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HOW TO USE THIS BOOK AND GET STARTED

Thank you for purchasing Health & Safety Xpert®. We hope that you will find it an invaluable tool for helping your business
take care of the health, safety and welfare of your employees, subcontractors and the general public, while meeting the
requirements of current UK health and safety regulations.

What can Health & Safety Xpert® do?

Health & Safety Xpert® produces comprehensive documentation to help your company meet the requirements of UK Health
and Safety legislation. Plus, if you use EstimatorXpress® for your estimating, you can import jobs directly into Health &
Safety Xpert® and the software will automatically detect what documentation you may require. You can then check through
the system'’s suggestions, customise the documents to your own requirements and print the ones you want. For a complete
list of the documentation produced see page 6.

If you do not have EstimatorXpress®, call the HBXL Sales Team on 0845 1234 065.
How to use this guide and get started with Health & Safety Xpert®

This User Guide explains how to install Health & Safety Xpert® on page 7. You will also find a detailed description of each
screen starting at page 8. For a general overview of the main health and safety regulations you should be familiar with, see
page 20. For a detailed explanation of the documentation that Health & Safety Xpert® produces, why you need it, what you
do with it and the specific regulations that apply, please turn to page 28.

To obtain maximum benefit from Health & Safety Xpert®, we recommend that you read through this guide before starting to
use the software.

Additional Help

Support for Health & Safety Xpert® is available from the HBXL Help Team on 0845 1234 085. Please note support is only
available with a valid Support & Updates subscription. For more information, call the Help Team on 0845 1234 085 or email
support@hbxl.co.uk

Additional Context Sensitive Help is also available on every screen by pressing the F1 key on your keyboard at any time or
pressing the Help button on every screen.

Disclaimer

HBXL has made every effort to ensure that the information regarding Health & Safety Regulations contained in this User
Guide is accurate at the time of going to press. Its contents should be used as guidance material and not as a replacement for
current legislation or standards. It remains your responsibility to carefully review the information and documentation provided
with Health & Safety Xpert®. If you have any queries, you should address the Health & Safety Executive for further advice.

Health & Safety Xpert® supplies a precedent bank of documentation and services to help meet a business’s obligations
under health and safety requirements in the house building sector. It is a generic product for which you shall be solely
responsible for adapting documents procedures and recommendations to meet the specific requirements of your own health
and safety needs for your specific project(s). House Builder XL shall have no liability or responsibility insofar as Health &
Safety Xpert® is applied by you to your business’s health and safety needs in an inappropriate way.
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WHAT CAN HEALTH & SAFETY XPERT® DO?

Health & Safety Xpert® is a really easy way to ensure that your company is giving due consideration to the health, safety
and welfare of your employees, subcontractors and the public and that you produce documentation to show that your
company takes its responsibility to meet the requirements of current UK health and safety legislation seriously.

Health & Safety Xpert® is suitable for builders, developers, architects and contractors. Simply tell Health & Safety Xpert®
what kind of project you are undertaking and it does the rest producing a comprehensive Company Health & Safety Policy,
pre-populated Risk Assessments and COSHH Assessments, in addition to Method Statements, a Pre-construction Info
Pack and Construction Phase Health & Safety Plan for every job you undertake as well as much, much more.

Plus, if you use EstimatorXpress®, you can import your jobs directly into Health & Safety Xpert®. With a few clicks, you
can review and customise and then print the documents you need to create a comprehensive health & safety file for your job.

Plus you can also print out:

Blank Risk Assessments Health & Safety Audit

Client Acknowledgement of Risk Assessment Noise Assessments

COSHH Coversheet Site Inspection

Accident & Incident Record Permit to Work Electricals

Accident & Incident Investigation Form Permit to Work Excavations (Permit to Dig)
F10 (Revised) Permit to Work Asbestos

PPE Register Permit to Work Confined Spaces
Toolbox Talks Register Permit to Work at Height

Toolbox Talks Training Record Hot Works Permit

Method Statements Permit Register

Plant Inspection Record Excavation Pre-Works Checklist
Site Set Up Checklist Excavation Inspection Record

Site Rules Scaffolding Inspection Record

Site Safety Induction Scaffolding Handover Sheet

Site Induction Register Harness Inspection Record

Site Attendance (Visitors) Register Lifting Equipment Inspection Record
Fire Plan Contractor Questionnaire

Report of Inspection Scaffold/Excavation Client Duties Checklist

For more detailed descriptions of each document, why you need it, what you do with it and the regulations that apply, please
turn to page 28.
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INSTALLING HEALTH & SAFETY XPERT®

1. INSTALL YOUR HEALTH & SAFETY XPERT® SOFTWARE
[1] Insert CD into drive. The CD should Autorun.

[2] If Autorun has been disabled, select Run from the Start Menu, type in D:\Setup.exe (where D: is your CD drive)

[3] After the installation wizard has started, follow the on-screen instructions until the installation is complete.

2. LAUNCHING HEALTH & SAFETY XPERT® FOR THE FIRST TIME

Before attempting to run your Health & Safety Xpert® software, it is essential that you check that your computer
meets the minimum requirements below:

1GHz processor

50MB Hard Drive Space but 100MB recommended

512MB Ram minimum but 1GB Ram recommended

CD Rom drive

Microsoft® Word 2000 SR-1/XP/2003/2007/2010x%/2013 (not Office 365)
Windows® 2000/XP/Vista*/7*/8

Internet Connection

SVGA Monitor

Pointing Device & Printer

xNot click and run edition. * Windows® Vista and 7 only support Microsoft® Word 2003, 2007 & 2010. Office 2013
is only supported by Windows 7 & 8. Check with Microsoft for your specific Office/Windows combination.

[11 Tolaunch the system either double-click on the Health & Safety Xpert® icon on your desktop or select
ﬂ Health & Safety Xpert® from the Start, Programs Menu.

[2] You will then be required to follow the registration wizard to fill in your company contact details and register
your copy of Health & Safety Xpert ®. You can change your company address details at any time by
clicking on the text where your address is displayed on the Main Menu.

When complete, you will then see the Main .
Menu appears.

PLEASE NOTE ALL NEW USERS ONLY
RECEIVE A TEMPORARY 7-DAY LICENCE
TO PREVENT PIRACY AND WILL THEN
RECEIVE A FULL LICENCE VIA EMAIL TO
THE EMAIL ADDRESS GIVEN DURING
REGISTRATION ONCE YOUR COPY HAS
BEEN VERFIED.
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WORKING YOUR WAY AROUND THE SCREENS

Launch Health & Safety Xpert® by double-clicking on the Health & Safety Xpert® icon on your desktop ﬂ

or selecting Health & Safety Xpert® from the Start, Programs Menu.

The Main Menu will appear:

From the Main Menu, you can:
health&safety.

(a) Create a new job by clicking the New Project Xper
button.

(b) Open an existing job using the Open Project
button.

(c) Import a job from EstimatorXpress® using
the Import Job button.

(d) Access Health & Safety Xpert® Help using
the Help button.

Next, you are prompted to select a Project
Type. Select whichever most closely

matches your project. If you are unsure, Enter a name for the new project and select a project type.
select All Types of Domestic Work. Health Project Name: | The Paddacks
& Safety Xpert® will now auto-detect the Project Type:  House

Risk Assessments and COSHH
Assessments that you may require.

Click OK to create your new project.
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The Project Details screen will appear. Notice that it includes the details you entered as you created the job. To find out what
to do next, please turn to page 10.

Praject Details | Health & Safety Policy | Pre Construction Info Pack | F10 | Risk 1ts | COSHH 1ts | Method Statements | Health & Safety Plan | Management Documents |

Enter your project details into the fields below. Itis recommended that you enter these now so they appear on all your documents,

Project Details

Project Mame: |i|'he Paddocks

Project Reference: |

Project Description:

Start Date: [12/08/2014

Client:

Site Address:

Principal Contractor:

CDM Coordinator:

Designer:

HSE:

Local Autharity:

|
|
|
|
Health & Safety DirEctnr:|
|
|
|
|

Environment Agency:

Useful Links from the Health & Safety Executive (HSE)

These links were correct at the time of publishing. If you experience any problems with these links, please email support@hbd, co.uk
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PROJECT DETAILS TAB

Once you have created, opened or imported a job in Health & Safety Xpert®, the Project Details screen is displayed with
the Project Name you entered when you created the job:

N.B.ltis
essential that
Project Detsils | Health 8 Safety Policy | Pre Construction Info Pack | £10 | Risk Assessments | COSHH Assessments | Method Statements | Health & Safety Plan | Management Documents | you fu "y
Enter your project details into the fields below. Itis recommended that you enter these now so they appear on al your documents. m complete the
Project Details o Project Details
Project Name: The Paddocks tab befo!'e
Project References proceeding any
| further because

small Housing Development

Project Description:

the information

Start Date: 16/06/2014 you enter here
Client: Michael Themas, Maner Stables, Fiddington, Somerset, TA1 106 will appear in the
Site Address: Manar Stables, Fiddington, Somerset, TA1 136 documents that
Principal Contractor: | John Smith, Unit 17, Bramwell Industrial Estate, Bristol, 854 8R) Health & Safety
CoM Cosrdnator: Xpert® creates.

Health & Safety Director:

Designer:
HSE: HSE Bristal, Somerset, Bath and North East Somerset, North Somerset, Gloucestershire, South Gloucestershire, Dorset, Swindon and Wiltshire, Agricultur
Local Authority: Taunton Deane District Counci, The Deane House, Belvedere Road, Taunton, Somerset, TA1 1HE June v 2014 w

Sun Mon TueWed Thu
1 2 3 4 5 &

8 9 10 11 12
15[16]17 1B 19 W 21
22 23 24 25 %
29 30

L

Environment Agency: | Environment Agency South West - North Wessex Area Office, Rivers House, East Quay, Bridgwater, Somerset, TAS 4Y5

ElEE G E)

Useful Links from the Health & Safety Executive (HSE)

These links were correct at the time of publishing. If you experience any problems with these links, please email support@hbad.co.uk

EH
Use the Calendar button to enter a start date and the Contact button & to select Contacts for Client, Site,
Principal Contractor, CDM Coordinator, HSE, Local Authority and Environment Agency and so on.

If you have an existing Address Book in Microsoft Outlook, you can import
your Contacts into the Health & Safety Xpert® Address Book.

Projes Address Book... & Construction Info Pac .
gl OuookSync. o, Tt is recommended 1. Click on the Tools menu at the top of the screen.
Default Contacts
P Options. 2. Select Outlook Sync. A dialog box will pop up.
ProjectHame: [the Paddocks 3. Click Import.

4. An Outlook dialog box may pop up asking if you want to allow another program (Health & Safety Xpert®) to
access the email addresses stored in Outlook. Click OK.

Health & Safety Xpert® imports the Contact details from your Outlook Address Book and you are returned to the Project
Details Tab.
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You can also add new Contacts to the Address Book.

1. Press the Contact button adjacent to
the Contact you wish to add. The Address
Book pops up.

2. Click Add button. A dialog box pops up.

3. Fill out the necessary Contact details.

4. Select a Contact Category, if appropriate,
from the Categories check boxes.

Select a contact to add to your project.

£ Michael Thomas

Manor Stables, Fiddington, Somerset, TA1 136

| FullName... | Michael Thomas | Emai:

Job Tite: ‘ | Website: ‘

Company: ‘ | Categories

Display As: ‘M\L:hael Thomas v | ["] oM Coordinator

Work Tel:

[¥IClients

Work Fas:

[]contractor

Mobile:

] Designers

Home Tel:

[CJemergency Services

Home Fax:

[_]Environment Agendies

[JHsE

Address: Manor Stables

[Ciocal Authorities

Fidelington

[[INo category

[ site Address

Town/City:

[ Utiity Companies

County: Somerset

Country:

Post Code: TAL 1IG

Praje Address Book... e Construction Info Pad 2
Ente CHiT R low, Itis recommended
Default Contacts
Pr Options... P

Project Mame:

|The Paddocks

3. Click on Logos within Word
Documents in the list on the left.

4. Locate your Company Logo graphic
on your computer using the Browse

button. Click OK.

|| Word Documents
[

5. Click OK.

6. You are returned to the Address Book
where the Contact has now been added.

7. Click OK to select the Contact and return to
the Project Details Tab. To return to the
Project Details Tab without selecting a
Contact, click Cancel.

At this stage, we recommend that you import your
company logo into Health & Safety Xpert® as it will
also appear in all the documents that are produced.
Click on the Tools menu at the top of the screen.

Select Options. A dialog box will pop up.

General Logo locations

Registered User Mainlogo
Folders
Other

health&safety,

s &Footers

13 Document Order
New Project Settngs
) Protect Types

i, Project/Risk Matrix
Project/COSHH Matrx
Build Phases

PhaseRisk Matrix Current Project loge

g Phase/COSHH Matrix
Project/Phase Matrix
@]

Project/Documents

health&safety,

xpert
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HEALTH & SAFETY POLICY TAB

In the Health & Safety Policy screen, you should review and edit the text of the Health & Safety Policy document.

Press the Edit button next to
each section. The section
you wish to edit pops upin a
dialog box where you can
make the changes you
require then press OK.

Project Details | Heaith & Safety Poiicy } Pre Construction Info Pack | E10 | Risk Assessments | COSHH Assessments | Method Statements | Health & Safety Plan | Management Documents |

A Company Health & Safety Policy s the starting point to managing health & safety in the work place and sets out how you manage health and safety in your organisation, It defines
who does what, and when and how they doit.

Intro

About this policy: The About this policy section outlines the content of this Health & Safety Policy.

Reviewing Procedure: | The Reviewing Procedure section sets out how this document will be reviewed.

Part A: Health & Safety Policy Statement

General Policy Statement: | Statement of General Policies section sets out the organizations acceptan

Part B: Responsibilities & Duties

Organisational Chart: The Contract Structure section sets|
the various members of the project [ (11| The Excavations, Earthwerks and Confined Spaces section outines safety in these condtons.

organisational chart and associated &

[Excavation indudes any earthwork, trench, wel, shaft, tunnel o underground working.' ~

The Company's Duties: The Company's Duties section set ot
&safety in the workplace.

@ &

We wil ensure that all practicable steps shall be taken where necessary to prevent danger to any person, induding where necessary, the
provision of supports or battering etc to ensure:-

Chain of Responsbility: The Chain of Responsbility section 3

- Any excavation or part, does not collapse.
The Safety Directors Duties: The Safety Directors Duties section - No material from the side, roof or adiacent to any excavation is dislodged or fall
director., - No person is buried or trapped in an excavation by disiodged or faling materials.

Contract Managers Duties: ‘The Contract Managers Duties secti Confined Space Operations
manager,

A confined space can be described ‘as  place that is substantially enclosed and there is a foreseeable specified risk. ~

Duties of Site Managers & Foremen: The Duties of Site Managers & Fores
site manager foreman manager

A specified risk means ‘a risk of serious injury to a person arising out of fire and explosion and, without prejucice to this risk, the loss of
consciousness of a persan due to an inarease in body temperature, asphyxiation by gases or oxygen defidency. It also indudes drowning due
to an increase in the level of 2 liquid, asphyxiation by soid materials which can flow or entrapment by such substances, so as to render the

All Operatives: The All Operatives section outines 4 person unable to reach safety unaided'.

