Telephone Numbers 
	Employees should refer to the emergency procedure, reviewed periodically and circulated to all staff, which describes the procedure to be followed by relatives/friends of staff who may not have returned from work when expected. 
	It is private and confidential and as such is not to be accessed without good reason. Telephone number changes must be updated in Bamboo promptly. 
	The Directors emphasise the need for every employee to be familiar with the emergency procedure, which is reissued periodically. 

	12.4.​Review 
	The Emergency Procedure is reviewed annually. 


	13.​Site Based Risk Assessment 
	For all sites where employees of Bailey Partnership will be working (excluding those under control of a contractor) or holding meetings or other such events the following should be assessed and, where considered appropriate, action taken to alleviate risks.  The tests below are not exhaustive and continuous suggestions based on experience are very welcome. 
	13.1.​Access 
	Possible hazards: traffic, gradients, barbed wire, vegetation, other local owners, crowds. 
	Possible actions: warning signs, instructions to visitors, opening times. 

	13.2.​Boundaries 
	Possible hazards: barbed wire, water, steep drops, vegetation, lack of clear boundaries. 
	Possible actions: boundary markers, warning signs, fencing of dangerous features, instructions to visitors. 

	13.3.​Hazards on site 
	Possible hazards: waste contamination, poisonous plants, water, chemicals, tools, vehicles, utility supplies. 
	Possible actions: fencing, warning signs, instructions to visitors, removal of hazards (temporary or permanent). 

	13.4.​Hazards due to nature of site 
	Possible hazards: waste, contamination, vegetation, water, general public demonstrators, animals, birds, gradients, utility suppliers, vehicles (e.g. trains). 
	Possible actions: fencing, signs, public meetings, instructions to visitors, opening times. 

	13.5.​Hazards due to activities on site 
	Possible hazards: for one-off events, education activities etc. the risks should be considered by comparing the likely behaviour of the people/groups concerned with the hazards identified at 1 - 4 above. 
	Possible actions: increased supervision, fire procedure, instructions to participants, notices and signs, regular monitoring, appointment of health and safety officer for the activity, use of mobile phones and vehicles, review of equipment to be used and training for its use, review and change proposed activities, postpone or cancel event (especially if weather conditions increase risks). 
	All staff involved in site work should ensure they are familiar with Health and Safety instruction on recording accidents and reporting dangerous occurrences. 

	13.6.​Review 
	Pre-Contract reviews are conducted as part of our QA requirements for various disciplines including Design and CDM.  These include design health and safety checklists, risk reviews, design audits, brief reviews and contractor competency checks. 


	14.​Manual Handling 
	14.1.​Policy 
	To comply with the requirements of the Manual Handling Operations Regulations 1992 (as amended). 

	14.2.​Overview 
	Musculoskeletal Disorders (MSDs) are the most common kind of work-related illness in the UK, and include problems like lower back pain, joint injuries and repetitive strain injuries.  Most MSDs can be avoided if you know that causes them and how to protect yourself. 
	Bailey Partnership recognises the need to ensure that all hazardous manual handling operations shall be avoided, or where this is not practicable be assessed and made as safe as reasonably practicable at all times, in accordance with the Manual Handling Operations Regulations 1992 (as amended).  
	MSDs can be caused by: 
	They may be prevented by making sure you are properly trained in how to: 
	You should also make sure that you: 
	If you think you are suffering from an MSD, make sure you: 
	Things to be aware of when lifting and carrying. 
	Lifting and carrying can cause back pain.  Before you lift or carry a load, you should first consider whether the load needs to be moved at all - maybe you can carry out your task with the load where it is. 
	If you must move it, think about whether you can use a machine to help you.  If not, there are a number of ways to reduce risks, including: 

	14.3.​Review 
	This is reviewed annually as part of the office risk assessment process. 


	15.​Working at Height 
	15.1.​Policy 
	To comply with the requirements of the Work at Height Regulations 2005 which, set out a simple hierarchy for managing and selecting equipment for work at height.   

