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Statement of Intent  

Regular Cleaning is certified to ISO 45001; this certification is applicable to all activities at our 

Service Support Centre and Client sites. The policy and this supporting statement of intent are 

applicable to all locations operated by Regular Cleaning Ltd.   

We recognise that fostering a positive safety culture will improve health and safety 

performance throughout the Organisation, and as such we are fully committed to the health, 

safety, and welfare of our colleagues, service partners and other parties who may be affected 

by our activities. We will ensure Legislative compliance as a minimum standard. Our 

Organisation will also ensure that it complies with Approved Codes of Practice, industry best 

practice and guidance when implementing tasks.  

We will provide according to the Health and Safety at Work etc. Act 1974 - so far as is 

reasonably practicable:  

¶ Safe plant and machinery 

¶ Safe systems of work 

¶ Safe handling, storage and use of substances 

¶ Information, instruction, training and supervision 

¶ Safe access and egress 

¶ A safe working environment 

As a responsible organisation we are committed to prevention and reduction of all adverse 

incidents, all colleagues and service partners are required to report unsafe acts or conditions 

immediately and take appropriate actions to avoid injury to themselves, colleagues and third 

parties. All reported incidents will be investigated and corrective and preventive action taken to 

prevent re-occurrence. 

We are committed to the continuous improvement of our Health and Safety Management 

systems using proactive auditing and the encouragement of colleague involvement in our 

decision-making processes. 

A workplace cannot thrive to the best of its ability and prosper in the future if it is not a safe 

workplace. These therefore are the basic principles we will seek to reflect in our safety 

decision-making.  We recognise that safety involves everyone and that every colleague has a 

responsibility in this. We will endeavour to support and provide a system of safety that helps 

everyone make safe decisions in their workplace and we aim to influence the safety culture of 

our Company by guiding all our colleagues in safe working practices. 

Safety is a dynamic process; we recognise that our safety systems must be flexible and 

responsive to changes in law, technology, advancements in industry, client requirement and 

cultural change. This requires us to periodically revise our statements, policies and procedures 

to ensure the continued provision of safety and compliance with regulations under the HSWA 

1974.  
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This policy, and the procedures and processes that support it will be revised on a yearly basis. 

Any significant changes to this policy will be communicated to our colleagues, service partners 

or any other person who may be affected by our operations 

 

 

Pauline Carrigan 

Chair 

1st April 2026 
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Responsibilities  

Chair 

The Chair has ultimate responsibility for Health, Safety and Welfare of all Regular Cleaning 

colleagues and the implementation of this policy. They will ensure that suitable resources are 

available to ensure that the aims of this policy are achieved. The Chair will provide support for 

appointed Executives and ensure that they are aware of their responsibilities and will 

encourage them to promote a positive health and safety culture. The Chair will ensure they are 

provided with the resources to maintain a safe working environment for all Colleagues, Sub-

Contractors and other parties who may be affected by our activities. 

Chief Executive Officer 

The CEO will Champion health and safety strategies and initiatives with the other the 

Executives and the Chair, he will ensure that Health and Safety Management System (HSMS) is 

supported by the top team and that necessary resources are established and effectively 

maintained. He will ensure that teams working under their control are aware of their health and 

safety (H&S) duties and monitor their effectiveness. 

Executives 

The Executives will fully support the HSMS and have a responsibility to ensure that the teams 

under their control comply with the requirements of this policy. They will provide information 

and applicable reports regarding health and safety issues on areas under their control. The 

Executives will also liaise with the Head of ESG to ensure that H&S issues are highlighted and 

addressed.  

They will ensure that Teams under their control are aware of their responsibilities and ensure 

that that they are supported in their roles to maintain effective control of persons within their 

areas of their responsibility. 

Head of Environment, Social & Governance  

The Chair has appointed the Head of ESG who has day-to-day responsibilities for ensuring that 

this policy is put into practice and ensuring that daily operations and tasks carried out by our 

colleagues are suitably assessed and reviewed, and that H&S standards are maintained 

throughout the organisation. He will ensure that that client site visits are completed and liaise 

with clients where necessary on issues that relate to H&S.  
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> The Head of ESG also has responsibilities to: 

> Evaluate Regular Cleaning compliance to current UK legislation ensuring where risk(s) exist 

that they are communicated and addressed appropriately.  

> Providing strategic guidance to the Executive to identify new or emerging risk(s) and to 

continually improve H&S performance and mitigations are implemented.   

> Drive forward H&S culture in collaboration with Heads of Department and Senior 

Leadership team to effect positive change through innovation, education, mentoring and 

sound leadership.  

> Ensure that the HSMS is reviewed frequently and communicated to all stakeholders when 

amendments have been made.  

> Ensure that RIDDOR reports are completed in a timely manner to the enforcing 

authorities.  

> Liaise with relevant enforcing authorities (HSE etc) 

> Communicate and provide statistical data relating to H&S performance and areas of risk 

and non-compliance to company policies and procedures.  

> Provide Clients with relevant H&S advice and documentation that relates to Regular 

Cleaning operations on their site. 

> Promote a positive H&S culture within the workforce  and wider stakeholders 

> Facilitate the development of safe systems of work with all colleagues, service partners and 

clients, in all sites that Regular Cleaning operate.  

> Ensure that risk assessments and methods statements (RAMS) are communicated and 

provided to colleagues, service partners and clients.  

> Ensure that annual H&S reviews of service partners performance are conducted and where 

poor performance is identified it is addressed appropriately.   

Heads Of Department / Senior Leadership Team 
The Heads of Department and Senior Leadership Team will fully support the HSMS to ensure 

that colleagues under their control are aware of their H&S responsibilities. Leading by example 

they will set the culture and ensure that all colleagues understand their responsibilities to 

always work safely and to report unsafe conditions or situations.  

 

The Head of Department and Senior Leadership Team also have responsibilities to: 

> Support the Executive in the delivery of Regular Cleaning H&S legislative requirements.  

> Ensure that H&S within their area of responsibility is managed appropriately and that adequate 

resources are in place. 

> Support ESG initiatives and innovation that reduce risk and improve H&S performance.  
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> Ensure that H&S information, procedures and policies or their amendments are effectively 

communicated to all colleagues.  

> Ensure that  annual reviews of H&S performance in their area of responsibility are completed 

and that poor H&S performance is addressed appropriately. 

> Promote a positive H&S culture, ensuring that unsafe acts or conditions are challenged and 

prohibited.   

> Ensure that there are adequate risk assessments and method statements in place that facilitate 

safe systems of work 

> Ensure that all colleagues within their area of responsibility understand and know the reporting 

procedures for near miss, incident and accident reporting.  

> Ensure that all serious near misses and adverse incidents are reported to the ESG department 

immediately.  

> Ensure that all H&S risk assessments and method statements are reviewed regularly or after 

any incident-accident, serious near miss and after any legislative change etc.  

> Ensure all colleagues have completed H&S mandatory and refresher training and that it is 

completed annually. 

Operations Management Team (Operation 

Managers, Service Delivery Managers, Team 

Leaders)  

The Operations Management Team will fully support the HSMS and are empowered to ensure 

that H&S issues applicable to the operations and tasks under their control are effectively 

managed, carried out in a safe manner and that all colleagues under their control are suitably 

trained.  