Protection of Young Persons: The Protection of Young Persons se - The company wil comply with The Confined Spaces Regulations 1397 and Approved Code of Practice.
to young people on site.

Contract Dedlaration: The Contractors Duties & Dedaratio
rrmtine 2 darizratinn fr Hhem b <

Enter a name for this paragraph.

You can also set it to be the default paragraph for all new projects.

If you want your changes to be available for
use in other jobs in the future, you can save
your new text using the Save As button. You
will be prompted to enter a name for your new
version of the paragraph. You will then be able
to select your own version for future jobs.

[[]set as default paragraph

Select the documents you want to print. To spell check your documents, in Print Options select Open File and use Microsoft Word spell checker.
Settings Print Options

Once you are satisfied with the content of
your Health & Safety Policy, simply press

Printer |HP Laserlet 1022n Class Drver v @pint

Output Foder: [Coeslt & Sofety DocumentsThe Pacodes \ 8“”“?’“‘&"" Print button to print a copy. In the Print
Open File . " .
= [oweinr Tvesmmmr~ Osmerie dialog box, confirm which document you

DG, HS21  Acddent & Incident Record 18/05/2014 14:08 1 Moty

wish to print, select whether you wish to print
direct to your printer, show a print preview or
open the document in Microsoft Word, then

[ Cover Sheet
O jms22  Toobox TakRegster 19/05/2014 14:08 1 MNoty

O ;‘HSZZ Toolbox Tak Training Record 19/05/2014 14:08 1 Moty
|:| HS24  Site Inspection Checklist 19/05/2014 14:08 Not Y

I:| HS25  Site Audit 19/05/2014 14:08 1 MNoty C“Ck Print_

|:| HS2%  Excavation Pre-Works Checkist 19/05/2014 14:08 1 MNoty

D H527 Company Health & Safety Policy 19/05/2014 14:08 1 MNotY

O 28 Contractor Questomare 19/05/2014 14:08 1Moty For more detailed information about the
DG H529 Pre Construction Information Pack 19/05/2014 14:08 1 MNotY Health & Safety P0|Icy and Why you need
D&Rﬂﬂﬁ Movement of Stores 19/05/2014 15:19 1 NotY

CI/f\Ra07  Loading & Transportaton of Materials fiom Site 20/05/2014 16:01 1 MNoty one, see page 28

O/A\raos  excavations 20/05/2014 15:55 1 MNoty

D&mnq Handling & Laying Drainage Materials 20/05/2014 16:10 1 Moty

CI/\RAD Construction of Manholes & Simiar Chambers 20/05/2014 16:12 1 MNoty

C/\Ra100  Use of Cartridge operated tooks 20/05/2014 18: 16 Not¥ o,
Clase
< >
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PRE-CONSTRUCTION INFO PACK TAB

In the Pre-construction Info Pack screen, it is essential that you review and edit the text of the Pre-construction
Information Pack document because each Pack is unique and specific to the job for which it is prepared and therefore
requires you to enter your own bespoke text.

Press the Edit button
next to each
paragraph to enter
your own wording for
each section of the
Pre-construction
Info Pack.

Praject Detais | Health & safety Poiicy #Pre Construction Infa Pack | F10 | risk €OSHH Methad | Health & Safety Plan | Management Documents |

Vihen drawing up the pre-construction information, each of the following topics should be considered. Information shoud be induded where the topic is relevant to the work proposed.
The pre-construction information provides information for those bidding for or planning work, and for the development of the construction phase plan. The level of detail in the
information shouid be proportionate to the risks involved in the project.

Pre Construction Info Pack Sections
i

Description Of Project: The Contract Detail section describes the nature of the project (ocation, nature of construction

work ete) as well as key dates.
Clients & Cient s & sets outthe for managng the
construction work induding health & safety goals for the project. .

Envirormental Restrictions & Existing On-Site Risk: | The On-Site Risks & Environmental Restrictions describes any known on-site risks relating to safety
risks and health risks. These indude existing stuuctures_ground conditinns 2od adizcent land use =

+ x

Significant Design & Construction Hazards:

‘The Significant Design & Construction|
risks identified during design and sets|
and any design changes.

The Health & Safety Fie section sets out what information will be induded in the Health & Safety fie and how the information wil be gathered and presented,
Layout & Format

The Health & Safety File: The Health & Safety File section sets

2nd how the nformation wil be gathe, T A bref descri
iption of the work carried out
- any residual harards
- Key structural principles @
- Hazardous materials used

- Information regarding removal and dismanting of installed plant or equipment
- Health and safety Information about equipment provided for maintaining and dleaning the structure
- Nature, location etc of underground services/cables

- Information and as-bult drawings

for the Collection & Gathering of
The COM Coordinator wil prepare, review amend or add to the file and give it to the dient at the end of the project.
Clients, designers and contractors willsupply the information necessary for compiation and updating the fie
Everyone providing information wil ensure it is accurate and provided promptly.

@G

Enter a name for this paragraph.

‘fou can also set it to be the default paragraph for all new projects.

If you want to save any of the changes you
have made to these paragraphs for use in
other projects in the future, you can do this
using the Save As button.

[[]set as default paragraph

Select the documents you want to print. To spel check your documents, in Print Options select Open File and use Microsoft Word spell checker.
Settings Print Options

Printer: |HP LaserJet 1022n Class Driver v|  @Fint

CutoutFoldr €t & Sty BT o @ | Q== Once you are satisfied with the content of the

mer i e 7] (O -Fe Pre-construction Info Pack, simply press Print

g” Z‘::::;’"H:m::f:‘z zz::z::j:: D1 Denmsen button to print a copy. In the Print dialog box,

O fyrss  convacon cuestornere s 5 v : confirm which document you wish to print,

% 2 pre Corsbucton st Pack spse0is 1408 select whether you wish to print direct to your
}’Rﬁm Loading & Transportation of Materials from Site 20/05/2014 16:01 NotY prlnter’ Show a prlnt preVIew Or open the

o oo wpsmisse 1Nty document in Microsoft Word then click Print.

Smug Handing & Laying Drainage Materials 20/05/2014 16:10 NotY

}’RADS Movement of Stores 19/05/2014 15:19 NotY

Sruun Construction of Manhales & Similar Chambers 20/05/2014 15:12 NotY

\Ran  Use ofCortidon aperated ok wesma e 1 Ner For more detailed information about the Pre-
immuo Work at height from a hop up 20/05/2014 18:36 Requi construction Info Pack and Why you need One,
RA10001 Employing migrant workers 20/05/2014 18:39 Printe
see page 40.

Buwwz Piling operations 21/05/201409:19 NotY

Bumauz Plant maintenance 20/05/2014 18:42 NatY.

BRA].OOKH Stoneworking machinery 20/05/2014 18:54 NotY
,
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Assessments Tab

Project Details | Health & Safety Policy | Pre Construction Info Pack | E10

Below are the Risk Assessments currently selected for your project. A Risk Assessment is a careful examination of what in your project could cause harm to people and the measures.
that can be taken to prevent accdents and ill health. You can add or delete risks at any time.

If you are aware of additional
risks on site that are not
covered by the Risk
Assessments listed, you

Risk Assessments | COSHH Assessments | Method Statements | Health & Safety Plan | Management Documents |

Select the documents to add to your project.

12/06/2014 11:13

12/06/2014 11:23
12/06/2014 11:23
12/06/2014 11:23
12/06/2014 11:23

Surveying & Setting Out

Construction of Site Offices / ..

Transportation of Packaged &...

Storage of Packaged & Unpack.

Earthworks - General 12/06/2014 11:23

12/06/2014 11:23

Excavations

should add extra Risk
Assessments to your project
from the Health & Safety
Xpert® library of Risk
Assessments using the Add
button.

Not Yet Printed

1 Mot VetPrinted
Mot Yet Printed
Mat Yet Printed

1 Mot YetPrinted

Not Yet Printed

Mot Yet Printed

Or create a new Risk

Having selected a Risk Assessment,

use the Edit button to review it and

make changes. See notes overleaf for
assistance.

Ref [ ite [ Last Edited I - .
D1/ a5 Movement ofStores 01/01/200309:00 Assessment by pressing the
oA Ermn? Loading & Transportation of Materials from Site 14/02/2011 14:49 N ew button )
oA BRAIE Testing & Taking of Material Samples on Site 01/01/2008 09:00
oA BRAZ‘I Work Adjacent & Under Structures under Construction
1/, RA2403 Crane Operatons 14102/
D/ Ra404. FITs & Teehonders 00U/ Below are the suggested risks for this particular task, The important things you need to check are whether a hazard s signficant and whether you have covered
O k2405 Evcavstors otjotyl | itby satisfactory precautions so the past-control ik is smll
O/ Bmzﬁms Ready-Mix Conrets Pumps 1402/ Task
O Bru:zfm? Operating Trenching Machines 1402/ CperationTask: [Fxcavators || Assessor: [ |
/8 Ra2808 Larry mounted Losders, Grabs &Skios 14002 Locatonfarea:  |AlSites | Others atRisk: |other contractors, public.
DLSRAZ'HJQ Drag Lines & Piing Rigs 0101/, Employees at Risk: |Operators, site personnel. | Key Responsible Persans: |Contracts Managers & Supervisors
O/ Ermzmn Concrete Extruding Machines 14/02/
OO\ Raas11 asphait paving Machines 01/01/ Actiity 1 |
Bru:zfuz Chipping Machines 01/01/] Activity: ‘EHGVEWS - operation/use ‘ A Add Activity
T ] Hazards Risks Pre-Control Risk  Control Post-Control Risk Comments

Machine
overturring

Arcing or contact A competent
= person (normally
the operator) wil v

Select the documents you want to print. To spell check your documents, in Print Options select Open Fie and use Microsoft Word spel checker.

Settings.
Printer:

Output Folder:

Print Options.

1P LaserJet 1022n Class Driver

PRI

|c:\reatth & safety Documents\The Paddocks

| Oprint Preview

(O open Fie

[mite

[ Lastedited [ verson [print, & OSave to Fie

I\ eocs
)\ rs0s
i\ rao
i\ ran
i\ rars
i ears
I\ Rat6
I\ Raz3
) rass
I\ reon

i\raz2
I\ razs

i\ maaeo

Excavations
Handing & Laying Drainsge Materials

Construction of Manholes & Simiiar Chambers

Delivery & Placement of Membranes & Geotextie Materials
Backfil & Compaction of Materials

Delivery &Placement of Capping & ather Granlar Materials
Breakout of Existing Carriageway /Surface

Handing & Placement of Kerbs & Edgings

Breakout & Erecton of Barriers, Street Furniture & Lighting Colu.
Erection & Dismantiing of Formwork

Handing &installation of Reinforcing Bar

Construction Plant Operations

1 Graders & Scrapers

I\ RA2402 Buldozers

T Once you are satisfied with the Risk Assessments,
e simply press Print button to print copies. In the Print
apomi 1 et dialog box, confirm which document(s) you wish to print,
i select whether you wish to print direct to your printer,
s . show a print preview or open the document in Microsoft
S Word then click Print.

12/06/2014 11:23 1 NetY.

12/06/2014 11:23 1 NetY.

opsmens 1 et For more detailed information about Risk Assessments
sl ey and why you need them, see page 29.

12/06/2014 11:23 1 MotY.

12/06/2014 11:25 1 NotYJW



Notes About Risk Assessments 15

NOTES ABOUT RISK ASSESSMENTS

Legal Requirements & Recording

Regulation 3 of the Management of Health and Safety at Work Regulations 1999 requires employers to make suitable and
sufficient assessment of the risks to the health and safety of their workers, or any other person who may be affected by their
undertakings and to record the significant findings of the assessments. The requirement relates also to the self-employed.
The recorded assessment should be an effective statement of hazards and risks, which then leads management to take the
relevant action to ensure health and safety. It needs to be part of the employer’s overall approach to health and safety.

Contents
e Allrelevant hazards and risks should be addressed

e  Consider what normally happens in the workplace or during work activity

e  Consider who might be affected

e Take into account existing precautionary measures

e Show what control measures are to be put in place to ensure a safe system of work
Format

The Risk Assessment document provided with Health & Safety Xpert® has been designed to assist in meeting the above
requirements. A number of construction operations have been identified, together with associated risks and hazards and
recommended control measures in generic form. The format has been designed so that when completed, it will be regarded
as ‘Site Specific’. The assessor is invited to select/review from those generic hazards suggested, to indicate whether they are
applicable and to add others, identifying the persons at risk and the risk product*. The assessor is also invited to select/review
from the list of suggested controls those that he feels should be implemented. Space is also provided for the inclusion of other
controls considered necessary to deal with any circumstances relating to a particular site and then recalculate the risk
productt with the post control measures in place.

Definitions

Activity identifies the task which poses a risk. For example, when excavating a trench, working in unstable ground poses a
risk. Hazard outlines the elements of the activity which have potential to cause harm. In this case, unstable sides to the trench
could cause harm. Risk outlines the likelihood that harm will occur and the possible outcomes of the hazard. For example,
unstable ground could result in trench collapse and entrapment.

Risks & Quantitative Evaluation

The first Pre-Control Risk drop down box indicates the likelihood of the risk occurring during the proposed work. The
likelihood of trench collapse and entrapment before control measures is probable. The second Pre-Control Risk drop down
box relates to the severity of the outcome, should the risk occur. For example, the potential outcome of trench collapse and
entrapment is multiple fatalities.

*The risk product is obtained by Health & Safety Xpert® multiplying the two numbers together - in consequence, the higher
the number the more serious the matter.

Controls & Quantitative Evaluation

The Control Measures are the measures put in place to reduce or avoid the risk. Assessing ground conditions and using
appropriate trench support systems are measures which reduce the risk of trench collapse and entrapment. The Post-
Control Risk drop down boxes relate to the likelihood and severity of the risk once Control Measures are in place.
Implementing Control Measures makes trench collapse and entrapment more unlikely, but should it occur, fatalities are still
possible.

tThe risk product Post-Control is obtained by Health & Safety Xpert® multiplying the two numbers together - in
consequence, the higher the number the more serious the matter.
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COSHH ASSESSMENTS TAB

In the COSHH Assessments screen, you should review and edit the text of the various COSHH Assessment documents.

Below are the COSHH Risk

hazardous to

¥ for your prject. A COSHH Risk Assessment is 2 careful examination of whatin
‘your project could cause harm to people and the measures that can be taken to prevent exposure and il health, You can add or delete risks at any time.

Project Detais | Health & Safety Policy | Pre Construction Info Pack | E10 | Risk Assessments  COSHH Assessments | Method Statements | Health & Safety Plan | Management Documents |

a

Use:

Tel:

Tel:

[ 1 e e——
@) n22 Ready e Concrer

Substance:

Related Products:

Desaription:

Manufacturer:

Supplier:

Not Yet Printed

12/06/2014 13:35 1 NotYetPrinted
12/06/2014 11:35 1 Mot vetFrinted
1_Not YetPrinted

substance | Agplicatian | ingredients | People at Risk | Hazards | storage | First Aid | Risk & Safety Phrases

Below i the substance hazardous to health in your project, The important things you need to check are how it should be stored, whether the risks
are significant and whether you have covered it by satisfactory precautions so that the post-control ik is small

Edit

[Dulx Trace Fast Gioss Paint

Commonly known as: |Dulux Trade Fast Gloss

|pecoration of puiding surfaces

|L.qmd

Jrex

0870 242 1100

Settings

Select the documents you want to print. To spell check your documents, in Print Cptions select Open File and use Microsoft Word spell checker.

