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Part 1: Health, Safety & Welfare Policy- Statement of Intent 
 
Innovative Security Solutions Limited (hereinafter known as the Company), through its 
management structure and employees are committed to providing so far as is reasonably 
practicable a safe and healthy working environment. We will do this by ensuring that the 
highest standards of health and safety are maintained across all areas of our business in 
accordance with the Health and Safety at Work Act and all associated legislation. The 
management board is therefore committed to reducing injury, ill health and the achievement 
of continuous improvement across our health and safety systems and performance. 
 
We will ensure that Health and Safety is an integral part of all business activities and accept 
responsibility for ensuring that the way in which we conduct our business activities does not 
result in harm to our staff, contractors, tenants, and members of the public or other visitors. 
The aim is for compliance in accordance with legislation and industry practice as a minimum 
criterion. 
 
Responsibilities for ensuring implementation of this policy are delegated through each 
member of the management chain and their respective team management structures. In 
addition, each member of staff has a legal responsibility to ensure their own Health and 
Safety and that of others who may be affected by their acts or omissions at work or whilst 
employed on work related activities. Specific responsibilities are detailed in the appropriate 
sections of this document. 
 
For each area of the organisation, we will ensure that the health and safety risks, impacts 
and responsibilities are assessed and that suitable Health and Safety management systems 
are developed, implemented and maintained. All staff must cooperate to ensure that 
statutory duties are complied with and our aim will be to ensure appropriate information, 
instruction and training is provided as necessary. 
 
All Company employees have a part to play in the promotion of an active safety culture and 
are encouraged to participate in managed reviews of policies and procedures, via 
involvement, communication, consultation and feedback. 
 
Company employees are encouraged at all times to raise any Health and Safety matters that 
might impact upon their ability to undertake their work safely to either their line manager in 
the first instance or related members of the management structure. 
 
The companies Policies and arrangements will be made available to all staff and other 
interested parties as required and will be reviewed on a regular basis against the company’s 
health and safety objectives. Any review will take account of new legislation, current best 
practice and organisational changes within the company. 
 
I have overall responsibility for health and safety within the Company, and I will ensure that 
suitable, competent resources are made available for effective health and safety 
management and the monitoring of performance.  
 
Signed 
 
 
 
Dated:  09/02/16 
 



  Issue 1 : 09.01.16 
 

Page 4 of 21 
 

 
Part 2 Health and Safety Organisation 
 
2.1 Overview 
 
As a responsible company and employer, the company recognises its health and safety 
responsibilities and duties as defined under the Health and Safety at Work Act 1974 and 
subsequent Acts, Regulations, Approved Codes of Practice (ACOP’s) and where applicable, 
relevant industry standards.  

To help attain and maintain appropriate standards of health, safety and welfare for its 
employees and workers, the company seeks to operate within the framework of the 
internationally recognised H&S Management Standard (currently OHSAS 18001:2007). 

2.2 Organisational Structure 

 
In order ensure the appropriate health & safety procedures are implemented, the Company 
has established clearly defined delegated responsibilities to line mangers and others 
concerned with the running of the organisation. The purpose of this document is to set out 
those responsibilities in clear and simple terms. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Managing Director 

Office administration 
& Head of HR 

Head of Operations 

Security Officers 

Sub-Contract 
Security Officers 

Financial Director 



  Issue 1 : 09.01.16 
 

Page 5 of 21 
 

 
Part 3: Organisational Roles and Responsibilities 
 
3.1 The Managing Director  
 
Through the management structure has overall accountability for all aspects of health and 
safety throughout the company. They are also responsible for ensuring that an adequate 
policy and arrangements are in place at all times for the management of health and safety in 
compliance with all applicable legislation, and  will be responsible for ensuring that the health 
and safety policy and arrangements are managed effectively throughout the business to 
ensure continuous improvement, including: 
 

• To have overall responsibility for health safety welfare and compliance within the 
company. 

• Ensuring that suitable competent resources are appointed and made available to meet 
the company’s health and safety requirements to enable support for all business 
groups.  

• Ensure Implementation of an effective health and safety management system. 
• Ensuring that appropriate performance monitoring arrangements are in place to 

provide assurance that the policy and arrangements are effectively discharged 
throughout the business in accordance with business targets and objectives. 

• Ensure an annual Management Review of health and safety performance is 
maintained to Review continuous improvement. 

• To set a personal example.  
 
