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INTRODUCTION 
 
1. This manual is published for the information of all Urban Edge Environmental Consulting Ltd 

employees in pursuance of the duty imposed by the Health and Safety at Work etc. Act 
1974 and the Management of Health and Safety at Work Regulations 1999.  It is the 
responsibility of management to know and understand its contents so that they may 
implement Company policy. 
 

2. The manual details individual responsibilities, safety rules, emergency procedures and 
monitoring to measure the overall effectiveness of the Policy. 

 
3. The manual is divided as follows:  

Part 1 Policy Statements 

Part 2 Organisation for Health and Safety 

Part 3 Arrangements for Health and Safety 

Part 4 Procedures 

Part 5 Documentation (Procedural Forms and Records) 

Part 6 Company Risk Assessments 

Part 7 Company Method Statements 
 

4. CQMS Ltd have been appointed to assist Urban Edge Environmental Consulting Ltd in 
meeting their statutory obligations under Regulation 7 of the Management of Health and 
Safety at Work Regulations 1999 to provide guidance and advice on Health and Safety 
issues.   

 
5. The following Urban Edge Environmental Consulting Ltd personnel are authorised to contact 

CQMS Ltd at any time: 
ALL NOMINATED PERSONNEL 
 

6. Amendment procedures 
6.1. This manual will require amendment as legislation changes and upon review by senior 

management.  Amendment action will be instigated by Urban Edge Environmental 
Consulting Ltd however all employees are encouraged to contact the Director should 
they perceive the need for additional information. 
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PART 1 - POLICY STATEMENTS 
 
 

Statement of Intent 
 

Health and Safety Policy Statement 
 

Environmental Policy Statement 
 

Quality Policy Statement 
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STATEMENT OF INTENT 
 
1. Urban Edge Environmental Consulting Ltd are based in Brighton, Sussex and specialise in 

Ecology and Environmental Planning, with expertise in the interplay between environment 
and development.  Urban Edge Environmental Consulting Ltd assist private sector clients to 
design cost effective solutions for sustainable development and advise public sector bodies 
across the UK on environmental and sustainability duties.   

2. The Board of Urban Edge Environmental Consulting Ltd believes that its employees are its 
most important asset and that a happy, successful and quality organisation is one in which 
health and safety is effectively managed.  The cost of incidents and accidents in terms of 
human pain and suffering, lost production, dissatisfied customers, damaged equipment and 
fines is such that accident prevention is an essential part of a professional manager’s 
operational judgment and decision making. It is recognised that the development of a health 
and safety culture, which is supportive and pro-active, is essential to achieve adequate 
control over risks.  This culture will be achieved by the active participation of the Director and 
Employees in a systematic dialogue to identify risks and eliminate or reduce them. 

3. Consequently, as part of its strategy, the Company intends to: 
a) Develop a culture which recognises the importance of Health, Safety and the 

Environment to the success of its business and exercise its responsibilities in a manner 
that reflects this. 

b) Ensure that only the highest standards are achieved and adhered to in all our 
undertakings. 

c) Operate facilities in a manner that minimises risk to employees, the Environment and 
the community at large. 

d) Continually improve our performance in Health, Safety and the Environment through the 
participation, commitment and support of all our employees. 
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HEALTH AND SAFETY POLICY STATEMENT 
 
1. It is the Policy of Urban Edge Environmental Consulting Ltd to ensure, so far as is 

reasonably practicable, the Health, Safety and Welfare of all its employees.  Equally, we 
accept a similar responsibility for the Health and Safety of other persons who may be 
affected by its activities.  All employees have a moral and legal responsibility to see that their 
actions, or lack of them, do not place other employees or fellow workers in jeopardy from an 
accident or health hazard. 

2. Urban Edge Environmental Consulting Ltd regards the legal Health and Safety requirements 
as a minimum standard and expect managerial targets to be achieved without 
compromising Health and Safety criteria. 

3. Urban Edge Environmental Consulting Ltd acknowledges that the key to successful Health 
and Safety management requires an effective policy, organisation and arrangements that 
reflect the commitment of senior management to improving Health and Safety.  To sustain 
that commitment Urban Edge Environmental Consulting Ltd will continually measure, 
monitor and improve our performance in Health and Safety matters and will prepare and 
revise where necessary an annual plan to ensure that Health and Safety standards are 
adequate. 

4. Urban Edge Environmental Consulting Ltd will provide and maintain safe and healthy 
working conditions, plant, equipment and systems of work for all our employees. 

5. Urban Edge Environmental Consulting Ltd will ensure that all Risk Assessments as required 
by relevant legislation are completed, their recommendations implemented and that all 
employees are provided with sufficient information regarding those assessments. 

6. Urban Edge Environmental Consulting Ltd will provide such information, training and 
supervision as necessary to enable our employees to develop and maintain essential Health 
and Safety skills and will encourage the growth of a positive Health and Safety culture. 

7. Urban Edge Environmental Consulting Ltd will ensure continued consultation with our 
workforce to enable all viewpoints and recommendations to be discussed at meetings 
between the employees, safety committee and management at regular intervals. 

8. Urban Edge Environmental Consulting Ltd will be proactive in both the selection and 
disposal of recyclable material and products. 

 
Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 17 January 2022 
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ENVIRONMENTAL POLICY STATEMENT 
 
Urban Edge Environmental Consulting Ltd acknowledges the impact of its activities on the 
environment in a number of ways.  Urban Edge Environmental Consulting Ltd therefore seeks 
solutions to environmental problems by adopting sound principles and best practice according 
to the principles of sustainable development. 
The development and implementation of this policy is a commitment of Urban Edge 
Environmental Consulting Ltd.’s management and a shared responsibility with its employees. 
Urban Edge Environmental Consulting Ltd aim to: 
1. Integrate environmental management into each aspect of its day to day business 

operation to ensure environmental issues are addressed. 
2. Comply with environmental and health and safety laws and regulations, to the extent that 

practical implementation aims to exceed government requirements. 
3. Seek to reduce wastage of natural resources such as energy, water and raw materials, 

and maximise efficient use of such resources, reuse and recycle rather than dispose of 
such materials. 

4. Ensure all employees have an understanding and are trained in their responsibilities in 
relation to the environmental policy and management system. 

5. In liaison with our suppliers and contractors aim to minimise the impact of our operations 
on the environment. 

6. Monitor progress on a regular basis to identify strengths and areas for improvement and 
highlight actions required. 

 
In particular, in order to implement this policy Urban Edge Environmental Consulting Ltd will 
address a comprehensive set of objectives and targets identified as a result of the 
environmental review, which relate to the environmental impacts of its organisation. 
 
Urban Edge Environmental Consulting Ltd intend to reduce our environmental impacts through 
improvements in: 
1. Energy use. 
2. Waste reduction, including disposal of goods. 
3. Contamination management. 
4. Recycling, including office paper. 
5. Business travel. 
6. Purchasing. 
7. Staff training. 
 

Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 17 January 2022 
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QUALITY POLICY STATEMENT 
 
The Company aims to ensure that its products and services meet the needs of its customers at 
all times in accordance with contractual requirements, its policies and procedures. 
Company Management is committed to: 
1. Develop and improve the Company’s Quality standards 
2. Continually improve the effectiveness of the Company Quality Procedures 
3. The enhancement of customer satisfaction 
 
The management has a continuing commitment to: 
1. Ensure that customer needs and expectations are determined and fulfilled with the aim of 

achieving customer satisfaction 
- All complaints and non-conformances are investigated by senior management to ascertain 
the source of the non-conformance and measures needed to prevent recurrence. 

2. Communicate throughout the Company the importance of meeting customer needs and all 
relevant statutory and regulatory requirements. 

3. Establish the Quality Procedures and objectives, and ensure they are brought to the 
attention of all employees. 

4. Ensure the availability of resources to meet the requirements of the Quality Procedures, i.e. 
training and funds. 

 
In order to meet the Company commitment to quality, the Company will: 
1. Ensure all employees are trained and competent in the tasks they undertake on behalf of the 

company and training records are held; training will be provided initially during induction and 
as required thereafter.  Further training will be required should the scope of works 
undertaken by the Company change and/or following monitoring of the Quality Procedures 
for continual improvement. 

2. Ensure all employees understand the requirements of this Quality Policy and abide with the 
requirements of the Company Quality Procedures. 

3. Constantly monitor its quality performance, including on site performance during site visits, 
and implement improvements when appropriate. 

4. Regularly review this Quality Policy in order to ensure its continuing suitability. 
5. Provide information to individuals regarding monitoring of the Company Quality Procedures. 
6. Provide copies of this Quality Policy Statement to all employees. 
 

Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 17 January 2022 
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PART 2 – ORGANISATION 
 
 

Company Health & Safety Management Structure 
 

Health & Safety Responsibilities  
Environmental Responsibilities 

Review & Monitoring Procedures  
 

Individual Responsibilities 
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COMPANY HEALTH & SAFETY MANAGEMENT STRUCTURE 
 

CQMS Ltd
Health & Safety Consultancy

Employees Sub Contractors

Director
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HEALTH & SAFETY RESPONSIBILITIES 
 

1. It is the policy of Urban Edge Environmental Consulting Ltd that all levels of management 
and employees meet their legal obligations under the Health and Safety at Work etc Act 
1974 and all other legislation relevant to its activities. 

2. In order to achieve this, Urban Edge Environmental Consulting Ltd has delegated specific 
Health and Safety responsibilities to nominated individuals.  Furthermore, health and 
safety training is integral in achieving Urban Edge Environmental Consulting Ltd’s culture 
and ensuring nominated individuals have the knowledge to discharge their duties. 

 
 

ENVIRONMENTAL RESPONSIBILITIES 
 

1. It is the policy of Urban Edge Environmental Consulting Ltd that all levels of management 
and employees meet their legal obligations under the Environmental Protection Act 1990 
and all other legislation relevant to its activities. 

2. It is Urban Edge Environmental Consulting Ltd.’s policy to ensure so far as is reasonably 
practicable and within the scope of known technology, to carry out its undertakings in such 
a manner so as to eliminate or reduce to the lowest possible level any actions that may 
lead to environmental damage. 

3. Urban Edge Environmental Consulting Ltd accepts its moral responsibilities and that the 
actions that it takes today may affect the environment of tomorrow.  Therefore it is the 
Company’s policy to initiate good environmental working practices amongst its workforce. 