Select the documents to add to your project.

Having selected a COSHH
Assessment, use the Edit button to
review it and make any changes.

If you are aware of additional
substances on site that are not covered
by the COSHH Assessments listed,
you should add any extra COSHH
Assessments to your project from the
Health & Safety Xpert® library of
COSHH Assessments using the Add
button. Similarly, you can delete any
you think you do not require using the
Delete button.

Ref [ Title

[ Last Edited I ~

Bitumen Coated Road Material (Hot)

[al 1 TR
O o Ccan2
a o ca03
Do CA04 Tuffgrip with Olexobit Bitumen (Hot)
[m 1 TS
a o cao7
[m o CA08
[ml 1 BT
O o caw
Do CALl Tigtac Bitumen Emulsion (Hot)
[m o CAL2
O o caLz
a o cAl4

Bitumen Sand Mbx (Hot)

Bitumen Emulsion K140
Bitumen Emulsion K170 (Hot)
ULM Tack Coat (RECOFLEX) Hot

Bitukeld (Cold Pour)

Leopave and Red Leopave

Print Options

Bitumen Coated Road Materials Laid Inside Tunnels or Similar Co...

Bitumen Emulsion K140
Bitumen Emulsion K170 (Hot)
ULM Tack Coat (RECOFLEX) Hot
Tigtac Bitumen Emulsion (Hot)
Bitumen Joint Sealant (Hot Joint Paint)
Bitukold (Cold Pour)
Sharp Sand Building Sand
Natural Agoregates

Ready Mixed Concrete

12/08/2014 11:37
12/06/2014 11:37
12/08/2014 11:37
12/06/2014 11:37
12/06/2014 11:37
12/08/2014 11:37
12/06/2014 11:37
12/08/2014 11:35
12/06/2014 11:35
12/06/2014 11:35

Printer: |HP Laserdet 1022n Class Drver v|  @print
Output Folder: |C:\Health & Safety DocumentsiThe Pacdocks) ‘ (O Print Previen
() Open File
Ref [ mte [ Last Ecited [ versen [ Print. & (O Save toFile
CI@caot  Siumen Coated Road Materal (Hot) 12/06/2014 11:37 1 Notv,
[(Jcover Sheet
I:Io CAD2  Bitumen Sand Mix (Hot) 12/06/2014 11:37 Mot Y.
O cros  Refined Tar Coated Road Materials (Hof) 12/06/2014 11:37 Not ¥,
rin
I caos  Tuffarip with Oiesebit Bitumen (ot 12/06/2014 11:37 Not Y.
Do CAD6  Bitumen Coated Road Materials using Polymer Modified Bitumen ... 12/06/2014 11:37 ot ¥

Not Y,

Refined Tar Coated Road Materials (Hot)

Bitumen Coated Road Materials using Polymer Modified Bitumen ...

Bitumen Coated Road Materials Laid Inside Tunnels or Similar Co...

Bitumen Joint Sealant (Hot Joint Paint)

01/01/2008 09:00
01/01/2008 03:00
01/01/2008 09:00
01/01/2008 09:00
01/01/2008 09:00
01/01/2008 09:00

01/01/2008 09:00
01/01/2008 03:00
01/01/2008 03:00

01/011/2008 03:00

01/01/2008 09:00
01/01/2008 09:00
01/01/2008 09:00
01/01/2008 09:00

Once you are satisfied with the COSHH
Assessments, simply press Print button to
print copies. In the Print dialog box, confirm
which document(s) you wish to print, select
whether you wish to print direct to your
printer, show a print preview or open the
document in Microsoft Word then click
Print.

For more detailed information about
COSHH Assessments and why you need
them, see page 30.
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METHOD STATEMENT TAB

In the Method Statements screen, you can create new Method Statements and edit the text of any existing Method
Statements you have previously created. Health & Safety Xpert® is supplied with three template Method Statements to help
you get started. Because each Method Statement is unique and specific to the job for which it is prepared it therefore requires
you to enter your own bespoke text. You can have more than one Method Statement per project.For more detailed
information about Method Statements and why you need them, see page 32.

To get started with a Method
Statement press the New button.

Project Details | Health & Safety Poicy | Pre Construction Info Pack | E10 | Risk Assessments | COSHH Assessments  Method Statements | Health & Safety Plan | Management Documents |

Method Statements describe the specific safee working methods which will be used to carry out the work. It gives details of how the work wil be carried out and what health and safety
issues and controls are involved.

Method Statements only need be completed when there are unforeseen, unplanned or spedalist actvities on site which are not covered by relevant Risk Assessments. Method
Statements are site specific, the content of which reflects the findings of the relevant Risk Assessment(s) undertaken for this project.
Find

Give your Method Statement a
name at the top of the screen.

I ———— 12/06/2014 12:10 Not Yet Printed

G, MS02 Brick Paving in Pedestrian area - EXAMPLE  12/06/2014 11:16 1 NotYetPrinted

G, MS03 Confined Space - EXAMPLE 12/06/2014 12: 10 1 NotYetPrinted

Details
Method Statement Name | Author: | John Smith, Unit 17, Bramwell Industrial Estate, Bristol, 85+

Method Statement Sections ~

Introduction: This Method Statement describes the specific safe working methods which will be used to
carry out the work.

Description Of Work: Describe the purpose and scope of the work, how it will be carried out, it's duration and
completion iteria

Location OF Work: Give site address and location, details of other locations in proximity which may affect the
safety of the work and control measures, plus details of any pre-works preparation.

rangements: Give detais of any special access or egress arrangements that wil be used.

If a licence is required for the work e.g. Gas Safe registration, give details of licence

Describe the purpose and scope of the work, how it will be carried out, it's duration and completion criteria.
required, who holds it and where a copy of this icence is stored.

Purpose.
Desaribe purpose of the work

o-Work: Speafy if a Permit to Work system wil be used and give detais of what work requires
them, who manages it and where copies wil be filed,

Give details of who will be supervising the work and evidence of their competence.

biities For Safety Control & Monitoring: | Name the individual/company responsible and their duties for ensuring this Method
Statement s folowed and that adequate controls are in place.

Scope
Give details of type and scope of work being carried out {indude working hours).

Give details of contractors and subcontractors and evidence of their competence, plus
contact details for the Client, Frincipal Contractor and CDM Coardmator,

Give detsiis of any storage requirements for materisls

NN N NN N NN NN

N,

Give details of what plant/equipment will be required, frequency of its inspection, operator =

Caneel

o will the work be:

Enter a name for this paragraph.

Then use the Edit button next to each paragraph to open it
and to enter your own wording for each section of the Method
Statement. Press OK to save your Method Statement.

Select the documents you want to print. To spell check your documents, in Print Options select Open File and use Microsoft Word spell checker,
Settings Print Options
If you want to save your Method Statement for future T 3 o

Opritpreview

projects press Save As and it will be saved to your library ot ¥ ety Doamen e diod @ g
of Method Statements. e (s Tiegalfas - e
DHle Harness Inspection 12/08/2014 11:44 1 NotY. [ cover sheet

Once you are satisfied with your Method Statement, i e 1 o
simply press Print button to print copies. In the Print Ol eennpscin s e

Ofil]sts  seafioding Inspection LREISLIE 1 Nty

dialog box, confirm which document(s) you wish to print, [ —— [
select whether you wish to print direct to your printer, ‘:‘” - - AR L
show a print preview or open the document in Microsoft O gress ot soce-ois vz 1 e,

N . D&um Al Gperations - Core Assessment 12/06/2014 11:13 1 MNot,
Word then click Print. Ol srvewgsseamoon et 1 v
[CI/1\RA03  Gonstruction of Sie Offices / Compound (nd: Wieffre) 12/06/2014 11:23 1 Mot.
D&un«:z Transportation of Packaged & Unpackaged Goods 12/06/2014 11:23 1 MNot,

[1/8\Ra04-03  storage of Packaged & Unpackaged Goods 12/06/2014 11:23 1 Moty
<

12/06/2014 11:16
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HEALTH & SAFETY PLAN TAB

In the Health & Safety Plan screen, it is essential that you review and edit the text of the Health & Safety Plan document
and the Organisational Chart because each Health & Safety Plan is unique and specific to the job for which it is prepared
and therefore requires you to enter your own bespoke text.

Press the Edit button next to each

paragraph to enter your own wording for
e e e each section of the Health & Safety Plan.
2 Press OK to save your edits.

Health & Safety Plan Sections

Destription Of roject: The Contract Detal the nature of |
work etd) as well s services, d
conditions etc).

Management Structure: The sets the
various members of the project team, whether based at site or elsewhere. The organisationsl d
and associated job descriptions can be edited at any fime.

The Contract Detail section desaribes the nature of the project (location, nature of construction work et) as well as the existig
surounding land use, ground conditions etc).
Project Description
Managsment Of The Work: ‘The Mansgement of the Work section sets out how the project will be managed with regard to I
monitoring of health and safety, selection of contractors, site induction, welfare fadiities etc.

lames: site as wel as Ut

section sefs out
Services and Emergency contact detais relevant to the project.

Armangements For Controling Sinificant Safety Risks: | The Safety Risks section sets for controling
b Fpant and e

7y lectricity, work at height, traffic, meintenance o quipment etc.

‘Arrangements For Controling Significant Health Risks: | The Heaith Risks section sets for site pog
by ashestos, hazardous substances, contaminated land etc,

The Health & Safety Fie: Formation willbe included in the Health & Safe
d,

e Health & Safety Fie section sets out whatif
il and how the information will be gathered and presenter

Enter a name for this paragraph.

You can also set it to be the default paraaraph for all new projects.

Ground Conditions

If you want to save any of the changes you have made to
these paragraphs for use in other projects in the future, you can do this

[5et as default paragraph

using the Save As button.
When you edit the Management Structure, you can review and
make changes to the Organisational Chart. To add a new
R el edoran e person or delete a person from the chart, simply right click on

section sets out the the various members of the project team,

the person you want to make changes to.

Select the documents you want to print. To spell chedk your documents, in Print Options select Open File and use Microsoft Word spell checer.

Settings Print Options
Printer [P LaserJet 1022n Class Driver v| @t
tpu + [Ci\Health & Safety ] O PrintPreview
O openFile
Ref [mite [ astEdited [version [Print: »~ O save to File
] it Job Responsiblties D car00ss. propomer Sicone Lubricant 00814 1 Moty
O fhes  coversneet 1606/201405:25 1 Noty
‘Add Coworker o D
Fi0 Notification of construction project 18/05/2014 14:08 1 NotY
‘Add Subordinate Print
Igki S0 Constuction Phise Health & Safety Flan 21/05/2014 1418 1 Moty
Delete =
CI[ Jrsor  site Attendance Regster (Visitor Register) 19/05/2014 14:08 1 Moty
OO ghHs02  COBHH Assessment Reauest 190S/20141608 1 Moty
O }HSM Admonedgement OF Risk Assessments 19/05/2014 14:08 1 Moty
[0 jyrsos st toducton 19/05/2014 14:08 1 Moty
O }Hsns Site Induction Register 19/05/2014 14:08 1 Moty
Once you are satisfied with the content of the Health & e s 3 e

I rs05.01  Asbestos Work Permit 19/05/2014 14:08 1 Moty

Safety Plan, simply press Print button to print a copy. In O@rsteca oo ket P
the Print dialog box, confirm which document you wish to gg:;::gj et s et i
print, select whether you wish to print direct to your printer, Oetass e et spsii ey
show a print preview or open the document in Microsoft

Word then click Print.

For more detailed information about the Health & Safety Plan and why you need it, see page 41
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MANAGEMENT DOCUMENTS TAB

In the Management Documents screen, you can print a variety of other useful health & safety documents. These documents
are not editable. We recommend you read through the relevant sections of the Guide to Printouts located on pages 28-58 to
decide which documents you would like to use for your project.

Project Detais | Health 8 Safety Folcy | Fre Construction Info Pack | £10 | Risk Assessments | COSHH Assessmens | Methad Statements | Health 8.Safety Flan  Management Documents |

Below are additional Health & Safety documents to help you achieve & maintain the health, safety and welfare of employees and the public.

Last Fdited e | Print Status
Site Attendance Register (Visitor Register)  12/06/2014 11:44 Register Not YetPrinted
COSHH Assessment Request 12/06/2014 11:44 Not Yet Printed
Acknonledgement Of Risk Assessments  12/06/2014 11:44 Register Not YetPrinted
Site Induction 12/06/2014 11:44 Other Mot YetPrinted
Site Induction Register 12/06/2014 11:44 Register Not Yet Printed
Work Permit Register 12/06/2014 11:44 Register Mot Yet Printed
0 HS... Asbestos Work Permit 12/06/2014 11:44 Work ... Not YetPrinted

QHS -, Working At Heights Work Permit 12/06/2014 11:44 Work ... Mot YetPrinted

o HS... Confined Space Work Permit 12/06/2014 11:44 Work ... Not YetPrinted
OHS‘.‘ Electrical Work Permit 12/06/2014 11:44 Work ... Not YetPrinted
0 HS... Excavation Work Permit 12{06/2014 11:44 Work ... Mot YetPrinted
0 HS... Hot-Works Work Permit 12{06/2014 11:44 Work ... Mot YetPrinted
HSDQ Site Setup Checkiist 12/06/2014 11:44 Inspe... Mot YetPrinted
G, HS10 Noise Assessment 12/06/2014 11:44 Other Mot YetPrinted
ij‘ HS11 PPERegister 12/06/2014 11:44 Register Not Yet Printed
H512 Harness Inspection 12{06/2014 11:44 Inspe... Mot YetPrinted
HS13 Lifting Equipment Inspection 12f06/2014 11:44 Inspe... Mot YetPrinted
HS14 Plant Inspection 12/06/2014 11:44 Inspe... Mot YetPrinted

Excavation Inspection 12/06/2014 11:44 ... Not YetPrinted

Scaffolding Inspection 12/06/2014 11:44 ... Not YetPrinted

To print these other documents, simply press Print button to print copies. In the Print dialog box, confirm which document
you wish to print, select whether you wish to print direct to your printer, show a print preview or open the document in
Microsoft Word then click Print.