3.2 The Health and Safety Adviser 
 
Is accountable where appropriate to the Managing Director for all health and safety matters 
within his control.  In addition they will also provide the appropriate levels of support to the 
Company Management and operational teams, including:  
 

• The Provision of professional health and safety advice in the management and 
promotion of health and safety in support of business activities.   

• Advise on the implementation of an effective safety management system. 
• Assisting the Managing Director to keep all health and safety policies and procedures 

kept up to date in accordance with current legislation and client requirements.  
• Advising the Company Management on what they need to do to be sufficiently aware 

of their duties and responsibilities. 
 
3.3 Office Administration & Head of Human Resources   
 
Is responsible, through line management, for all matters relating to long term sick absences 
and the provision of occupational health advice and services in response to work related 
illnesses/injuries, including: stress and suspected exposure to hazardous incidents. 
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3.4 Head of Operations  
 
Will have a direct personal responsibility for the health and safety of all their staff that may 
be affected by Company business activities, products and services.  He will also ensure: 
 

• That the Company’s Health, Safety and Welfare Policy and arrangements are made 
available to staff and effectively implemented within their areas of control.  

• Advise the Managing Director of any significant health and safety issues that might 
result in adverse publicity (including visits by enforcement authorities). 

• That all new joiners receive health and safety induction training and are competent to 
undertake their health and safety responsibilities, proportionate to the risk. 

• The introduction of effective health and safety arrangements for all new business and 
joint ventures as required. 

• Ensure that any contractors undertaking works on behalf of the Company have been 
selected and appointed in accordance with Company procedures. 

• Ensure cooperation, where necessary, from their teams in audit and monitoring 
programmes. 

• Any responsibilities for health and safety delegated to team members must be clear 
and understood by all parties’ accountability to be in line with company policy and 
statutory requirements.  

• That the operations under their control are, as far as is reasonably practicable, 
conducted without detriment to the health and safety of employees or others who may 
be affected by their activities. 

• That a Safety Representative is nominated for the promotion of effective cooperation 
between management and employees for a safe working environment. 

• To set a personal example. 
 

3.5 All Employees  

 
All employees must take personal responsibility for their own health and safety and that of 
others who may be affected by the actions or omissions and will:  
 

• Familiarise themselves with and conform to the Companies Health, Safety and Welfare 
Policy at all times.  

• Demonstrate a positive attitude towards health and safety in the conduct of all work 
activities. 

• Contribute to the continuous improvement of health and safety processes and 
standards within the Company.   

• Any suggestions should be made to your line manager or safety representative for 
discussion.  

• Ensure that any equipment issued to them to carry out their work activities or for which 
they are responsible, is correctly used, maintained, tested, calibrated, used and 
properly stored. 

• Bring to the attention of line management any defects in work equipment.  
• Ensure all incidents, accidents near misses and property damage are reported to their 

line manager. 
• Co-operate with their managers in implementing the requirements of all appropriate 

health and safety policies and procedures. 
• To take reasonable care of themselves and others who may be affected by their acts 

or omissions. 
• Stop any work activities/practices being undertaken by themselves or others, which 

they believe to be unsafe. They must then inform their line manager, who will obtain 
further advice as appropriate. 

• Undertake H&S training as required.  
• To ensure their workplace is kept clean and tidy. 
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3.6 Visitors to the Company Offices 
 
No visitor to the Company premises is permitted to be left unaccompanied.  All employees are 
responsible for ensuring the safety of visitors and making them aware of the Company Policy 
where or when applicable i.e. Fire Evacuation, Bomb Threat, Welfare facilities etc. 
 
3.7 Breaches of health and Safety Rules  
 
Will be handled through the Company discipline procedures, in the same manner as any 
other breach of company rules. 
 
3.8 Consultation 

 
The Company recognises that consultation at all levels on matters of health, safety and 
welfare is essential to ensure good working relations and the promotion of a positive safety 
culture within the organisation. 

Whilst no recognised trade union representation exists within the Company, the views of all 
employees on matters relating to health and safety are always welcomed. 

In order to facilitate such exchange, managers and supervisory staff shall solicit the views of 
those members of staff under their control and actively encourage suggestions for the 
improvement of safety standards and procedures, in line with the requirements of the Health 
and Safety (Consultation with Employees) Regulations 1996 and the Construction (Design 
and Management) Regulations 2015 as appropriate. 

All members of staff shall be consulted with respect to changes in working practices etc. in 
as far as such changes may affect their health and safety, and their input shall be required 
when carrying out any risk assessments related to their tasks or duties. 