 

The Operations Management Teams also have responsibilities to: 

> Support the Heads of Department and Senior Leadership Team in the delivery of Regular 

Cleaning H&S legislative requirements.  

> Support ESG initiatives and innovation that reduce risk and improves H&S performance 

> Promote a positive H&S culture, ensuring that unsafe acts or conditions are challenged and 

prohibited. 

> Ensure that they understand Regular Cleaning H&S policies and procedures and that these are 

implemented within their area of responsibility.  

> Ensure they report immediately any adverse incidents to their Head of Department, Senior 

Leadership Team and ESG Department immediately.  
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> Ensure that all colleagues within their area of responsibility know how to report unsafe 

conditions or equipment through Regular Cleaning reporting system 

> Ensure that only Regular Cleaning approved equipment and materials are used in client sites 

and the SSC.  

> Ensure that all equipment and materials supplied to colleagues are maintained, serviced and 

PAT tested appropriately annually and in accordance with the manufacturers recommendations 

and industry best practice.  

> That they review risk assessments and method statements annually or after any serious near 

miss, incident or accident and that they are communicated and understood by all colleagues 

within their area of responsibility. 

> Ensure that all site documentation under their control reviewed monthly ensuring any 

deviations are corrected immediately.  

> That colleagues have immediate access to H&S information via site files, digital platforms and 

the company website, and that they know how to access that information.  

> Ensure every site under their control is audited monthly as part of the integrated audit and the 

Operations Audit schedule.  

Health, Safety & Quality Manager 

The Health, Safety and Quality Manager has responsibilities for managing Regular Cleaning 

HSMS and Quality management systems and for ensuring that policies and procedures are 

appropriate and reviewed annually. Ensure operational tasks are suitably assessed and reviewed, 

and that H&S standards are maintained throughout the organisation.  

 

The HS&Q Manager will: 

> Support the Head of ESG in the delivery of Regular Cleaning H&S legislative requirements.  

> Promote a positive H&S culture, ensuring that unsafe acts or conditions are challenged and 

prohibited. 

> Drive forward H&S culture in collaboration with Heads of Department, Senior Leadership Team  

and the Operations Management Teams to effect positive change through innovation, 

education, mentoring and sound leadership.  

> Support ESG initiatives and innovation that reduce risk and improves H&S performance.  

> Manage Regular Cleaning HSMS ensuring that it is subjected to a thorough review within a 

period not exceeding 12 months or sooner as required due to new or emerging risk(s), after a 

serious incident, Health and Safety Executive intervention or legislative changes. 

> Contribute towards Regular Cleaning Management Review processes communication current 

H&S performance, risks and opportunities to improve.  
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> Ensure that H&S information, procedures and policies or their amendments are effectively 

communicated to all colleagues.  

> Review all H&S policies and procedures and after any serious incident or legislative changes 

annually.  

> Ensure that all serious near misses, accident and incidents are thoroughly investigated.  

> Ensure that all risk assessments and method statements are reviewed regularly by the 

Operations Management Teams and supported by the ESG Department 

> Ensure that CoSHH assessments are produced providing comprehensible information for 

colleagues relating to substances used by them. 

> Ensure that manual handling assessments are conducted and where required provide suitable 

training for colleagues. 

> Ensure that the H&S Advisors complete annual site-specific H&S Audits in accordance with 

ESG audit schedule.  

> Manage the onboarding of current and future service partners ensuring that H&S reviews of 

service partners are completed annually.  

Health & Safety Advisors 

The Health and Safety Advisors have responsibilities for supporting and promoting awareness 

and understanding of Regular Cleaning HSMS ensuring that policies and procedures are known 

by all colleagues. Ensure operational tasks are suitably assessed and reviewed, and that H&S 

standards are maintained throughout the organisation.  

 

The H&S Advisors will: 

> Assist the HS&Q Manager in the day-to-day management of H&S ensuring that all 

ŘŜǇŀǊǘƳŜƴǘǎΩ conduct their tasks and activities in a safe manner that aligns to Regular Cleaning 

Policies and Procedures.  

> Support the HS&Q Manager in the delivery of Regular Cleaning H&S legislative requirements.  

> Promote a positive H&S culture, ensuring that unsafe acts or conditions are challenged and 

prohibited. 

> Complete at least 50 site specific H&S audits as directed by the HS&Q Manager.  

> Provide the Operations Management Teams with frequent analysis of safety performance, best 

practice and highlight opportunities for continuous improvements.  

> Support and mentor Operations Management Teams by raising awareness of Regular Cleaning 

H&S Policies and Procedures and their implementation.  

> Engage with the Operations Management Teams to support the construction and review of risk 

assessments and the implementation of safe systems of work.  
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> Construct risk assessments (including pregnancy assessments) under the direction of the 

HS&Q Manager to address new or emerging risks and hazards. 

> Conduct thorough serious near miss, incident and accident investigations as directed by the 

HS&Q Manager to prevent recurrence.  

> Conduct additional PAT testing of equipment not under service and maintenance contracts as 

directed by the HS&Q Manager.  

> Perform slip tests in client sites and at the SSC as directed by the HS&Q Manager and to 

support the Operations Management Teams.  

All Colleagues 

> All colleagues have responsibilities for H&S under the Health and Safety at Work Act 1974. 

These responsibilities are laid out on the Health and Safety at Work poster (section 7 & 8) which 

is displayed in prominent places within the workplace. Colleagues should be aware of their 

responsibilities.  

> All Colleagues must:  

> Bring to the attention of the direct line manager and Regular Cleaning any unsafe practice or 

condition and not place themselves in danger.  

> By any deliberate action that may place a colleague, other colleagues of service partners and 

clients at risk of injury, this may be considered as an act of gross misconduct and dealt with 

accordingly.  

> Report and bring to the attention of direct line manager and Regular Cleaning any significant 

defect with plant  or equipment they are using. 

> Not interfere with, abuse or knowingly damage equipment that is provided in the interest of 

H&S. 

> Use Personal Protective Equipment (PPE) that has been supplied by Regular Cleaning to reduce 

the risk of harm, and aid Regular Cleaning comply with its legislative responsibilities. 

> Adhere to safe working practices and Regular Cleaning policies and procedures that have been 

developed to reduce the likelihood of harm.  
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Health & Safety Arrangements 

Consultation With Colleagues 

Colleagues will be advised of any changes or future developments to Regular Cleaning H&S 

policies, procedures or safe systems of work. Colleagues will also be encouraged to assist in the 

continuous improvement of our HSMS. 

Copies of this policy are available through:  

 

> The company shared drive in the Quality Management System under Policies.   

> Service Support Centre displayed on the HSQE Noticeboard 

> Within all site-specific folders via the QR Code contained within (that direct s colleagues to 

the electronic version on the company website) 

> On the company website 

> /ƻƭƭŜŀƎǳŜǎ Ŏŀƴ ŀƭǎƻ ŀŎŎŜǎǎ ǘƘŜ Iϧ{ tƻƭƛŎȅ ǘƘǊƻǳƎƘ ǘƘŜ άŜƳǇƭƻȅŜŜ ǇƻǊǘŀƭέ ŦƻǳƴŘ ƻƴ ǘƘŜ 

Regular Rewards platform that all colleagues have direct access to.  

