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Policy Statement for Health, Safety and
Welfare

The Group Chief Executive and Directors of United House recognise and accept their responsibilities as an employer to
ensure, as far as is reasonably practicable, the health, safety and welfare at work of all its employees and sub-contractors.

The Directors will ensure high standards are maintained by all when implementing the following principles of the Company
policy and requirements of Health & Safety legislation.

They will:

e Provide employees with the appropriate training, instruction and information as identified in the Company
Training Programme and as necessary to ensure the health and safety at work of employees.

e  Make provisions for maintaining a working environment for employees that is safe and without risk to health.
¢ Provide and maintain plant and equipment that is safe and without risk to health.
e Provide and maintain suitable and sufficient welfare facilities for all employees.

e Make suitable and sufficient arrangements for the safe storage, handling and transport of articles and
substances.

e Provide sufficient information to enable sub-contractors to avoid hazards that may be associated with the work.

e Ensure members of the public, residents and others are not exposed to risks to their health and safety as a result
of the Company’s activities.

Overall responsibility for implementing the Health & Safety Policy rests with the Directors. However, employees shall take
reasonable care for the health and safety of themselves and other persons and will co-operate with Directors, managers
and fellow employees to secure a safe and healthy working environment.

Directors who are responsible for the acquisition and operation of construction projects report directly to the Managing
Director. The Managing Director, and Directors who are responsible for financial, development, support services and
facilities, report directly to the Group Chief Executive.

The Group Chief Executive has appointed a Director to be responsible for monitoring, reviewing and reporting on the
implementation of the Health & Safety Policy. In addition, United House Ltd employs independent safety professionals to
monitor our performance. Each site is regularly assessed and the results fed back to the site team and relevant Directors.
We support the objectives of The Housing Forum in promoting health and safety and monitoring performance. We aim to
significantly beat the industry average Key Performance Indicator for safety.

This policy statement is displayed prominently on notice boards throughout United House Ltd, including our sites, within
the Intranet and in the manual describing our Health & Safety Management System which is available in our offices and on
our sites for reference by any employee.

g

JEFFREY W ADAMS - Group Chief Executive
Date: 20th January 2006

%8 © United House Ltd
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1 Document Overview

1.1 Introduction

This Policy specifies how United House Ltd’s (the Company’s) Health & Safety Management system
is to be implemented throughout the Company.

1.2 Document System

The Company’s Health & Safety Management System is contained within this Policy and its
associated Instructions, Procedures, Assessments and Guidance documents. The Management
System formally communicates the Instructions and Procedures covering operation and work
activities from the Company Directors to their supporting Managers, Supervisors and all other
personnel employed or involved in the Company’s activities.

The Management System has been developed to meet statutory requirements and to ensure the

Health & Safety of all personnel associated with work activities of the Company including
employees (ie staff), contractors, visitors and the general public.

1.3  Scope

This Policy and its associated documents apply to all personnel employed by or contracted to the
Company as appropriate to the work being undertaken. It is the duty of all personnel so involved to
apply the requirements of these documents to their work.

1.4  Authority

The documents encompassed within the Company's Health & Safety Management System are
issued on the specific authority of the Group Chief Executive, who is responsible for health and
safety within the Company.

1.5 Purpose

Each section and level of this Policy and its associated documents have been developed to convey
the necessary information required to undertake each identified activity.

%8 © United House Ltd
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1.6 Circulation and Control of Documents

This Policy and its associated documents are available to all staff via the Company’s Intranet and
are updated as necessary. A record of all staff who do not have Intranet access and who hold
controlled hard copies will be kept.

1.7 Review and Revision

The Company will ensure that this Policy and its associated documents are reviewed regularly so
that their contents remain accurate and valid in the light of changing best practice and statutory
requirements. More frequent updating of specific documents and sections may be required to meet
changed legislation affecting those activities. The Director responsible for the Health & Safety
Management System, with assistance from the Health & Safety Manager and Independent Safety
Advisors, will monitor the review of such documents.