	15.2.​Overview 
	Duty holders, (i.e. any person who controls the work of others) must: 

	15.3.​Duty holders’ Responsibilities 
	The regulations require duty holders to ensure: 

	15.4.​Planning 
	Duty holders must: 

	15.5.​Where Access is required 
	For roofs: If there is no access for close inspection of a roof covering, we will report on those parts of the roof that can be seen from ground level using a three-metre ladder or an accessible location. 
	For elevations: Survey work on facades not carried out with binoculars will be carried out off cherry-pickers, scissor platforms or scaffolds (not from ladders), only by prior agreement with the client. 
	Scaffolding and Towers: All scaffolds and mobile tower scaffolds shall be erected by trained operatives or competent contractors (i.e. CISRS Scaffolder or PASMA Towers for Users certified) in accordance with current legislation, British Standards, approved Codes of Practice, Company procedure and Industry standards (NASC TG20:21 Good Practice Guidance for Tube and Fitting Scaffolds or EN1004:2020). 
	‘Designed’ scaffolds will be designed by a competent person in accordance with current standards, guidance and Codes of Practice, or built to a standard configuration such as outlined in TG20:21. 
	Scaffolds will be erected by appropriately trained, competent employees in accordance with industry standards (NASC SG4:15) and design specifications. 
	All scaffolds will be inspected by a trained and competent person, and records of such inspections kept: 
	Where practicable, hand-over certificates will be issued to the Company and a joint inspection carried out. 
	Employees of Bailey Partnership shall not use any scaffold unless it has been erected and inspected as above. 
	During erection, unauthorised access to scaffolds will be prevented by the use of appropriate barriers and signage. 
	Where Bailey Partnership use portable tower scaffolding the person responsible for erecting, dismantling and using the equipment will be trained and competent.  

	15.6.​Personal Fall Protection Equipment (PFPE) 
	All employees will wear PFPE (including safety harnesses, lanyards, karabiners, fall restraint / arrest systems and personal rescue devices) as identified through assessment. Appropriate training by a competent resource will be given in its use and maintenance. 
	Where practicable, safety harnesses shall be worn whilst working at height or on fragile surfaces, attached to suitable anchor points via lanyards and karabiners. 
	All safety harnesses, lanyards, karabiners, fall restraint / arrest systems and personal rescue devices shall be hired from a reputable hire company. 
	All safety harnesses, lanyards, karabiners, fall restraint / arrest systems and personal rescue devices are inspected and checked ‘in date’ for test prior to use. 

	15.7.​Man-safe Systems. 
	In the absence of edge protection and other means of preventing falls, then, in accordance with the hierarchy of control as specified in the Work at Height Regulations 2005, a man-safe system may be used. 
	All man-safe systems, including anchor points, shall be inspected and certified by a trained and competent person, and records of such inspections kept.  
	All man-safe systems shall be checked ‘in date’ for test prior to use. 
	All persons who are required to make use of a man-safe system wear a full body harness fitted with self-retracting lanyard, inertia reel fall arrest system and personal rescue device at all times. The self-retracting lanyard must ensure that the shortest distance to the point of attachment to the man-safe system is maintained at all times. A short (2m) fall restraint lanyard may only be used if work is conducted near to the man-safe system and away from the roof edge i.e. there is no possibility of reaching the fall risk.  
	Personal rescue devices are of sufficient spool length to enable lowering to the ground. If due to building height the personal rescue device would be ineffective, operatives must be equipped with a self-rescue ladder, kept to hand at all times. 
	All persons remain attached to the man-safe system at all times whilst exposed to work at height. 
	Unless using a specialist fastening device, two karabiners must be used when crossing man-safe cable supports in order to maintain a point of attachment at all times. 

	15.8.​Ladders and Stepladders  
	All persons using ladders and stepladders will be fully trained and aware of the hazards and risks. 
	Ladders, including stepladders, used by the Company will be of the correct type (Class 1 or EN 131 Professional) and in good condition. Measures must be taken to ensure that ladders and stepladders are secure, on a solid footing and, in the case of access ladders, are effectively secured to prevent movement. 
	Ladders will be the subject of regular inspection by a competent person and defective ladders will be taken out of service immediately and reported to line management.  