The Managing Director & Management Team shall make their own arrangements for formal 
consultation through regular staff meetings, personal contact or other such means as 
appropriate. 

A hazard reporting scheme is in operation within the Company and all employees are 
encouraged to use this system, anonymously if desired, to bring any concerns over safety 
matters to the attention of management. 

In addition, the Company Safety Adviser is available to provide such advice and assistance 
to all members of staff on request. 
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Part 4: Arrangements 
 
The Safety Management System 
 
The Company has implemented a robust Safety Management System to manage and 
control their health and safety risks effectively. The management system is maintained within 
the framework of a H&S Management System to meet the requirements of this policy and 
current requirements outlined in related legislation. 
 
The Safety Management System includes procedures and guidance on many key areas to 
assist all employees in complying with current health and safety legislation.  
 
Some of these key areas are as follows: 
 
4.1. Management Review  

A management review of our safety management system (SMS) and performance will be 
conducted annually to ensure continuous improvement. Changes will be made to the 
company’s policy to reflect the review as required.  See also Clause 4.33 of this Policy. 

 
4.2 External Communications/Correspondence  
 
On health, safety and welfare matters, received from external bodies and enforcing 
authorities or through other related media will be managed through the appropriate 
procedure within the safety management system via the company intranet and team haven.  
 
4.3 Health and Safety Advice   
 
The appointed person will provide competent health and safety advice, and will interpret 
current health and safety legislation into clear procedures to ensure work is carried out in 
line with legal requirements. Where necessary external advice may be sought on topics 
which require a greater level of technical / specific knowledge.  
 
4.4. Risk Assessment   
 
Good health and safety management starts with the identification and control of key risks. A 
clear risk assessment process is in place which requires all Managers to build on generic 
assessments to identify risks present within each and every workplace. It is the responsibility 
of line managers to then control this risk where possible bringing to the attention of all 
persons exposed to such risks the findings of the risk assessments. 
 
The company will ensure risk assessments are carried out on the tasks and duties 
undertaken by its employees and workers. Where significant risks are identified, these are to 
be recorded. Where only trivial risks are identified, the act of assessment is to be recorded 
but the details of the assessment need not be.  

Risk assessments are to be carried out by competent persons who may be client staff, 
external consultants, company Supervisors, Managers or in some instances front line staff 
although the primary responsibility for ensuring that assignments have both suitable and 
sufficient risk assessments rests with Operational Management who will ensure that their 
management teams undertake those assessments that are within their competence.  

The company will ensure that it has appropriate and adequate resources, procedures & 
processes in place to allow a suitable assessment of risk to be carried out; to ensure 
assessments are appropriately reviewed and when / where required the identified controls 
are implemented.  
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Where required or necessary, the company will co-operate with its customers, statutory duty 
holders or others in the assessment of risks to protect the safety of its own workers and 
others who may be effected by its activities. The company expects and requires customers 
to reciprocate and assist the company, when required to do so, to eliminate or reduce risk 
exposure. 

Generic risk assessments may be used for assignments, where significant site specific 
hazards have not been identified or reported. The standard operating methods of same are 
such that typically encountered significant hazards are managed and controlled by routine, 
so long as workers follow those methods at all times.  

Risk assessments applicable to the duties undertaken within the company may be based 
upon a generic template, but shall be modified to include site specific information and 
significant hazards & risks.  

Where generic risk assessments are utilised they shall be reviewed for continuing 
applicability and suitability at least annually and all such reviews will be recorded. 
  
All controls identified by risk assessment for the elimination or reduction of risk will be 
implemented by the company (so far as it is reasonably practicable to do so) to maintain the 
health, safety and welfare of its workers and others.  

4.5 Training & Competence 

Health & Safety legislation requires that work activities may only be undertaken by a 
competent person or under the supervision of a competent person and therefore the 
Company depend upon this being applied by persons with the appropriate competence. 

All employees will be provided with comprehensible information on the health, safety and 
welfare matters that are relevant to their duties and place of work. Training will be provided 
for all employees to enable them to carry out their duties in a safe and responsible manner.  

Line managers are to ensure employees are adequately trained for the tasks they undertake. 
The Company is committed to providing all necessary training to meet the requirements of 
the Security Industry Authority’s accreditation scheme. 

Training will be required for:  

• New starters – e.g. Induction training  
• People exposed to new/increased risks – usually as an outcome of a risk 

assessment  

People requiring additional training/developing new skills – when job activities/expectations 
change, updated industry best practice, legal requirements, etc.  