For more detailed information about these
Select the documents you want to print. To spell check your documents, in Print Options select Open File and use Microsoft Word spell checker., management dOCU ments tu m to pages
Settings Print Options 28 58

Printer: |HP LaserJet 1022n Class Driver v ‘ (@) Print

Output Falder: |C:\Health & Safety Documents [The Paddacks\ (O Print Preview

) openFie

Ref [Tite [ Last Edited [ version [ print. ~ (O Save toFile
1€ 10803 Confined Space Wiark permit 12/06/2014 11:44 1 Moty
D°H508~04 Electrical Work Permit 12/08/2014 11:44 1 Moty
DQHSuHs Excavation Work Permit 12/06/2014 11:94 1 Moty
Print
# HS08-06  Hot-tWorks Wark Permit 12/06/2014 11:44 1 Mot
EI HS09  Site Setup Checklst 12/08/2014 11:44 1 Moty
DG HS10  Moise Assessment 12/06/2014 11:94 1 Moty

[]cover Sheet

Dlj‘ HS11  PPE Register 12/06/2014 11:44 NotY,
|:| HS12  Hammess Inspection 12/06/2014 11:44 NotY
|:| HS13  Lifting Equipment Inspection 12/06/2014 11:44 NotY,
|:| Hs14  PlantInspecton 12/06/2014 11:44 Mot Y,
|:| HS15  Excavation Inspection 12/06/2014 11:44 NotY
|:| HS16  Scaffolding Inspection 12/06/2014 11:44 NotY.
DG HS17  Site Rules 12/06/2014 11:44 Mot Y,
DG MS02  Brick Paving in Pedestrian area - EXAMPLE 12/06/2014 11:16 NotY

CI/1\Ra01 Al Operations - Core Assessment 12/06/2014 11:13 NotY.
S >
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WHAT ARE THE MAIN HEALTH & SAFETY
REGULATIONS YOU NEED TO KNOW ABOUT?

THE HEALTH & SAFETY AT WORK ACT 1974

The Health & Safety at Work Act 1974 describes the general duties that employers have
towards their employees and to members of the public:

The health and safety of people at work

Protection of other people affected by work activities

The control of risks to health and safety from articles and substances at work
The control of some atmospheric emissions

The employers’ main duties are to ensure, so far as reasonably practicable, the health and safety and welfare at work of all
their employees. The degree of risk in a particular job or workplace needs to be balanced against the time, trouble, cost and
physical difficulty of taking measures to avoid or reduce the risk. In particular:

The provision of safe plant and systems of work

The safe use, handling, storage and transport of articles and substances

The provision of any required information, instruction, training and supervision
A safe place of work including access and egress

A safe working environment with adequate welfare facilities

The law requires that when five or more people are employed the employer must:

Prepare a written general health and safety policy

Set down the organization and arrangements for putting that policy into effect
Revise and update the policy as necessary

Bring the policy and arrangements to the notice of all employees

In addition, every employer and self-employed person is under a duty, so far as reasonably practicable, that persons not in
their employment (and themselves for self-employed) who may be effected, are not exposed to risks to their health & safety.

Powers of Inspectors
Under the Health & Safety at Work Act 1974, inspectors have the authorization to enter premises at any reasonable time (or
anytime in a dangerous situation), and to:

Take a constable with them if necessary

Examine and investigate

Take measurements, photographs and recordings

Take possession of or retain anything for examination or legal proceedings

Require any person who can give information to answer questions and sign a statement

Issue an Improvement Notice, which is a notice identifying a contravention of the law and specifying a date by
which the situation must be remedied
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e Issue a Prohibition Notice, which is a notice identifying and halting a situation which involves or will involve a risk of
serious personal injury. A contravention need not have been committed. The notice can have immediate effect.

Fee For Intervention (FFI)

Under The Health and Safety (Fees) Regulations 2012, those who break health and safety laws are liable for recovery of
HSE'’s related costs, including inspection, investigation and taking enforcement action.

Offences

Notices will contain, or have attached, an explanation of what you must do to comply. You are often allowed to use a different
but equally effective alternative. When notices are issued, a copy will be provided for any employees. The law requires some
notices to be put in a register, which is open to public inspection. Failure to comply with a notice is a serious offence and is
likely to lead to prosecution.

The laws that Inspectors enforce take account of the costs of what you are required to do. This means that the action
required must be in proportion to the risks concerned.

If you appeal against an Improvement Notice it is suspended until the appeal is heard. A Prohibition Notice usually remains in
force until the appeal is heard. An appeal form will be enclosed with either type of notice.

The Inspector can also decide to prosecute any company and/or individual breaking the law. When an offence is committed
by a corporate body with the knowledge, connivance or neglect by a responsible person, both that person and the body
corporate are liable to prosecution.

Prosecution is more likely where there:

e s ablatant disregard for the law (particularly for economic reasons)
e isreckless disregard for the health and safety of workpeople and others
¢ have been repeated breaches of legislation and management is neither willing nor structured to deal adequately
with these
e has been a serious accident or a case of ill-health arising from a substantial legal contravention
or where;
e aparticular type of offence is prevalent in an activity or area
e aparticular contravention has caused justifiable, serious public concern

Offences under the Health & Safety at Work Act 1974 attract fines up to £20,000 and/or 12 months imprisonment at lower
court (and unlimited fines and/or 2 years imprisonment at higher court).

In addition to the above a Health and Safety Executive leadership flow chart and checklist are available on the HSE website
hse.gov.uk/leadership/checklist.htm

Health & Safety Xpert software will assist in complying with this model.
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THE MANAGEMENT OF HEALTH & SAFETY AT WORK REGULATIONS 1999

The Management of Health & Safety at Work Regulations 1999 clarifies what employers are
required to do to manage health and safety under the Health & Safety at Work Act 1974

This law requires every employer to carry out a suitable & sufficient risk assessment. If there are 5 or more employees in the
workplace, the significant findings must be recorded.

It applies the ESRIC principal of risk management through the hierarchy of Elimination, Substitution, Reduction, Isolation,
Control together with Information, Instruction, Training and Supervision.

Every employer is obliged to appoint one or more competent persons to advise and assist in undertaking the necessary
measures to comply with the relevant statutory requirements.

Information must be provided to staff on the risk assessment, risk controls, emergency procedures and the identity of people
appointed to assist on health & safety matters. The information provided must take account the level of training, knowledge
and experience of the employees.

When giving tasks to employees their capabilities with regard to health & safety must be taken into account. Employees must
be provided with adequate health & safety training.

Young people (under 18) must be protected at work from risks to their health & safety that are the result of lack of
experience, or absence of awareness of existing or potential risks or because they have not fully matured. Risks to young
people must be given careful consideration in your Risk Assessments.
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CONSTRUCTION (DESIGN & MANAGEMENT) REGULATIONS 2007

HOW DOES CDM APPLY TO YOU?

Part 1 is an introduction to the Construction (Design and Management) Regulations 2007
e  Part 2 covers general management duties which apply to all construction projects.

e  Part 3 sets out additional management duties for notifiable projects (non-domestic projects lasting more that 30
working days or more than 500 person days).

e Part 4 applies to all construction work carried out on construction sites and covers physical safeguards needed to
prevent danger.

e  Part 5 includes other general issues, e.g. transitional arrangements from CDM 1994 to CDM 2007
A more detailed overview of Parts 2, 3 and 4 is given below.
PART 2 (ALL CONSTRUCTION PROJECTS)
Clients’ responsibilities:
Check competence and resources of all appointees
Ensure there are suitable management arrangements for the project

Allow sufficient time and resources for all stages
Provide pre-construction information to designers and contractors

Designers’ responsibilities:

e  Eliminate hazards and reduce risks during design
e  Provide information about remaining risks

Contractors’ responsibilities:

Plan, manage and monitor own work and that of workers

Check competence of all their appointees and workers

Train own employees

Provide information to their workers

Comply with specific requirements in Part 4 of the CDM regulations
Ensure there are adequate welfare facilities for their workers

Everyone’s’ responsibilities:

Check own competence

Cooperate with others and coordinate work

Report obvious risks

Comply with requirements of Part 4 of the CDM regulations for any work under their control
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PART 3 (NOTIFIABLE PROJECTS)

The following applies to non-domestic projects lasting more than 30 working days or 500 person days (e.g. 50 people working

for over 10 days). Such work must be notified to the HSE on form F10 (Revised). This advises the HSE of (amongst others):
e  Exact address of the site

Planned start date

Clients’ details

CDM Coordinator’s details

Principal Contractor’s details

A brief description of the project

Clients’ additional responsibilities:

e  Appoint a CDM Coordinator
e  Appoint a Principal Contractor
e  Ensure construction phase does not start unless there are suitable welfare facilities and the construction phase
plan is in place
e  Retain access to the health and safety file
NB there must be a CDM coordinator and Principal Contractor until the end of the construction phase.

CDM Coordinator’s responsibilities:

Advise and assist client with duties

Notify HSE of the Project

Coordinate health and safety aspect of the design work and cooperate with others involved in the project
Facilitate good communication between client, designers and contractors

Liaise with principal contractor regarding ongoing design

Identify and obtain the information for the Pre-construction Information Pack

Prepare/update health and safety file

Designers’ additional responsibilities:

e  Check client is aware of duties and that CDM Coordinator has been appointed
e  Check HSE has been notified of the Project
e  Provide any health and safety information needed for the health and safety file

Principal Contractors’ responsibilities:

e Plan, manage and monitor construction phase in liaison with contractors

Prepare, develop and implement a written Health & Safety plan and site rules (Initial plan to be completed before
the construction phase begins)

Give contractors relevant parts of the plan

Make sure suitable welfare facilities are provided from the start and maintained throughout the construction phase
Check competence of all appointees

Ensure all workers have site inductions, and any further information and training needed for the work

Consult with workers

Liaise with CDM coordinator regarding ongoing design

Secure the site

Check client is aware of duties and a coordinator has been appointed and HSE notified before starting work
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Contractors’ additional responsibilities:

e  Cooperate with Principal Contractor in planning and managing work, including reasonable directions and site rules

e Provide details to the Principal Contractor of any contractor whom he engages in connection with carrying out the
work

¢  Provide any information needed to complete the health and safety file

¢ Inform the Principal Contractor of any problems with the plan

¢ Inform Principal Contractor of any reportable accidents, diseases and dangerous occurrences

Pre-Construction Information Pack

The CDM Coordinator in conjunction with the client is responsible for ensuring that the Pre-construction Information Pack is
prepared in a convenient form and that relevant parts are provided to those involved in the design of the structure, and to
every contractor (including the Principal Contractor). The contents will include (among other things):

o Description of project, including key dates and existing plans

¢ Clients’ considerations and management requirements including welfare provision, site security and hoardings,

permit to work systems, fire precautions and any ‘no go areas’

e  Environmental restrictions and existing on-site risks

o  Significant design and construction hazards

e Description and format of the health and safety file

Construction Phase Health and Safety Plan

The Principal Contractor must draw up and develop this plan so that it is relevant to the work proposed, and sets out how
health and safety is to be managed during the construction phase. The level of detail is to be proportionate to the risks
involved in the project. These will include (among others):

o Description of project including key appointments, dates and programme details

e  Management of the work including structure and responsibilities, goals, monitoring and review, contractor selection,

site welfare, inductions and security, site rules and emergency procedures
¢  Arrangements for controlling risks including work at height, excavations, traffic, storage, plant and equipment
e  The health and safety file including layout and format, information gathering and storage

Health and Safety File

The health and safety file is a record of information for the client or end user. The CDM Coordinator ensures that the file is
produced and hand it to the client at the end of the project. It should include (among other things):
e A brief description of the work carried out
Any residual hazards
Key structural principals
Hazardous materials
Health and safety information about cleaning or maintenance
Nature and location of significant services
Information and as-built drawings of the structure
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PART 4 (ALL CONSTRUCTION PROJECTS)

Construction (Design and Management) Regulations 2007 gives employers, the self-employed and those who control the
way in which construction work is carried out various duties including:

e  Safe place of work
o  Safe access and egress to places of work
o  Safe places of work with adequate space for workers
o That people are prevented from gaining access to unsafe access or workplaces

e  Excavations are safe

o Ensure that excavations do not accidentally collapse
Prevent, so far as is reasonably practicable, a person from being buried or trapped by a fall of material
Support, so far as is reasonably practicable, the sides, roof or adjacent area to prevent a collapse
Provide suitable and sufficient equipment to support the excavation
Work on supports for an excavation only under competent supervision
Stop any person vehicle or equipment being near to an excavation where it is likely to cause collapse
Prevent any risk so far as is reasonably practicable, of injury from underground cables or services
Prevent persons, vehicle or plant, equipment or any accumulation of material falling into the excavation

O O O O O 0O

e  Fire & other emergencies
o Provide unobstructed, properly signed emergency routes and exits to a place of safety
o Set up appropriate emergency procedures with designated people
o Make people on site familiar with procedures and test the procedures
o Provide suitable signs to indicate the fire fighting equipment

o Welfare facilities
o Provide sanitary and washing facilities with adequate supply of drinking water
o Accommodation for clothing and changing facilities
o Rest facilities

o  Traffic routes & Vehicles
o Organized so that vehicles and people can move safely
o Organized so there is a separation between people and vehicles, or where this is not reasonably
practicable, people are protected and warning of approaching vehicles is given
o Vehicles can only be used where routes are free of obstructions, there is sufficient room or warning has
been given to the driver
o Suitable signs should be erected

e  Training, Inspection and Reports
o  Construction work where training or technical knowledge is required to protect people shall only be
carried out by competent people or under competent supervision
o Where the work is part of an excavation make sure it is inspected before work and at specified intervals
by a competent person
o Reports of inspections must be produced by the competent person before the end of the working period
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CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS

(COSHH) 2002

Control of Substances Hazardous to Health Regulations (COSHH) 2002 extends the steps
required under risk assessments and a duty to deal with accidents and emergencies.
COSHH covers most substances hazardous to health in workplaces and covers persons
who may be on the premises but not employed whether they are at work or not, including
visitors and contractors.

The seven basic steps include:

Assess the risks to health

Decide what precautions are to be taken

Prevent or adequately control exposure

Ensure control measures are used and maintained

Monitor the exposure of employees to hazardous substances
Carry out appropriate health surveillance where necessary
Ensure employees are properly informed, trained and supervised

Nookrowh =

Basically no work may be carried out where employees are liable to be exposed to substances hazardous to health unless
a suitable and sufficient risk assessment has been carried out including the steps needed to meet COSHH have been
made. Where 5 or more employees are employed the significant findings must be recorded.

EMPLOYERS LIABILITY (COMPULSORY INSURANCE) ACT 1969 AND
REGULATIONS 1998

Employers liability (compulsory insurance) act 1969 and regulations 1998 states that employers are responsible for the health
& safety of employees while they are at work.

Employees may be injured at work, or they or former employees may become ill as a result of their work while employed.
They may try to claim compensation if they believe them to be responsible. The Employers Liability Compulsory Insurance
Act 1969 ensures that an employer has at least a minimum level of insurance against such claims.

This is why it is important to undertake training and provide site rules to avoid such scenarios.
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GUIDE TO PRINTOUTS INCLUDED WITH
HEALTH & SAFETY XPERT®

COMPANY HEALTH & SAFETY POLICY

Under the Health & Safety at Work Act 1974, every employer by law with 5 or more employees must prepare and update
as necessary a Company Health and Safety Policy.

Under the Health & Safety (First Aid) Regulations 1981, an employer must provide adequate and appropriate first aid
facilities and equipment, rendered by qualified first aiders. Employees must be informed of these arrangements including
the location of facilities, equipment and people and this is usually included in a Company Health and Safety Policy.