 

A copy of the policy will be issued to all new colleagues on commencement of employment 

with Regular Cleaning and communicated to all colleagues when significant changes to the 

policy have occurred. 

Regular Cleaning will take the opportunity to update Colleagues on H&S Issues during: 

 

> Executive Town Hall Presentations 

> Senior Leadership Team Meetings 

> Departmental Meetings 

> Operations Management Team Meetings 

> Site Specific Team Meetings 

> Toolbox talks,  

> ESG Department Site visits,  

> Training presentations  

> Make a Difference Senior Leadership Team Site Visits 

> or written communications.  
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Risk Assessment  

Regular Cleaning will ensure that risks arising from our activities are suitably assessed, to this 

end we will comply with the Management of Health and Safety at Work Regulations 1999 and 

other regulations regarding risk assessment and their approved code of practices.  

 

The Company will: 

> Ensure colleagues are made aware of the risk assessments and supporting method 

statements applicable to tasks they are assigned, they will endeavour to ensure that 

colleagues are involved in the risk identification  and risk assessment process.  

> Ensure all colleagues will follow control measures identified within a risk assessment and 

that they are adhered to and that control measures are reviewed annually or after any 

serious near miss, accident, introduction of new processes, significant changes of 

colleagues or legislation etc.  

> Ensure that the Operations Management Team consult colleagues in identify ing ineffective 

control measures or measures that may be more effective to prevent damage to 

equipment, buildings or harm to people.    

> Ensure that risk assessments will be reviewed as directed by the Heads of Department when 

applicable and that the Operations Management Team is supported by the ESG Department 

at regular periods to determine the validity of the findings. Assessments will also be 

reviewed after the introduction of new equipment, new skills, significant change in 

colleagues, change in location, after an adverse incident or legislative change.   

> Ensure that under the Management of Health & Safety at Work Regulations 1999 (MHSAW) 

the company has a special duty of care placed upon it, to ensure the following class of 

colleagues are taken into consideration. 

 

The Heads of Department and the Senior Leadership Team must ensure that all colleagues 

under their control have access to all risk assessments they require to ensure they understand 

all the hazards identified and controls that have been implemented to prevent harm. All 

colleagues must know that risk assessments can be accessed immediately through: 

> Site Specific Folder (in hard copy) 

> Through QR Codes (contained within Site Specific Folders) 

> Company Client Folders (contained within company shared drives for those with access) 

> Through our service partner I.T. Platform i.e., Facility Apps 
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New And Expectant Mothers 

Under these regulations The Company accepts the special duty of care to this class of 

colleague. It is the responsibility of the colleague to inform  the company of their condition or 

the recent birth of a child in writing. Only then can the Company fulfil its obligations under 

these regulations.  

 

The Company will:  

> Conduct a pregnancy risk assessment to determine the kind of work the colleague is doing 

which could involve risk by reason of her condition, to the H&S of a new or expectant 

mother or that of her baby from any processes or working conditions, or physical, biological 

or chemical agents.  

> Continually review any pregnancy risk assessment in collaboration with People Relations, 

Head of Department, Senior Leadership Team and Operations Management Teams if any 

duties or conditions have been amended or will likely change.  

> Take any action the company are required to take under the relevant statutory provisions 

that would avoid the risk.  

> If reasonable alter working conditions or hours of work in collaboration with People 

Resources, Heads of Department. Senior Leadership Team, and the Operations 

Management Teams. 

> Comply where a new expectant mother works nights and when a certificate from a 

registered medical practitioner shows it is necessary for her H&S to restrict any period of 

such work identified in the certificate.  

Protection Of Young Persons  

Under these regulations The Company has a duty that any young persons employed are 

protected at work from any risks to their H&S which are a consequence of their lack of 

experience, or absence of awareness of existing or potential risks of the fact that young 

persons have not yet fully matured.  

The company will not place any young person at risk. All young persons before being employed 

or undertaking any work experience must be authorised by Executive member of the 

department they will work.   

 

The Company will:  

> Carry out specific assessment(s) to determine the risk to this type of colleague, as a young 

person is classified as any person under 18 years of age at commencement of their 

employment.  

> The hiring or sponsoring department will ensure that all welfare arrangements and 

ŜƳŜǊƎŜƴŎȅ ǇǊƻŎŜŘǳǊŜǎ ŀǊŜ ǎǳƛǘŀōƭŜ ŦƻǊ ǘƘŜ ȅƻǳƴƎ ǇŜǊǎƻƴΩǎ ƴŜŜŘǎΦ 

> The hiring or sponsoring department will ensure that all training and support are provided 

and documented appropriately.  
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> Restrict any work or activity which is beyond their physical or psychological capacity. 

> Prevent harmful exposure to agents which are toxic or carcinogenic etc or which in any way 

chronically affect human health. 

> Restrict any harmful exposure to radiation sources  

> Involve them when risk of accidents which may reasonably assumed cannot be recognised 

or avoided by a young person.  

> Restrict work that involves extreme cold or heat, noise or vibration.  

The ESG Department in collaboration with People Relations, Heads of Department, Senior 

Leadership Team and the Operations Management Team will construct the appropriate risk 

ŀǎǎŜǎǎƳŜƴǘΣ ǇǊƻǾƛŘƛƴƎ ŀ ŎƻǇȅ ŦƻǊ ǘƘŜ ȅƻǳƴƎ ǇŜǊǎƻƴΩǎ ƭŜƎŀƭ ƎǳŀǊŘƛŀƴ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ŀƭƭ ƘŀȊŀǊŘǎΣ 

risks, emergency procedures and control measures are documented and agreed before the 

young person starts any type of work with the company.  
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Manual Handling Operations 

Regular Cleaning will so far as reasonably practicable to avoid manual handling or to reduce the 

risk of injury to as low as reasonably practicable. The company will assess the risk of injury from 

any hazardous manual handling operations that cannot be avoided and reduce the risk of injury 

to as low as reasonably practicable.  

 

The Company will:  

> So far as reasonably practicable avoid the need for colleagues to undertake any manual 

handling at work which will involve a risk of their being injured.  

> Where it is not reasonably practicable to avoid the need for our colleagues to undertake any 

manual handling at work which involve a risk of being injured make a suitable and sufficient 

risk assessment of all manual handling operations. 

> Take appropriate steps to reduce the risk of injury to those colleagues arising out of the 

assigned tasks any manual handling operations to the lowest level reasonably practicable.   

> /ƻƴǎǘǊǳŎǘ ŀ ǎǇŜŎƛŦƛŎ άaŀƴǳŀƭ IŀƴŘƭƛƴƎέ Ǌƛǎƪ ŀǎǎŜǎǎƳŜƴǘ ŜƴǎǳǊƛƴƎ ǘƘŀǘ ƛǘ ƛǎ ǊŜǾƛŜǿŜŘ ŀƴƴǳŀƭƭȅ 

or when there is reason to suspect that it is no longer valid, or if there has been a significant 

change in handling operations which it relates to 

> Where reasonably practicable provide mechanical aids to reduce the risk of injury, ensuring 

that they are maintained and serviced in accordance with the ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ 

recommendations. 

> Consider ergonomics when assessing and detailing the safe systems of work to reduce 

manual handling risks  

> Consider the physical suitability of the colleagues and take the appropriate steps reduce the 

risk of injury and harm.  