Additional assignment specific training will be provided as required. Training requirements 
are to be reviewed annually by both line managers and employees to assist in their 
professional development. 
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4.6 Emergency Preparedness-Cooperation and Coordina tion  

The Company recognises its responsibilities under Regulation 8 of the Management of 
Health and Safety at Work Regulations, in that it will have appropriate procedures 
established and in place to be followed in the event of serious and imminent danger, within 
premises where the Company is the duty holder. These will be reviewed on a regular basis 
to ensure employees can safely leave the workplace in the event of an emergency.  

The Company expects and requires its Customers and Clients, on whose premises and 
property our employees work, to have appropriate procedures in place and to periodically 
test these. For every employee who occupies space in a third party or clients’ property we 
will ensure that suitable procedures are in place to ensure the safety of our staff.  

It is a condition of the Companies standard appointment that the host employer will share 
any information regarding risks which may affect the Company’s employees. The Company 
will gain details of each site’s emergency procedures and these will be included in the site 
Assignment Instructions. 

In the event of any such information bringing to light significant foreseeable risks these will 
be taken into account in the Risk Assessment and the staff involved briefed as appropriate. 

4.7 Consultation and Communication   

Refer to Clause 3.10 of this Policy.  
 
4.8 Data Management 
 
The company will ensure all data is suitably managed in line with the requirements of data 
protection legislation.  Where analytical data or information may be passed onto third parties, 
any personal data / information which would allow that party to identify individuals [from the 
information / data provided] will be deleted, removed or rendered unreadable in whatever 
format the analysis or data would be presented to the third party.  

The company will ensure that relevant sections of the Information Commissioner’s 
publication “Employment Practices Data Protection Code” are followed. 
 
4.9 Accident and Incident Reporting   
 
The company has an accident reporting system to help ensure that work-related incidents, 
including near misses, involving company staff, contractors and visitors are reported, 
investigated and analysed to prevent recurrence. Investigations will focus on root causes, 
lessons learned will be shared and recommendations implemented across the company.  

An accident book will be retained in the company office and Contract Managers are 
responsible for ensuring that all accidents are properly recorded in the book. 
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The Reporting of Injuries, Diseases and Dangerous O ccurrences (RIDDOR) 2013  
 
FORM F2508 
 
In addition to the Company Accident Reporting Procedures mentioned above, there are in 
force the Regulations known as RIDDOR.  These regulations come into effect when, as a 
result of work activities: 
 

a) A person dies or suffers any of the injuries or conditions specified in Schedule 1 
of the Regulations or 

 
b) Major Injuries as specified in Schedule 1 of the Regulations or 
 
c) Where there is a “dangerous occurrence” as defined in Schedule 2 on the Form 

or 
 
d) Where the personal injury results in an absence from work for more than 7 days 

(not counting the day on which the accident happened). 
 
e) Some work related diseases as specified in Schedule 3 of the Regulations. 
 
f) Injury to a member of the public or people not at work where they are taken from 

the scene of an accident to hospital. 
 
It is the responsibility of the Company nominated “Responsible Person” to notify the 
Enforcing Authority by the quickest practicable means this could be one of the following:- 

a) Fatal and major injuries only - by phone: 0845 300 9923 

b) Online: HSE RIDDOR – Report online at: http://www.hse.gov.uk/riddor/report.htm 

c) By post: RIDDOR Reports, Health and Safety Executive, Redgrave Court, Merton 
Road, Bootle, Merseyside, L20 7HS. 

 
A record of any reportable injury, diseases or dangerous occurrence must be kept. This must 
include the date and method of reporting. If the incident is reported by the telephone or 
through the website then the ICC will send a copy of the report to be held as a record. Any 
additional information (photographs etc.) must be forwarded on within 15 days.  Copies of 
the form F2508 and F2508a can be obtained from HSE as above for postal reporting. 

 
Enterprise & Regulatory Reform Act 
 
Section 69 of the Enterprise & Regulatory Reform Act (E&RRA) is now in force for accidents 
occurring on or after 1st October 2013.  Section 47 of the HSWA has been reversed to mean 
that any breach of regulations will not be civilly actionable except where specifically stated.  
The HSWA (Civil Liberty) (Exceptions) Regulations 2013 only exclude certain provisions in 
the case of pregnant workers and new mothers(see also Section 4.14 of this Policy). 
 