	15.9.​MEWPS 
	All work involving the use of MEWPs is planned and conducted in accordance with HSE guidance GIS6 The Selection, Management and Use of Mobile Elevating Work Platforms. 
	Mobile Elevated Work Platforms shall only be operated by fully trained, competent operators with current IPAF certification.  
	Safety Harnesses will be worn at all times whilst work is being conducted from boom-style MEWPs (e.g. cherry pickers). The requirement for use of a safety harness in other types of static MEWP (e.g. scissor lift) will be determined via risk assessment.  
	Where a harness is worn, this is used in conjunction with a short work restraint lanyard secured to a suitable anchorage point within the basket. 
	When working next to or over water a risk assessment is carried out to determine whether the greatest risk of injury to the operator is from falling from the MEWP basket or drowning, if the MEWP falls into the water. Life jackets are worn in preference to harnesses where the risk of drowning is greater. 
	A rescue plan is in place for falls from MEWPS which is incorporated into emergency procedures. 

	15.10.​Weather 
	Duty holders must ensure that the work is postponed while weather conditions endanger health or safety (but this does not apply to emergency services acting in an emergency). 

	15.11.​Staff Training 
	Duty holders must ensure that everyone involved in the work is competent (or, if being trained is supervised by a competent person).  This includes involvement in organisation, planning, supervision and maintenance of equipment. 
	Where other precautions do not entirely eliminate the risk of a fall occurring, you must (as far as reasonably practicable to do so) train those who will be working at height how to avoid falling, and how to avoid or minimise injury to themselves should they fall. 

	15.12.​The Place Where Work is Done 
	Duty holders must ensure that the place where work is done at height (including the means of access) is safe and has features to prevent a fall, unless this would mean that it is not reasonably practicable for the worker to carry out the work safely (taking into account the demands of the task, equipment and working environment). 

	15.13.​Fragile Surfaces 
	Duty holders must ensure that no one working under their control goes onto or near a fragile surface unless that is the only reasonably practicable way for the worker to carry out the work safely, having regard for the demands of the task, equipment, or working environment. 

	15.14.​Review  
	The policy is reviewed as the type of work undertaken varies and is reflected in Survey Limitation Clauses under Tech Form 11.1 when required.  Some clients use their own systems, for example, English Heritage which we monitor the use of others use their own permit to work system, for example, University of Exeter which we also monitor the use of. 


	16.​Safe Work in Confined Spaces 
	16.1.​Policy 
	To comply with the requirements of the Management of Health and Safety at Work Regulations 1999 by carrying out a suitable and sufficient assessment of risks for all work activities for the purpose of deciding what measures are necessary for safety.  As the Practice does not hold the specialist equipment required, our policy is not to enter confined spaces. 

	16.2.​Overview 
	For work in confined spaces this means identifying the hazards present, assessing the risks and determining what precautions to take.  In most cases the assessment will include consideration of: 
	If your assessment identifies risks of serious injury from work in confined spaces the Confined Spaces Regulations 1997 apply.  These regulations contain the following key duties: 

	16.3.​Avoid Entering Confined Spaces 
	Check if the work can be done another way and ask yourself could you: 

	16.4.​Review 
	As safe systems of work require specialists namely: air testing, special lighting, breathing apparatus, rescue harnesses, communication equipment as well as specialist tools, lighting and associated training, that the Practice does not hold, the current policy is that specialists are to be used. 

	16.5.​Restricted Spaces 
	Work in restricted spaces is avoided whenever possible. Activities conducted within a restricted space are the subject of a risk assessment to ensure adequate control measures are in place to protect personnel involved or affected by the activity.  
	No person shall work alone when working in a restricted space. Employees must be accompanied / monitored at all times either by a colleague or third party. 
	A visual inspection of the restricted space is conducted prior to entry to ascertain its condition and whether it is safe to enter. 
	Suitable access equipment is used to gain entry to restricted spaces (e.g. loft hatch ladder). 
	Restricted spaces are ventilated prior to entry in hot weather to reduce the potential for heat stress. 
	Bump caps are worn in restricted spaces where there is the potential for head injury due to low structures (e.g. timber beams in lofts, pipework in ducts). 
	Suitable respiratory protective equipment (RPE - FFP3), gloves, goggles and disposable coveralls are worn if there is a risk of significant exposure to insulation fibres. 
	Care is taken when accessing lofts / attics to prevent falls through ceilings. Access is only permitted in areas that are either boarded over or where crawling boards are supplied and available for use to bridge across joists. 
	Torches are used when inspecting unlit restricted spaces. 


	17.​Lone Workers Policy 
	17.1.​Policy  
	Bailey Partnership aims to provide a safe environment, safe equipment, and safe systems of work for its employees and those working on its premises. Wherever practicable, Bailey Partnership employees are not to work alone in high-risk activities or areas. 