> Provide the colleagues with appropriate Personal Protective Equipment and clothing, that 

does not restrict the wearers movements. 

> Ensure that colleagues have received suitable Manual Handling training and information as 

needed to enable the task to be done safely. If required specialist training will be provided 

to colleagues requiring, it.  

> Identify any colleagues specifically at risk such as colleagues who may be pregnant, have a 

disability that would affect handling, had a recent or previous injury, young or older 

colleagues etc.  

> Provide health surveillance as result of any early signs of work-related ill-health or if they 

are exposed to certain health risks or acting on the results of medical assessments.  

> Colleagues adhere to safe working practices that are implemented to reduce the likelihood 

of harm. 
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> Ensure that colleagues use any equipment provided in the interest of their health, safety 

and welfare in the manner they are to be used and in accordance with their training, risk 

assessment and safe systems of work.  

> Ensure colleagues know how to report any manual handling concerns they have to their 

direct line manager immediately.  
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Control Of Substances Hazardous To Health 

The Company has a duty to assess the risks from the use of hazardous substances, including 

ensuring that there are arrangements to deal with and accidents, incidents or emergencies 

resulting from any serious spillages.  We will ensure that an assessment of those substances is 

carried out to identify any H&S risks from the use, storage, handling or disposal of any 

substance provided or authorised by Regular Cleaning. In addition, the company will reduce so 

far as reasonably practicable to preventing exposure to such substances.   

 

The Company will:  

> Not conduct any work which is liable to expose any colleague to any substance hazardous to 

health without having assessed the risk created by that work.  

> Implement the requirements of the regulation and put them into practice.  

> Prevent exposure of colleagues to hazardous substances through substitution of harmful to 

less harmful substances and provide appropriate: 

Safe Systems of Work 

Ensure adequate Ventilation 

Adequate Personal Protective Equipment 

Suitable arrangements for the safe handling, storage and transport of substances hazardous 

to health 

The adoption of suitable maintenance procedures 

Appropriate hygiene measures including washing and toilet facilities 

> Ensure that all implemented controls are monitored and that they are properly used and 

effective and that they are reviewed frequently. 

> Monitor and frequently review manufacturers Safety Data Sheets (SDS) to ensure exposure 

to hazardous substances routes of entry via all routes are monitored and that appropriate 

controls are in place.  

> Where a colleague may have been exposed that they are under the appropriate health 

surveillance coordinated through the People Relations Department.  

> Provide every colleague with suitable and sufficient information, instruction and training for 

the substances which they will be exposed to. 

> Implement and communicate emergency procedures relating to all substances that have 

been provided or authorised by the company including: 

Procedures for the provision of first aid facilities 

Information on any specific hazards likely to arise at the time of an accident or incident 

Relevant information to call for emergency assistance from the emergency services 

On site emergency plans and spill equipment or site-specific emergency response plans etc.  

> Ensure that site folders accurately identify Regular Cleaning authorised chemicals / 

substances for use on specific sites, managed and approved by the Head of Department, 

Senior Leadership Team and Operations Management Teams.  

> Regularly review the site folders approved chemical lists which are managed by the 

Operations Management Teams.  
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Colleagues must not use substances provided by a client, service partner etc under any 

circumstances without authority of the company.  

 

Legionella 

The Company understands that a suitable and sufficient assessment must be conducted to 

identify and assess the risk of exposure to Legionella bacteria from work activities and water 

systems at the SSC and client sites and to implement any precautionary measures that are 

required. The Company as the duty holder will ensure that a risk assessment is conducted for 

the SSC. Client sites are their responsibility which Regular Cleaning operate however the Heads 

of Department, Senior Leadership Team and Operations Management Team supported by the 

ESG Department will ensure all colleagues are consulted and protected therefore:  

 

The Company will:  

> Ensure that a suitable and sufficient risk assessment is undertaken and that this is reviewed 

frequently. 

> That the person conducting the risk assessment is competent to do so and provides sound 

advice on prevention and control of exposure measures. 

> 9ƴǎǳǊŜ ǘƘŀǘ ǘƘŜ άŀǇǇƻƛƴǘŜŘ ǇŜǊǎƻƴέ Ƙŀǎ ǎǳŦŦƛŎƛŜƴǘ ŀǳǘƘƻǊƛǘȅΣ ŎƻƳǇŜǘŜƴŎŜ ŀƴŘ ƪƴƻǿƭŜŘƎŜ ƻŦ 

the installation.  

> !ǇǇƻƛƴǘ ŀ άǊŜǎǇƻƴǎƛōƭŜ ǇŜǊǎƻƴέ ǘƻ ƳŀƪŜ ǊŜŀǎƻƴŀōƭŜ ŜƴǉǳƛǊŜǎ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ƻǊƎŀƴƛǎŀǘƛƻƴǎ 

such as water treatment companies etc are competent and suitably trained and have the 

necessary equipment to carry out their duties in the written scheme safely and adequately, 

and for day-to-day management. 

> Consult colleagues on the identified risk of exposure and the measures and actions taken to 

control the risks. 

> Ensure all colleagues involved in the management of Legionella have received suitable 

training and that it is refreshed frequently.  

> Ensure that the arrangements for managing Legionella are appropriately documented in a 

written scheme of implementation, and that it is clearly communicated.  

> Ensure that adequate maintenance, examination, repairs and test control measures are in 

place and that all records are retained as necessary.   

> Ensure that testing of water quality is conducted in accordance with the risk assessment.  
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Asbestos 

Regular Cleaning does not have any asbestos containing materials (ACM) at our Service 

Support Centre (SSC). Colleagues working in client sites may be doing so in buildings that do 

contain asbestos which is under the responsibility of the owner, managing agent or client.  The 

company will request a copy of the site asbestos survey, or risk assessment and confirmation if 

ACMs are present or not specifically for sites that were built before 2000 .  Sites that were built 

after the year 2000 should not have asbestos present. 

The Company will: 

> Not carry out any work in any site or on any surface that is likely to expose any colleagues 

to asbestos. 

> Ensure that regular reviews of known sites containing asbestos for damage or updates in 

the client Asbestos Management Plan (AMP) that is relevant to our operations through 

their asbestos surveys, risk assessments are obtained through client portals or on request.  

> Ensure that under no circumstances that work in any areas such as plant rooms, flooring, 

external roof spaces and mechanical and electrical spaces etc is conducted until a suitable 

risk assessment has been made and adequate control measures have been implemented.  

> Where any colleagues may encounter asbestos, the company will ensure that site specific 

risk assessments and safe systems of work are implemented and that adequate controls are 

in place. 

> As necessary health monitoring and health surveillance will be implemented through our 

Occupational Health Service Provider. 

> Colleagues will receive specific information via toolbox talks as necessary if they are likely 

to be exposed to asbestos in any form.  

> The Company will ensure that colleagues understand and know the measures for hygiene, 

emergency, decontamination of equipment, waste generated through cleaning operations.  

> Ensure colleagues know the process and arrangements to deal with accidents, incident and 

emergencies in sites that contain ACM.   

> Ensure that colleagues report any incidents that they have broken or encounter ACM, all 

incidents must be reported immediately.  