%8 © United House Ltd
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2  Structure for Health and Safety

2.1  Direction and Management

The health and safety management organisation structure is outlined below. The names of the

individuals designated to each of the posts can be found on the UHL Intranet site at:
http://intranet/files/organisational%?20chart.xlIs

© United House Ltd
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3 Health & Safety Systems

3.1 Accident and Incident Reporting and Analysis

All accidents, however minor, will be recorded and reported to the Health & Safety Manager. The
Health & Safety Manager will report all Injuries, Diseases and Dangerous Occurrence (RIDDOR)
incidents to the appropriate enforcing authority.

All accidents, incidents and other pertinent health and safety data will be analysed to provide the
Company AIR, and other trend information as a basis for improvement through procedural change
or training.

3.2  Site Inspection and Scoring System

The Company maintains a system for construction site inspections. Suitably qualified Independent
Safety Advisors will visit site and provide guidance and coaching to site management and staff
regarding health and safety issues.

Obvious problems encountered will be highlighted for correction and a process put in place to
ensure remedial action is taken in this event.

This visit also serves to provide guantitative data about the adequacy of health and safety provision
on site. Visits take place nominally at monthly intervals, or as appropriate to the scale and nature of
work or performance achieved.

3.3 Health & Safety Reporting

Monitoring of the Health & Safety reporting for the Company is the responsibility of the Director
responsible for the Health & Safety System, supported by the Health & Safety Manager.
Management reports are prepared to illustrate the following indicators:

Accidents reportable under RIDDOR.

Accidents not reportable under RIDDOR.
Results from the Site Inspection Scoring System.
Accident Incident Rate (AIR).

Performance Trends.

Training Requirements.

Legislation Changes.

These reports are presented to and discussed at Company Board meetings.

%& © United House Ltd
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General Staff Responsibilities for Health
& Safety

4.1  All Staff

All Staff must:

Read and understand the Company Health & Safety Policy and carry out their work in a safe
manner and in accordance with the requirements as stipulated in the policy and other Health &
Safety legislation.

Comply with all Company safety rules, systems of work, instructions, signs, notices and other
specified requirements.

Ensure that they are briefed and make themselves aware and follow all emergency procedures
and safe systems of work when visiting other offices, sites and buildings.

Ensure that visitors under their control are briefed on the safe systems and emergency
procedures to be followed when visiting Company premises.

Take personal responsibility for their own safety and the safety of others while undertaking their
work and report all hazards or anything that could be a danger to themselves and others.
Co-operate with the Company in all matters relating to safety, health and the environment and
refrain from any behaviour that may endanger themselves or others.

Advise their Manager or the HR Department if they are unable to carry out their duties safely
due to any medical conditions, treatment or effect of medication.

Know their nearest First Aider and Health & Safety Representative and how to contact them.
When visiting or working on site wear safety footwear and other appropriate personal protective
clothing or equipment provided and ensure they have received instruction in its correct fitting
and use.

Suggest safer methods of working and bring to their Manager’s attention any additional training
felt necessary to carry out work safely. Undertake any training provided.

Not try to use, repair or maintain any machinery or office equipment unless trained to do so.
Report immediately to their Manager any defects in machinery or office equipment.

Not carry out any work activity, which may be hazardous to their health and safety, for which
instructions or training have not been given.

Ensure that they know the procedure in the event of a fire or other emergency and comply with
its requirements.

Not use fire fighting equipment unless trained in its specific use.

Ensure that working areas are kept clear and free from obstruction, trailing wires, open drawers
or doors and the like.

o
8 © United House Ltd
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Not attempt to lift or move articles or materials so heavy as likely to cause injury.
Suggest ways of eliminating hazards, preventing accidents and improving working methods.
Not smoke in designated 'No Smoking’ areas.

4.2  Directors and Managers

Directors and Managers must:

Ensure staff are released for appropriate Health & Safety training.