	17.2.​Overview 
	Particular care will be taken when employees are working alone, since existing hazards may be enhanced or new hazards created e.g. lack of assistance and first aid cover, and/or an increased danger of violence.  Suitable risk assessments will be undertaken identifying hazards and introducing measures to minimise them wherever reasonably practicable.  
	The lone worker will ensure that management is aware of their whereabouts and the nature of the work being undertaken. The lone worker will make contact with nominated personnel at pre-arranged times throughout, and on completion of, the activity. Such arrangements will be documented in a specific risk assessment or Company procedure which will be communicated to all persons potentially involved. 
	The Executive Directors and Line Managers will ensure that: 

	17.3.​Risk Assessments 
	An employee must always consider with their Line Manager whether they should prepare a written risk assessment for every task or meeting that requires lone working.  This risk assessment should include: 
	In other instances (e.g. a meeting between an employee and another professional in a public venue or office) the employee and Line Manager may decide that a written risk assessment is not required for the task.  All risks must still be considered for the activity as above, and employees should use judgement as to whether the risk is such that a written assessment should be undertaken. 

	17.4.​Control Measures 
	The Directors and Line Managers will work with employees to ensure appropriate control measures to minimise additional risks associated with lone working. 
	These measures may include: 
	The types of controls will vary depending on the type of work, location, experience of the worker and local conditions. 
	Having defined a safe system of work and informed employees and others affected, a further control will include a periodic audit to ensure procedures are being followed. 

	17.5.​Situations Where Lone Working is Unacceptable 
	Specific health and safety requirements stipulate that at least two people must be involved in certain work activities.  These include: 

	17.6.​Non-statutory Requirements 
	There are other activities where lone working could involve increased risks to individuals, and as such should not be undertaken alone without risk assessment and control measures.  These include: 

	17.7.​Work Activities Where Accompanied Working is Recommended 
	The following activities involve a significant level of risk, and while it is recognised that accompanied working will not always be achievable, it should be planned for, and realised as far as practicable: 

	17.8.​Lone Working in the Office 
	Employees who intend to work in the office outside of normal working hours should: 

	17.9.​Review 
	The policy is reviewed periodically and when appropriate reflected in additional risk assessments being introduced. 


	18.​Protection of Vulnerable Adults Policy  
	18.1.​Policy 
	The aim of this policy is to ensure the safety of vulnerable adults by outlining clear procedures and ensuring that all staff members are clear about their responsibilities in accordance with the NHS and Community Care Act 1990, Mental Health Act 2007, Public Interest Disclosure Act 1998 and the Care Standards Act 2000. 

	18.2.​Overview 
	The characteristics of adult abuse can take a number of forms and cause victims to suffer pain, fear and distress reaching well beyond the time of the actual incident(s). Victims may be too afraid or embarrassed to raise any complaint. They may be reluctant to discuss their concerns with other people or unsure who to trust or approach with their worries. 
	There may be some situations where victims are unaware that they are being abused or have difficulty in communicating this information to others. 

	18.3.​Definition  
	A vulnerable adult is a person aged 18 years or over who may be unable to take care of themselves or protect themselves from harm or from being exploited. 
	This may include a person who: 

	18.4.​What is abuse? 
	Abuse is a violation of an individual’s human and civil rights by any other person or persons. It can take a number of forms: 

	18.5.​Reporting Procedures 
	If an allegation or suspicion of abuse is discovered by a member of staff the matter is to be reported to a Director immediately. In the event that a Director is not immediately available then the incident should be reported in the first instance to the Compliance Manager or an Associate of the practice. 
	The Director or other senior manager to whom the matter is reported is to make a written record of the allegation or suspicion of abuse and contact the local Social Services Team. 
	If the staff member has been told about the allegation of abuse in confidence, they should attempt to gain the consent of the individual to make a referral. However, the gaining of the consent is not essential in order for information to be passed on.  
	In emergency situations (e.g. where there is the risk or occurrence or severe physical injury), where immediate action is needed to safeguard the health or safety of the individual or anyone else who may be at risk, the emergency services must be contacted. 
	Where a crime is taking place, has just occurred or is suspected, the police must be contacted immediately. 