> If you believe there is an ACM within the workplace report it immediately to your direct line 

manager.  
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Display Screens And Equipment  

DSE are devices or equipment that have an alphanumeric or graphic display screen and includes 

display screen, laptops, touch screens and other similar devices. Colleagues that have been 

provided with work equipment that falls within this category will be provided with suitable 

controls and measures to protect their H&S.  

The Company will:  

> Consult all colleagues that are provided with DSE equipment to ensure that any potential 

H&S problems are identified and managed appropriately. 

> That any DSE equipment is maintained appropriately and as part of our cyber security 

protocols they are changed at least 5-7 years.  

> Analyse workstations to access and reduce risks, ensuring common controls are 

implemented. 

> Provide information and training as necessary for colleagues 

> Provide eye and eyesight tests on request, and special spectacles if needed. 

> Conduct colleague DSE assessments frequently ensure that all assessments are reviewed, 

and any necessary preventative actions are taken. 

> Ensure that suitable number of colleagues are trained as DSE assessors 

> Heads of Department, Senior Leadership Team are to ensure that colleagues identified as 

DSE users are given suitable breaks and changes in daily task so that work is interrupted to 

enable rest breaks. 

> Ensure that colleagues know the process for reporting any incidents of ill health through 

the company incident reporting processes. 

> Provide height adjustable desks at the SSC to enable colleagues to stand up when working. 

> Provide DSE equipment for colleagues that hybrid work at home as necessary (screen, 

chairs, mouse etc) 

> Provide specialist equipment as necessary because of any occupational health assessment.  

> Sanitise all workstations daily at the SSC. 

> PAT test all equipment annually to ensure that equipment is safe to use. 

> Implement a desk booking system at the SSC to ensure that desks are allocated according 

to need. 

> Implement a clear desk policy to ensure that workstation is clear of debris and colleagues 

personal work folders etc.  

> Ensure that the system to report faulty or damaged equipment is known by all colleagues 

and the SSC and assigned DSE users. 

> Ensure that the SSC lighting and workplace conditions are maintained in accordance with 

current legislative requirements.  
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Noise 

The Company has a duty to prevent or reduce the potential of colleagues being exposed to 

noise while at work. The company will ensure that all sites we operate are assessed if it is 

suspected that noise actions levels will be reached or if the potential is likely to be reached 

during the risk assessment process. To ensure that we do not expose colleagues to excessive 

noise: 

 

The Company will 

> Undertake site specific risk assessments to identify where there may be a risk from noise and 

who is likely to be affected.  

> Estimate the work that colleagues will do and the way they work to identify any variations. 

> Provide hearing protection where it is needed above what has been achieved on site above 

client and building specific noise control measures. 

> Provide hearing protection for colleagues that as for it and if their noise exposure is 

between the lower and upper exposure action values before they are beginning any work at 

no cost to the colleague.  

> Ensure that colleagues only wear hearing protection that has been supplied and approved by 

The Company that provides the best noise reduction value (Single Number Rating).  

> Train colleagues how to wear, use, clean and maintain any hearing protection that has been 

provided.  

> Provide suitable storage facilities for colleagues to prevent damage to hearing protection. 

> Provide colleagues with a hearing test that is conducted by a qualified and competent 

service partner on request or after any hearing conservation programme.  

> Where colleagues have been exposed to excessive noise place colleagues under health 

surveillance and retain those records accordingly.  

> Ensure that colleagues all know the process for reporting any hearing problems or damage 

to their line manager immediately through the company reporting processes.  

 

If you cannot hear a normal conversation whilst standing 3 feet from another colleague or 

person then there may be noise issue, report it to your line manager.  
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Personal Protective Equipment 

tt9 ƛǎ ŘŜŦƛƴŜŘ ŀǎ άŀƭƭ ŜǉǳƛǇƳŜƴǘ όƛƴŎƭǳŘƛƴƎ ŎƭƻǘƘƛƴƎ ŀŦŦƻǊŘƛƴƎ ǇǊƻǘŜŎǘƛƻƴ ŀƎŀƛƴǎǘ ǘƘŜ ǿŜŀǘƘŜǊύ 

which is intended to be worn by a colleague at work which protects the colleague against one 

or more risks to that colleagues H&S, an any addition or accessory designed to meet that 

objective. The company will always regard PPE as a last resort to protect colleagues against 

H&S risks. To ensure that we provide and protect our colleagues the company will: 

 

The Company will: 

> Ensure that suitable protective equipment is provided to colleagues that may be exposed 

to a risk to their H&S while at work except where and to the extent that such risk has been 

adequately controlled by other means which are equal and more effective.  

> Ensure that The Company selects the most suitable PPE for the hazards that are known or 

identified through the risk assessment process. 

> Ensure that any PPE provided is maintained (including replaced or cleaned as appropriate) 

and in an efficient state, in efficient working order and in good repair.  

> That all colleagues know the process for requesting worn or damaged PPE.  

> The Head of Department, Senior Leadership team and the Operations Management Team 

ensure that effective maintenance systems are in place that include: 

Examination ς checking for faults, damage wear and tear 

Tested ς to ensure PPE is operating as intended 

Ready for use ς may lose effectiveness if it is wet from sweating etc 

Clean ς that is clean including disinfection if appropriate 

The state of repair ς that the PPE is good working order etc 

Replacement ς that worn or damaged PPE is replaced immediately. 

> Will not charge colleagues for PPE whether it is returnable or otherwise.  

> Ensure that PPE will be suitable and sufficient and, if necessary, considering any protected 

characteristic as set out in the Equalities Act. 

> Ensure that if more than one item of PPE is to be worn, they will be compatible with each 

other and when used together and that they should adequately control the risks.  

> Ensure that colleagues wear any personal protective equipment supplied by The Company, 

in the interest of their health and safety. 

> Ensure that colleagues fully understand their responsibilities to wear any PPE that has been 

provided by The Company. 

> Ensure that any loss or significant damage to equipment is be reported immediately, to 

ensure that timely replacements are provided. 

> Clearly communicate that the failure to use PPE that has been provided to comply with 

legislative requirements or company policy may be seen as gross misconduct.  

 

Personal Protective Equipment is provided to protect and reduce the likelihood of harm, wear 

it, use it, and report it if damaged or lost. 
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Electricity At Work  

Electricity can cause severe injuries or worse, cause damage to property and equipment. 

Colleagues that are using equipment of managing the SSC must understand the hazards and 

control measures that are in place to prevent harm and injury occurring.  There is a risk that 

poor maintenance and installations, electrical faults can lead to other incidents such as fires etc. 

therefore The Company will ensure that we take all measures to prevent harm occurring, or 

damage to equipment and property.  

 

The Company will:  

> Ensure that all risk assessments consider the risks associated with electricity when it is 

appropriate.  

> That colleagues working on or with electrical equipment or systems are competent for the 

task they are undertaking. 

> That all electrical installations are safe that that they conform to the appropriate standards. 

> That existing installations are maintained and in a safe condition. 

> Provide sufficient socket outlets to prevent overloading a cause of fires. 

> Choose equipment that is suitable for the environment colleagues are working in and the 

equipment that will be used. 

> Make sure equipment is safe when supplied and that it  is maintained in a safe condition in 

ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴǎΦ 

> Ensure that preventative maintenance on all electrical equipment and installations is 

conducted.  