Read and understand the Company Health & Safety Policy and ensure that it is brought to the
notice of all staff under their control.

Implement the requirements of the Health & Safety Policy within their area of responsibility.
Monitor and review the Health & Safety performance within their area of responsibility.

Arrange for all new staff to be given Health & Safety Induction and ensure that the relevant
records are kept.

Take appropriate action where serious or continued disregard for safety is shown.

Ensure that appropriate training is given to all staff as necessary, that records are maintained
and the training needs of individuals are regularly reviewed against job requirements, in
conjunction with Head of Human Resources.

Insist that sound working practices are implemented as laid down by codes of practice and that
work is planned, hazards identified, risks assessed and methods of working comply with
statutory provisions as well as Company standards.

Reprimand any member of the staff failing to discharge satisfactorily their responsibilities for
Health & Safety.

Fully support the activities of the Health & Safety Consultation Group, taking action as
appropriate on information provided by the Consultation Group and the Company’s Independent
Safety Advisors.

Understand the statutory requirements affecting the Company’s operations.

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

Ensure that all accidents are reported in accordance with Company procedures.

Ensure all necessary welfare provisions are provided and maintained.

Set a personal example when visiting sites by wearing safety footwear and other appropriate
PPE.

oS’
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5  Directors Responsibilities for Health &
Safety

5.1  Group Chief Executive

The Group Chief Executive must:

Appoint a Director with specific Health & Safety responsibilities.

Ensure that all necessary insurances are in place.

Ensure that Insurers receive accident and other reports where appropriate.

Arrange for funds and facilities to meet the requirements of Health & Safety Legislation and the
Company’s Health & Safety Policy.

¢ Allocate sufficient resources to enable the Policy to be implemented effectively.

5.2  Managing Director

The Managing Director must:

o Ensure that the Health & Safety Policy is effectively administered by the Director responsible for
the Health & Safety System.

e Ensure that the Health & Safety Consultation Group effectively consults with staff.
Allocate sufficient resources to enable the Policy to be implemented effectively.

e Ensure that, when the Company is responsible for the acquisition and operation of construction
projects the requirements of the Construction (Design and Management) Regulations are
complied with.

%8 © United House Ltd
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5.3 Director Responsible for the Health & Safety System

The Director responsible for the Health & Safety System must:

Monitor, review and report to the Group Chief Executive, Managing Director and Board of
Directors on the implementation of the Company’s Health & Safety Policy.

Chair the Health & Safety Consultation Group.

Prepare and keep the Company’s Health & Safety Policy up to date and ensure that it is brought
to the notice of all staff.

Advise and consult with the Board of Directors on any impending changes to legislation and best
working practices.

Give support to senior site management in the event of a serious accident or incident.

Report to the Board on Health & Safety issues and Company performance.

Direct the activities of the Health & Safety team and through them, the Independent Safety
Advisors.

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

5.4  Directors Responsible for Construction Operations

Directors responsible for construction operations must:

Ensure that, where the Company commissions construction work as a 'client’ or acts as agent
for another organisation for such work, the requirements of the Construction (Design and
Management) Regulations 1994 (CDM) are complied with, in particular the appointment of a
Planning Supervisor and Principal Contractor.

Ensure that the Company complies with legislation when appointed as Principal Contractor
under the CDM Regulations (1994).

Ensure that any Designers and sub-contractors employed by the Company have their Health &
Safety competence assessed before their appointment.

8 © United House Ltd
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55 Head of Human Resources

The Head of Human Resources must;:

e Ensure as far as is practical that all new staff are suitably qualified or experienced for the tasks
that they will be required to undertake.

e Arrange for formal Company induction training of all staff within the first month of their
employment.

e Identify any shortcomings of an individual's training/experience in comparison with the
Company’s training matrix and arrange for suitable training to be given.

e Maintain records of all staff experience and training.

e In conjunction with the manager responsible for office buildings/facilities, identify suitable
persons for acting as First Aiders and Fire Wardens in the main offices and arranging training
accordingly.

o Ensure all First Aiders in the Company have renewal courses prior to the expiry of their existing
certificates.