A Company Health and Safety Policy would normally also included general statements of how the company intends to
comply with other relevant regulations including:-

Deposit of Poisonous Waste Act 1972

High Inflammable and Liquefied Petroleum Gas Regulations 1972

Petroleum Spirit [Plastic Container] Regulations 1982

Control of Asbestos at Work Regulations 2012

Control of Pollution (Amendment) Act 1989

Electricity at Work Regulations 1989

Environmental Protection Act 1991

Controlled Waste (Registration of Carriers and Seizure of Vehicles) Regulations 1991
Chapter 8 Traffic Signs Manual 1991 (Traffic Signing Regulations and General Directions)
Manual Handling Operations Regulations 1992

Workplace (Health, Safety & Welfare) Regulations 1992

Personal Protective equipment at Work [PPE] Regulations 1992 (Amended 1996)
The Construction (Design and Management) Regulations 2007

R..D.D.O.R. 2013

The Health and Safety (Consultation with Employees) Regulations 1996

Safety Signs and Signals Regulations 1996

Lifting Operation and Lifting Equipment Regulations 1998

Provision and Use of Work Equipment Regulations 1998

The Management of Health and Safety at Work Regulations 1999

The Control of Substances Hazardous to Health Regulations 2002

Control of Noise at Work Regulations 2005

Control of Vibration at Work Regulations 2005

Use the Company Health and Safety Policy included in Health & Safety Xpert® to establish general standards for health,
safety and welfare within which your company will carry out its work and distribute responsibility for the implementation and
management of these standards. All employees and sub-contractors must be familiar with your Company Health and Safety
Policy and must be able to access a copy of it, should they wish to consult it further.
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RISK ASSESSMENTS

Under the Management of Health & Safety at Work Regulation 1999, (clarifying what employers are required to do to
manage health and safety under the Health & Safety at Work Act 1974) every employer is required to carry out suitable &
sufficient risk assessments. If there are 5 or more employees in the workplace, the significant findings must be recorded.

Young people (under 18) must be protected at work from risks to their health & safety that are the result of lack of
experience, or absence of awareness of existing or potential risks or because they have not fully matured. Risks to young
people must be given careful consideration in your Risk Assessments.

Specifically in relation to construction, the Construction (Design & Management) Regulations 2007 requires that risks are
properly assessed and steps are taken to avoid or reduce them so far as is reasonably practicable.

In addition, Risk Assessment is an essential part of complying with the following regulations to determine a safe system of
work.

Control of Substances Hazardous to Health Regulations (COSHH) 2002

Control of Asbestos at Work Regulations 2012

Confined Spaces Regulation 1997

Work at Height Regulations 2005

Lifting Operations & Lifting Equipment Regulations 1998

Provision and Use of Work Equipment Regulations 1998

Personal Protective equipment at Work [PPE] Regulations 1992 (Amended 1996)
Control of Noise at Work Regulations 2005

Electricity at Work Regulations 1989

Use the Risk Assessments included in with Health & Safety Xpert® to help you properly assess the risks on your sites and
record what measures you have taken to avoid and reduce them. It is important to file these records so that they could be
consulted by an inspector if necessary.

You can also use the blank Risk Assessment included with Health & Safety Xpert® to create your own additional Risk
Assessments for high risk activities if required. (Method Statements need only be completed when there are unforeseen,
unplanned or specialist activities on site which are not covered by relevant risk assessments. Method Statements are site-
specific and can only be completed by a trained, experienced and competent person. Method Statements must be
completed on site.)
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COSHH ASSESSMENTS

The Health & Safety at Work Act 1974 states that one of an employer’'s main duties is to ensure, so far as reasonably
practicable, the health and safety and welfare at work of all their employees. This includes the safe use, handling, storage
and transport of articles and substances.

Under the Control of Substances Hazardous to Health Regulations (COSHH) 2002, no work may be carried out where
employees are liable to be exposed to substances hazardous to health unless a suitable and sufficient risk assessment
has been carried out. Where four or more employees are employed the significant findings must be recorded and steps
taken to comply.

COSHH covers most substances hazardous to health in workplaces and covers persons who may be on the premises but not
employed, whether they are at work or not, including visitors and contractors.

In addition, the Control of Asbestos at Work Regulations 2012 requires employers or the self-employed to prevent
exposure at work to asbestos or, where this is not reasonably practicable, to ensure that exposure is kept as low as possible
—and in any event below the control limit for asbestos. Employers must ensure a competent person assesses the risks from
ACM’s (Asbestos Containing Materials) before work starts.

Use the COSHH Assessments included in Health & Safety Xpert® to help you identify and record any risks associated with
dangerous substances and the measures that you have taken to control and prevent exposure. It is important to file these
records so that they could be consulted by an inspector if necessary.

Two documents packaged with the software to assist you in completing your COSHH assessments.
e EH40. This is a HSE publication containing a list of workplace exposure limits for use with the COSHH Regulations
2002
¢ Risk and safety Phrases. This is a list which contains details of special risks attributed to dangerous substances
and preparations, together with safety advice.

ACKNOWLEDGEMENT OF RISK ASSESSMENTS

The Health & Safety at Work Act 1974 describes the general duties that employers have towards their employees and to
members of the public. This regulation includes:

The health and safety of people at work

Protection of other people affected by work activities

The control of risks to health and safety from articles and substances at work
The control of some atmospheric emissions

The Construction (Design & Management) Regulations 2007 requires that risks are properly assessed and steps are
taken to avoid or reduce them so far as is reasonably practicable.

Use the Acknowledgment of Risk Assessments to confirm that all relevant persons working on the project have seen and
understood any and all risk assessments that have been carried out. It is important to file these records so that they could be
consulted by an inspector if necessary.
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COSHH COVER SHEET

The Health & Safety at Work Act 1974 states that one of an employer’s main duties is to ensure, so far as reasonably
practicable, the health and safety and welfare at work of all their employees. This includes the safe use, handling, storage
and transport of articles and substances.

Under the Control of Substances Hazardous to Health Regulations (COSHH) 2002, no work may be carried out where
employees are liable to be exposed to substances hazardous to health unless a suitable and sufficient risk assessment
has been carried out. Where 5 or more employees are employed the significant findings must be recorded and steps
taken to comply.

COSHH covers most substances hazardous to health in workplaces and covers persons who may be on the premises but not
employed, whether they are at work or not, including visitors and contractors.

Use the COSHH Assessments included in Health & Safety Xpert® to help you identify and record any risks associated with
dangerous substances and the measures that you have taken to control and prevent exposure.

Should you order a COSHH data sheet from a manufacturer, use the COSHH Cover Sheet included in Health & Safety
Xpert® to request that your company carries out its own COSHH Assessment of the product/dangerous substance (and
attach it to the manufacturers data sheet), identifying and recording any risks associated with it and the measures that you
have taken to control and prevent exposure.

It is important to file these records so that they could be consulted by an inspector if necessary.
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METHOD STATEMENTS

The Health & Safety at Work Act 1974 describes the employers’ main duties which are to ensure, so far as reasonably
practicable, the health and safety and welfare at work of all their employees.

The degree of risk in a particular job or workplace needs to be balanced against the time, trouble, cost and physical difficulty
of taking measures to avoid or reduce the risk. In particular the employer must provide safe plant and systems of work
ascertained by Risk Assessments.

Method Statements need only be completed when there are unforeseen, unplanned or specialist activities on site which are
not covered by relevant risk assessments. Method Statements are task and site-specific and can only be completed by a
trained, experienced and competent person.

In addition the Construction (Design and Management) Regulations 2007 stipulate the requirement for Method
Statements from contractors to be included in the Construction Phase Health & Safety Plan.

Method Statements are an important part of complying with other specific regulations to determine a safe system of work
including:

Work at Height Regulations 2005

Electricity at Work Regulations 1989

Confined Spaces Regulation 1997

Control of Asbestos at Work Regulations 2012

Use the Method Statement printout included with Health & Safety Xpert® to help you prepare, implement, communicate
and record safe systems of work in accordance with the findings of the relevant Risk Assessments.
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ACCIDENT & INCIDENT RECORD

Reporting accidents and ill health at work is a legal requirement. The information enables the enforcing authorities to
identify where and how risks arise and to investigate serious accidents. The enforcing authorities can then help and advise
you on preventive action to reduce injury, ill health and accidental loss - much of which is uninsurable.

RIDDOR, or the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013, places a legal duty on:

e employers;
o the self-employed; and
e those in control of premises;

to notify and report some work-related accidents, diseases and dangerous occurrences to the relevant enforcing authority for
their work activity.

You must keep a record of any reportable injury, disease or dangerous occurrence. This 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.

The law requires the following work-related incidents to be reported to the Health & Safety Executive RIDDOR Incident
Contact Centre immediately online at http://www.hse.gov.uk/riddor/

Types of reportable incidents

Deaths:
All deaths to workers and non-workers, with the exception of suicides, must be reported if they arise from a work-related
accident, including an act of physical violence to a worker.

Specified injuries to workers:
The list of ‘specified injuries’ in RIDDOR 2013 replaces the previous list of ‘major injuries’ in RIDDOR 1995. Specified injuries
include (regulation 4):
o afracture, 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);
scalpings (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.

Over-seven-day injuries to workers:
This is where an employee, or self-employed person, is away from work or unable to perform their normal work duties for
more than seven consecutive days (not counting the day of the accident).
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Injuries to non-workers:

You must report injuries to members of the public or people who are not at work if they are injured through a work-related
accident, and are taken from the scene of the accident to hospital for treatment to that injury. Examinations and diagnostic
tests do not constitute ‘treatment’ in such circumstances.

Reportable occupational diseases:

Employers and self-employed people must report diagnoses of certain occupational diseases, where these are likely to have

been caused or made worse by their work: These diseases include (regulations 8 and 9):
e carpal tunnel syndrome;

severe cramp of the hand or forearm;

occupational dermatitis;

hand-arm vibration syndrome;

occupational asthma;

tendonitis or tenosynovitis of the hand or forearm;

any occupational cancer;

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

Reportable dangerous occurrences:
Dangerous occurrences are certain, specified near-miss events. Not all such events require reporting. There are 27
categories of dangerous occurrences that are relevant to most workplaces. For example:
o the collapse, overturning or failure of load-bearing parts of lifts and lifting equipment;
e plant or equipment coming into contact with overhead power lines;
o the accidental release of any substance which could cause injury to any person.. For a full, detailed list, refer to the
online guidance at: http://www.hse.gov.uk/riddor/

You must keep a record of:

Any other occupational accident causing injuries that result in a worker being away from work or incapacitated for more than
three consecutive days (not counting the day of the accident but including any weekends or other rest days). You do not have
to report over-three-day injuries, unless the incapacitation period goes on to exceed seven days. If you are an employer who
has to keep an accident book, the record you make in this will be enough. You must produce RIDDOR records when asked
by HSE, local authority or ORR inspectors.

I'm self-employed. What do | need to do?

If you are working in someone else's premises and suffer either a major injury or an injury which means you cannot do your
normal work for more than seven days, then they will be responsible for reporting, so, where possible, you should make sure
they know about it.

If you or a member of the public is injured while you are working on your own premises, if there is a dangerous occurrence
there, or if a doctor tells you that you have a work-related disease or condition, then you need to report it.

However, as a self-employed person you don't need to notify immediately if you suffer a major injury on your own premises.
Either you or someone acting for you should report it within 10 days.

* As of 6 April 2012, the reporting requirement in RIDDOR for over-three-day injuries has changed to seven days. The trigger
point has increased from over three days’ to over seven days’ incapacitation (not counting the day on which the accident
happened). Incapacitation means that the worker is absent or is unable to do work that they would reasonably be expected to
do as part of their normal work
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ACCIDENT & INCIDENT INVESTIGATION FORM

RIDDOR, or the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013, places a legal duty on:

o employers;
o the self-employed; and
e those in control of premises;

to notify and report some work-related accidents, diseases and dangerous occurrences to the relevant enforcing authority for
their work activity (see Accident & Incident Record for more details.)

The causes of all accidents and incidents (including ‘near misses’) should be established in order to enable appropriate
preventive action to be taken in the future. This is an essential part of the reactive monitoring of your company’s Health and
safety standards. Use the Accident & Incident Investigation Form included with Health & Safety Xpert® to carry out this
function.

It is important to file these records so that they could be consulted by an inspector if necessary.

F10 FORM (REVISED)

Under the Construction (Design & Management) Regulations 2007, if the construction phase involves more than 30
working days or 500 person days and the project is not of a domestic nature, the CDM Coordinator must advise the HSE of
your project on an F10 Form (Revised).

This advises the HSE of information such as:

Address of the construction site

Name & Address of the clients

Name & Address of the CDM Coordinator

A declaration signed on behalf of the planning supervisor that he has been appointed as such
Name & Address of principal contractor

Other important information regarding the nature, purpose and method of works

Part 3 of CDM Regulations applies to most common building, civil engineering and construction work, excluding work for a
client which is of a wholly domestic nature. Use the F10 Form (Revised) included in Health & Safety Xpert® to inform the
HSE of these details.



36 Guide to Printouts — Client Duties

CLIENT DUTIES

The Construction (Design & Management) Regulations 2007 sets out the responsibilities for clients. These duties are
explained in brief in the Client Duties management document and can be printed and provided to your client in order that
they understand their role and responsibilities.

All those who work in the construction industry have their part to play looking after their own health and safety and in
improving the industry's health and safety record. A CDM client is someone who is having construction or building work
carried out, unless they are a domestic client. A domestic client is someone who lives, or will live, in the premises where the
work is carried out. The premises must not relate to any trade, business or other undertaking. Although a domestic client does
not have duties under CDM, those who work for them on construction projects will.

On all projects clients will need to:
e  Check competence and resources of all appointees
o  Ensure there are suitable management arrangements for the project welfare facilities
e Allow sufficient time and resources for all stages
e Provide pre-construction information to designers and contractors

Where projects are notifiable under CDM 2007, clients must also:
e Appoint a CDM co-ordinator
e Appoint a principal contractor
e  Make sure that construction work does not start unless a construction phase plan is in place and there are
adequate welfare facilities on site
e  Provide information relating to the health and safety file to the CDM co-ordinator
e Retain and provide access to the health and safety file

Construction (Design & Management) Regulations 2007 is split into 5 parts. (A more detailed overview
of Parts 2, 3 and 4 is given earlier in the guide.)

e Part1is an introduction to the Construction (Design and Management) Regulations 2007

e  Part 2 covers general management duties which apply to all construction projects.

e  Part 3 sets out additional management duties for notifiable projects (non-domestic projects lasting more that 30
working days or more than 500 person days).

e  Part 4 applies to all construction work carried out on construction sites and covers physical safeguards needed to
prevent danger.

e  Part 5 includes other general issues, e.g. transitional arrangements from CDM 1994 to CDM 2007

Use the Client Duties management document included with Health & Safety Xpert® to help you inform your clients of their
responsibilities for each job you carry out.



Guide to Printouts — PPE Register 37

PPE REGISTER

Every employer shall ensure that suitable PPE (Personal Protective Equipment) is provided to employees who may be
exposed to risks to their health & safety under the Personal Protective Equipment at Work Regulations 1992.

Before choosing any PPE, employers must ensure that a proper assessment (Risk Assessment) is made to determine
whether the PPE is suitable. Employers should provide employees with adequate and appropriate information, instruction
and training including:

The risks which PPE will avoid or limit

The purpose for which and the manner in which PPE should be used

Any action required of the employee to maintain the PPE

Employers are required to provide demonstration of PPE where appropriate

Use the PPE Register included in Health & Safety Xpert® to record these instructions and that the employee understands
the requirement to use and look after the PPE they have been issued with.

Notes:

When there is an overlap in the duties in the general Personal Protective Equipment at Work Regulations and those
specifically covering asbestos, hazardous substances (COSHH) and noise etc then the specific legislative requirements
should prevail.