Post 1st October 2013, an injured party cannot now solely base their claim on a breach of 
statutory duty resulting from post-1974 health & safety regulations (including the “six pack”).  
Civil claims for breaches of health & safety can now only be brought for negligence, based 
upon the employer’s alleged breach of their common law duty of care. 
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4.10 Welfare Arrangements 

The Company will obtain details of the toilet accommodation, rest room, eating areas etc. 
available to their staff on each site and include this information in the site Assignment 
Instructions. 
 
When staff is required to work on client’s premises a risk assessment will be made to 
ensure: 

• The safety of the staff on site 
• there is an adequate provision on that site of heat, light, power, toilet/washing, 

cooking and drink making facilities depending on the time to be spent on site 
• The nature of the works to be undertaken is achievable safely. 

 
Asbestos 
In the event of the discovery of asbestos or any substance that is suspected of being 
asbestos: 
 

• Employees should contact their supervisor/line manager and an assessment will be 
carried out. 

• The client will be informed 
• If requested to do so by the client, a specialist sub-contractor will be called in to 

remove and make the area safe. 
 

4.11 Display of Health and Safety Information 

Within Company occupied areas the following must be displayed: 

• An up to date Health and Safety Law Poster showing current contact details  
• A copy of the site Emergency Procedures  
• A copy of the site First Aid arrangements  
• Location of the site Accident Book or site accident reporting arrangements (note that 

this may be incorporated with the First Aid arrangements notice). 
 
A copy of the Company Health and Safety Policy Statement may be either displayed or 
employees may have access to an electronic copy. 

 

4.12 First Aid 

The provision of First Aid for Company staff is the responsibility of Company Management.  

In many cases first aid provisions will be provided by the host employers for every employee 
who occupies space in a third party or clients’ property we will ensure that suitable 
procedures are in place to ensure the safety of our people. If any additional site specific 
requirements are identified then a separate first aid assessment of needs will be made. 

However the Company will be responsible for the training and refresher training for its own 
first aiders. All company offices are to be provided with first aid equipment.  

There is no legal responsibility to provide First Aid for members of the public; it is up to the 
discretion of each First Aider to determine whether they wish to take action.  
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4.13 Young Persons 
 
It is not envisaged the company will engage a young person to undertake security duties. 
The company will maintain the requirements detailed within the Management of Health & 
Safety at Work Regulations 1999 whereby employers are required to assess the risk to 
young persons under the age of 18 years old, before they start work. In addition we will 
ensure that any particular responsibilities towards young person’s within the risk assessment 
takes into account their psychological or physical immaturity, inexperience, and lack of 
awareness of existing or potential risks and to introduce control measures to eliminate or 
minimise the risks, so far as is reasonably practicable.  
 
In addition, the company will: let the parents/carers of any children below the minimum 
school leaving age (MSLA) know the key findings of the risk assessment and the control 
measures introduced, before the child starts work or work experience. The company will also 
address all specified factors in the risk assessment, and take account these factors in 
deciding whether young people should be prohibited from certain work activities.  
 
All people receiving training or work experience from an employer in the workplace are 
deemed to be employees for the purposes of health and safety legislation. School pupils on 
work experience and college students on sandwich courses are also included. 
 
4.14 New & Expectant Mothers 
 
In the first instance, a risk assessment is to be prepared which considers the possible risks 
which may be present in the workplace which can affect a pregnant worker. 
 
If a member of staff notifies the company in writing that she is pregnant, has given birth 
within the last six months or is breastfeeding then the company will review her working 
arrangements and take appropriate actions to ensure that she is at no risk. 
 
In the event that it is not possible to effectively eliminate any risks identified by the review 
then the company will offer her suitable alternative work and, if that is not feasible, suspend 
the her from work on full pay for as long as is necessary to avoid the risk. 

4.15 Potential Violence 

It is the Company’s policy to avoid confrontation whenever possible and all staff instructed 
accordingly. Training in confrontation management will be delivered as standard to all 
employees who may come into potential risk situations. Any instances of violence towards 
staff members will be reported as a workplace accident and reported and investigated 
accordingly. 
For incidents involving staff the incidents must also be reported to the enforcing authority via 
the accident reporting procedures 
 
Where such an incident results in an employee suffering a major injury or results in absence 
of more than seven days this will fall under the RIDDOR regulations and will require 
reporting to the enforcing authority.  
 
It is Company policy to report incidents of over seven day absences to the reporting authority 
of staff suffering from stress as a result of witnessing a violent incident or having been the 
victim of verbal abuse.  
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Examples of where violence would NOT need to be reported are: 

• An act of violence by an employee on a member of the public  
• An act of violence between two members of the public  
• An act of violence between two staff relating to a personal matter  

 
Serious instances of threatening behaviour may also require reporting to the Police in order 
for legal action to be taken against an individual.  
  