	18.6.​Responsibilities 
	All members of staff have a responsibility to be aware of this policy and to report any suspicions that they might have concerned adult abuse. 
	The Director responsible for adult protection is Simon Zawada. 

	18.7.​Review 
	All newly recruited staff who may have contact with students are CRB checked and existing staff have theirs renewed periodically. 


	19.​Child Protection  
	19.1.​Policy 
	To establish the roles and responsibilities of everyone who works for the practice in relation to the protection of children and young people with whom their work brings them into contact. In the context of child protection, children and young person’s refers to anyone under 18 years of age. 

	19.2.​Overview 
	This policy is based on, and reflects, the principles of both UK legislation and guidance and other relevant policies and procedures. The approach has been developed in such a way as to be consistent with 'Best Practice' within the field of child protection. The key principles are:  
	It is everyone at Bailey Partnership's responsibility to promote the protection of children and young people. In following the policy staff are always expected to maintain a sense of proportion, apply common sense to situations and protect the child's welfare as priority.  
	It is also Bailey Partnership's duty to ensure that staff are never placed in situations where abuse might be alleged. It is not intended that the policy should restrict staff from normal ways of working, but staff always need to consider how an action or activity may be perceived as opposed to how it is intended.  

	19.3.​Principles of Good Practice  
	Bailey Partnership undertakes to:  

	19.4.​Work Experience  
	Bailey Partnership offers work experience placements to many children and young persons each year. Although primarily designed to help young people become familiar with the workplace, it is also beneficial to Bailey Partnership as it provides a direct link to our school client base. 
	Bailey Partnership provides forwardly planned and structured work experience placements. There are 'Work Experience Provider's Guidelines' and 'Good Practice' documents which support the scheme.  

	19.5.​Health and Safety  
	Bailey Partnership's Health & Safety policy gives guidance to those whose roles involve working with children and young persons. Where a child or young person is involved, the risk assessment must take account of their particular vulnerabilities which will include child protection. The risk assessment should set out what arrangements are in place for their care and supervision, e.g. by a school, parent, guardian or chaperone and how these will be communicated to the appropriate parties.  

	19.6.​Transport Children  
	When children are being transported on behalf of Bailey Partnership, they should be transported by a member of staff who has a satisfactory CRB disclosure, and in either case only with the specific prior consent of their school.  

	19.7.​Review 
	All newly recruited staff who may have contact with students are CRB checked and existing staff have theirs renewed periodically. 

	19.8.​Young Persons at Work 
	Risk assessments will be carried out, or reviewed, to identify and address the risks to young persons (i.e. those under the age of 18), when employed by the Company. 
	Protection will be provided from any risks to the health and safety of young persons associated with their lack of experience, lack of awareness of existing risks or immaturity, in accordance with the Management of Health and Safety at Work Regulations 1999. 
	Unless as part of their training, or where the work is carried out under the supervision of a competent person and where the risk has been reduced to the lowest reasonably practicable level, young persons will not be employed where the work: 


	20.​Temporary Workers 
	20.1.​Policy 
	All workers are entitled to work in an environment where the risks to their health and safety are properly controlled.  If you are an agency worker, then your health and safety is protected by law and your employment agency has a duty to make sure that they follow the law. 

	20.2.​Overview 
	20.3.​Review 
	The Partnership will review the policy periodically. 


	21.​Contractors and Visitors 
	All contractors and visitors to Partnership premises should liaise with the relevant Line Manager before any work is carried out on behalf of the Partnership. 
	The Partnership is liable for any actions by visitors or contractors which affect safety on its premises. Therefore, visitors and contractors to a Partnership site must always be made aware of any hazards.  Any hazards they may create for Partnership employees from their actions must be identified and discussed. 

	22.​Office Based Risk Assessments 
	22.1.​Policy 
	To comply with the requirements of the Management of Health and Safety at Work Regulations 1999. 

	22.2.​Overview 
	Office based risk assessments are reviewed annually.  They include: 
	Depending on the circumstances it may be necessary to carry out task specific risk assessments for which risk assessment forms are available via the intranet. 

	22.3.​Review 
	Higher risk items are reviewed immediately. 