Every employer must provide suitable head protection for each employee and replace it whenever necessary. A similar duty is
placed on self-employed people. Every employer shall ensure, so far as reasonably practicable, that each employee (and any
other person over whom they have control) at work wears suitable head protection unless there is no foreseeable risk of injury
to their head other than through falling.

The person in control of a site may make rules regulating the wearing of suitable head protection. These must be in writing, in
for example, your Company Health & Safety Policy, Site Rules, explained in your Site Induction and recorded in your PPE
Register. It is important to file these records so that they could be consulted by an inspector if necessary.

Use the PPE Register included with Health & Safety Xpert® to provide evidence that suitable personal protective equipment
including head protection has been supplied to all personnel on site.
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TOOLBOX TALKS REGISTER

The Health & Safety at Work Act 1974 describes the general duties that employers have towards their employees and to
members of the public which include:

The provision of safe plant and systems of work

The safe use, handling, storage and transport of articles and substances

The provision of any required information, instruction, training and supervision
A safe place of work including access and egress

A safe working environment with adequate welfare facilities

The Management of Health & Safety at Work Regulations 1999 clarifies what employers are required to do to manage
health and safety under the Health & Safety at Work Act 1974 and states that information must be provided to staff on the
risk assessment, risk controls, emergency procedures and the identity of people appointed to assist on health & safety
matters. The information provided must take account the level of training, knowledge and experience of the employees.

Information, instruction and training regarding safety, COSHH, access, plant, work systems and health and safety is carried
out as part of your Site Induction and as part of regular Toolbox Talks. Relevant information will also be contained within
the Site Rules.

Use the Toolbox Talks Register to maintain a record of what information and training has been delivered to site personnel
and by whom. Use the Toolbox Talks Register in conjunction with the Toolbox Talks Training Record which enables you
to record who attended which training session. It is important to file these records so that they could be consulted by an
inspector if necessary.
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TOOLBOX TALKS TRAINING RECORD

The Health & Safety at Work Act 1974 describes the general duties that employers have towards their employees and to
members of the public which include:

The provision of safe plant and systems of work

The safe use, handling, storage and transport of articles and substances

The provision of any required information, instruction, training and supervision
A safe place of work including access and egress

A safe working environment with adequate welfare facilities

The Management of Health & Safety at Work Regulations 1999 clarifies what employers are required to do to manage
health and safety under the Health & Safety at Work Act 1974 and states that information must be provided to staff on the
risk assessment, risk controls, emergency procedures and the identity of people appointed to assist on health & safety
matters. The information provided must take account the level of training, knowledge and experience of the employees.

The Provision and Use of Work Equipment Regulations 1998 states that persons who use work equipment must have
adequate:

e  Health & safety information
o  Where appropriate, written instructions about the use of the equipment

Information, instruction and training regarding safety, COSHH, access, use of plant, work systems and health and safety is
carried out as part of your Site Induction and as part of regular Toolbox Talks. Relevant information will also be contained
within the Site Rules.

Use the Toolbox Talks Training Record to record who attended each training session. Use the Toolbox Talks Training
Record in conjunction with the Toolbox Talks Register which enables you to record what information and training has been
delivered to site personnel and by whom. It is important to file these records so that they could be consulted by an inspector if
necessary.
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PRE-CONSTRUCTION INFORMATION PACK

The Management of Health & Safety at Work Regulations 1999 clarifies what employers are required to do to manage
health and safety under the Health & Safety at Work Act 1974. It applies the principal of prevention, through effective
arrangements for health & safety (planning, organization, monitoring & review).

More specifically the Construction (Design & Management) Regulations 2007 sets out the requirement for a Pre-
construction Information Pack under part 3.

Part 3 of CDM regulations applies to most common building, civil engineering and construction work. It does not cover house
occupiers carrying out work on domestic properties.

Part 3 of CDM regulations applies to:
e  All Construction work which lasts for 30 working days or more or
e All Construction work which lasts for more than 500 person days
e And the work is being done for non-domestic clients

The CDM Coordinator is responsible for ensuring the Pre-construction Information Pack is prepared so that prospective
principal contractors can be fully aware of the project’s health & safety and welfare requirements. It also helps the client
assess the resources being allocated to health & safety and the competence of the principal contractor.

The contents tend to include:

e  General description of the work, with key dates
Client's considerations and requirements
Significant design and construction hazards
Environmental restrictions and existing on site risks
The layout and format of the Health and Safety File

Use the Pre-Construction Information Pack included with Health & Safety Xpert® to help you prepare a comprehensive
and detailed Information Pack for each job you carry out. Much of the information contained in an Information Pack is
specific to the individual job and must therefore by carefully prepared for each separate project you carry out.
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CONSTRUCTION PHASE HEALTH & SAFETY PLAN

The Management of Health & Safety at Work Regulations 1999 clarifies what employers are required to do to manage
health and safety under the Health & Safety at Work Act 1974. It applies the principal of prevention, through effective
arrangements for health & safety (planning, organization, monitoring & review).

More specifically the Construction (Design & Management) Regulations 2007 set out the requirement for a Construction
Phase Health & Safety Plan under part 3.

Part 3 of CDM regulations applies to most common building, civil engineering and construction work. It does not cover house
occupiers carrying out work on domestic properties.

Part 3 of CDM regulations applies to:
e  All Construction work which lasts for more than 30 working days or
e All Construction work which lasts for more than 500 person days
e And the work is being done for non-domestic clients

Itis a clients’ responsibility to ensure that construction work does not take place until the principal contractor has prepared a
satisfactory Health & Safety Plan.

Construction Stage Health & Safety Plan
The principal contractor must develop the Health and Safety Plan so that it addresses the specific issues of the project
during construction. These include:

e  How health and safety will be managed during construction to protect the health and safety of all persons at work or
those affected by the operation

How information will be passed to contractors and how their activities will be coordinated
Contractors risk assessments and health & safety method statements for high hazard activities
Information about welfare arrangements

Common arrangements including site hoardings welfare and emergency requirements

How consultation with workers will be coordinated

Necessary health and safety training required for those working on the project

Arrangements for delivery of plant and materials

Arrangements for monitoring compliance with health and safety law

Procedures for delivering the health and safety file

Use the Health & Safety Plan included with Health & Safety Xpert® to help you prepare a comprehensive and detailed
Health & Safety Plan for each job you carry out. Much of the information contained in a Health & Safety Plan is specific to
the individual job and must therefore by carefully prepared for each separate project you carry out.
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PLANT INSPECTION RECORD

Under the Health & Safety at Work Act 1974, it states that one of an employer’s main duties is to ensure so far as
reasonably practicable, the health and safety at work of all their employees. This includes the provision of safe plant and
systems of work.

The Provision and Use of Work Equipment Regulations 1998 stipulates that where work equipment is exposed to
conditions causing deterioration which is liable to result in dangerous situations it must be inspected at suitable intervals by a
competent person. Records of inspections must be kept with sufficient information to properly identify the equipment, its
normal location, dates, faults found, action taken, to whom faults were reported, who carried out the inspection.

Compliance is based on the following 3 criteria:

e ltisin an efficient state
e ltisin efficient working order
e ltisingood repair

In addition, the Lifting Operations & Lifting Equipment Regulations 1998 aims to reduce the risks to people’s health and
safety from lifting equipment provided for use at work (such as cranes on hire on a construction site, hoist or forklift truck).
The regulations require that lifting equipment is:

e  Strong and stable enough for the particular use and marked to indicate safe working loads

e Positioned and installed to minimize risks

e  Used safely

e  Subject to on-going examination and where appropriate, inspected by competent people.

Use the Plant Inspection Record to record the results of your plant inspections. The Plant Inspection Record should be
completed each week for all plant on a site by a suitably qualified person. It must not be signed until any maintenance
required that is indicated by the checklist included in the document has been carried out and confirmed as satisfactory by
subsequent inspection. It is important to file these records so that they could be consulted by an inspector if necessary.
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SITE SET UP CHECKLIST

The Health & Safety at Work Act 1974 describes the general duties that employers have towards their employees and to
members of the public:-

The provision of safe plant and systems of work

The safe use, handling, storage and transport of articles and substances

The provision of any required information, instruction, training and supervision
A safe place of work including access and egress

A safe working environment with adequate welfare facilities

The Construction (Design and Management) Regulations 2007 state that the employers must:

Ensure a safe place of work

Make people on site familiar with emergency procedures and test the procedures
Provide sanitary and washing facilities with adequate supply of drinking water
Provide accommodation for clothing and changing facilities

Provide rest facilities

Use the Site Set Up Checklist included with Health & Safety Xpert® to check and record that you have adequately met
these requirements before works commence. It is important to file these records so that they could be consulted by an
inspector if necessary.

CONTRACTOR QUESTIONNAIRE

The Management of Health & Safety at Work Regulations 1999 clarifies what employers are required to do to manage
health and safety under the Health & Safety at Work Act 1974. It applies the principal of prevention, through effective
arrangements for health & safety (planning, organization, monitoring & review).

More specifically under the Construction (Design and Management) Regulations 2007, the principal contractor is
responsible for planning, managing and controlling health & safety during the construction phase of the project by:

e  Developing and implementing the construction phase health & safety plan from the pre-tender info pack

e  Ensuring that competent and properly resourced subcontractors are used where necessary

e  Ensuring so far as reasonably practicable that all contractors comply with the rules laid down in the Health & Safety
Plan

e  Obtaining risk assessments & method statements from contractors

e  Ensuring that workers have received adequate training

e  Monitoring health & safety performance

Use the Contractor Questionnaire to ensure that the principle contractor and any other subcontractors are competent and
have made adequate provision for health and safety and can provide documentary evidence of methods they use to
implement their policies and procedures. It is important to file these records so that they could be consulted by an inspector if
necessary.
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SITE RULES

The Management of Health & Safety at Work Regulations 1999 clarifies what employers are required to do to manage
health and safety under the Health & Safety at Work Act 1974. It applies the principal of prevention, through effective
arrangements for health & safety (planning, organization, monitoring & review).

The Health & Safety at Work Act 1974 describes the general duties that employers have towards their employees and to
members of the public.

The provision of safe plant and systems of work

The safe use, handling, storage and transport of articles and substances

The provision of any required information, instruction, training and supervision
A safe place of work including access and egress

A safe working environment with adequate welfare facilities

Information must be provided to staff on the risk assessment, risk controls, emergency procedures, the identity of people
appointed to assist on health & safety matters. The information provided must take account the level of training, knowledge
and experience of the employees.

The Construction (Design and Management) Regulations 2007 state that the employers must:

Ensure a safe place of work

Make people on site familiar with emergency procedures and test the procedures
Provide sanitary and washing facilities with adequate supply of drinking water
Provide accommodation for clothing and changing facilities

Provide rest facilities (including seating with backs)

Under the Personal Protective equipment at Work [PPE] Regulations 1992 (Amended 1996), every employer shall
ensure that suitable PPE (Personal Protective Equipment) is provided to employees who may be exposed to risks to their
health & safety.

Use the Site Rules printout included with Health & Safety Xpert® to communicate the rules and principles of site Health &
Safety and safe methods of work to your site personnel. The Site Rules are also a means of ensuring that site personnel use
the PPE including head protection you have provided them with. You should communicate the Site Rules verbally and
distributes written copies of them during the Site Induction. You should also display further copies of them around the site,
including in the welfare facilities.
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SITE INDUCTION

The Health & Safety at Work Act 1974 describes the general duties that employers have towards their employees and to
members of the public:

The provision of safe plant and systems of work

The safe use, handling, storage and transport of articles and substances

The provision of any required information, instruction, training and supervision
A safe place of work including access and egress

A safe working environment with adequate welfare facilities

The Construction (Design and Management) Regulations 2007 state that the employers must:

Ensure a safe place of work

Make people on site familiar with emergency procedures and test the procedures
Provide sanitary and washing facilities with adequate supply of drinking water
Provide accommodation for clothing and changing facilities

Provide rest facilities

The Provision and Use of Work Equipment Regulations 1998 states that persons who use work equipment must have
adequate:

e  Health & safety information
o  Where appropriate, written instructions about the use of the equipment

The Management of Health & Safety at Work Regulations 1999 state that information must be provided to staff on:

Risk assessments

Risk controls

Emergency procedures

The identity of people appointed to assist on health and safety matters
Risks notified by others.

Use the Site Induction included with Health & Safety Xpert® as a guide for carrying out a thorough and adequate induction
of all site personnel before they commence work. The Site Induction is the ideal framework within which to convey
information, instructions and training regarding risk assessments, controls, site safety, safe methods and systems of work,
welfare facilities, site rules, use of plant and equipment, Personal Protective Equipment (PPE), Control of Substances
Hazardous to Health (COSHH), Reporting of Injuries, Diseases and Dangerous Occurrences (RIDDOR), emergency
procedures, personnel etc.
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SITE INDUCTION REGISTER

The Health & Safety at Work Act 1974 describes the general duties that employers have towards their employees and to
members of the public:-

The provision of safe plant and systems of work

The safe use, handling, storage and transport of articles and substances

The provision of any required information, instruction, training and supervision
A safe place of work including access and egress

A safe working environment with adequate welfare facilities

The Construction (Design and Management) Regulations 2007 state that the employers must:

Ensure a safe place of work

Make people on site familiar with emergency procedures and test the procedures
Provide sanitary and washing facilities with adequate supply of drinking water
Provide accommodation for clothing and changing facilities

Provide rest facilities

The Management of Health & Safety at Work Regulations 1999 state that information must be provided to staff on:-

Risk assessments

Risk controls

Emergency procedures

The identity of people appointed to assist on health and safety matters
Risks notified by others.

Use the Site Induction Register included with Health & Safety Xpert® to record who has attended a Site Induction. All site
personnel should attend a Site Induction before they commence work in order to receive important information, instructions
and training regarding site safety, safe methods and systems of work, welfare facilities, site rules, plant and equipment,
Personal Protective Equipment (PPE), Control of Substances Hazardous to Health (COSHH), and Reporting of Injuries,
Diseases and Dangerous Occurrences (RIDDOR) efc.

The Site Induction Register provides documentary evidence that a site induction has been carried out and that personnel
attended it, understood it, have received a copy of the Site Rules and have agreed to abide by the policies, procedures,
methods and rules of your company. It is important to file these records so that they could be consulted by an inspector if
necessary.
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SITE ATTENDANCE REGISTER

The Construction (Design and Management) Regulations 2007 require that people are prevented from gaining access to
unsafe workplaces and in addition stipulates that only authorized people are allowed on site.

Use the Site Attendance Register (also known as a Visitors Register), which requires that people sign in and out of site, to
control access to the site. In addition to controlling access on site, the Site Attendance Register is a vital way of accounting
for personnel should the site be evacuated in an emergency.

FIRE PLAN

Under the Construction (Design and Management) Regulations 2007, the main duty holders are employers, self-employed
people and persons who control the way in which construction work is carried out. This includes in the event of fire & other
emergencies.