 
 

REVIEW AND MONITORING PROCEDURES 
 

1. Monitoring is essential to ensure that the health and safety responsibilities are being 
adequately implemented within the organisation and that controls are suitable and 
sufficient. 

2. Urban Edge Environmental Consulting Ltd requires nominated individuals to regularly 
monitor health and safety performance within their areas of responsibility as follows: 
> Direct observation of work and behaviour by supervisors to assess compliance with 

procedures/rules/systems particularly when directly concerned with risk control. 
> Systematic inspection of premises, plant and equipment by supervisors, maintenance 

staff or a joint team of management, safety representatives and external consultants to 
ensure the continued effective operation of controls. 

> Periodic examination of records and documents to establish that standards relating to 
the promotion of the safety culture are complied with i.e., suitable objectives have been 
established and reviewed, that all training needs have been assessed and recorded 
and that these training needs are being met. 
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INDIVIDUAL HEALTH, SAFETY AND ENVIRONMENTAL 
RESPONSIBILITIES & MONITORING PROCEDURES 

 
DIRECTOR – NICHOLAS PINCOMBE (HEALTH & SAFETY COORDINATOR) 
 
HEALTH AND SAFETY RESPONSIBILITIES 
Main responsibilities are to: 
1. Have overall responsibility for Urban Edge Environmental Consulting Ltd.’s Health, Safety 

and Environmental Policy and must ensure that all Employees are fully aware, understand 
and accept their responsibilities and accountability for Health, Safety and Welfare within 
the Company. 

2. Understand the requirements of the Health and Safety at Work etc. Act 1974, the 
Management of Health and Safety at Work Regulations 1999 and all other relevant 
Regulations and Codes of Practice. 

3. Ensure that all persons not in Urban Edge Environmental Consulting Ltd.’s employment, 
who are admitted to Company premises are advised of the relevant safety standards and 
any specific Health or Safety requirements in force at the time. 

4. Ensure sufficient funds are available to meet the requirements of Urban Edge 
Environmental Consulting Ltd.’s policy and legal obligations i.e. insurances.  

5. Ensure suitable and sufficient risk assessments and method statements are undertaken 
for all company activities ensuring all risk assessments are brought to the attention of all 
company operatives and reviewed on an annual basis or as changes within the workplace 
occur. 

6. Actively encourage consultation and communication between all Urban Edge 
Environmental Consulting Ltd employees to promote and achieve the Health, Safety and 
Welfare of all employees.  

7. Circulate pertinent safety information throughout Urban Edge Environmental Consulting 
Ltd and actively encourage the development of a positive Health and Safety culture 
awareness by all employees. 

8. Ensure PPE is provided to all company employees as determined by company risk 
assessments and records of inspection and issue maintained.  

9. Coordinate and investigate all accidents and incidents ensuring the first aid book is 
completed and any statutory reporting is undertaken as per the Reporting of Injuries, 
Diseases and Dangerous Occurrences Regulations 2013.  Advise the Director of all 
serious incidents. 

10. Ensure that the duties of the Appointed Person for First Aid and the Fire Marshall are 
undertaken within company premises.  

11. Ensure all reportable accidents, dangerous occurrences and any other unusual or 
potentially hazardous incidents  are reported to the Health and Safety Executive, the Local 
Environmental Health Authority or other regulating body.   

12. Ensure that all subcontractors appointed to work on behalf of the company have been 
evaluated prior to undertaking any works as per the company Contractor Procedure 
detailed within Part 4. 

13. Ensure and maintain a safe place of work without risks to health and the provision and 
maintenance of means of access to and egress from it that are safe and without such 
risks. 

14. Ensure that all Urban Edge Environmental Consulting Ltd employees receive adequate 
information, instruction and training to enable them to carry out their Health and Safety 
responsibilities. 
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15. Identify the training needs of all employees to ensure the provision of adequate 
information, instruction and training where required.   Ensure that records of individuals 
existing levels of training and technical achievements are maintained. 

16. Ensure that suitable and adequate procedures are in place on company premises and 
sites to cope with first aid, fire and emergencies. 

17. Ensure the provision and maintenance of a working environment for all Urban Edge 
Environmental Consulting Ltd employees that is safe, without risks to health, and 
adequate as regards facilities and arrangements for their welfare at work. 

18. Ensure, so far as is reasonably practicable, the health, safety and welfare at work of all 
company employees. 

19. Hold regular Meetings during which Health and Safety will be discussed to ensure 
implementation of the Health and Safety Policy.  

20. Liaise with nominated personnel to ensure the Health and Safety Policy and 
Arrangements are implemented and remain effective. 

21. Ensure that all hazardous substances are correctly stored, handled and used and that 
valid safety data sheets / information labels and safety notices are held / displayed.  

22. Ensure the safe storage and stacking of all materials and that appropriate access 
equipment is provided, correctly used and maintained in a serviceable condition.  

23. Ensure all internal floors, stairs and passageways are properly maintained and kept free 
from obstruction and other slip or trip hazards.  

 
ENVIRONMENTAL RESPONSIBILITIES 
Main responsibilities are to: 
1. Have overall responsibility for Environmental matters within Urban Edge Environmental 

Consulting Ltd. 
2. Be directly responsible for all environmental aspects within Urban Edge Environmental 

Consulting Ltd and will actively encourage all employees to develop an awareness of 
environmental issues. 

3. Make available to employees, customers, the public and statutory authorities relevant 
information about the Company’s activities that affect Health, Safety and the Environment. 

4. Take the interests of the local community into account, with due regard for public 
perception and have a regular process of communication with the community where 
appropriate. 

5. Environmental developments and operations throughout the Urban Edge Environmental 
Consulting Ltd. 

6. Analyse appropriate monitoring data to assess the environmental impact of our existing 
operations on a regular basis. 

7. Encourage a pro-active approach towards recycling all waste products generated by 
Urban Edge Environmental Consulting Ltd.’s. 

8. Encourage all personnel to conserve electricity and heating where possible and switch of 
all electrical devices when not in use.  

9. Ensure subcontractors provide suitable environmental information. 
 
MONITORING PROCEDURES 
Will monitor: 
1. The adequacy of all first aid and fire arrangements to ensure that such arrangements can 

contain and cope with foreseeable emergencies. 
2. The means of communication used to report hazardous situations, accidents or incidents 

and the distribution of Health and Safety information. 
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3. That the Health and Safety arrangements in place are adequate to control all work-related 
health risks. 

4. The development of the Health and Safety Policy through adequate consultation with all 
employees to ensure it identifies all risks and procedures to maintain a safe and healthy 
working environment. 

5. That all employees / subcontractors under their control are aware of their Health and 
Safety responsibilities and will periodically check the effectiveness of those employees / 
sub-contractors. 

6. The level of training provided to employees to ensure continuing competence is 
maintained, particularly induction training for new employees/subcontractors. 

7. The arrangements for emergency, fire and first aid and evacuation. 

8. All accidents and dangerous occurrences which occur to establish if a pattern is occurring, 
or particular task or equipment could be contributing to accidents and may need 
improving. 

9. Escape routes to and from work areas are clear and unobstructed. 

10. Manual handling operations to ensure employees/subcontractors do not sustain injuries. 

11. The control, storage and disposal of all hazardous substances in use within company 
premises.  

12. Company method statements and risk assessment to ensure that they remain suitable 
and sufficient for the company work activities. 

13. The overall office environment to ensure the organisation and arrangements comply with 
the requirements of the Company Health and Safety Policy. 

14. The results of CQMS Ltd Site visits and communicate the results to the relevant 
employees/subcontractors. 
 
FREQUENCY – 3 MONTHLY 
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INDIVIDUAL RESPONSIBILITIES CONTINUED 
 
THE COMPANY SAFETY ADVISERS (CQMS LTD) 
 
HEALTH AND SAFETY RESPONSIBILITIES 
Main responsibilities are to: 
1. Carry out monitoring inspections of Urban Edge Environmental Consulting Ltd operations 

to ensure compliance with the Company policy and statutory requirements. 
2. Act as Competent Person as per the Management of Health and Safety at Work 

Regulations 1999. 
3. Update all Urban Edge Environmental Consulting Ltd Health and Safety Documentation to 

ensure compliance with Health and Safety legislation.  
4. Provide Urban Edge Environmental Consulting Ltd management with support and advice 

on all matters relating to company Health, Safety and Welfare, including statutory 
compliance. 

5. Assist Urban Edge Environmental Consulting Ltd management with the reporting and 
investigation of all RIDDOR reportable accidents.  

6. Provide updates to aware of any changes in legislation which may affect’s undertakings 
and advise any action required to ensure compliance with Health and Safety legislation 

7. Advise Urban Edge Environmental Consulting Ltd on training and the implementation of a 
suitable training matrix to ensure that all employees are aware health and safety 
obligations at work.  

8. Advise Urban Edge Environmental Consulting Ltd on practical methods of ensuring 
employees comply with all statutory requirements in health and safety. 
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INDIVIDUAL RESPONSIBILITIES CONTINUED 
 

ALL EMPLOYEES 
HEALTH AND SAFETY RESPONSIBILITIES 
Main responsibilities are to: 
1. To take reasonable care for the health and safety of themselves and of other persons who 

may be affected by their acts or omissions at work. 
2. To co-operate with Urban Edge Environmental Consulting Ltd.’s Director to enable the 

employer to carry out their legal duties or any requirements as may be imposed.  This 
includes advising Urban Edge Environmental Consulting Ltd of any medical conditions 
which may require the employer to put additional controls into place i.e. medication and/or 
blood-borne viruses. 

3. No person shall intentionally or recklessly interfere with or misuse any item provided in the 
interests of health, safety and welfare. 

4. Attend as requested, any training courses designed to further the needs of Health and 
Safety e.g. Induction. 

5. Use all the personal protective equipment and/or clothing provided correctly. 
6. Comply with the Company Health and Safety Policy. 
7. Only carry out work for which they are fully trained. 
8. Fully observe the safety rules.  
9. Observe all laid down procedures concerning processes, materials and substances used.  
10. Fully conform to all written or verbal instructions given to them to ensure their personal 

safety and the safety of others i.e. risk assessments, method statements.  
11. Maintain all implements, tools and equipment to a good standard - report any defects to 

the Director as they occur.  
12. Report any safety hazard within their work area or malfunction of any item of plant or 

equipment to management.  
13. Report all accidents, dangerous occurrences or near misses to the Director; ensuring they 

are recorded in the accident book as appropriate. 
14. Observe the fire evacuation procedures and the location of all fire extinguishers, fire exit 

routes, assembly points and where to obtain first aid. 
15. Maintain good housekeeping standards.  
16. Avoid any improvisations of any form which could create an unnecessary risk to their 

personal safety and the safety of others.  
17. Dress sensibly for their particular working environment or task.  
18. Set a personal example. 
 