The site risk assessment and assignment instructions and any associated site procedures 
are to be reviewed following any serious instance of violence.  

4.16 Lone working 

 
Many company activities are undertaken by people who are ‘lone’ workers. A lone worker is 
someone undertaking a task for which they are employed, unaccompanied by another 
person. 
 
Lone workers are found in a variety of situations, including:  

• People working outside normal working hours  
• Undertaking inspections of remote unmanned sites  
• Visiting vacant premises  
• Travelling on remote roads  

  
The fact that someone is unaccompanied should not always be the cause for undue 
concern, although the company maintains its legal requirement to ensure that all work 
activities are assessed and therefore the fact that someone may be working alone is to be 
considered as part of the risk assessment.  
 
Consideration as part of the risk assessment is to be given to whether such tasks are 
suitable to be undertaken by a lone worker. 
 
Line Managers must identify any members of their teams who may undertake lone working 
and consider lone working as part of the risk assessment process to consider the risks and 
precautions necessary to reduce the risk to lone workers.  
 
For periods of lone working a process has been developed to book in individuals and record 
periods of lone working via Logo soft.  
 
This allows individuals to book in with the relevant call desk and then confirm to the desk 
once the task has been completed successfully. All guards working alone are to carry out 
check calls every hour between 20:00 – 06:00.   
 
Should an individual not call within the require timescales then Logo soft will  follow this up 
via the control office whom will then escalate any problems to the emergency services 
and/or the mobile back up units as appropriate. 
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4.17 Housekeeping  

Good housekeeping contributes to personal safety and fire prevention in the workplace. 
Company people are encouraged to maintain a clean and tidy work area, and ensure that 
the area is kept clear of any waste and clear of obstructions. If a site is particularly 
hazardous in this respect (e.g. a service yard) then the staff concerned will take the matter 
up with the host employer in order to control the perceived risk. 

Control of Substances Hazardous to Health (COSHH) 

Under the COSHH Regulations, the Company audits all substances it uses on a regular or 
occasional basis to determine their effect on the user over the short and long term.  The safe 
disposal of these same substances is also considered as is their safe use in the public 
environment. 

 
All Company employees are made aware of the products in use by the Company and what 
(if any) the effects of their use are. 

Note: See Section 4.10 in relation to Asbestos. 

Manual Handling 

The Company carries out Workplace Risk Assessments with the following four factors being 
assessed: 

1. THE TASK 

2. THE LOAD 

3. THE ENVIRONMENT 

4. INDIVIDUAL CAPABILITY 
 

On completion of the Risk Assessment, the Company ascertains what the overall assessment 
of risk of injury is.  If "INSIGNIFICANT" the assessment needs to go no further. 
 
If the level of risk is in the LOW, MED, or HIGH band then the remedial steps to be taken will be 
recorded.  Completed Risk Assessment forms and a record of remedial actions taken are 
retained for inspection by any Enforcing Authority, Local Council, or Health and Safety 
Executive. 
 
4.18 Personal Protective Equipment 

When a risk assessment has identified a workplace hazard the first task should be to 
eliminate it at source. Where this is not possible control measures would be introduced to 
minimise the risk. As a last resort, personal protective equipment (PPE) should be supplied 
to employees when it is the only viable protective measure or sometimes as an 
enhancement to existing control measures. 

It is company policy to ensure that appropriate Personal Protective Equipment (PPE) is 
supplied and used at work wherever there are risks to health and safety that cannot be 
adequately controlled in other ways. 

PPE may be necessary due to a legal requirement, as a condition of a contractor (or other 
party) or where an employee considers it is required to work safely in a particular 
environment. 

All staff will be issued with standard uniform upon joining the Company.  Additional kit will be 
issued as required by risk assessment conducted per assignment and may include wet 
weather gear, boots, hard hats, ear defenders etc. as appropriate. 
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The determination for appropriate site requirements and the issue of the equipment is the 
Business Manager’s responsibility, assisted by the support staff as appropriate. 

Prior to use, Managers are responsible for ensuring that users of PPE under their direct 
report: 

• Understand why PPE is needed, when it is to be used, repaired or replaced and its 
limitations 

• Know how to use it properly, are appropriately trained and are competent in its use 
(as appropriate to the item) 

• Wear it all the time they are exposed to the risk. Never allow exemptions for those 
jobs which only take a few ’minutes’ 

• Inspect the equipment prior to use in accordance with manufacturer’s instructions. 