These regulations ensure that:

e unobstructed, properly signed emergency routes and exits to a place of safety are provided
e  appropriate emergency procedures with designated people are set up

e people on site are made familiar with procedures and test the procedures

e suitable signs to indicate the fire fighting equipment are provided

These regulations also specify that a Health & Safety Plan covering emergency procedures and other safety rules is created.
Use the Fire Plan printout included with Health & Safety Xpert® to help you create a suitable Fire Plan for your site. It
details the measures that you will take to control the risk of fire on site and the responsibilities for ensuring that the measures

are being implemented consistently and are adequate.

It is important to file these records so that they could be consulted by an inspector if necessary.



48 Guide to Printouts — Noise Assessment

NOISE ASSESSMENT

Under the Control of Noise at Work Regulations 2005, employers are required to protect people from exposure to harmful
noise. The main requirements apply when noise exposure is above certain action levels, which is ascertained through a
detailed risk assessment called a Noise Assessment.

Use the Noise Assessment printout included in Health & Safety Xpert® to record the noise assessments you carry out and
the measures you will take to protect people from exposure to harmful noise. It also provides recommendations for PPE. The
Health & Safety Executive recommends an assessment is necessary in any situation where people have difficulty hearing one
another when 2/3 metres apart (80 dba).

Tasks requiring a Noise Assessment may include but are not limited to asphalt paving, blasting, carpentry,
drilling/chipping/grinding/finishing concrete, crushing, driving crawler/tractor/dumper/excavator/grader/loader/roller/ wheeled
tractor/wheeled loader, pouring, digging, scabbling, shovelling hardcore, guniting, shuttering, piling, sandblasting, re-inforcing
and any other use of air-compressed tools. It is important to file these records so that they could be consulted by an inspector
if necessary.

HEALTH & SAFETY AUDIT

The Health & Safety at Work Act 1974 describes the general duties that employers have towards their employees and to
members of the public.

The health and safety of people at work

Protection of other people affected by work activities

The control of risks to health and safety from articles & substances at work
The control of some atmospheric emissions

The employers’ main duties are to ensure, so far as reasonably practicable, the health and safety and welfare at work of all
their employees. In particular:

The provision of safe plant and systems of work

The safe use, handling, storage and transport of articles and substances

The provision of any required information, instruction, training and supervision
A safe place of work including access and egress

A safe working environment with adequate welfare facilities

In addition, under the Construction (Design and Management) Regulations 2007 it is stipulated that during the
construction phase, health & safety performance must be monitored.

A Health & Safety Audit is normally carried out by an external auditor nominated by a suitably authorized person within your
company or by someone from within your organization who is suitably competent.

Use the Health & Safety Audit included with Health & Safety Xpert® together with regular Site Inspections to monitor site
health and safety and implement the principals of your Company Health and Safety Policy. It is important to file these
records so that they could be consulted by an inspector if necessary.
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SITE INSPECTION

The Health & Safety at Work Act 1974 describes the general duties that employers have towards their employees and to
members of the public.

The health and safety of people at work

Protection of other people affected by work activities

The control of risks to health and safety from articles & substances at work
The control of some atmospheric emissions

The employers’ main duties are to ensure, so far as reasonably practicable, the health and safety and welfare at work of all
their employees. In particular:

The provision of safe plant and systems of work

The safe use, handling, storage and transport of articles and substances

The provision of any required information, instruction, training and supervision
A safe place of work including access and egress

A safe working environment with adequate welfare facilities

In addition, under the Construction (Design and Management) Regulations 2007 it is stipulated that during the
construction phase health & safety performance must be monitored.

Use the Site Inspection included with Health & Safety Xpert® to carry out regular inspections of your sites. Regular
inspections are a good way to maintain high standards of site health and safety and ensure your Company Health and
Safety Policy is being implemented on a daily basis. The Site Inspection document gives guidance as to the particular
areas that should be regularly checked while walking around a site. Sites should be inspected daily (preferably at a different
time each day) to ensure that standards are consistent. The results of the inspections and any appropriate correction action
taken should be recorded and filed.

Similarly more detailed random Health & Safety Audits help monitor the ongoing site health and safety situation. It is
important to file these records so that they could be consulted by an inspector if necessary.

The Work at Height Regulations 2005 requires that work equipment for working at height must also comply with the
applicable schedules of the regulations. This includes provision of correctly positioned guard rails, toe boards or other fall
protection. The Site Inspection printout includes a section covering work at height. If your equipment for work at height is
found to be inadequate, you can be fined.
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PERMIT TO WORK ELECTRICALS

The purpose of Electricity at Work Regulations 1989 is to ensure precautions are taken against the risk of death or
personal injury from electricity at work.

Having identified risks in a Risk Assessment, systems must be designed to be of such construction as to prevent danger.
The assessment must be done by a competent person and will normally be formalized into a specific Permit to Work,
applicable to a particular task.

Method Statements need only be completed when there are unforeseen, unplanned or specialist activities on site which are
not covered by relevant risk assessments. Method Statements are task and site-specific and can only be completed by a
trained, experienced and competent person.

Where technical knowledge or experience is necessary to prevent danger, all persons must possess such knowledge or
experience or be under appropriate supervision.

Duties are imposed on employers, self-employed and the employees. The particular duties on employees are intended to
emphasize the level of responsibility which employees in the electrical trades and professions are expected to take on as part
of their job.

Use the Permit to Work Electricals included with Health & Safety Xpert® to help you control hazardous work and authorise
specific persons to undertake particular tasks in a designated area. The Permit to Work is designed to help you define the
safety precautions to be taken depending on the nature of the work being performed and the hazards involved. You should
use it to record the methods to be used and precautions to be taken which should be agreed to by all parties concerned
beforehand and clearly stated on the Permit to Work. The Permit to Work must be signed off by all parties before any work
commences. Permits to Work are only valid for specific short periods of time and therefore help you to monitor the ongoing
use of suitable safe systems of work.

It is important to file these records so that they could be consulted by an inspector if necessary.
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PERMIT TO WORK EXCAVATIONS

Under the Confined Spaces Regulation 1997, a Risk Assessment is an essential part of complying with these regulations
and must be done (under the Management of Health & Safety at Work Regulations 1999) to determine a safe system of
work for any excavation work.

The Risk Assessment should start with the measures both in design and procedures that can be adopted to enable any work
to be carried out outside the excavation, where possible. The assessment must be done by a competent person and will
normally be formalized into a specific Permit to Work (sometimes called a Permit to Dig), applicable to a particular task.

Method Statements need only be completed when there are unforeseen, unplanned or specialist activities on site which are
not covered by relevant risk assessments. Method Statements are task and site-specific and can only be completed by a
trained, experienced and competent person.

Notes:

Confined space means any space, including a chamber, tank, vat, silo, pit, trench, pipe, sewer, flue, well or similar place by its
virtue of its enclosed nature, where there arises a reasonably foreseeable specified risk. Specified risk means a risk to any
person at work of:

Serious injury arising from fire or explosion

Loss of consciousness arising from an increase in body temperature

Loss of consciousness or asphyxiation arising from gas, fume, vapor or lack of oxygen
Drowning arising from an increase in the level of liquid

Asphyxiation arising from a free flowing solid or because of entrapment by it

Use the Permit to Work included with Health & Safety Xpert® to help you control hazardous work and authorise specific
persons to undertake particular tasks in a designated area. The Permit to Work is designed to help you define the safety
precautions to be taken depending on the nature of the work being performed and the hazards involved. You should use it to
record the methods to be used and precautions to be taken which should be agreed to by all parties concerned beforehand
and clearly stated on the Permit to Work. The Permit to Work must be signed off by all parties before any work commences.
Permits to Work are only valid for specific short periods of time and therefore help you to monitor the ongoing use of suitable
safe systems of work.

It is important to file these records so that they could be consulted by an inspector if necessary.
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PERMIT TO WORK ASBESTOS

The Control of Asbestos at Work Regulations 2012* require employers or the self-employed to prevent exposure at work
to asbestos or, where this is not reasonably practicable, to ensure that exposure is kept as low as possible — and in any event
below the control limit for asbestos. This regulation requires employers, or those in control of premises to:-

Find out if there are any asbestos containing materials (ACM) in the premises, how much there is and its condition
Produce and maintain records of the location of the ACM

Ensure a competent person assesses the risks from ACMs

Prepare a plan to show how the risks will be managed

Carry out all work in accordance with The Asbestos Essentials Task Guidance Sheets downloadable from
http://www.hse.gov.uk

For any work involving asbestos, including maintenance work that may disturb it, a written plan of work (method
statement) must be drawn up before work starts following the Risk Assessment. This is then normally be formalized into a
site specific Permit to Work for Works on or near Asbestos, applicable to a particular task.

Employers must make sure their employees follow the plan of work as far as is reasonably practicable to do so. Where
unacceptable risks to health and safety are discovered whilst work is in progress, any work affecting asbestos must be
stopped except for that necessary to render suitable control and prevent further spread. The plan of work should identify
procedures to adopt in the light of such emergencies.

A license from the HSE is required to carry out works unless:-

e  Exposure is sporadic and of low intensity (i.e. not exceeding 0.6 fibres per cméover 10 minute period) and
e ltis clear from the risk assessment that exposure will not exceed the control limit and
e  The work involves:-
o Short, non-continuous activities (e.g. 1 person not exceeding 1 hour per week or total time spent by all
workers not exceeding 2 hours per week)
o Removal of materials where fibres are firmly linked in a matrix (e.g. cement, decorative coatings, paints,
bitumen, plastic, resin, vinyl tiles, electric cables, roofing felt, gaskets, washers, ropes and seals)
o  Encapsulation, sealing, air monitoring and sample collecting

Use the Permit to Work Asbestos included with Health & Safety Xpert® to help you control hazardous work and authorise
specific persons to undertake particular tasks in a designated area. The Permit to Work is designed to help you define the
safety precautions to be taken depending on the nature of the work being performed and the hazards involved. You should
use it to record the methods to be used and precautions to be taken which should be agreed to by all parties concerned
beforehand and clearly stated on the Permit to Work. The Permit to Work must be signed off by all parties before any work
commences. Permits to Work are only valid for specific short periods of time and therefore help you to monitor the ongoing
use of suitable safe systems of work.It is important to file these records so that they could be consulted by an inspector if
necessary.

* The Control of Asbestos Regulations 2012 came into force on 6 April 2012, updating previous asbestos regulations to take
account of the European Commission's view that the UK had not fully implemented the EU Directive on exposure to asbestos
(Directive 2009/148/EC). In practice the changes are fairly limited. They mean that some types of non-licensed work with
asbestos now have additional requirements, i.e. notification of work, medical surveillance and record keeping. All other
requirements remain unchanged.

Any Company undertaking refurbishment or demolition work must ensure that operatives and supervisors have received
asbestos awareness training.
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PERMIT TO WORK CONFINED SPACES

Under the Confined Spaces Regulation 1997 a Risk Assessment is an essential part of complying with these regulations
and must be done (under the Management of Health & Safety at Work Regulations 1999) to determine a safe system of
work.

The Risk Assessment should start with the measures both in design and procedures that can be adopted to enable any work
to be carried out outside the confined space, where possible. The assessment must be done by a competent person and will
normally be formalized into a specific Permit to Work, applicable to a particular task.

Method Statements need only be completed when there are unforeseen, unplanned or specialist activities on site which are
not covered by relevant risk assessments. Method Statements are task and site-specific and can only be completed by a
trained, experienced and competent person.

Notes:

Confined space means any space, including a chamber, tank, vat, silo, pit, trench, pipe, sewer, flue, well or similar place by its
virtue of its enclosed nature, where there arises a reasonably foreseeable specified risk. Specified risk means a risk to any
person at work of:

Serious injury arising from fire or explosion

Loss of consciousness arising from an increase in body temperature

Loss of consciousness or asphyxiation arising from gas, fume, vapor or lack of oxygen
Drowning arising from an increase in the level of liquid

Asphyxiation arising from a free flowing solid or because of entrapment by it

Use the Permit to Work Confined Spaces included with Health & Safety Xpert® to help you control hazardous work and
authorise specific persons to undertake particular tasks in a designated area. The Permit to Work is designed to help you
define the safety precautions to be taken depending on the nature of the work being performed and the hazards involved. You
should use it to record the methods to be used and precautions to be taken which should be agreed to by all parties
concerned beforehand and clearly stated on the Permit to Work. The Permit to Work must be signed off by all parties
before any work commences. Permits to Work are only valid for specific short periods of time and therefore help you to
monitor the ongoing use of suitable safe systems of work.

It is important to file these records so that they could be consulted by an inspector if necessary.
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PERMIT TO WORK AT HEIGHTS

Under the Work at Height Regulations 2005, a Risk Assessment is an essential part of complying with these regulations
and must be done (under the Management of Health & Safety at Work Regulations 1999) to determine a safe system of
work .

Method Statements need only be completed when there are unforeseen, unplanned or specialist activities on site which are
not covered by relevant risk assessments. Method Statements are task and site-specific and can only be completed by a
trained, experienced and competent person.

The regulations require arrangements to be in place for:

Eliminating or minimizing risks from working at height

Safe systems of work for organizing and performing work at height

Safe systems for selecting suitable work equipment at height

Safe systems for protecting people from the consequences of work at height

The assessment must be done by a competent person and will normally be formalized into a specific Permit to Work,
applicable to a particular task.

All people involved in work at height activity including planning, organizing and supervising must be competent for such work,
or if being trained, under competent supervision.

The work equipment specified in the Method Statement and associated Permit to Work must also comply with the
applicable schedules of the regulations including provision of correctly positioned guard rails, toe boards or other fall
protection. If your equipment for work at height is found to be inadequate, you can be fined.

Use the Permit to Work at Heights included with Health & Safety Xpert® to help you control hazardous work and authorise
specific persons to undertake particular tasks in a designated area. The Permit to Work is designed to help you define the
safety precautions to be taken depending on the nature of the work being performed and the hazards involved. You should
use it to record the methods to be used and precautions to be taken which should be agreed to by all parties concerned
beforehand and clearly stated on the Permit to Work. The Permit to Work must be signed off by all parties before any work
commences. Permits to Work are only valid for specific short periods of time and therefore help you to monitor the ongoing
use of suitable safe systems of work.

It is important to file these records so that they could be consulted by an inspector if necessary.
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HOT WORKS PERMIT

Under The Construction (Design and Management) Regulations 2007 the main duty holders are employers, self-
employed and persons who control the way in which construction work is carried out. This includes taking steps to prevent
and control emergencies (regulations 39, 40, 41) including the following measures :-

Prevent risk from fire, explosion, flooding and asphyxiation;

Provide emergency routes and exits;

Make arrangements for dealing with emergencies, including procedures for evacuating the site;
Where necessary, provide fire-fighting equipment, fire detectors and alarm systems.

Use the Hot Works Permit (Permit to Work) included with Health & Safety Xpert® to help you control hazardous work and
authorise only specific persons to undertake particular tasks in a designated area. The Permit to Work is designed to help
you define the safety precautions to be taken depending on the nature of the work being performed and the hazards involved.
You should use it to record the methods to be used and precautions to be taken which should be agreed to by all parties
concerned beforehand and clearly stated on the Permit to Work. The Permit to Work must be signed off by all parties
before any work commences. Permits to Work are only valid for specific short periods of time and therefore help you to
monitor the ongoing use of suitable safe systems of work.

It is important to file these records so that they could be consulted by an inspector if necessary.

PERMIT REGISTER

Please refer to the specific sections for each type of Permit to Work for information about what regulations require you to use
them.