ENVIRONMENTAL RESPONSIBILITIES 
Main responsibilities are to: 
1. Ensure that all waste generated is properly contained and controlled.  
2. Conserve electricity and heating where reasonably practicable. 
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INDIVIDUAL RESPONSIBILITIES CONTINUED 
 

APPOINTED PERSON FOR FIRST AID 
HEALTH AND SAFETY RESPONSIBILITIES 
Main responsibilities are to: 
1. Undertake the duties of the ‘appointed person’ as detailed in the Approved Code of 

Practice First Aid at Work No. L74. 
2. Arrange for the first aid posters to be positioned prominently throughout the premises. 
3. Liaise with the Emergency Services in the event of an emergency. 
4. Ensure that all accidents are recorded. 
 
MONITORING PROCEDURES 
Will monitor: 
1. Regularly check the first aid kits in use and ensure they are re-stocked as necessary. 
 
 
FIRE MARSHAL 
HEALTH AND SAFETY RESPONSIBILITIES 
Main responsibilities are to: 
1. Ensure that fire prevention/firefighting equipment, e.g. extinguishers, procedures and 

notices are readily available and visible in all areas of the Company. 
2. Carry out fire alarm tests from different fire points each week and maintain records. 
3. Carry out full evacuation drills at least twice each year and ensure that records are 

maintained. 
4. Ensure that all firefighting equipment is checked regularly, e.g. annual checks for fire 

extinguishers etc. 
5. Carry out regular fire prevention inspections on all areas of the Company to ensure there is 

no build-up of flammable materials or obstruction of emergency escape routes. 
6. Advise the Director of any failures discovered during inspections or emergency drills which 

he is unable to effectively deal with. 
7. Ensure that the Fire Risk Assessment is updated and reviewed on a periodic basis, when 

work processes/products alter or if the premises are significantly altered. 
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PART 3 - ARRANGEMENTS 
 

Section 1 – Employees’ Duties 
  
Section 2 – Specific Company Health and Safety Rules 
1. Accidents and Accident Prevention  
2. Alcohol and Drugs 
3. Asbestos 
4. Batteries 
5. Confined Spaces 
6. Consultation & Communication 
7. Display Screen Equipment 
8. Electricity / Gas / Services 
9. Emergencies 
10. Environmental Protection 
11. Fitness to Work 
12. Gross Misconduct 
13. Hazardous Substances 
14. Health Monitoring Surveillance 
15. Hot / Cold / Inclement Weather Working 
16. Housekeeping 
17. Hygiene  
18. Inspections 
19. Leptospirosis 
20. Lone Working 
21. Manual Handling 
22. Mobile Telecommunications Equipment 
23. Offices/Administration Areas 
24. Personal Protective Equipment 

 

25. Risk Assessment 
26. Safe Systems of Work (Method 

Statements) 
27. Safety Signs/Notices 
28. Storage Racking 
29. Training 
30. Vulnerable Persons 
31. Waste Disposal 
32. Welfare 
33. Windy Conditions  
34. Work Equipment 
35. Working at Height  

35.1. Ladders 
35.2. Scaffolding 
35.3. Mobile Elevated Work Platforms  
35.4. Mobile Tower Scaffolds 
 

Section 3 – Urban Edge Environmental Consulting Ltd duties under Construction (Design 
and Management) 
  
  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 3 - PAGE 2 OF 18 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

INTENTIONALLY LEFT BLANK 
 



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 3 - PAGE 3 OF 18 

SECTION 1 – EMPLOYEES’ DUTIES 
 
The Health and Safety at Work Etc Act 1974 stipulates that you have specific duties while at 
work. 
 
A SIMPLE INTERPRETATION OF YOUR DUTIES WHILE AT WORK ARE TO: 
1. Take reasonable care of your own Health and Safety ensuring that you do not put the 

Health and Safety of any other person at risk. 
2. Co-operate with your employer, or any other person, with duties relating to Health and 

Safety. 
3. Do not interfere with or misuse anything provided for your Health, Safety or Welfare. 
 
To comply with your duties, you are required to: 
> Attend all required training courses and follow instruction given when working with 

company plant and equipment. 
> Wear and utilise all PPE provided by Urban Edge Environmental Consulting Ltd reporting 

any defects to the Director. 
> Comply with Urban Edge Environmental Consulting Ltd.’s Health, Safety and 

Environmental Policy. 
> Never operate any item of plant or equipment unless trained and authorised to do so. 
> Observe all safety rules and emergency procedures in place throughout the Company. 
> Comply with the safety regulations or safe working procedures relating to the task you are 

performing and use the correct protective clothing, tools or equipment provided for use 
when undertaking the task. 

> Ensure all tools, appliances and equipment are maintained and used only for their 
designated purpose. 

> Report defects in plant or equipment to the Director without delay. 
> Report any activity, procedure or situation which you consider to be a potential hazard 

without delay to the Director. 
> Report all accidents or near misses at work to the Director whether injury is sustained or 

not. 
> Assist with the investigation of accidents, near misses or dangerous occurrences at work 

when necessary. 
> Ensure that access routes, corridors, fire lanes etc. are kept clear from obstruction.  
> Maintain a clean and tidy workplace. 
> Avoid improvisation which invokes unnecessary risks. 
> Not bring, consume or take alcohol, drugs or any other illegal substances onto Company 

premises or endanger yourself or others whilst under the influence of alcohol and/or drugs 
while at your place of work. 

 
FAILURE TO COMPLY WITH THESE RULES COULD LEAD TO DISCIPLINARY ACTION IN ACCORDANCE 
WITH URBAN EDGE ENVIRONMENTAL CONSULTING LTD POLICY AND IN THE WORST CASE COULD LEAD 
TO DISMISSAL AND/OR CRIMINAL PROSECUTION UNDER THE RELEVANT HEALTH AND SAFETY 
LEGISLATION. 
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SECTION 2 – SPECIFIC HEALTH AND SAFETY RULES 
 

1. ACCIDENTS AND ACCIDENT PREVENTION (RIDDOR) 
1.1. All accidents, incidents and work-related ill-health must be reported to the Director as 

soon as practicable and the accident book completed. 
1.2. Urban Edge Environmental Consulting Ltd is required to report certain injuries and 

incidents to the HSE. In order for Urban Edge Environmental Consulting Ltd to comply 
with this requirement, you must notify the Director immediately of the following: 

> Accidents to any employee, including minor injuries, 
> Accidents involving third parties, i.e. visitors, contractors etc, 
> Dangerous occurrences i.e. fires, gas leaks or explosions, chemical spillages, failure or 

collapse of lifting equipment etc, 
> Near Misses i.e. an incident which could have resulted in injury or damage to plant and / 

or equipment.  
> Work-related illness i.e. dermatitis, occupational asthma, tendonitis etc. 
1.3. All employees are required by legislation to cooperate with accident / incident 

investigations to assist Urban Edge Environmental Consulting Ltd determine the 
underlying causes and appropriate measures to prevent reoccurrence.  

1.4. If in doubt contact the Director without delay. 

2. ALCOHOL AND DRUGS 
2.1. Urban Edge Environmental Consulting Ltd has a general duty under the Health and Safety 

at Work etc Act 1974 to ensure, as far as is reasonably practicable, the health, safety and 
welfare of our employees.  

2.2. As an employee, you are required to take reasonable care of yourself and others who 
could be affected by your actions. 

2.3. Urban Edge Environmental Consulting Ltd takes the view that the effects of taking or 
being under the influence of alcohol or illegal substances at work constitutes an 
unacceptable Health and Safety hazard both to the individual and others who may be 
affected by their actions.  It is therefore against Company rules for any employee to be at 
their place of work whilst under the influence of alcohol and/or drugs and employees who 
breach this rule will be subject to disciplinary action. 

2.4. If you are taking a prescribed or proprietary drug (e.g. over the counter drugs or medicine) 
which may affect your performance at work, you must report this to the Director before the 
start of any work.  Failure to do so may result in you being subject to disciplinary action. 

2.5. Under the Misuse of Drugs Act 1971, Urban Edge Environmental Consulting Ltd is 
committing an offence if we allow the supply of any controlled drugs, the smoking of 
cannabis or certain other activities to take place on company premises.  Please be aware 
that Urban Edge Environmental Consulting Ltd will report all instances of drug misuse to 
the Police. 

3. ASBESTOS 
3.1. No employee is to intentionally disturb or work with asbestos containing materials.  
3.2. Furthermore should you suspect, or locate, any material which may contain any asbestos 

materials, and have not been previously notified, you should stop work immediately and 
report your findings to the Director and ALSO the relevant person on site; no work should 
continue until told is safe to do so.  Under no circumstances should you knowingly work 
with any asbestos containing material. 

3.3. The company premises may contain asbestos. 
> Urban Edge Environmental Consulting Ltd has a legal duty to manage the risk from 

asbestos and provide information to anyone who is to work in any areas that may contain 
asbestos. 
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> In conjunction with an Asbestos Management Plan all asbestos will be monitored and 
regularly reviewed. 

3.4. The company may work on projects where the possibility of asbestos exists, Urban Edge 
Environmental Consulting Ltd will obtain, prior to start work, a copy of the Client/Building 
Custodians Asbestos Survey/Asbestos Management Plan or consult information provided 
within the Pre Construction Information as required by the Construction (Design and 
Management) Regulations. 

3.5. Urban Edge Environmental Consulting Ltd will ensure that any employee who may come 
into contact with asbestos during the course of their work will have undertaken suitable 
training in accordance with current legislation. 

4. BATTERIES 
 DRY CELL 
4.1. In normal use dry cell batteries should provide no hazard, but you can help prevent any 

misuse or danger by following this safety advice. 
4.2. Avoid touching dry cell battery contacts with your fingers or metal tweezers because this 

may discharge the battery.  Use the outer edge as this will prevent you from discharging 
the battery. 