4.19 Driving At Work 

We are committed to reducing the risks staff face and create when driving at work. The 
importance of this is demonstrated by the issue of a specific Driving Policy document and 
Drivers Risk assessments and regular Line Management support. 

• All Mobile Guards will be required to show their full driving licence upon 
commencement of employment, this will subsequently be checked at annual 
intervals. 

• Users of company vehicles are to complete weekly reports detailing any damage, 
mileage and fuel information. Any accidents are to be reported immediately to the 
Business Manager. 

• Driving whilst under the influence of alcohol or drugs (legal or otherwise) will be 
treated as a serious breach of discipline in all cases and may lead to suspension or 
dismissal from duty. 

• All staff are required to obey the law at all times and in all respects, including the 
laws relating to driving. Again any breach of this requirement will be treated as a 
disciplinary matter. 

• The use of mobile phones whilst driving is not permitted. 

4.20 Work Equipment 

• In most cases little work equipment is required apart from communications 
equipment, hand lamps and the like all of which will be selected to be suitable for the 
application concerned. 

• All Portable Electrical equipment is to be subject to a formal testing regime in 
accordance with the recommendations in the HSE’s guidance note INDG 236 
(available via HSE web site).. Upon completion, the equipment is to be labelled as 
having had the test. Dates of test on these labels are to be kept current. 

• Staff are not permitted to bring in personal electrical equipment for use unless has 
formed part of the above arrangements. 

• In the event there may be the potential for employees coming into contact with work 
equipment under the control of host employers then it is a condition of the 
Companies standard appointment that the host employer will share any information 
regarding risks which may affect the Company’s employees. In the event of any such 
information bringing to light significant foreseeable risks these will be taken into 
account in the Risk Assessment and the staff involved briefed as appropriate. 
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4.21 Smoking 

All staff will be required to comply with the company smoking policy and that of the client 
company to which they are deployed. 

4.22 Drugs & Alcohol 

Being under the influence of alcohol or drugs (legal or otherwise) whilst on duty will be 
treated as a serious breach of discipline in all cases and may lead to suspension or 
dismissal from the Company. 

4.23 Working at Height 

This will not be a typical hazard for a security officer.  However, the Company acknowledges 
the potential severity of falls form height and therefore a check will be made of all sites when 
the Risk Assessment is carried out and if any areas where there are risks arising out of the 
working at height are identified then suitable controls will be introduced as a matter of 
priority. 
 
4.24 Management of Contractors  and Service Partners  
 
The company will put in place suitable measures to assess the competency of any third 
party contractors prior to work being undertaken. Only competent contractors are to be 
appointed. All reasonable steps must be taken to pass on such information about hazards 
within company properties to those who have a reason to carry out work on that property.  
 
4.25 Monitoring /Audit   
 
The Company will establish systems for tracking our health and safety performance. We will 
regularly conduct internal and external audits of our risk control measures and safety 
management system. We will continuously monitor our behaviours at all levels to help 
ensure that we develop and maintain a successful health and safety culture. 
 

Monitoring and auditing of the Health and Safety "system", as defined in this manual, will be 
conducted as follows: 

• By continual management awareness during normal supervisory activities, any 
observations being reported to the Duty Holder as appropriate. 

 
• By individual personal awareness during normal duties. 

 
• As part of the Company's Management Control Programme, details of any Health & 

Safety related observations or discrepancies will be recorded on an Audit Report  
 

Management will also conduct a formal review of the Health and Safety system at least 
annually as stated. This will be undertaken at the Management Review Meeting and include 
Accident/Near Miss & Lost Time statistics, where appropriate.  
 
4.26 Company Properties  
 
The Company will ensure that property under its control is maintained in a safe condition.  
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4.27 Working in other employers’ premises  
 
Where Company staff are working in other employers’ premises, the responsibility for health 
and safety rests with the host. Our employees will comply with their arrangements for the 
site including matters across fire and bomb evacuation etc.    

 
4.28 Visiting sites  
 
Whenever Company staff are visiting, or accompanying site visitors they will take all 
reasonable steps to take care of their own health and safety and those under their 
supervision.  

 
4.29 Visitors & Contractors 
 
In recognition of the Company’s duties towards the general public and all lawful visitors to 
the Company’s premises, the Company regards the extent of its duties as compatible with 
related sections of the Health and Safety at Work Act and the Occupiers’ Liability Act 1957 
and 1984.  