%8 © United House Ltd
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Senior Managers Responsibilities for
Health & Safety

6.1 Health & Safety Manager

The Health & Safety Manager must:

Assist with the preparation and keeping up to date of the Company’s Health & Safety Policy and
ensuring that it is brought to the notice of all staff.

Prepare instructions for the organisation and methods for carrying out the Policy, to make sure
each person is aware of their responsibilities and the means by which they can carry them out.
Administer the Policy throughout the Company maintaining all the Company’s Health & Safety
records.

Arrange for or carry out investigation of accidents and dangerous occurrences as required.
Provide accident investigation reports to insurers where appropriate.

Report all ‘Reportable’ accidents and incidents to HSE as required under RIDDOR for all directly
employed personnel or members of the public.

Provide health and safety advice to all staff as required and whenever requested.

Liaise with, and monitor the performance of, the Company’s Independent Safety Advisors.

Liaise with the Health & Safety Executive as and when appropriate.

Understand the statutory requirements affecting the Company’s operations and advise the
Directors accordingly.

Review all Health & Safety Plans for adequacy when provided by appropriate Contracts
Manager.

6.2  Construction Managers

Construction Managers must:

Ensure that, where the Company acts as a Principal Contractor under CDM, the necessary
Health & Safety Plan for the construction /onsite work activities is developed from the Planning
Supervisor’s initial pre-contracted Health & Safety Plan.

Monitor the Health & Safety performance of sub-contracted design and construction companies
during the project.

@ © United House Ltd
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Managers Responsiblilities for Health &
Safety

7.1  Contracts Managers, Project Managers, Project

Engineers

Contracts Managers, Project Managers and Project Engineers must:

Ensure that the Company’s staff on site understand the requirements of the project Health &
Safety Plan and accompanying safety procedures, instructions and approved codes of practice.
Ensure that any sub-contractors employed by the Company have their Health & Safety
competence assessed before their appointment and that they comply with their own policy and
procedures and those of the Company that apply to their work activities.

Understand the Company Health & Safety Policy and ensure that it is readily available on each
site. Plan all work in accordance with its requirements and ensure that it is regularly examined to
establish if improvements or additions should be made.

Ensure that the Plan’s requirements are brought to the attention of all parties involved and work
is undertaken in accordance with the control measures specified in it or identified during the
progress of work.

Obtain details from sub-contractors of assessments of risk associated with substances,
processes or any work activity hazardous to health and safety which they intend to carry out and
check that their planned control measures will provide protection to others on the site.

Prior to the commencement of the project, liaise with the Health & Safety Manager and Site
Manager regarding the safe methods of work and precautions to be adopted.

Notify the Health & Safety Manager immediately of any significant accidents, dangerous
occurrences etc., in order that they can be properly investigated without delay and the
appropriate authorities notified.

8 © United House Ltd
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7.2  Site Managers

Site Managers must:

Understand the Company’s Health & Safety Policy and ensure that it is brought to the notice of
all staff, particularly new starters. Carry out all work in accordance with the requirements within
the project Health & Safety Plan.

Organise sites so that work is carried out to the required standard with minimum risk to staff,
other contractors, members of the public, equipment or materials and in accordance with the
requirements of the Health & Safety Plan.

Ensure that risk assessments and method statements prepared by subcontractors prior to their
works are reviewed. Monitor work being carried out by sub-contractors engaged in high risk
activities, against their agreed risk assessments and method statements.

Communicate site rules to sub-contracting companies and operatives.

Review and update the Health & Safety Plan and Fire Plan in accordance with the changing
environment.

Ensure that a risk assessment has been carried out on any substance, process or work activity
potentially hazardous to health and safety, and that appropriate control measures, training,
instruction, protective clothing etc. have been provided. Update the Health & Safety Plan
appropriately.