4.3. Never heat or dispose of the battery in a fire – this may cause leakage, a burst battery or 
fire. 

4.4. Charge batteries only with the specified charger. 
4.5. Batteries are to be stored in a cool dry place, with the ambient temperature around 25ºC 

for best performance.  Do not use, store in or expose the battery to a high ambient 
temperature, such as direct sunlight, inside Company vehicles during hot weather, in front 
of a heater, etc. 

4.6. Inspect battery compartments every few months to be sure that the batteries are not 
leaking. 

4.7. Only use batteries as intended and instructed by the manufacturer and also the equipment 
manufacturer’s instructions.  If in doubt, consult the Director. 

5. CONFINED SPACES 
5.1. A confined space is a place which is substantially enclosed (though not always entirely), 

and where serious injury can occur from hazardous substances or conditions within the 
space or nearby (e.g. lack of oxygen). 

5.2. Where work in confined spaces is required then adequate means of control must be in 
place.  In all cases, a permit to work system must be in place and all employees involved 
must be trained in accordance with the Confined Spaces Regulations 1997. 

6. CONSULTATION & COMMUNICATION 
6.1. You must notify the Director of any near miss, dangerous occurrence or any unsafe 

condition regarding yourself or others in the workplace. 
6.2. All employees must advise the Director of the problem raised if they cannot effectively 

eliminate the hazard. 
6.3. The Director must ensure that the unsafe condition/hazard is entered in the hazard record. 
6.4. All actions taken to alleviate the hazard must be reported to the originator of the hazard 

sheet. 
6.5. The Director must ensure that all relevant information which may affect the Health and 

Safety of employees is made available and all proposed changes to our Health and Safety 
Policy is promulgated. 

6.6. The Director will obtain and provide any reasonable information required for Health and 
Safety requested by any employee or relevant outside body. 

6.7. Urban Edge Environmental Consulting Ltd.’s Health and Safety Policy, Risk Assessments 
and Safe Systems of Work (Method Statements) will be readily available. 
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6.8. Urban Edge Environmental Consulting Ltd is committed to involving the workforce on 
health and safety matters, and we strive to provide current and relevant information in the 
form of inductions, notice boards, posters, toolbox talks etc.  All feedback is welcomed 
and will allow the Company to continually improve. 

6.9. Urban Edge Environmental Consulting Ltd operates an ‘open door’ policy and you are 
encouraged to bring any queries and/or concerns to the attention of the Director at any 
time, in confidence if necessary. 

7. DISPLAY SCREEN EQUIPMENT 
7.1. Urban Edge Environmental Consulting Ltd will, in consultation with employees, carry out 

an assessment of each workstation taking into account the display screen equipment, the 
furniture, the working environment and the worker. 

7.2. Employees who habitually use display screen equipment as a significant part of their 
normal day to day work are entitled to have their eye test paid for by Urban Edge 
Environmental Consulting Ltd.  Please contact the Director for details. 

7.3. Where problems arise in the use of display screen equipment, you must inform the 
Director immediately. 

8. ELECTRICITY / GAS / SERVICES 

8.1. ELECTRICITY 
> You should ensure that any electrical equipment or appliances that you use are 

electrically safe and that they have been inspected and tested as required by their 
maintenance cycle.  Details of inspection regime frequencies are contained within Part 4, 
Electrical Safety. 

> Handle all tools, switches, sockets, plugs and cables with care.  If you discover any 
defects with electrical equipment or appliances, attach a label to show the nature of the 
defect, remove the item from use and inform the Director without delay.  All electrical 
repairs and installation work must be carried out by a competent person. 

> Do not allow trailing cables to lie in water or in a position where they may be damaged by 
vehicles or sharp edges.  Wherever possible tie the cables up out of harms way and 
protect the cables where they must pass across vehicle routes. 

> Do not carry out any repairs or fit electrical plugs/connections. 
> No appliance may be connected to any electrical system by any means other than the 

correct plug or connections. 
> Do not interfere with or open any electrical appliance. 
> All hand tools are to be operated through 110 volt transformers or provided with 

appropriate cut-off devices.  
> Employees should not use any items of electrical equipment that have not been supplied 

by the company; all electrical equipment used on company premises should hold suitable 
inspection records i.e. Portable Appliance Testing records. 

8.2. GAS 
> If you suspect a leak : 
• don't smoke. 
• don't light matches or cigarette lighters. 
• don't turn light switches or anything electrical on or off.  
• put out any naked flames such as candles.  
• open all the doors and windows.  
• turn off your gas supply at the meter (and leave it switched off until you're sure it's safe to 

turn it back on again).  
• Inform the Director immediately 
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> Do not enter any confined space where dangerous or explosive gases may be present 
until proven safe to enter.  If in doubt, consult the Director. 

8.3. SERVICES 
> Working near services, either underground or overhead, can be fatal if the correct 

precautions are not taken. 
> Damage to services, particularly electricity or gas, may result in fire or explosions which 

can lead to severe injury or even fatality to operatives nearby.  It could also lead to the 
loss of vital services to nearby business etc., e.g. hospitals. 

> Prior to any work near, or adjacent to overhead or underground services, a safe system of 
work (method statement) and risk assessment must be produced by the Company. 

> The safe system of work (method statement) shall identify and detail the Company’s 
working procedures when working near or adjacent to services in accordance with HSE 
Publications HSG47 “Avoiding Danger from Underground Services,” or GS6 “Avoidance of 
Danger from Overhead Electric Powerlines.” 

> If, during the course of normal activities an unknown service is identified then works must 
stop and the Director informed. 

9. EMERGENCIES 
9.1. Urban Edge Environmental Consulting Ltd has identified the following as an emergency 

situation.  
> Fire, 
> Floods,  
> Explosion,  
> Chemical release, or  
> Bomb threat. 
9.2. All employees must comply with Urban Edge Environmental Consulting Ltd emergency 

procedures, as detailed in Part 4. 

10. ENVIRONMENTAL PROTECTION 
10.1. All waste is to be disposed of in the relevant distinctly marked waste receptacle. 
10.2. To prevent waste being spilled or wind blown, waste containers should not be overfilled. 
10.3. Leaking or corroded containers shall not be used and should be reported to the Director. 
10.4. All waste shall be handled so as to prevent safety or health risks, having particular regard 

to accumulated waste. 
10.5. Never allow hazardous substances to enter into water courses, drains etc.  If a problem 

occurs report it immediately. 
10.6. All waste should be transferred only to a registered waste centre or by a registered waste 

carrier. 
10.7. Where practicable, potential waste shall be minimised through: 
> The re-use of packaging and containers, 
> Consultation with suppliers regarding their packaging systems, 
> The careful control of ‘spillage’ whilst handling liquids, e.g. cleaning materials, acid, 

engine oil and fuel oils, 
> Lighting and electrical appliances to be switched off when not operationally required, 
> Bulk fuel installations should be regularly inspected to ensure their continuing integrity. 

11. FITNESS TO WORK 
11.1. You should advise the Director of any condition, illness, medication etc which may affect 

your ability to safely do your job, operate machinery and / or vehicles. 
11.2. If you have been off work for over seven days, a Statement of Fitness for Work (‘Fit Note’) 

from your GP must be given to Urban Edge Environmental Consulting Ltd upon your 
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return to work.  This will confirm the nature of the illness suffered and also whether you 
are able to return to normal duties at work, or if adjustments are required for a period of 
time until full fitness is regained. 

11.3. Following a period of sickness, you may also be required to attend a return to work 
interview / meeting to discuss the reasons for absence and confirm fitness to work.  This 
return to work interview may indicate a review of Risk Assessments and / or Safe Systems 
of Work, Urban Edge Environmental Consulting Ltd will liaise with you, and where 
necessary the Director, to ensure all tasks are suitable and explained to you prior to work 
recommencing. 

11.4. If you are suffering from any illness or disability, long or short term, which may affect your 
ability to work safely or which may affect the safety of other employees, sub-contractors or 
the public, you should notify the Director.  Such notification will be in confidence. 

11.5. If you are receiving long or short term medical treatment or medication upon which you 
are dependent to carry out your duties, you should advise the Director.  Such notification 
will be in confidence. 

12. GROSS MISCONDUCT 
12.1. You may be liable to summary dismissal if you are found to have acted in any of the 

following ways: 
> Serious or wilful breach of Urban Edge Environmental Consulting Ltd Safety Rules, 
> Wilful damage to, misuse of or interference with any item provided in the interests of 

Health and Safety or welfare at work, 
> Being under the influence of alcohol or drugs in or at the workplace. 
> Unauthorised removal or interference with any guard or protective device, 
> Unauthorised operation and use of any item of plant or equipment, 
> Not complying with mandatory personal protective equipment requirements, 
> Unauthorised removal of any item of first aid equipment, 
> Unauthorised removal or defacing of any label, sign or warning device, 
> Misuse of chemicals, inflammable or hazardous substances or toxic substances, 
> Smoking in any designated NO SMOKING area, 
> Smoking whilst handling flammable substances, 
> Horseplay or practical jokes which could cause accidents, 
> Making false statements or in any way deliberately interfering with evidence following an 

accident or dangerous occurrence, 
> Deliberate misuse of any item of plant or equipment. 

13. HAZARDOUS SUBSTANCES 
13.1. In the course of your job you may have to handle materials and substances that can be 

harmful and may damage your skin.  You should ensure you are fully aware of any 
materials/substance being handled and always read instructions before handling and/or 
using them. 

13.2. You should identify the substance by carefully reading the instructions on the container, 
safety data sheet and COSHH assessment. 

13.3. You should ensure the personal protective clothing and equipment provided is worn as 
detailed on the COSHH Assessment. 

13.4. You should ensure that you fully understand the instructions given by the Director and 
follow any advice relating to the use, handling and storage of chemicals. 

13.5. It is important to ensure you maintain a high level of personal hygiene by regular and 
thorough washing, particularly after handling materials and substances that may be 
harmful. 

13.6. You should not eat, drink or use the toilet whilst using or handling materials or substances 
which may be hazardous without first thoroughly washing your hands. 
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13.7. You should change your workwear if it becomes contaminated with hazardous 
substances, particularly mineral oils. 

13.8. Chemicals must not be decanted into different labelled containers, and NEVER into soft 
drink bottles. 

13.9. All hazardous substances not for immediate use must be removed from the workplace 
and placed in the designated storage area away from extremes of temperature and 
environment. 