> Ensure that all colleagues that use electrical equipment are trained and know how to 

conduct Pre-User inspections of that equipment.  

> Ensure that electrical equipment is frequently PAT tested by a competent service engineer.  

> Ensure that all colleagues using electrical equipment know the process to Isolate, Tag and 

Report electrical equipment to prevent harm or damage occurring.  

> Ensure the SSC fixed services are tested at least every 5 years. 

> Portable work equipment used on client sites is tested at least yearly by the service 

provider and that these are recorded under the direction of the Head of Department, 

Senior Leadership team and Operations Management Team. 

> Portable Electrical appliances at SSC are tested annually.  
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Work Equipment (Provision & Use Of Work Equipment) 

The Company will ensure that it only operates equipment that is suitable for the intended use, 

safe, maintained and in a safe condition and inspected to ensure that it is correctly installed and 

does not subsequently deteriorate.  The Company defines work equipment as any machinery, 

appliance, tool or installation for use at work (whether exclusively or not). This includes 

equipment which colleagues provide for their own use at work. The company will ensure that we 

comply with necessary requirements to fulfil our duty. 

 

The Company will: 

> Only Provide and select work equipment that is suitable for the purpose for which it is 

provided and in the working conditions it is being used in. 

> Will ensure that all equipment hazards are included when risk assessing any task work 

equipment is provided to colleagues. 

> Ensure that equipment provided are sourced from reputable suppliers and that design and 

manufacturing standards are appropriate. 

> The workplace design is included in the risk assessment and equipment procurement 

processes. 

> Ensure that all work equipment is maintained and in an efficient state at appropriate 

intervals, in working order and in good repair, and when appropriate has an equipment log.  

> That all inspections and maintenance are conducted by competent service engineers.  

> Ensure that Department Heads, Senior Leadership Team and the Operations Management 

Team ensure maintenance is conducted on all equipment under their control and that it is 

recorded.  

> Ensure that where equipment and machinery have specific risks that they are included in 

the risk assessment process.  

> Ensure that no colleague repairs, or modifies and equipment or machinery, any colleague 

that has been identified as doing so will be subject to the company disciplinary procedures.  

> Ensure that manufacturer use and maintenance manuals are available for colleagues to 

consult with.  

> The Heads of Department, Senior Leadership Team and the Operations Management Teams 

will ensure that all colleagues who use work equipment have received adequate training for 

the purposes of their H&S, including training in the methods which may be adopted when 

using the equipment and any risk and precautions to be taken.  

> Ensure that any dangerous parts of machinery have suitable measures to prevent access to 

dangerous or rotating parts and that suitable guarding is in place.  

> The Heads of Department, Senior Leadership Team and the Operations Management Team 

will ensure that any warning signs, sirens or alarms and decals etc are always liable, audible 

and visible and in good condition.  

> Ensure that work equipment is provided with one or more controls for the purpose of 

starting to include restarting or after a stoppage or controlling any change in speed, 

pressure or other operating conditions.  
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> Ensure that equipment the Company provides equipment is provided with one or more 

readily accessible controls the operation which will bring the equipment to a safe condition 

in a safe manner, and emergency stop controls.  

If the equipment you use is faulty, stop using it and report it, do not use 3rd party equipment 

unless authorised to do so by the Company.  
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First Aid  

The Company has a duty to implement arrangements to ensure our colleagues receive 

immediate attention if they are injured or taken ill at work. It does not matter whether the 

injury or illness is caused by work they do, what is important is that colleagues or any other 

person receive immediate attention and that when necessary and ambulance is called for more 

serious cases. First aid can save lives and prevent minor injuries becoming major ones. 

Therefore, The Company must ensure that adequate first aid provisions and arrangements are 

in place to manage injuries or illness suffered at work. 

 

The Company will: 

> Dedicate and appointed colleague or colleagues to take charge of first aid arrangement 

within the company. 

> Ensure a first aid needs assessment is conducted and that this is reviewed frequently 

considering: 

The nature of the work and workplace hazards and risks 

The nature of our workforce/colleagues 

¢ƘŜ ŎƻƳǇŀƴȅΩǎ ŀŎŎƛŘŜƴǘ ƘƛǎǘƻǊȅ 

The size of the organisation 

The needs of travelling, remote and lone workers 

Work patterns 

The distribution of the workforce 

The remoteness of sites from emergencies and medical services 

Colleagues working on shared or multi-occupied sites 

Annual leave and other absences of first aiders and appointed persons 

First aid provisions for non-employees 

> Ensure there are suitably stocked and readily accessible first aid kits available for the type of 

work the company undertakes 

> Ensure that there are an appropriate number of suitably trained colleagues to render first 

aid and enough to cover during times of absence, and that they are refreshed/ trained 

frequently.  

> Ensure that an appropriate number of mental health first aiders and that they are refreshed 

frequently.  

> Ensure that colleagues have communicated and understand what first aid arrangements are 

in place at the SSC or sites they are operating through. company and site-specific 

inductions.  

> Ensure that appropriate signposting is displayed at the SSC to identify mental health and 

first aiders. On site first aiders will be communicated through site specific inductions.  

> Ensure the Operations Management Teamǎ ƭƛŀƛǎŜ ŀƴŘ ŀƎǊŜŜ ǿƘŜƴ ŀǾŀƛƭŀōƭŜ άǘŀǇέ ƛƴǘƻ ŎƭƛŜƴǘ 

site first aid arrangements that colleagues can call on in an emergency.  

> Ensure where first aid assistance is not readily available our colleagues will be made aware 

of the procedure for summoning emergency aid calling 999 or 112 which colleagues form 

overseas are familiar. 
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> Ensure that all accidents are reported to the ŎƻƭƭŜŀƎǳŜΩǎ ŘƛǊŜŎǘ ƭƛƴŜ ƳŀƴŀƎŜǊ as soon as 

possible. 

 

If you do not report an accident, we cannot investigate it and prevent it happening again. Next 

time it may be more serious, next time it may be a colleague who is hurt. 
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Working At Height  

The Company has a duty to protect all our colleagues from falls at height as these are a major 

cause of workplace fatalities and major injuries. Work at height means work in any place where, 

if there were no precautions in place, a colleague could fall a distance liable to cause personal 

injury. The Company will take a sensible approach when considering precautions for work at 

height. The company will control all work at height and ensure that all work is properly planned, 

supervised and caried out by competent colleagues and service partners for all work at height.  

 

The Company will: 

> Ensure that we consider weather conditions that could compromise colleague safety. 

> Check that the place where the work at height is to be undertaken is safe and that it is 

checked each time and every time before use. 

> Stop materials or objects from falling, or if it is not reasonably practicable to prevent 

objects falling, take suitable and sufficient measures to make sure no one can be injured 

(use exclusion zones etc to keep people away). 

> Store materials or objects so they will not cause injury if they are disturbed, 

> Plan for emergencies and rescue e.g. agree a set procedure for evacuation. Think about 

foreseeable situations and ensure all colleagues and service partners know the 

emergency procedures.  

> Select the appropriate equipment for all work at height considering weather, nature, 

frequency, duration and risks to the safety of everyone where the work equipment will be 

used.  