Keep all registers, records, certification and reports are up to date and kept in a safe place.
Ensure that copies of statutory notices are prominently displayed.

Ensure that the Competent Persons appointed to make the necessary inspections of scaffolding,
excavations, plant, etc have sufficient knowledge experience and training to evaluate all aspects
of safety relating to the item being inspected.

Ensure that supervisors and operatives under your control are aware of their responsibilities for
safe working and that they are not required or permitted to take unnecessary risks.

Ensure that adequate supplies of protective clothing and equipment are maintained on site and
that the equipment is suitable.

Ensure that adequate first aid facilities are on site and that all persons on site are aware of their
location and the procedure for receiving treatment for injuries.

Ensure that all injuries, dangerous occurrences and near misses are properly recorded and
brought to the attention of the Company Health & Safety Manager as required by Company
Policy.

Ensure that an emergency procedure for applying first aid and calling an ambulance is in place
prior to commencement of any work.

Accompany the Health & Safety Executive Inspector on site visits and act on his
recommendations. In the case of the Inspector issuing a Notice (Prohibition or Improvement),
contact the Health & Safety Manager immediately after complying with any requirements to stop
work.

8 © United House Ltd
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Ensure that adequate fire precautions are provided for site offices and welfare facilities and that
any flammable liquid or liquefied petroleum gases are stored and used safely.

Collate information for the Health & Safety File and pass copies to the Planning Supervisor as
required.

Do not allow ‘horseplay’ or dangerous practical jokes and reprimand those who consistently fail
to consider their own safety or that of others around them.

7.3  Office Managers

Managers with responsibility for offices must:

Ensure that a risk assessment has been carried out on any substance or work activity
hazardous to staff health and safety and that appropriate control measures, training, instruction,
protective clothing etc. have been provided.

Ensure that staff required to use office machinery are trained in its use and are not permitted to
carry out any repairs unless suitably trained and authorised.

Ensure that the Facilities Manager is kept fully informed of any matters that could affect the
Health & Safety of any personnel within the offices.

Ensure that all accidents are recorded and reported in accordance with the Health & Safety
Policy

Ensure that workstation assessments are carried out for all staff using or operating Display
Screen Equipment and take the required remedial action if and when deficiencies are reported.
Ensure that keyboard and screen activities are planned as to prevent overload at the work
station.

Ensure the Health & Safety Manager and the Human Resources Department are contacted if
any health issues arise from staff using the equipment.

8 © United House Ltd
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7.4  Manager Responsible for Office Buildings/Facilities

Managers responsible for office buildings/facilities must:

o Ensure that all facilities comply with the requirements of the Workplace (Health, Safety and
Welfare) Regulations 1992, and any other relevant statutory requirements.

o Ensure that an emergency plan has been established for each building, together with assembly
points in the event of an evacuation.

o Ensure that all office machinery is safe, fitted with any necessary guards or safety devices and
is serviced and maintained as recommended by the manufacturer.

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

e Ensure that procedures are in place and working for the appropriate testing of fire alarms and
evacuation procedures.
Ensure that all fire fighting equipment is properly maintained and recharged as necessary.

e Ensure that all electrical systems are checked and maintained in accordance with current
guidance.

e Ensure that all portable electrical equipment is tested in accordance with current guidance and
marked accordingly.

e Ensure that all accidents involving facilities, staff and subcontractors are reported in accordance
with this Health & Safety Policy.

o Ensure all necessary welfare provisions are provided and maintained.

%8 © United House Ltd
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8  Other Staff Responsibilities for Health &
Safety

8.1  Site Supervisors

Site Supervisors must:

¢ Read and understand the Company’s Health & Safety Policy and ensure that it is brought to the
notice of operatives under your control. Carry out all work in accordance with its requirements
and those of any Health & Safety Plan developed for the site.

e Incorporate safety instructions in routine orders and see that they are followed.
Prevent operatives from taking unnecessary risks.

e Ensure new staff, particularly apprentices and young people, are shown the correct methods of
working and are aware of all relevant safety precautions.

e Ensure that young staff (under 18 years) do not drive any item of plant or operate any type of
tool or equipment except under direct supervision and only where suitably certified.