13.10. You should report immediately to the Director if you feel unwell, any rash develops or if 
the sensation of burning or irritation to the skin, throat or eyes occurs. 

13.11. In the event of accidental skin or eye contact, refer to the First Aid Measures detailed on 
the safety data sheet and seek advice from a first aider. 

13.12. Some dusts and fumes may permanently damage your lungs.  When working in 
atmospheres where hazardous dust or fumes are present, ensure a suitable and sufficient 
risk assessment is in place and you are aware of the control measures required i.e. 
respiratory protection. 

13.13. If you suspect that harmful dusts or fumes are present, immediately inform the Director. 
13.14. No substance shall be used by the Company unless a COSHH Assessment has 

been completed and safety data sheets are available. 

14. HEALTH MONITORING SURVEILLANCE 
14.1. The object of surveillance is to detect adverse effects of ill health at an early stage, thus 

preventing further harm.  Additionally, the effectiveness of control measures can be 
checked, as well as the accuracy of the risk assessment. 

14.2. An Occupational Health Questionnaire is to be completed by all employees on 
commencement of employment which will then be reviewed determined by company 
activities.  Where specific risk assessments indicate more in depth surveillance the 
Director will liaise with CQMS Ltd for further guidance. 

14.3. The Director will identify and keep records of any substance or process that may be 
hazardous to health.  They will arrange for employees considered to be at risk to receive 
instruction/training in an acknowledged safe system of work and provide health monitoring 
periodically. 

14.4. It is particularly important that if you suspect or become aware of the early symptoms of 
respiratory sensitisation or any other ill health effects, you inform the Director immediately. 

15. HOT / COLD / INCLEMENT WEATHER WORKING 
15.1. Urban Edge Environmental Consulting Ltd will monitor thermal comfort of all employees 

and will aim to maintain the temperature to provide reasonable comfort. 
15.2. The HSE previously defined thermal comfort in the workplace, as: 'An acceptable zone of 

thermal comfort for most people in the UK lies roughly between 13°C (56°F) and 30°C 
(86°F), with acceptable temperatures for more strenuous work activities concentrated 
towards the bottom end of the range, and more sedentary activities towards the higher 
end.  

15.3. Where the temperature in a workroom would otherwise be uncomfortably high, for 
example because of hot processes or the design of the building, all reasonable steps will 
be taken to achieve a reasonably comfortable temperature, for example by: 

> Insulating hot plants or pipes 
> Providing air-cooling plant 
> Shading windows 
> Siting workstations away from places subject to radiant heat 
15.4. Where a reasonably comfortable temperature cannot be achieved throughout a workroom, 

local cooling should be provided.  In extremely hot weather fans and increased ventilation 
may be used instead of local cooling. 

15.5. Working outside in excessively hot weather can lead to severe effects i.e. sunburn, 
sunstroke, heat exhaustion.  You must not remove items of close skin covering for the 
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purposes of tanning and should take sufficient breaks in shaded areas, drinking regular 
amounts of liquid.  Do not drink alcohol.  Note:  During all loading/unloading operations, 
shorts must not be worn and all loose clothing must be secured to minimise the chances 
of chain hooks and other projections catching on clothing which could result in severe 
injuries. 

15.6. When working in cold or inclement weather the Company shall undertake a suitable risk 
assessment to ensure that safe working is maintained.  The assessment and control 
measures shall be communicated to all relevant personnel.  This may take the form of 
specific workwear, PPE or alteration to work patterns to ensure your safety. 

16. HOUSEKEEPING 
16.1. Poor housekeeping is the underlying cause of the majority of accidents involving slips, 

trips and falls. 
16.2. The presence of lubricants, water and oil and general waste on the floor increases the risk 

significantly.  Consequently, the correct control technique is to prevent such substances 
and articles from reaching the floor.  Additionally ensure that all surplus oil and lubricants 
are removed from the workshop floor to help prevent slips and falls. 

16.3. You must tidy up your own waste and keep your work area clean.  Remember, 
accumulated waste is a fire risk and a trip hazard. 

16.4. Do not leave tools and equipment where they will be a hazard for others. 
16.5. Keep all access ways, working platforms, stairs and corridors free from materials, waste 

and other obstructions. 
16.6. Keep changing rooms and rest areas tidy. 
16.7. Toilets and washing facilities are provided for your convenience and comfort.  Help to 

keep them clean and sanitary. 
16.8. Make proper use of all equipment and facilities provided to control working 

conditions/environment. 
 

17. HYGIENE 
17.1. It is important that you are aware of the various rules on hygiene.  Most of them are 

common sense and some of them are backed up with legal powers. 
17.2. Good standards of personal hygiene are important; regular washing of hands particularly 

prior to eating and drinking, and after using sanitary conveniences, will help to prevent the 
spread of illnesses.  Maintaining high standards of personal hygiene is also commonly a 
noted control measure for reducing the risks associated with the use of hazardous 
substances. 

18. INSPECTIONS 
18.1. Workplace inspections should be carried out at a frequency determined based upon on 

the nature of the work. Inspections may be less often, for example, if the work 
environment is low risk like in a predominantly administrative office. But if there are certain 
areas of a workplace or specific activities that are high risk or changing rapidly, more 
frequent inspection may be justified, for example on a construction project. 

18.2. Incident Inspections should be carried out after an accident causing a fatality, injury, or 
near miss, which could have resulted in an injury, or case of ill health and has been 
reported to the health and safety enforcing authority. 

18.3. Equipment:  Inspections of all work equipment should be carried out at suitable intervals 
and each time exceptional circumstances occur.  The person undertaking the inspections 
should be competent and a record kept. 

18.4. Employees are responsible for undertaking a pre-use check of equipment to ensure 
there are no visible defects or problems before the equipment is used.  Any defects 
or queries should be immediately reported to the Director and the equipment 
quarantined until repaired. 
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19. LEPTOSPIROSIS 
19.1. Two types of leptospirosis infection can affect workers in the UK. 
> Weil’s disease: This is a serious and sometimes fatal infection that is transmitted to 

humans by contact with urine from infected rats. 
> The Hardjo form of leptospirosis: This is transmitted from cattle to humans. 
19.2. Both diseases start with a flu-like illness with a persistent and severe headache, which 

can lead to vomiting and muscle pains and ultimately to jaundice, meningitis and kidney 
failure. In rare cases the diseases can be fatal.  

19.3. Persons working on plant and equipment which may have had contact with rat’s urine, or 
water contaminated by rats may contract Leptospirosis (or Weils disease).  The infection 
can enter the body via damaged skin or accidental ingestion through the nose or mouth. 

19.4. If you are working on plant and/or equipment which is likely to have been contaminated, 
you should ensure that any cuts, abrasions or scratches are carefully cleaned with sterile 
wipes or soap and water and covered with a waterproof dressing.  After contact with raw 
water the hands and forearms should be thoroughly washed with soap and water 
especially before eating, drinking or smoking and you should also avoid rubbing your 
nose, mouth or eyes during work. 

19.5. Leptospirosis cards will be issued to all employees at risk and this should be shown 
whenever you attend your doctor or hospital. 

20. LONE WORKING 
20.1. Urban Edge Environmental Consulting Ltd is anxious to ensure that procedures for lone 

workers, and a safe and effective system of work, are in place at all times.  You are 
therefore required to draw to the attention of the Director any amendments or additions 
that you feel may become necessary from time to time. 

20.2. All employees have a responsibility to act in such a way as not to put themselves or their 
colleagues at risk.  If you work alone, the Company places even greater trust in you to act 
responsibly and safely.  Any breaches of that trust will be viewed very seriously and may 
result in disciplinary action being taken. 

20.3. You must remain in regular contact with the Director and suitable supervision and 
monitoring will be ensured at all times. 

20.4. Increased levels of supervision will be provided where employees are: 
> New to a job,  
> Undergoing training,  
> Doing a job which presents special risks, or  
> Dealing with new situations. 
20.5. The Director will regularly review the systems of work and ensure that refresher training or 

training in new working surroundings is provided. 
20.6. The following work should not be carried out by lone workers: 
> Working at height, 
> Entry into confined spaces, 
> Working near water. 
20.7. If you have any medical conditions which may make you unsuitable for working alone, you 

must inform Urban Edge Environmental Consulting Ltd so they can assess the risks. 
20.8. Urban Edge Environmental Consulting Ltd will establish and communicate procedures for 

emergencies so that the alarm can be raised and prompt medical attention provided if 
there is an accident. 

20.9. In all cases where doubt exists, or where any safety concern arises, you must 
contact the Director for advice on working alone. 

21. MANUAL HANDLING 
21.1. Urban Edge Environmental Consulting Ltd will ensure Manual Handling Risk Assessments 

are carried out for any manual handling tasks which cannot be avoided. 
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21.2. Reduce the chances of manual handling injuries by: 
> Seeking mechanical means of lifting, i.e. cranes, fork lift truck, pallet trucks, etc to reduce 

the amount of manual handling to a minimum, 
> Not attempting to lift and/or move any object without first assessing whether it is in your 

capability to do so.  Assess it for size and weight and also where you are going to move it 
to.  Check the conditions in which you are working e.g. weather, ground conditions, wind, 
rain, above or below ground level and working alone etc.  Information on the weight of 
items should be available from the Director, 

> Where possible, breaking down the load into smaller, more manageable portions, 
> Utilising safe lifting techniques; Urban Edge Environmental Consulting Ltd will provide 

manual handling instruction as required. 
> Getting someone to help you lift heavy loads. 
21.3. You should check for rough or sharp edges. 
21.4. Always wear appropriate protective clothing including gloves. 
21.5. IF IN DOUBT, ASK THE DIRECTOR. 

22. MOBILE TELECOMMUNICATIONS EQUIPMENT 
22.1. You must NOT use mobile telecommunications equipment whilst operating plant or 

machinery, working at height, using highly flammable substances i.e. petrol. or in any 
place where you may cause a danger to yourself or others. 