To ensure security and personal safety;  

Visitors will be accompanied or supervised by an employee at all times whilst on the 
premises (they will sign ‘in’ and ‘out’). 
 
In the event of an emergency evacuation, hosts will be responsible for escorting  their 
visitors to the assembly point and ensuring that they are accounted for. 
 
Visitors must observe the Company's Health and Safety notices and any instructions given 
by persons enforcing the Company Safety Policy. 
 

Visitors must inform company management of any risks to their health, safety or welfare. 
 
Contractors:  
 
All contractors working on our premises are responsible for themselves, their employees and 
any sub-contractors employed by them for complying with all statute and common law 
requirements regarding health and safety and complying with all health, safety, fire, security 
and site instruction requirements. Contractors must comply with any reasonable instructions 
given to them regarding health, safety or welfare.  

In particular where visitors are under a statutory duty to wear personal protective equipment 
or otherwise take reasonable precautions for their own health and safety, failure to do so will 
be regarded as a breach of the Company Policy, entitling the Company to take such 
sanctions and measures as it considers appropriate, including requiring visitors to leave its 
premises. 
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4.30 The Company health and safety management syste m 
 
These include a number of detailed procedures identifying legal requirements applicable to 
the business and interpreting them into guidance and instructions for employees to follow. 
Instruction and guidance for employees, covering a range of activities which contain the 
company’s codes of practice, other procedures, documents and policies specific to 
Site/Activity/Assignments which are issued to the relevant Manager and their subordinates. 
 
In order to ensure continuous improvement a programme of monitoring will be undertaken. 
This includes monitoring carried out by operational staff and audits carried out by both the 
Appointed Person and other teams within the business.  
 
Such monitoring will help identify areas of noncompliance with the safety management 
system and areas in which the system could be improved. In addition to internal monitoring 
and auditing the safety management system will also be subject to regular external auditing 
to ensure compliance with the current industry standards and Health and safety legislation 
applicable to the company. 
 
4.31 Stakeholders and Interested Parties  

The company has procedures in place to allow this policy and other information or 
documentation to be made available to people or organisations requesting it.  

The principle route for requests for information would be via the company’s Communications 
Department, although both this policy and its associated Policy Statement are available from 
the company’s externally accessible Internet site. 

4.32 Communication  

The principle route for communication and implementation of the Company’s Health and 
Safety policy will be through the Company’s intranet and Health and Safety Committees.  

This Policy and the Company’s Health and Safety Policy Statement shall be available on the 
company’s Intranet and the Policy Statement shall be displayed in prominent positions in all 
Company offices. Further, it shall be either displayed or by other means brought to the 
attention of all employees working on client sites or property. 
 
4.33 Insurance  

In further recognition of its statutory and common law duties, the Company has taken out 
insurance, with an approved insurer, against liability for death, injury and/or disease suffered 
by any of its employees and arising out of and in the course of employment, provided that it 
was caused by the negligence and/or breach of statutory duty on the part of the Company.  

Copies of the current Certificate of Employers Liability Insurance shall be prominently 
displayed within company offices so as to be available for inspection at all reasonable times 
by employees and Health and Safety Inspectors. The Certificate shall also be available on 
the Company’s Intranet.  
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4.33 Management Review  

Within the disciplines of Health and Safety management, a common management review 
structure has been developed with processes to identify improvements in the Company's 
management systems & procedures.  

Their objective will be to review the functioning and effectiveness of the management system 
and to recommend improvements and enhancements to the system, for its more effective 
operation. 
 
4.34 Review and Amendment of this Policy  

This policy will be formally reviewed annually by the company. Any identified amendments 
will be brought to the attention of the Managing Director for ratification.  

If at any other time alterations are required, arising from legislative or company policy or 
structural change, the approval of the appointed person will be required. The amended 
policy would be brought to the Managing Director for formal ratification.  

Summary  

This policy has been prepared in furtherance of Section 2(3) of the Health and Safety at 
Work etc. Act 1974 and binds all managers and employees in the interests of themselves, 
other employees, visitors and customers.  

We request that our customers and visitors respect this policy, a copy of which can be 
obtained on demand. 
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Part 5 Management Control System Review Form  
 
The policy is managed within the Company document control system. 
 
 

 Date of Policy 
Review 

Brief Description of Changes Signed 

2016 09/02/16 Initial Issue M. R DINM. R DINM. R DINM. R DIN    

2017 09/02/17 Reviewed M. R DIN 

    

    

    

    

    

    

    

    

    

    

    

    

    

 