¢ Commend operatives who, by action or initiative, eliminate hazards.

¢ Do not allow “horseplay” or dangerous practical jokes and reprimand those who consistently fail
to consider their own safety or that of others around them.
Report immediately any defects in plant or equipment.

o Report any accident, however minor, to the Site Manager immediately.
Look for and suggest ways of eliminating or reducing the risks from hazards. Bring to the notice
of management any improvements or additions to the Company safety policy, which you feel,
should be made.

¢ Identify training needs. Organise and undertake as appropriate, any on-job training requirements
for staff requiring enhanced job competence. This will include ‘tool box talks’. Maintain records
of all such training.

o Where resident’s properties are left in an unfinished condition, during the work, any additional
hazards are brought to their attention and any special measures identified and implemented
prior to operatives vacating the property.

8.2 Resident Liaison Officers

Resident Liaison Officers must:

o Commend operatives who, by action or initiative, eliminate hazards.
e Do not allow ’horseplay’ or dangerous practical jokes and reprimand those who consistently fail
to consider their own safety or that of others around them.

%& © United House Ltd
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Look for and suggest ways of eliminating or reducing the risks from hazards. Bring to the notice
of management any improvements or additions to the Company Safety Policy, which you feel,
should be made.

Ensure that all injuries however minor are reported to the Site Managers. All dangerous
occurrences and near misses are properly recorded and brought to the attention of the
Company Health & Safety Manager as required by Company policy.

Bring to the attention of residents and for members of the public any hazards to their health and
safety bought about by Company activities.

Where resident’s properties are left in an unfinished condition, during the work, any additional
hazards are brought to their attention and any special measures identified and implemented
prior to operatives vacating the property.

8.3  Operatives (including Sub-Contract Operatives)

Operatives must:

Use the correct tools and equipment for the job.

Wear safety footwear at all times and use, where necessary, all protective clothing and safety
equipment provided, e.g. safety helmets, goggles, respirators and so on.

Keep tools in good condition.

Report immediately any defects or damage to plant or equipment to management.

Work in a safe manner at all times. Do not take unnecessary risks that could endanger yourself
or others. If possible, remove site hazards yourself, e.g. remove or flatten nails sticking out of
timber, tie unsecured access ladders, etc.

Do not use plant or equipment for work for which it was not intended or if you are not trained or
experienced to use it.

Warn other staff, particularly new staff and young people, of particular known hazards.

Do not play dangerous or practical jokes or ‘horseplay’ on site.

Report to management any person seen abusing the welfare facilities.

Report any injury to yourself that results from an accident at work, even if the injury does not
stop you working. Ensure that it is recorded in the accident book.

Suggest safer methods of working and bring to your Manager’s attention any additional training
that you feel is necessary to carry out your tasks safely. Undertake any training provided.

o
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8.4  Buyers

Buyers must:

Ensure that the requirements of the Construction (Design and Management) Regulations 1994
(CDM) are complied with as they apply to the procurement of materials and services supplied to
the Company.

Ensure that all equipment or materials purchased by the Company are to the standards required
by Company policy and that they meet the requirements laid down in the Health & Safety Plan to
eliminate hazards or reduce risks.

Ensure that all suppliers are asked to provide full information on any hazards associated with
the equipment or materials supplied and any precautions required and that this information is
passed to relevant Site Manager and included in the Health & Safety Plan.

Ensure that suppliers are informed of safe working loads of plant used for handling materials on
site so that materials are delivered in suitable size loads.

8.5  Estimators and Quantity Surveyors

Estimators and Quantity Surveyors must:

Ensure that the requirements of the Construction (Design and Management) Regulations 1994
(CDM) are complied with as they apply to the Company activities.