23. OFFICE / ADMINISTRATION AREAS 
23.1. All walkways (corridors, stairs and open office spaces) are to be kept clear of slip and trip 

hazards and other obstructions.  In particular: 
> Computer and telephone cables should not lie across the floor, 
> Floor power sockets shall be closed with the covers in position, 
> Loose floor coverings, stairs and handrails, worn treads, etc., shall be reported to the 

Director for immediate action, 
> Equipment should be in sound condition and suitable for the task, 
> Spillages of liquids or substances should be cleaned up immediately, 
> Take care when walking upon polished or wet floors and observe warning signs. 
> Wear appropriate shoes, suitable and sufficient for the task. 
23.2. Filing cabinets should not be overloaded and only used for the purpose intended.  
23.3. Ensure sufficient lighting is available to carry out work in a safe and proper manner. 
23.4. Pointed objects including drawing pins should be boxed separately. 
23.5. Maintenance of office equipment, including computers, communication systems and 

electrics etc. should only be carried out by competent personnel. 

24. PERSONAL PROTECTIVE EQUIPMENT 
24.1. For your protection, Urban Edge Environmental Consulting Ltd supplies various items of 

PPE depending on the type of work.  Look after this equipment and see that it is in good 
condition before use. 

24.2. ALL EMPLOYEES MUST USE ALL ITEMS OF PPE PROVIDED AS INSTRUCTED. 
24.3. You must ensure that your PPE is stored and maintained in the correct manner. 
24.4. You must report all damaged/lost or unsuitable PPE to the Director. 

25. RISK ASSESSMENT 
25.1. Urban Edge Environmental Consulting Ltd will take all reasonably practicable measures to 

ensure that risks are reduced to an acceptable level by carrying out risk assessments of 
plant and processes, detailing the range of hazards present and working to implement 
remedial measures where necessary.  
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25.2. If you discover a hazard during working operations, you should report the hazard to the 
Director so that necessary remedial action may be taken. 

25.3. If you suspect the risk assessment may no longer be suitable, inform the Director 
immediately. 

26. SAFE SYSTEMS OF WORK (METHOD STATEMENT) 
26.1.  Urban Edge Environmental Consulting Ltd will ensure that suitable safe systems of work 

(method statements) are available for all company operatives.  
26.2. Employees are actively encouraged to provide feedback to Line Managers on any aspect 

of Urban Edge Environmental Consulting Ltd.’s risk assessments or Method Statements 
to ensure they are suitable for the nature of the tasks undertaken.  

26.3. You must not deviate from the method of work contained within Method Statements 
without first consulting the Director.  

26.4. You should read and sign Urban Edge Environmental Consulting Ltd method 
statements to confirm understanding of the contents therein. 

27. SAFETY SIGNS/NOTICES 
27.1. All employees must comply with all safety / hazard warning signs and notices displayed. 

28. STORAGE RACKING 
28.1. Static storage systems should be subject to regular inspection to check: 
> Racking is fitted in accordance with manufacturer’s instructions, 
> All footings are securely bolted to the floor, 
> The integrity and tightness of all joint connections, 
> That vertical and horizontal members are in alignment (using a spirit level), 
> For evidence particularly of fork truck damage to the bases of vertical members, 
> The security of loads stored in the system, 
> The cleanliness of aisles, 
> That the racks are labelled with safe working load, 
> The need for protective shields should be assessed. 
28.2. Following the inspection a remedial procedure should be in place. 
28.3. A record of all inspections should be kept for a minimum period of 12 months. 
28.4. All employees should observe the safe working load of all storage racking ensuring it is 

not exceeded.   
28.5. Any defects / structural instability observed should be reported immediately to the 

Director. 

29. TRAINING 
29.1. Health and safety training is of vital importance to all employees and Urban Edge 

Environmental Consulting Ltd will provide the following: 
> Induction training for new employees, 
> Refresher training for all employees, 
> Task/equipment specific, 
> Changes to job role, 
> Bespoke training following an accident/incident, 
> Tool box talks. 
29.2. If you believe you need additional training in order to safety, or effectively, perform your 

duties you must bring this to the attention the Director. 
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30. VULNERABLE PERSONS 
30.1. The HSE defines vulnerable workers as those who are at risk of having their workplace 

entitlements denied, and who lack the capacity or means to secure them.  This can be 
further defined by: 

> Age,   
> Race, 
> Disabilities, 
> Gender, 
> New employees. 
30.2. Urban Edge Environmental Consulting Ltd Policy is to: 
> Carry out a risk assessment on vulnerable persons.  Young people may have additional 

requirements due to their vulnerability and a lack of awareness of risk, experience or 
physical maturity. 

> Ensure suitable communication procedures are in place for non-English speaking 
personnel. 

> Treat all workers fairly and ensure ‘reasonable adjustments’ are if required.  
> Understand the impact of gender (social) and sex (biological) differences on men's and 

women's occupational health and safety to help reduce inequality in the workplace.  
> In all instances whereby the company considers a worker to be vulnerable a 

comprehensive risk assessment will be undertaken to establish any additional workplace 
controls or adjustments required. 

> Note: New and Expectant Mothers must inform the Director as soon as practicable to 
ensure an individual risk assessment can be carried out. 

31. WASTE DISPOSAL 
31.1. Ensure that all waste is disposed of in accordance with local authority guidelines. 
31.2. If you are unsure as to the correct method of waste disposal, or receptacle to use, consult 

the Director. 

32. WELFARE 
32.1. Urban Edge Environmental Consulting Ltd provides suitable and sufficient washing and 

toilet facilities at readily accessible places. 
32.2. Urban Edge Environmental Consulting Ltd will ensure an accessible seated area is 

available for staff to eat, with access to drinking water and hot drinks. 
32.3. Urban Edge Environmental Consulting Ltd will provide storage areas and changing 

facilities for employees who are required to wear special clothing. 
32.4. You should ensure you leave the welfare facilities in a clean and tidy condition after use 

and report any issues or damage to the Director. 

33. WINDY CONDITIONS 
33.1. Working in strong winds can be very dangerous.  Be aware of the limits when work should 

cease in windy conditions. 
33.2. Beware of sudden gusts, even on relatively calm days. 
33.3. Extreme care must be exercised when fixing or handling materials in severe wind 

conditions. 
33.4. Wind direction can be influenced by surrounding buildings and trees.  Secure all materials 

stored or being used. 
33.5. Windblown material can be lethal. 

34. WORK EQUIPMENT 
> No person shall operate or use any piece of work equipment, or plant, unless TRAINED, 

COMPETENT and AUTHORISED to do so.  
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> Disciplinary action will be taken immediately by Urban Edge Environmental 
Consulting Ltd against any unqualified person who uses any piece of work 
equipment or plant without authority. 

> Operating unguarded or badly guarded plant and machinery could cost you your life, so 
use the guards properly.  

> Do not bypass safety mechanisms. 
> If under the age of 18 years, do not operate any item of plant or equipment unless 

authorised and under adequate supervision. 
> In addition to the above safety rules the following specific rules are given 

determined by the specific equipment utilised: 

35. WORKING AT HEIGHT 
35.1. Working at height is defined as working at any height from which a fall could cause injury.  

The Work at Height Regulations 2005 are applicable to all industries and have replaced 
certain parts of other Regulations. 

35.2. All Urban Edge Environmental Consulting Ltd work at height should be planned, 
organised and carried out by competent persons.  The selection of suitable access 
equipment should be arrived at through the process of a suitable and sufficient risk 
assessment and the application of the hierarchy of controls when considering work at 
height. 

35.3. Employers have the following responsibilities: 
> Eliminate work at height if possible, 
> Suitable and sufficient steps must be taken to prevent falls to persons, 
> Guardrails, toe boards, barriers or other similar means of protection must be used, 
> Where it is impracticable to provide the above, collective safeguards for arresting falls is 

required (nets, air bags, bean bags, etc.), 
> Where it is impracticable to provide the above then personal fall protection systems will be 

required (harness or lanyard). 
35.4. Access to high risk areas at height i.e. fragile roofs, storage silos, etc must ensure a 

suitable risk assessment has been carried out and the appropriate means of access 
determined prior to commencement and subject to a Permit to Work.  

35.5. If you are working at height, beware of people working below.  Let them know you are 
there and take steps to prevent things from falling, by the use of suitable guard rails, 
barriers, and the use of tool belts etc as appropriate.  Always follow the relevant safe 
working procedure for each task. 

35.6. Prior to any works at height a suitable and sufficient risk assessment and safe system of 
work shall be in place and communicated to all relevant personnel. 

35.7. Report any concerns regarding works at height to the Director immediately. 
35.8. In addition to the above safety rules the following specific rules are given 

determined by the specific equipment utilised: 

35.9. LADDERS 
> Never take short cuts, for example, by climbing up where you are not supposed to, or 

standing on something unstable. 
> Work may only be carried out from a ladder when the job is of short duration and can be 

done safely. 
> Never over-reach at the working position. 
> Before using a ladder, inspect it to see that it is not damaged.  Check for splits or cracks in 

the stiles and rungs.  See that none are missing or loose. 
> Never attempt to repair damaged ladders. 
> Ladders should be set on a firm base, resting at an angle which is not too steep, and not 

too flat. 
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> If the ladder cannot be tied at the top, it must be fixed at the bottom or a second person 
must foot the ladder before it is used. 

> Ensure your footwear is free from oil or grease before you climb any access equipment. 

35.10. SCAFFOLDING 
> Only trained and competent scaffolders should erect, alter or dismantle any scaffold. 
> Prior to using scaffold to gain access, ensure that it has been confirmed as safe to use.  A 

handover certificate should be held by the Competent Person including the Director. 
> Any concerns regarding scaffold stability should be immediately reported to the Director. 

35.11. MOBILE ELEVATED WORK PLATFORMS (MEWPs) 
> MEWPs include cherry pickers, scissor lifts and vehicle-mounted booms. 
> MEWPs should only be used and operated by a trained and competent person. 
> All MEWPs used by Urban Edge Environmental Consulting Ltd are selected prior to use to 

ensure suitability for the task. 
> Prior to using a MEWP, ensure that it has been confirmed as safe to use and relevant 

examination and testing records are available.  Undertake a pre-use check and report any 
defects to the Director. 