	22.4.​Slips, Trips and Falls 
	Trailing leads and hoses are laid to minimise the risk of trips. Cable protection is fitted, when possible, to reduce the risk of tripping. Where practicable, trailing cables are eliminated by routing cables above head height. 
	Floor coverings will be sound and in good state of repair. All spillages will be cleared away immediately. 
	All corridors, accesses, egresses and stairwells will be adequately lit and kept clear of obstacles and rubbish. 
	Offices and working areas will be kept tidy at all times and all rubbish will be removed at the end of each day. 


	23.​Occupational Health 
	23.1.​Policy 
	To comply with the requirements of the relevant legislation. 

	23.2.​Overview 
	The Health and Safety at Work etc. Act and related legislation, employers are required to protect the health, safety and welfare of their employees.  This includes taking action to protect the health and well-being of employees after they return to work, if they have become more vulnerable to risk because of illness, injury or disability.   
	Disabled employees are protected by the Equality Act 2010.  This means that employers have to make reasonable adjustments to their working conditions or arrangements to make sure that disabled people are not treated less favourably than other employees.  Employees whose injury or poor health persists may become eligible for Equality Act protection. 
	The Health and Safety (Miscellaneous Amendments) Regulations 2002 require employers to ensure that doors, passageways, stairs, lavatories and workstations are suitably arranged to take account of disabled workers’ needs, and that rest facilities cater for them.  They also require employers providing personal protective equipment to take account of the health of people who may wear it, and when considering the risks of manual handling operations, to take account of the physical suitability of the employee to carry out the operations. 
	Sickness absence is recorded and regularly reviewed to identify any trends in order to assist people who may need help to return to work.  Return to work interviews are routinely conducted. 

	23.3.​Review 
	To reconsider practice provision in the light of new employees or changed circumstances of existing employees. 


	24.​Legionella / Water Hygiene 
	Legionnaires’ disease is contracted through inhalation of tiny airborne droplets or particles of water containing viable Legionella bacteria. Given the right conditions, the bacteria can grow in hot and cold-water systems, air conditioning, etc. The bacteria grow rapidly in water temperatures that range between 20°C - 45°C. Those most at risk at contracting the disease are the elderly and people whose immune system is impaired. 
	A Responsible Person and deputy shall be appointed who shall be responsible for identifying and assessing sources of risk and putting in place a management plan (including a written scheme for the prevention and control of the risk for each water system) to comply with general legislation and the Approved Code of Practice L8: The Control of Legionella Bacteria in Water Systems. 
	Appropriate control measures for individual premises will be identified in office risk assessments. 
	Annual audits of the arrangements in place to control legionella in water systems will be undertaken.  

	25.​Noise 
	Where noise levels are likely to exceed the Lower Exposure Action Value perceived at the operator's ear an assessment will be conducted and control measures identified and implemented to reduce or control personal exposure. 
	Suitable ear defenders providing adequate attenuation will be provided where appropriate to all affected personnel, at no cost to them, together with appropriate instructions on their use. 
	Where noise levels are likely to exceed the Upper Exposure Action Value perceived at the operator's ear the wearing of hearing protection will be enforced and hearing protection zones identified. 
	In no situation will the exposure limit value (ELV) be exceeded. 
	All employees will use hearing protection provided for their protection. 

	26.​Welfare Facilities 
	26.1.​Policy 
	To comply with the requirements of the Offices, Shops and Railway Premises Act 1963 and the Health and Safety at Work Act 1974. 

	26.2.​Overview 
	The Directors will provide offices which are: - 
	And have: 
	And provide premises where: 

	26.3.​Review 
	This is reviewed annually in the office risk assessment and in the interim by the appointed Health and Safety person in each office. 


	27.​Display Screen Equipment 
	27.1.​Policy 
	To comply with the Display Screen Equipment Regulations 2002. 

	27.2.​Overview 
	All visual display units and screens used within the Practice will comply with UK and European legislation. Employees should speak to the IT Manager if they have any concerns about this equipment. Periodic VDU assessments are carried out and acted upon. 

	27.3.​Employee Eye Tests 
	There is a legal requirement for the Practice to reimburse the cost of eye tests for those members of staff who use VDU’s. An optician’s receipt must be presented for VDU spectacles before reimbursement can be given. 