> Ensure the work equipment is serviced, maintained and inspected at suitable intervals 

appropriate to the work equipment. 

> Keep detailed records of all work equipment maintenance, servicing and inspections. 

> Ensure that colleagues take reasonable care of themselves and others and that they co-

operate with The Company to enable them to fulfil their H&S duties.  

> 9ƴǎǳǊŜ ǘƘŀǘ ƻƴƭȅ άŎƻƳǇŜǘŜƴǘέ ŎƻƭƭŜŀƎǳŜǎ ŀƴŘ ǎŜǊǾƛŎŜ ǇŀǊǘƴŜǊǎ ŀǊŜ ŜƴƎŀƎŜŘ ƛƴ ŀƴȅ ŀŎǘƛǾƛǘȅ 

including the organisation, planning and supervision in relation to any work at height or 

work equipment for use.  

> Ensure that every colleague or service partner reports any activity or defect relating to 

working at height which he knows is likely to endanger the safety of himself or another 

person is reported immediately. 

> Ensure that colleagues and service partners use any work equipment or safety device 

provided to them for work at height in accordance with their training and instructions 

provided to them regarding any requirements or prohibitions imposed to enable The 

Company to meet our obligations.  
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Fire Management 

The company has responsibilities placed upon it under the Regulatory Reform (Fire Safety 

Order) and as such will comply with the requirements of the order and subordinate legislation 

enacted under it. 

The Company will ensure that a suitable risk assessment is carried out to ensure that all 

significant hazards are identified, and suitable control measures are implemented to reduce the 

level of risk to an acceptable level.  

 

The Company will: 

> !ǇǇƻƛƴǘ ŀ άwŜǎǇƻƴǎƛōƭŜ tŜǊǎƻƴέ ǘƘŀǘ ƘŀǾŜ ǎǇŜŎƛŦƛŎ ŘǳǘƛŜǎ ǘƻ ŜƴǎǳǊŜ ¢ƘŜ /ƻƳǇŀƴȅ is 

complying with its legislative requirements. 

> 9ƴǎǳǊŜ ǘƘŀǘ ŀ ǎǳƛǘŀōƭŜ ŀƴŘ ǎǳŦŦƛŎƛŜƴǘ άŦƛǊŜέ Ǌƛǎƪ ŀǎǎŜǎǎƳŜƴǘ ƛǎ ŎƻƳǇƭŜǘŜŘ by a competent 

person or organisation which is reviewed frequently, of after any fire related incident, 

enforcing authority intervention or legislative change.  

> Provide all our colleagues with clear and relevant information on the risk to them 

identified by the risk assessment, and the control measures that are in place to prevent 

fires, and how these measures will protect them at the SSC. 

> Ensure that site-based colleagues have relevant fire safety information for the site(s) that 

they operate from covered during site specific induction(s) by The Operations 

Management Team. 

> Communicate to non-employees the relevant risks to them and provide them with 

information about who are the nominated competent persons and about the fire safety 

procedures. 

> Ensure that site-based teams and mobile colleagues co-operate with other responsible 

persons who are in control of those premises i.e., clients and inform them of any 

significant risks they find and how The Company will reduce / control those risks which 

may affect safety of their colleagues, tenants and visitors etc 

> 9ƴǎǳǊŜ ƛŦ ŀ ȅƻǳƴƎ ǇŜǊǎƻƴ Ƙŀǎ ōŜŜƴ ŜƳǇƭƻȅŜŘ ǘƘŀǘ ǘƘŜ ŎƻƭƭŜŀƎǳŜǎΩ ǇŀǊŜƴǘǎ ƘŀǾŜ ōŜŜƴ 

provided with clear and relevant information on the risks to that young person and what 

measures are in place to prevent / protect them from fire and inform any other 

responsible person.  

> Provide the employer of any person from an outside organisation who is working at the 

SSC with clear and relevant information on the risks to those employees and the 

preventative measures taken. The Company will also provide those employees with 

appropriate instructions and relevant information about the risks to them.  

> Consider the presence of any dangerous substances and the risk this presents to relevant 

persons from fire.  
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> Establish as suitable means of contacting the emergency services and provide them with 

any relevant information about dangerous substances.  

> Provide appropriate information, instruction and training to our colleagues, during 

normal working hours, about the fire precautions at the SSC and on client sites when 

colleagues start working for the company and refresh it frequently.  

> Ensure that all firefighting equipment is clearly signposted, regularly inspected and 

serviced by a competent service engineer.  

> Ensure that daily fire inspections are conducted to ensure that all fire exits and signs are 

maintained in a suitable condition, clear and unobstructed. On client sites this is managed 

by the client building management teams.  

> Ensure at the SSC that the means for detecting a fire are maintained and serviced by a 

competent service engineer, monitored and linked to an external monitoring station. 

> Ensure that all emergency lighting, escape routes and final exit doors and mechanisms 

are appropriate to facilitate a safe exit from the premises.  

> Ensure that routine fire practices are conducted at the SSC approximately at 6 monthly 

intervals or after any fire related incident, poor fire practice, change in escape routes, 

during any building alterations, large changeover of colleagues or legislative change.   

> Fire practices on client sites are mandated by the client building management team, all 

site-based colleagues will be undertaking fire practices according to the client frequency 

plan.  

> Ensure that the fire alarm system at the SSC is tested on a weekly basis which is recorded.  

> Ensure that there are sufficient colleagues to assist with the evacuation of colleagues and 

persons that require special assistance in the event of any emergency. 
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Training & Competence 

The Company has a duty to ensure every colleague that works for it must know how to work 

safely and without risk to their health and safety. Therefore, The Company will ensure all 

colleagues are given clear instructions and information as well as adequate training and 

supervision. Colleagues with training needs such as new colleagues or colleagues changing jobs 

or taking on extra responsibilities etc will be provided with additional support and training as 

necessary. Therefore, to meet our duty:  

 

The Company will: 

> Decide what training and information we need to provide and deliver for our work 

activities. 

> Ensure that the colleagues have the relevant information on the hazards, the risks, 

measures in place and how to follow any emergency procedures. 

> Ensure that colleagues involved are consulted to ensure that training is relevant and 

effective. 

> Ensure that all training records are retained to aid the decision when refresher training is 

needed. 

> Ensure that training information is easy to understand and that colleagues know what is 

expected of them.  

> Ensure that colleagues receive training during working hours and that it is free. 

> Provide additional training and support for colleagues that are working with new 

equipment or if there is a change to working practices.  

> Include colleagues with needs such as colleagues who are particularly vulnerable to 

accidents etc.  

> Provide training that develops a positive H&S culture and meets our legislative obligations. 

> Provide training that contributes towards making colleagues competent in H&S. 

> Ensure that colleagues at whichever level or role they undertake are suitably trained to 

fulfil that position.  

> Will set a clear set of training priorities and the frequency that refresher training is to be 

completed in accordance with legislative requirements, industry standards and best 

practice. 

> Review all training to ensure that it is effective and has worked.   

> Ensure that competent colleagues guide and can structure training that have the correct 

competencies to advise The Company.  