35.12. MOBILE TOWER SCAFFOLDS 
> All mobile tower scaffolds shall be erected by trained and competent operatives to 

industry guidelines. 
> Prior to using a mobile tower scaffold, ensure that it has been confirmed as safe to use 

and relevant examination records are available. 
> Under no circumstances are mobile towers to be moved with any person on board. 
> Do not use the tower:  

> As a support for ladders, trestles or other access equipment; 
> In weather conditions which are likely to make it unstable; with broken or missing 

parts; 
> With incompatible components.  
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SECTION 3 – URBAN EDGE ENVIRONMENTAL CONSULTING LTD 
DUTIES UNDER 

CONSTRUCTION, DESIGN & MANAGEMENT (CDM) 
 
36. CONSTRUCTION, DESIGN & MANAGEMENT (CDM) 
36.1. Urban Edge Environmental Consulting Ltd are aware of their duties as a Contractor under 

the Construction Design and Management Regulations 2015 and will participate in 
ensuring that the work site is a safe and healthy place to work. 

36.2. Urban Edge Environmental Consulting Ltd will coordinate their work through 
communication and cooperation with all those involved via the Client, Principal Contractor 
and/or the Principal Designer. 
 

37. RESPONSIBILITIES FOR CONTRACTORS UNDER CDM: 
 FOR ALL PROJECTS UNDER REGULATIONS 8 AND 15 
37.1. Contractors must: 
> Not accept an appointment unless they have the skills, knowledge and experience and, if 

they are an organisation, the organisational capability to fulfil the role in a manner that 
secures the health and safety of any person affected by the project. 

> Ensure any party appointed has the necessary skills, knowledge and experience and, if 
they are an organisation, the organisational capability to fulfil the role in a manner that 
mitigates risks to all persons affected by the project. 

> Not employ or appoint a person to work on a construction site unless that person has, or 
is in the process of obtaining, the necessary skills, knowledge, training and experience to 
carry out the tasks allocated. 

> Plan, manage and monitor construction work carried out by themselves or workers under 
their control to ensure it is carried out without risks to health and safety, so far as is 
reasonably practicable. 

> Provide adequate supervision, instruction and information to each worker under their 
control to mitigate the risks to health and safety. 

> Provide a suitable and sufficient health and safety induction (if not provided by the 
Principal Contractor) to include the procedures to be followed in the event of serious and 
imminent danger to health and safety, and information on risks to Health and Safety. 

> Cooperate with any other person working on the project, or an adjoining site, to enable 
them to comply with their duties. 

> Where there is more than one Contractor working on the project, comply with any 
directions given by the Principal Designer or the Principal Contractor, and the part of the 
Construction Phase Plan that are relevant to the Contractor’s work on the project. 

>  Where there is only one Contractor working on the project: 
> Take account of the general principles of prevention when design, technical and 

organisational aspects are being decided, and when estimating the time required to 
complete the work (or work stages). 

> Draw up a Construction Phase Plan, or make arrangements for one to be drawn up, 
as soon as is practicable prior to setting up a construction site. 
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1.  ACCIDENT & INCIDENT PROCEDURES 
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ACCIDENT & INCIDENT PROCEDURES CONTINUED 
 

1.2  ACCIDENT INVESTIGATION AND REPORTING 
 
The immediate purpose of accident investigation is to enable the true causes to be established 
so as to prevent recurrence.  A secondary purpose is to assist in determining liability and 
whether any statutory provision has been breached.  Investigations may be carried out internally 
on behalf of management or by an external consultant.   
 

Note: If incidents of a similar nature have
occurred further investigation may be required

Ensure competent person undertakes
 supplementary investigation

to determine immediate and underlying causes

Monitor to ensure remedial actions complete and adequate

Initiate actions to prevent further reoccurrence

Yes

Retain incident report details and monitor further incidents
to ensure similar incidents are not being recorded

No

Determine if further investigation is required
and seek advice from CQMS if necessary

Initial incident report completed
(as per Immediate Action required)

Accident/Incident Occurs
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ACCIDENT & INCIDENT PROCEDURES CONTINUED 
 

1.3  ACCIDENT CHECKLIST 
 

TO HELP WITH THE INVESTIGATION, FIND OUT AND RECORD THE FOLLOWING: 
 

1. Details of injured person(s). 
2. Brief details of person(s) undertaking the investigation. 
3. Details of injury, damage or loss. 
4. The time, date and location of the accident/incident. 
5. The names and addresses of any witnesses, including a brief account of what each one 

saw.  Include statements for individuals who did not witness the incident but were in the 
area. 

6. What the person(s) was/were doing at the time and why. 
7. Whether the person(s) has authorisation to be in the location and to carry out the particular 

task. 
8. Whether standards were in place for the premises, plant, substances, procedures involved. 
9. Were they adequate? Were they followed? 
10. Whether the person(s) was/were up to the job? Whether they were competent, trained and 

instructed? 
11. What equipment was being used at the time (where relevant) including a description of its 

general condition. 
12. Whether the activity was undertaken in the normal course of the injured person’s work. 
13. A description of events leading to the accident/incident. 
14. An account of how the accident happened. 
15. Remedial action taken to prevent recurrence. 
16. Whether previous incidents or accidents have occurred to the person or others, in the 

immediate context of the accident?  If so, why weren’t the lessons learnt? 
17. Most accidents/incidents have more than one cause so don’t be too quick to blame 

individuals - try to deal with the root causes. 
18. Photographs of the accident area should be taken, taking account of; Light, General 

conditions, Floor areas, Position of machinery, equipment, guards etc.  
19. The more photographs taken of the area the better (note surplus photographs can be 

discarded later when using digital photography). 
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ACCIDENT & INCIDENT PROCEDURES CONTINUED 
 

1.4  POST ACCIDENT/INCIDENT CHECK LIST 
 
1. A Post Accident/Incident Checklist (Part 5) is required for all accidents/incidents. 
2. Carry out a review of the Accident Report to see if any lessons can be learnt to prevent a 

reoccurrence. 
3. Review Risk Assessments to see if improvements could be made to prevent reoccurrence of 

the accident.  
4. Review the Health and Safety Policy to see if improvements could be made.  
5. Inform employees and employers of any changes.  
6. File the Post Accident/Incident Checklist with the Accident/Incident report. 
7. For major incidents: arrange for a meeting to include Senior Management, Supervisors 

and CQMS Ltd. 
 

1.5.  HAZARD AND INCIDENT REPORT 
 
1. Hazard and incident reports are used to provide the Company management with an early 

warning of possible accident injury and dangerous occurrences. 
2. It is extremely important that all management and employees are encouraged to report all 

hazard and incidents without fear of blame. 
3. ALL reports should be investigated fully by the appropriate staff with an outline of the 

findings being reported back to the originator of the report. 
4. The reporting, investigation and remedial action generated by a hazard and incident report 

form could possibly prevent a serious injury or possibly a fatality. 
5. The system will only work to its full potential if the Company operates a no-blame culture. 
6. Reporting of all near misses allows for identification of patterns and enables 

remedial action to be implemented prior to a serious accident occurring.  
 
 

1.6 VIOLENT INCIDENTS 
 
Companies must ensure that a clear policy is in place that sets out the responsibilities, duties 
and procedures for protecting and dealing with violence. 
1. All violent incidents to employees must be recorded and reported to the appropriate 

management. 
2. The Health and Safety Executive (HSE) should be informed under RIDDOR 2013 if the 

violent incident resulted in injury which led to specified injury or an over 7 day incident. 
3. All violent incidents must be investigated and the victims informed of the investigation 

findings where possible. 
4. Companies must seriously consider legal proceedings to combat violent incidents from 

recurring. 
5. Where an incident has occurred that has led to psychological effects i.e. long term stress, 

then the Company will consult specialist advice and above all offer support and counselling 
for the person(s) involved. 
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2.  ASBESTOS 
 
The Registration, Evaluation, Authorisation and Restriction of Chemicals Regulations (‘REACH’) 
prohibit the importing, supply and use of all asbestos containing materials (ACM’s) within the 
UK.  At present many ACM’s remain in place within commercial, public and domestic premises.  
Anyone who disturbs asbestos either during removal or renovation could be potentially at risk.   
In practice this means anyone who work involves drilling, sawing or cutting / disturbing ACM’s.  
 
DUTY TO MANAGE 
The dutyholder has responsibility to:  
1. Take reasonable steps to find out if ACM’;s are within non-domestic premises and if so its 

location, amount and condition it is in;  
2. Presume materials contain asbestos unless there is strong evidence not i.e. CDM file, 

builder’s information pack;  
3. Record the location and condition of the ACM (including presumed ACM’s) and review 

regularly;  
4. Assess the risk of anyone being exposed to fibres from ACM’s;  
5. Details how the ACM’s will be managed;  
6. Provide information on the location, signage, and condition of ACM;s to anyone who is 

liable to work on, or to disturb, them.  
 

BASIC PRINCIPLES TO REMEMBER 
1. Asbestos is only dangerous if disturbed; if it is safely manager and in good condition it 

does not present a health hazard;  
2. Don’t remove asbestos unnecessary; removal could be more hazardous than leaving in 

place and managing it;  
3. If you are unsure about whether certain materials contain asbestos You must presume 

they do until guidance from a competent specialist is sought;  
4. All persons who work with, or in areas where ACM’s may be present [refurbishment, bat 

roost inspections, construction sites], must be trained and competent to recognise ACM’s 
and how to deal with them; 

5. If at any time an employee suspects ACM’s are present NO works should take place until 
specialist competent advice is sought.  The area should also be signed and access 
restricted until an action plan developed by a competent specialist has been authorised.  

 
TRAINING 
All employees who are liable to disturb asbestos during their normal work should be trained so 
that they can recognise ACM’s and know what to do if they come across them.  The training 
should be appropriate for the work and the roles undertaken.   
There are three types of training:  
1. Awareness training; 
2. Training to work with asbestos that does not require a licence from the HSE; 
3. Training for licensed asbestos works via the HSE.  
 
REMOVAL  
All works to remove ACM’s should be carried out ONLY by trained and competent personnel or 
recognised, specialist contractors.  Prior to planning any works of this nature contact CQMS Ltd 
for further advice.  
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3. SELECTION AND USE OF CONTRACTORS 
 
The health, safety and welfare of our employees has always been of the highest importance to 
Urban Edge Environmental Consulting Ltd and the standards which Urban Edge Environmental 
Consulting Ltd set itself are high.  As such, all contractors who work on our behalf or who work 
within our premises are expected to adopt the same high standards. 
Contractors may be used by Urban Edge Environmental Consulting Ltd for a variety of purposes 
and are selected on the basis of their ability to meet our requirements in respect of compliance 
with the Company health and safety criteria, quality, delivery and price: 
> Maintenance (e.g. painting/decorating, alarm systems) at Company premises; 
> Testing of systems (e.g. electricity, gas) at Company premises; 
> Provision of services (e.g. external training); 
> Undertaking work on behalf of the Company on site or at client premises. 
 