Use the Permit to Work Register included with Health & Safety Xpert® as part of your Permit to Work system to help you
control hazardous work and authorise only specific persons to undertake particular tasks in a designated area. The Permit to
Work is designed to help you define the safety precautions to be taken depending on the nature of the work being performed
and the hazards involved. You should use it to record the methods to be used and precautions to be taken which should be
agreed to by all parties concerned beforehand and clearly stated on the Permit to Work. The Permit to Work must be
signed off by all parties before any work commences. Permits to Work are only valid for specific short periods of time and
therefore help you to monitor the ongoing use of suitable safe systems of work.

Use the Permit Register to record all Permits to Work that are issued for a contract, indicating the works for which the
Permit was requested and the period of validity.
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EXCAVATION PRE-WORKS INSPECTION

Under the Construction (Design and Management) Regulations 2007, it is stipulated that excavations must be safe. It
requires the employer to:

Ensure that excavations do not accidentally collapse

Prevent, so far as is reasonably practicable, a person from being buried or trapped by a fall of material
Support, so far as is reasonably practicable, the sides, roof or adjacent area to prevent a collapse
Provide suitable and sufficient equipment to support the excavation

Work on supports for an excavation only under competent supervision

Stop any person vehicle or equipment being near to an excavation where it is likely to cause collapse
Prevent any risk so far as is reasonably practicable, of injury from underground cables or services
Prevent persons, vehicle or plant, equipment or any accumulation of material falling into the excavation

Use the Excavation Pre-Works Inspection included with Health & Safety Xpert® to record inspections of excavations
before work commences inside them and any remedial action required. Excavations must be inspected before works
commence and also daily (using the Report of Inspection Scaffold/Excavation) during excavation works.

It is important to file these records so that they could be consulted by an inspector if necessary.

EXCAVATION INSPECTION RECORD

Under the Construction (Design and Management) Regulations 2007, it is stipulated that excavations must be safe. It
requires the employer to:

Ensure that excavations do not accidentally collapse

Prevent, so far as is reasonably practicable, a person from being buried or trapped by a fall of material
Support, so far as is reasonably practicable, the sides, roof or adjacent area to prevent a collapse
Provide suitable and sufficient equipment to support the excavation

Work on supports for an excavation only under competent supervision

Stop any person vehicle or equipment being near to an excavation where it is likely to cause collapse
Prevent any risk so far as is reasonably practicable, of injury from underground cables or services
Prevent persons, vehicle or plant, equipment or any accumulation of material falling into the excavation

Use the Excavation Inspection Record included with Health & Safety Xpert® to record inspections of excavations and any
remedial action required. Excavations must be inspected before works commence and also daily during excavation works.
Additional inspections are required after any event that may have affected the stability of an excavation or after any accidental
fall of rock, earth or other material. Work should not commence/continue in an excavation until any remedial action required
has been carried out and re-inspected.

It is important to file these records so that they could be consulted by an inspector if necessary. Use the Excavation
Inspection Record for this purpose.
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SCAFFOLDING INSPECTION RECORD

The Work at Height Regulations 2005 requires regular inspection of scaffolding equipment at suitable intervals which is
recorded and retained until the next inspection is due.

In addition, the Provision and Use of Work Equipment Regulations 1998 stipulates that where work equipment is exposed
to conditions causing deterioration which is liable to result in dangerous situations it must be inspected at suitable intervals
by a competent person. Records of inspections must be kept with sufficient information to properly identify the equipment, its
normal location, dates, faults found, action taken, to whom faults were reported, who carried out the inspection.

Compliance is based on the following 3 criteria:

e ltisinan efficient state
e ltisin efficient working order
e ltisin good repair

Use the Scaffolding Inspection Record included with Health & Safety Xpert® to check and record the condition of all
scaffolding on site and any action taken. A suitably trained, qualified and competent person should carry out at least weekly
inspections of all scaffolds. Scaffolds must also be inspected before first use. Scaffolds must also be re-inspected following
high winds, adverse weather conditions, substantial addition, dismantling or alteration and after any other event that may
have affected strength of stability. The scaffold must not be used until remedial action required has been carried out and re-
inspected (using the Report of Inspection Scaffold/Excavation). It is important to file these records so that they could be
consulted by an inspector if necessary. Use the Scaffolding Inspection Register for this purpose.

SCAFFOLDING HANDOVER CERTIFICATE

The Health & Safety at Work Act 1974 requires anyone erecting or installing an article for use at work to ensure, so far as is
reasonably practicable, that it is erected or installed in such a way that it will be safe and without health risk to the user.

The Scaffolding Handover Certificate included with Health & Safety Xpert® should be completed and signed by the
competent scaffolding contractor carrying out the work to signify that the structure has been erected to comply with the
Work at Height Regulations 2005, current BS/EN Standards and, if applicable, any special design requirements.

It is important to file these records so that they could be consulted by an inspector if necessary.

REPORT OF INSPECTION SCAFFOLD/EXCAVATION

Under the Construction (Design and Management) Regulations 2007, it is stipulated that excavations must be safe and a
suitably trained, qualified and competent person should carry out regular inspections which is recorded and retained. Similarly
the Work at Height Regulations 2005 requires regular inspection of scaffolding equipment at suitable intervals which is
recorded and retained until the next inspection is due.

Where scaffolds and excavations are exposed to conditions causing deterioration which is liable to result in dangerous
situations it must be inspected at suitable intervals by a competent person. The scaffold or excavation must not be used until
remedial action required has been carried out and re-inspected using the Report of Inspection Scaffold/Excavation.

It is important to file these records so that they could be consulted by an inspector if necessary. Use the Report of
Inspection Scaffold/Excavation included with Health & Safety Xpert® for this purpose.
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HARNESS INSPECTION RECORD

The Work at Height Regulations 2005 requires regular inspection of equipment at suitable intervals which is recorded and
retained until the next inspection is due.

In addition, the Provision and Use of Work Equipment Regulations 1998 stipulates that where work equipment is exposed
to conditions causing deterioration which is liable to result in dangerous situations it must be inspected at suitable intervals
by a competent person. Records of inspections must be kept with sufficient information to properly identify the equipment, its
normal location, dates, faults found, action taken, to whom faults were reported, who carried out the inspection.

Compliance is based on the following 3 criteria:

e ltisin an efficient state
e ltisin efficient working order
e ltisingood repair

Use the Harness Inspection Record included with Health & Safety Xpert® to inspect and record the results of your
inspections. It is important to file these records so that they could be consulted by an inspector if necessary.

LIFTING EQUIPMENT INSPECTION RECORD

Under the Health & Safety at Work Act 1974, it states that one of an employer’s main duties is to ensure so far as
reasonably practicable, the health and safety at work of all their employees. This includes the provision of safe plant and
systems of work.

The Lifting Operations & Lifting Equipment Regulations 1998 aims to reduce the risks to people’s health and safety from
lifting equipment provided for use at work (such as cranes on hire on a construction site, hoist or forklift truck). The regulations
require that lifting equipment is:

e  Strong and stable enough for the particular use and marked to indicate safe working loads

e  Positioned and installed to minimize risks

e  Used safely

e  Subject to on-going examination and where appropriate, inspected by competent people

In addition, the Provision and Use of Work Equipment Regulations 1998 stipulates that where work equipment is exposed
to conditions causing deterioration which is liable to result in dangerous situations it must be inspected at suitable intervals
by a competent person. Records of inspections must be kept with sufficient information to properly identify the equipment, its
normal location, dates, faults found, action taken, to whom faults were reported, who carried out the inspection.

Compliance is based on the following 3 criteria:
e ltisin an efficient state
e ltisin efficient working order

e ltisin good repair

Use the Lifting Equipment Inspection Record included with Health & Safety Xpert® to inspect and record the outcomes of
your inspections. It is important to file these records so that they could be consulted by an inspector if necessary.



TERMS & CONDITIONS

HEALTH AND SAFETY XPERT® - TERMS & CONDITIONS FOR ALL VERSIONS

The software contained in this package is supplied on the terms and conditions of the software licence contained in the
enclosed manual & user guide. The supply of this package is conditional upon you reading and accepting the terms and
conditions of the licence. If you do not accept the terms and conditions you must not install or use the software and return the
software, together with all documentation and all packaging in good condition, to the supplier within 7 days.

Licence Agreement

Please note that this copy of Health & Safety Xpert® only entitles the user to use the package on one computer and in
accordance with the Licence terms detailed below in these notes. This licence agreement applies to all versions of Health &
Safety Xpert® from time to time.

Health & Safety Xpert® Total Toolkit edition

Copyright
House Builder XL Limited (HBXL)

All rights reserved. No part of this publication may be reproduced in any form without the written permission of House Builder
XL Limited

This publication contains information, which is confidential to House Builder XL Limited, and all copyright, trademarks and
other intellectual property rights of the Health & Safety Xpert® software and this manual are the exclusive property of House
Builder XL Limited

You have received a single user copy of Health & Safety Xpert®, which entitles you to place the software on one personal
computer only from the date of registration.

You should contact House Builder XL Limited for any other arrangements.

House Builder XL Limited
3 Portland Place
Pritchard Street

Bristol

BS2 8RH

Current telephone, fax and email contact details are available at www.hbxl.co.uk
Microsoft Word, Microsoft Outlook and Windows are trademarks of Microsoft Corp.
Registration

All users must register their software online with www.hbxl.co.uk as indicated on loading the software.
No support will be provided unless the software has been properly registered.



Annual Charges
The Initial Licence of Health & Safety Xpert® entitles the user to use of the software on the terms described in this Licence
from the initial date of registration.

In order to receive unlimited telephone and email technical support and software upgrades, users must subscribe to Health &
Safety Xpert® Support & Updates. Support will only be provided with a valid Support & Updates subscription. On each and
every anniversary of the initial Health & Safety Xpert® Support & Updates subscription, a renewal fee will become due
entitling the user to unlimited telephone and email technical support and all software upgrades for a period of 12 months from
the renewal date.

Should the user advise HBXL, prior to the anniversary date of the renewal, that they do not wish to renew their Support &
Updates subscription, then no further renewal fees will be due, and the user’s access to technical support, and all software
upgrades will cease on the anniversary of the payment of the last subscription.

Technical support

Technical support for Health & Safety Xpert® is available upon software registration by E-mail via support@hbxl.co.uk or by
telephone on 0845 1234 085 with a valid Health & Safety Xpert® Support & Updates subscription. Please also view our
website www.hbxl.co.uk for further information on telephone technical support options and training.

Telephone support is normally provided between the hours of 9:00am and 5:30 pm Monday through to Friday (excluding Bank
and other public holidays). The Company will use its reasonable endeavours to deal with telephone enquiries as soon as
possible.

Technical support shall not include the diagnosis and rectification of any fault resulting from the improper use operation or
neglect of Health & Safety Xpert®, the modification of Health & Safety Xpert® or its merger (in whole or in part) with any other
unauthorised software, the failure of you to implement upgrades or recommendations in respect of all solutions to faults
previously advised by the Company, any repair adjustment alteration or modification of Health & Safety Xpert® by any person
other than the Company without the Company’s prior written consent, any breach by you of any of your obligations under this
Licence or the use of Health & Safety Xpert® for a purpose for which it was not designed.

Licence
Unless otherwise stated on the CD-ROM, disk or invoice, you have acquired a single user licence, which means that you
must only install on one PC only.

House Builder XL Limited hereby grant you a non-exclusive non- transferable licence to use Health & Safety Xpert® on the
terms and conditions herein contained. This licence is personal to you or your company and you may not assign part with or
sub let or grant any right or interest in this licence to any other party. You may not copy or alter Health & Safety Xpert® or
transfer it into any other medium. You may not alter, decompile, reverse engineer, disassemble or reverse translate or in any
other way derive any source code from Health & Safety Xpert®.

Limited Warranty

The Limited Warranty is included in the cost of the software. House Builder XL Limited, (The Company) warrants that Health
& Safety Xpert® will perform substantially in accordance with the accompanying written materials for a period of ninety (90)
days from the date of receipt.

Health & Safety Xpert® is one product in a range of products available from the Company and whilst the Company makes
every reasonable effort to ensure that their products are compatible and will interface with each other, no warranty is given in
this respect and by accepting this licence in Health & Safety Xpert® it is on the basis that its functionality will only be as a
stand alone product.



Customer Remedies

The Company and its suppliers entire liability and your exclusive remedy shall be, at The Company's option, either (a) return
of the price paid, or (b) repair or replacement of Health & Safety Xpert® that does not meet this Limited Warranty and which is
returned to The Company with a copy of the receipt. This Limited Warranty is void if failure has resulted from accident, abuse
or misapplication. Any replacement software will be warranted for the remainder of the original warranty period or thirty (30)
days, whichever is longer.

No Other Warranties

To the maximum extent permitted by applicable law, The Company and its suppliers disclaim all other representations,
warranties, conditions or other terms, either expressed or implied, including, but not limited to implied warranties and/or
conditions of merchantability and fitness for a particular purpose, with regard to Health & Safety Xpert®, and any
accompanying written materials. This Limited Warranty gives you specific legal rights.

Limitations of Liability

YOUR ATTENTION IS IN PARTICULAR DRAWN TO THESE PROVISIONS FOR LIMITATIONS OF LIABILITY.

Health and Safety Xpert® is a specialist software product for use by professionals and as such users should apply their
professional skill and judgement in assessing outcomes from the application of Health and Safety Xpert® to a project and the
Company accepts no liability with regard to errors or omissions that would be reasonably foreseeable to such a user.
Notwithstanding any other provision of these terms and to the maximum extent permitted by applicable law, in no event shall
The Company or its suppliers be liable for any damages whatsoever (including without limitation, direct or indirect damages
for personal injury, loss of business profits, business interruption, loss of goodwill, loss of business information, pecuniary
loss, special, incidental or consequential loss) arising out of the use of failure of or inability to use this product, even if The
Company has been advised of such damages. In any case, The Company and its suppliers’ entire liability under any provision
of this agreement shall be limited to the amount actually paid by you for the software or £1,000,000 (being the extent of or the
Company’s insurance cover) whichever is the lesser.

You acknowledge that the nature of Health & Safety Xpert® is that it provides you with a precedent bank of documentation
and services to help meet a business’s obligations under health and safety requirements in the house building sector and as
such is a generic product for which you shall be solely responsible for adapting documents procedures and recommendations
to meet the specific requirements of your own health and safety needs for your specific project(s) and you hereby accept that
the Company shall have no liability or responsibility insofar as Health & Safety Xpert® is applied by you to your business’s
health and safety needs in an inappropriate way.

Nothing in these terms shall limit the Company’s liability for death or personal injury caused by the Company or any of its
employees’ or agents’ negligence.

The Company gives no warranty or service level commitment as regards technical support notwithstanding the generality of
the above provisions.

Entire Agreement
This is the only and entire agreement between you and in relation to Health & Safety Xpert®. It cannot and shall not be
capable of modification unless in writing and signed by you and an authorised officer of House Builder XL Limited.

Governing Law
This Agreement shall be governed by and construed in all respects in accordance with the laws of England and Wales and
the parties submit to the exclusive jurisdiction of the English Courts.

All rights reserved. No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form or by
any means, electronic, mechanical, photocopying, recording or otherwise, without the prior permission in writing from HBXL.