	27.4.​Work Related Upper Limbs Disorders – Strains to Hands and Arms Policy 
	The Practice believes that injuries to the hand or arm brought about by repetitive motions can be reduced by providing the following: 
	A Suitable Workstation – The Practice have endeavoured to ensure that your workstation or the area in which you are working is suitable for you. If necessary, the Practice can call on specialists to help you, if you feel that more can be done to ensure your work area fits your needs. 
	Understanding the Problem – If you feel you are suffering from pain you should discuss it with a Director or your Line Manager. You will not be regarded as a nuisance. 
	Early Reporting – You should report any symptoms to a Director, or your Line Manager should they last for more than 24 hours. 

	27.5.​Review 
	Users periodically complete their own VDU assessments.  In addition, the IT Manager maintains his own workstation assessment. 


	28.​Work Related Stress 
	28.1.​Policy 
	To comply with the requirements of the Management of Health and Safety at Work Regulations 1999. 

	28.2.​Overview 
	The Health and Safety Executive define stress as “the adverse reaction people have to excessive pressure or other types of demand placed on them”.  This makes an important distinction between pressure, which can be a positive state if managed correctly, and stress which can be detrimental to health.​ 
	The Partnership will:- 

	28.3.​Responsibilities 
	Management: - 
	Directors: - 
	Employees: - 

	28.4.​Review 
	Give guidance to managers on the stress policy. 
	Help monitor the effectiveness of measures to address stress by collating sickness absence statistics. 
	Advise managers and individuals on training requirements. 
	Provide continuing support to managers and individuals in a changing environment and encourage referral to occupational workplace counsellors where appropriate. 


	29.​Smoking   
	In compliance with the Smoke-free Regulations 2006, Company premises and workplaces are smoke-free. Disciplinary action will be exercised if employees or contractors smoke whilst in Company premises or in Company vehicles. 
	“No Smoking” signage is clearly displayed on Company premises and Company managed work sites. 
	Smoking is only permitted in those external areas designated by management. Designated areas will be advised to employees on induction. 
	Smoking is strictly prohibited in areas where flammable liquids are stored or used. 
	Whilst working on premises owned by the Client, or on the site of a Principal Contractor, the smoking policy of that Client or Principal Contractor will be adopted and, as such, all employees and contractors who undertake work on behalf of the Company are to adhere to that policy. 

	30.​Portable Electrical Equipment/ Gas / Lifts 
	30.1.​Policy 
	Ensuring all electrical appliances and equipment are periodically examined and tested at a frequency in accordance with current HSE guidance, HSG107 Maintaining Portable Electrical Equipment. 
	Maintaining a record of all inspections / tests of electrical equipment and appliances. 
	Ensuring that equipment operators regularly carry out a visual inspection of equipment and associated cables and plugs for signs of obvious damage. 
	Fixed electrical wiring will be checked by a competent electrician every five years. 
	No private or personal item of electrical equipment such as kettle, coffee machine etc. should be used on Partnership property without authorization from the Director responsible for health and safety. 
	No item of electrical equipment shall be moved within the offices without prior assessment by the health and safety person. 

	30.2.​Gas Installations and Appliances, Plant Rooms 
	The Company recognises the need to ensure that all gas installations and appliances shall be safe at all times. Management will ensure that: 

	30.3.​Passenger Lifts 
	The Company recognises the need to ensure that lifts are used safely and maintained in a safe working order at all times. This will be achieved by adherence to the following: 

	30.4.​Display of Notices 
	The Partnership will display for its employees’ information the following: 

	30.5.​Induction Training 
	The Partnership recognises and fully accepts its responsibilities to provide all new staff with suitable and sufficient health, safety and fire induction training.  Elements of this induction may be phased but on day one fire and emergency procedures and those for first aid will be included. 
	All new employees are issued with a copy of the Partnership’s statement of policy on health and safety via the staff manual. 

	30.6.​Review 
	All are reviewed as part of the office risk assessment process and the results recorded. 