In house training delivery will have no minimum or maximum time allocated to specific training 

relating to the operation or task. The complexity of the task and hazards involved will dictate 

the training required. The conclusion of all training will involve the in-house trainer validating 

that the colleague is competent to carry out the task. Part of that competency must be the 

confirmation from the colleague that all operating procedures have been fully understood.  
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Accident, Incident, Near Miss Reporting & Investigation 

The Company is committed to reducing the number of accidents, incidents and preventing ill-

health. The Company will investigate all accidents, incidents and serious near misses as 

necessary and where applicable instigate control measures to prevent a re-occurrence. All 

colleagues are encouraged to report accidents, incidents and near misses as this aids the 

company identify patterns in accidents and incidents so we can better manage risk in our 

workplace.  

 

The Company encourages all colleagues to report all adverse events to ensure that we meet 

our legislative obligations but to also: 

> Improve Safety Performance: it identified where and how risk arise allowing for 

investigations of serious incidents and the implementation of measures to prevent future 

incidents. 

> Provide protection for colleagues and The Company. 

> Foster a positive safely culture, build trust so colleagues can report without fear of blame 

ŀƴŘ ŘŜƳƻƴǎǘǊŀǘŜ ǿŜ ǘŀƪŜ ǎŀŦŜǘȅ ǎŜǊƛƻǳǎƭȅ ŀƴŘ ǘƘŀǘ ǿŜ ǾŀƭǳŜ ƻǳǊ ŎƻƭƭŜŀƎǳŜΩǎ ǿŜƭƭōŜƛƴƎΦ  

 

The Company defines ά!ŘǾŜǊǎŜ ŜǾŜƴǘǎέ ŀǎΥ 

> !ƴ ά!ŎŎƛŘŜƴǘέ ƛǎ ŀƴ ƛƴŎƛŘŜƴǘ ǿƘƛŎƘ ǊŜǎǳƭǘǎ ƛƴ ƛƴƧǳǊȅ ǘƻ ǎƻƳŜƻƴŜ ƻǊ ŘŀƳŀƎŜ ǘƻ ǇǊƻǇŜǊǘȅΦ  

> !ƴ άLƴŎƛŘŜƴǘέ ŎƻǳƭŘ ōŜ ŘŜǎŎǊƛōŜŘ ŀǎ ŀƴ ǳƴŘŜǎƛǊŜŘ ŜǾŜƴǘ ǘƘŀǘ Ƙŀǎ ŎŀǳǎŜŘ ƻǊ ŎƻǳƭŘ ƘŀǾŜ 

caused damage, fatality, injury or ill-health 

> ! άbŜŀǊ aƛǎǎέ ŎƻǳƭŘ ōŜ ŘŜǎŎǊƛōŜŘ ŀǎ ŀƴ ƛƴŎƛŘŜƴǘ ǘƘŀǘ ǊŜǎǳƭǘǎ ƛƴ ƴƻ ƛƴƧǳǊȅ ƻǊ ŘŀƳŀƎŜΣ ōǳǘ 

which had the potential to. 

 

It is the expectation of The Company that colleagues will report all accidents, incidents and 

near misses as soon as possible through the following sources: 

> Their direct, supervisor, team leader, site manager and The Operations Management Team 

etc. verbally if they have not immediate access to the company reporting platform. 

> Via the hard paper copy that is contained in each site-specific file. 

> Through Templar Mobile for those colleagues that have access to the system.  

> Through the Facility App platform which can be accessed through the QR Code 

> Through the Facility App web-based platform 
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The Company will report and record all adverse events that include but not limited to: 

> All accidents and incidents whether they result in harm, injury, property and equipment 

damage or not.  

> Dangerous Occurrences 

> Non-fatal accidents to any person other than colleagues 

> Over-3-day incapacitation of a colleague 

> Overς7-day incapacitation pf a colleague 

> Occupational Diseases and Cancers 

> A fatality of any colleague or person 

> A colleague that has sustained a specified injury as highlighted in Regulation 4 of 

Regulation of Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 

(RIDDOR) 

 

The ESG department will monitor all adverse events and report safety performance to all 

relevant colleagues through the under mentioned media: 

> Weekly via email to the Senior Leadership Team inclusive of the H&S Team, Head of People 

Relations and the Executive via the Chief Operations Officer (COO) 

> aƻƴǘƘƭȅ ǘƻ ǘƘŜ /hh ŦƻǊ ƛƴŎƭǳǎƛƻƴ ƻƴ ǘƘŜ ά9ȄŜŎǳǘƛǾŜ {ŎƻǊŜŎŀǊŘέ  

> Annually through the Management Review process provided to the Executive detailing the 

company safety performance for the year.  

 

All adverse event reports will be retained by The Company for: 

> a minimum of 3 years from the date of the adverse event report 

> In the case of an Occupational Disease up to 40 years 

> Health and medical records (health surveillance) 40 years 

> In accordance with current legislative requirements.  

 

If an adverse event requires reporting to the Enforcing Authorities, this will be managed by the 

ESG Department through the RIDDOR reporting system. These regulations require the 

reporting of specified accidents, ill health and dangerous occurrences to the enforcing 

authorities, these include: 

> Fatality 

> Major injury defined as:  

(a) any bone fracture diagnosed by a registered medical practitioner, other than to a finger, 

thumb or toe. 

(b) amputation of an arm, hand, finger, thumb, leg, foot or toe. 

(c) any injury diagnosed by a registered medical practitioner as being likely to cause permanent 

blinding or reduction in sight in one or both eyes. 
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(d) any crush injury to the head or torso causing damage to the brain or internal organs in the 

chest or abdomen. 

(e) any burn injury (including scalding) which:  

όƛύ ŎƻǾŜǊǎ ƳƻǊŜ ǘƘŀƴ мл҈ ƻŦ ǘƘŜ ǿƘƻƭŜ ōƻŘȅΩǎ ǘƻǘŀƭ ǎǳǊŦŀŎŜ ŀǊŜŀΤ ƻǊ 

(ii) causes significant damage to the eyes, respiratory system or other vital organs. 

(f) any degree of scalping requiring hospital treatment.  

(g) loss of consciousness caused by head injury or asphyxia; or 

(h) any other injury arising from working in an enclosed space whichτ 

(i) leads to hypothermia or heat-induced illness; or 

(ii) requires resuscitation or admittance to hospital for more than 24 hours, 

The ESG department will investigate adverse incidents to: 

> Collect information that The Company will need to pass on to the enforcing authority 

> Identify the cause of the incident to stop it happening again 

> Gather information needed for a potential insurance claim 

> To find out the cost of the incident 

> Identify other hazards and risks or training requirements 

> Ensure legal compliance 

> Make the workplace safer 

> Prevent further business losses from disruption and downtime 

 

The size and composition of any investigation team that is assigned to investigate will be 

dictated by the Head of ESG / HS&Q Manager or a nominated colleague in their absence but 

may consist of or mixture of: 

> A colleague familiar with the work location (SSC or client site) 

> The colleague involved in the incident (if possible) 

> A supervisor or site manager from the workplace (SSC or client site) 

> A colleague representative (if applicable) 

> A technical expert (if necessary) 

> A member of the H&S Team (advisor or manager) 

> A Senior Manager with authority and influence 

 

The investigation will be determined by the nature of the incident and may involve all the above 

or selected colleagues which will all be determined by the likelihood of recurrence and the 

potential worst consequences of the undesired event.  

  