Ensure tenders are adequate to cover sound methods of work and suitable welfare facilities and
other control measures identified in the Health & Safety Plan developed to meet the
requirements of CDM.

Ensure that sub-contractors have received lists of responsibilities and Company Policy
Statement in accordance with this Policy.

Ensure that all sub-contractors selected to carry out work on the Company’s behalf are
‘competent’ to do so.

Ensure that rates negotiated for work carried out by sub-contractors allow for including all
necessary safety precautions. Where appropriate, separate rates should be included for health
and safety measures as defined in the Health & Safety Plan.

Report on unsafe practices observed when visiting sites and non-compliance with the
requirements of the Health & Safety Plan.

oS’
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8.6 Managers Responsible for Design

Managers with responsibility for the management of design must:

e Ensure that any design carried out meets the requirements of the Construction (Design &
Management) Regulations) 1994.

e Ensure that any design information regarding health and safety is brought to the attention of the
Planning Supervisor and Principal Contractor.

¢ Issue information to the Planning Supervisor where design changes affect the risk to persons
and the environment.

e Ensure design records and drawings are passed onto the Principal Contractor / Planning
Supervisor for inclusion in the project Health & Safety File.

o Report to the Site Manager any unsafe observations during site surveys and visits.
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9  Training

The Company will ensure that all personnel are competent for the tasks that they are required to
undertake. Competence includes training plus previous experience; records of this are maintained
by Human Resources.

The Company also maintains a structured training matrix in order to ensure that all staff at all levels
are appropriately trained and experienced, commensurate with the responsibilities placed upon
them.

Training needs will be identified in the following ways:

Training to meet the Company’s basic training matrix, including refresher courses.
Training needs identified by job specific Risk Assessments.

Training to improve individual competency.

Training as a result of changes of methods of working.

Training needs identified by safety audits.

Training needs identified as a result of accidents or near misses.

Training needs identified from accident trend analysis.

Training as a result of changes in legislation or industry guidance.

Training may take place in various ways, including; formal training courses, distance learning,
structured job experience, secondment, work shops, seminars, tool box talks, etc.

Records of training carried out by staff are added to the personnel database.

Where an individual has received suitable and sufficient training but is lacking in experience, the
Company will ensure that they are closely supervised whilst gaining the appropriate experience.
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10 Staff Consultation

It is a requirement of the Health and Safety (Consultation with Employees) Regulations 1996 for
employers to consult with staff on matters relating to health and safety. These regulations
complement the Safety Representatives and Safety Committees Regulations 1977 which place
duties on employers to consult with safety representatives who have officially been appointed as
such by the trade unions.

To meet these obligations, the Company has established a network of Health & Safety
Representatives from each main Region/Department of the Company. These Representatives are
available to discuss any issues relating to Health & Safety in the workplace. They have an open line
of communication to the managers of the relevant departments and the Health & Safety Manager.
Recommendations will be discussed and actioned appropriately by the Health & Safety Manager, or
passed to the Board of Directors for discussion and agreement of a course of action.

The Health & Safety Consultation structure is shown in the following diagram. The individual Health
& Safety Representatives are identified on a notice displayed on each Region/Department notice
board and on the Intranet.

All staff are entitled to raise any topics relating to Health & Safety with their Representative, or direct
to the Health & Safety Manager.

Staff can raise matters via the Head of Human Resources giving guaranteed anonymity. The matter
will then be taken up by the Head of Human Resources or directly with the Board of Directors.
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Revisions

Changes to content since the last issue are identified by a line in the margin
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Example

Issue Date of Issue Description of Changes and/or Purpose of Issue

1 2003 First issue for implementation

2 20™ March 2006 Change_s to organisation charts and responsibilities due to Company
reorganisation.
Detailed changes in individual responsibilities resulting from recent
accident investigations.
Document partially re-formatted

3 2" August 2007 Changes to layout and formatting of document
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