	31.​Safe Driving Policy for Staff Whilst on Company Business 
	31.1.​Policy 
	Staff must hold a current valid driving licence.  The licence will be inspected on commencement of employment and annually to confirm it is still current and not invalidated by penalty points. Staff must inform their Line Manager/the Compliance Manager of any penalty points which invalidate their licence. 
	It is the responsibility of staff to ensure that their vehicles are properly insured for business use and compliant with all legislation when used on company business.  Accordingly, confirmation of insurance is required, and checks will be carried out on commencement of employment and annually thereafter. 
	The Partnership expects everyone to drive safely for their own and others’ benefit.  Journeys should be planned and should include enough time for rest breaks and unexpected delays. All those driving on Company business will at all times meet the requirements of the Road Traffic Act and follow the guidance detailed in the Highway Code. 
	In respect of the use of mobile phones, or driving under the influence of drugs or alcohol, the Practice expects the current legislation regarding restrictions of use to be complied with. 
	Penalties incurred for breaches of the Road Traffic Act and other relevant legislation will be met by the individual employee. Disciplinary action may be taken against employees who frequently or excessively incur penalties for breaches of road traffic legislation whilst driving on Company business. 
	There is a ‘No Smoking’ rule in place whilst accompanied by passengers/work colleagues on business trips. 
	In the event of an accident on company business, regardless of whether an insurance claim is to be made, it must be reported immediately to your Line Manager or the Compliance Manager. 
	First Aid Kits are provided for those regularly using their vehicles for work who do not already have one provided with their vehicle. 

	31.2.​Mobile Phones 
	Usage 
	Bailey Partnership employees must not use mobile phones whilst driving. The Partnership will not accept any liability for accidents or injuries resulting from such use. If it is necessary to make a call during a journey, please pull over to do so. Latest motoring advice indicates that ‘hands free’ kits are not a complete solution, because the driver’s concentration may still be affected. 
	For more detailed information, please refer to your operating manual. 
	Code of Conduct 
	Employees are reminded that many people find mobile phones offensive or intrusive. In public places, please show sensitivity, particularly with regard to the ringing volume of your mobile. 
	Courtesy requires that mobile phones are switched off during meetings, unless by prior arrangement, in case of emergency. It is inappropriate to send text messages during meetings, unless by agreement with all parties and for the purpose of the meeting in hand. 

	31.3.​Review 
	The provision of and use of phones is reviewed on a regular basis. 


	32.​Training and Supervision 
	32.1.​Policy 
	All new Bailey Partnership employees will receive induction training as soon as reasonably practicable. 
	A record of the induction process will be maintained. 
	Site-specific, induction training shall be conducted by the Principal Contractor where required. 
	Training needs and competence requirements will be analysed to ensure the provision of appropriate training. The risk assessment process is used to identify specific training requirements associated with specific work activities (e.g. working at height). 
	Individual training needs are initially identified on induction and are reviewed annually. 
	Directors, Managers, and employees all attend health and safety training relevant to their role and work activities. 
	As a minimum requirement, all construction site visiting employees will be required to hold relevant and valid CSCS cards. 
	Employees will be provided with a suitable level of supervision until deemed competent to undertake tasks unsupervised. 
	Occupational competence will be maintained via continued membership of appropriate professional bodies. 
	A Training Record will be maintained for all employees. 
	Copies of all company induction, training records and, where issued, certificates of training, qualifications and competence will be held in the company office. 
	Training standards will be kept under review to ensure that the requirements of current legislation and risk assessments are met. 
	It is the responsibility of the Directors and Line Managers to ensure that all employees and others working within their area of control receive the necessary information, instruction and training for them to work safely. 

	32.2.​Overview 
	All training will be coordinated through the appropriate Line Manager and the Director responsible for health & safety.  It is the responsibility of the employee to adhere to a safe system of work and to report any difficulties, failure of equipment or general concerns on health and safety issues to their line manager. 
	All staff are provided with essential safety training on a minimum 36 monthly basis, with refresher training provided as and when necessary.  The minimum training provided includes Asbestos awareness, CDM and Safety awareness relating to their job roles. 

	32.3.​Review 
	All necessary training (including update and refresher training to take account of new techniques, machines etc.) will be given to all employees to operate equipment.  Employees will not be required to undertake any task until they have been given adequate instruction. 


	33.​Competence 
	33.1.​Policy 
	To ensure staff have the knowledge and experience to perform the tasks required of them. 

	33.2.​Overview 
	33.3.​Review 
	Work tasks given to employees are reviewed by their Line Managers as the individual progresses. 


	34.​Health and Safety Measures of Performance 
	34.1.​Policy 
	To use measures of performance to improve future performance. 

	34.2.​Overview 
	Individual measures of performance are part of the personal review process.  All staff are subject to annual appraisals which enable them to score past health and safety performance and seek comment on future targets. 

	34.3.​Review 
	Training requirements are reviewed annually by the Executive Directors together with feedback from staff reviews. 