To meet legal requirements, Urban Edge Environmental Consulting Ltd will: 
> Assess the competency of contractors; 
> Communicate and coordinate; 
> Ensure risks are assessed and controlled; 
> Review on a regular basis. 
 
1. ASSESS THE COMPETENCY OF CONTRACTORS 
1.1. Contractors will only be allowed to carry out work if they have been approved by Urban 

Edge Environmental Consulting Ltd, have been deemed as competent and hold 
appropriate insurance cover.  The scope of the competency assessment will be 
dependent upon the services to be provided by the contractor. 

1.2. For all ‘non-construction works’ contractors should be assessed informally based upon 
company accreditations (i.e. Gas Safe Registration, NICEIC), previous experience and / 
or recommendations.  

1.3. For all ‘construction works’ contractors should be assessed for competence as per the 
SSIP core criteria and/or PAS 91. 

1.4. This includes an assessment of the following as a minimum: 
1.5. Health and Safety Policy; 
1.6. Qualifications and experience relevant to the intended task/s including memberships of 

relevant organisations; 
1.7. Risk assessments and method statements for a previous job similar to the intended 

task/s; 
1.8. Details of how supervision and monitoring will be undertaken during the task; 
1.9. Accident/incident records for the last 3 years; 
1.10. Review of any formal health and safety enforcement action taken against the contractor in 

the last 5 years (e.g. prosecutions, Prohibition Notice or Improvement Notice). 
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SELECTION AND USE OF CONTRACTORS CONTINUED  
 

2. COMMUNICATE AND COORDINATE 
2.1. Information required by the contractor to enable them to adequately plan, manage and 

undertake the works will be identified and provided wherever possible, e.g. details of 
known asbestos containing materials, existing services, etc. 

2.2. Cooperation and coordination with the contractor will be undertaken to ensure the health, 
safety and welfare of all employees, contractors and others who may be affected by the 
works.  This is particularly important when works are to be undertaken in shared premises 
or where more than one contractor will be working. 

 
3. ENSURE THE RISKS ARE ASSESSED AND CONTROLLED 
3.1. Contractors are required to produce their own site specific risk assessments and method 

statements for the task/s to be undertaken and ensure they adequately identify and 
control risks to other parties as well as their own workforce.  This information will be 
reviewed and discussed between Urban Edge Environmental Consulting Ltd and the 
contractor to ensure the control measures can be implemented during the works.  How the 
work will be safely undertaken, the equipment to be used and the control measures 
required will form a key part of discussions. 

 
4. MONITOR THE WORKS 
4.1. Whilst contractors are required to appoint their own competent supervisor for the duration 

of the works to monitor and supervise their workforce, Urban Edge Environmental 
Consulting Ltd recognise that we retain some responsibility for ensuring the works are 
undertaken in a safe manner with minimum risk to health and safety. 

4.2. Where contractors are considered to be working in an unsafe manner, or in contradiction 
to the agreed method of work, Urban Edge Environmental Consulting Ltd will take 
appropriate action which may include stopping work or removing an individual from the 
work area to rectify the situation. 

 
5. REVIEW ON A REGULAR BASIS 
5.1. Urban Edge Environmental Consulting Ltd recognise that assessing the competency of 

contractors is not a ‘one off’ event and checks need to be made on a regular basis to 
ensure the continued competency of the contractor to undertake the works. 

5.2. Where a contractor fails to supply suitable and sufficient information to enable a review, 
they will be suspended from use and may be removed from the Approved Contractor List. 
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SELECTION AND USE OF CONTRACTORS CONTINUED  
 

CONTRACTOR ASSESSMENT PROCEDURE 
(CONSTRUCTION WORKS) 

 

NOTE
Any queries regarding health and safety

i.e. documentaiton, work methods & accident / incidents
please refer to CQMS Ltd for further advice

Works confirmed as satisfactory
& all relevant paperwork filed

If works are not completed satisfactory consider removal
 from the Approved Contractor List

TASK COMPLETED

Shortfalls in work method and/or any safety breach
- work to cease until management consulted

Serious health and safety breaches
WILL result in contract termination

WORK COMMENCES

Contractor reports to supervisor
and is inducted to Fire, First Aid & Welfare

(signatures recorded)
Note: Permit to work systems in place for high risk activities

FIRST DAY ON SITE

Start date agreed for works

TENDER REQUIREMENTS MET

YES

Letter sent to contractor advising
shortfalls in documentation &

request for improved documentation
NO NEW DOCUMENTATION = NO CONTRACT

NO

Is information satisfactory?

Documentation evaluated to confirm suitability

INFORMATION RECEIVED

INVITATION TO TENDER AGREED
Contractor required to complete

competency assessment
and return with all supporting documentation
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4.  THE EQUALITY ACT 
 
The Equality Act provides a legal framework to protect the rights of individuals and advance 
equality of opportunity for all. 
 
The Act simplifies, strengthens and harmonises the current legislation to provide Britain with a 
new discrimination law which protects individuals from unfair treatment and promotes a fair and 
more equal society. 
 
The nine main pieces of legislation that have merged are: 

• the Equal Pay Act 1970 

• the Sex Discrimination Act 1975 

• the Race Relations Act 1976 

• the Disability Discrimination Act 1995 

• the Employment Equality (Religion or Belief) Regulations 2003 

• the Employment Equality (Sexual Orientation) Regulations 2003 

• the Employment Equality (Age) Regulations 2006 

• the Equality Act 2006, Part 2 

• the Equality Act (Sexual Orientation) Regulations 2007 
 

Employers must comply with the duties of the Equality Act and further information is 
available to download from http://www.equalityhumanrights.com 

 
  

http://www.equalityhumanrights.com/
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5.  ELECTRICAL SAFETY 
 
The Electricity at Work Regulations 1989 require precautions to be taken against the risk of 
death or personal injury from electricity in work activities.  The regulations place duties on 
employers, self-employed and employees to reduce the risk of death or injury during the use of 
electricity. 
 
1. What are the hazards?  

The main hazards are:  
1.1 Contact with live parts causing shock and burns – normal mains voltage, 230 volts AC, 

can kill;  
1.2 Faults which could cause fire; and  
1.3 Fire or explosion where electricity could be the source of ignition in a potentially 

flammable or explosive atmosphere.  
 

2. ELECTRICAL INSTALLATIONS AND PORTABLE APPLIANCES  
 
2.1 Assessing the risk  
2.2 Your health and safety risk assessment should take into account the risks associated with 

electricity. It will help you decide what action you need to take to use and maintain your 
electrical installations and equipment and also how often maintenance is needed.  

2.3 The risk of injury from electricity is strongly linked to where and how it is used.  The risks 
are greatest in harsh conditions, for example:  

> in wet surroundings – unsuitable equipment can easily become live and can make its 
surroundings live;  

> outdoors – equipment may not only become wet but may be at greater risk of damage; 
and  

> in cramped spaces with a lot of earthed metalwork such as inside a tank – if an electrical 
fault developed it could be very difficult to avoid a shock.  

2.4 Some items of equipment can also involve greater risk than others. Extension leads are 
particularly liable to damage – to their plugs, sockets, connections and the cable itself. 
Other flexible leads, particularly those connected to equipment which is often moved, can 
suffer from similar problems.  

 
2.5 Reducing the risk 
2.6 Once you have completed the risk assessment, you can use your findings to reduce 

unacceptable risks from the electrical equipment in your workplace. There are many 
things you can do to achieve this, and some of them are listed below. 

2.7 Ensure people working on or with your electrical equipment or systems are ‘competent’ for 
the task 

2.8 Competent means having suitable training, skill, and knowledge for the task to prevent 
injury to themselves and others.  

2.9 Ensure the electrical installation is safe; all electrical installations and portable appliances 
should be tested and maintained at regular intervals by a competent person as detailed 
within current HSE Guidance.  

2.10 Before use a visual inspection should be carried out on all electrical equipment and any 
faulty equipment removed from use until repair and tested by a competent person.  

2.11 Note: Do not allow work on or near exposed live parts of equipment. 
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ELECTRICAL SAFETY CONTINUED 
 

2.12 Mains Electrical Installation Testing Frequency 
 

TYPE OF INSTALLATION MAXIMUM PERIOD BETWEEN INSPECTIONS AND TESTING AS 
NECESSARY 

GENERAL  

Domestic 10 years/change of occupancy 

Commercial 5 years/change of occupancy 

Educational establishments 5 years 

Industrial 3 years 

Residential accommodation 5 years 

Offices 5 years 

Shops 5 years 
BUILDINGS OPEN TO THE PUBLIC  

Restaurants and hotels 5 years 
SPECIALIST INSTALLATIONS  

Emergency lighting 3 years 

Fire alarms 1 year 

Construction site installations 3 months 

 
3. UNDERGROUND POWER CABLES 
3.1 Always assume cables will be present when digging in the street, pavement or near 

buildings.  Use up-to-date service plans, cable avoidance tools and safe digging practice 
to avoid danger.  Service plans should be available from regional electricity companies, 
local authorities, highways authorities, etc.  In all instances always consult the local 
Electricity Supplier for further advice. 

3.2 Further guidance is available via CQMS Ltd or the HSE Publication HSG47 Avoiding 
danger from underground services. 

 
4. OVERHEAD POWER LINES 
4.1 When working near overhead lines, it may be possible to have them switched off if the 

owners are given enough notice.  If this cannot be done, consult the owners about the 
safe working distance from the cables.  Remember that electricity can flash over from 
overhead lines even though plant and equipment do not touch them.  Over half of the fatal 
accidents each year are caused by contact with overhead lines.   

4.2 In all instances always consult the local Electricity Supplier for further advice and the 
Publication GS6 Avoiding danger from overhead power lines. 
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6.  FIRE AND EMERGENCY PROCEDURES 
 
1. FIRE PREVENTION 
1.1 Urban Edge Environmental Consulting Ltd has fire procedures in place to protection 

people from the risk of fire. 
1.2 The Company maintains Fire Procedures as part of the Fire Plan and Fire Risk 

Assessment. 
1.3 Training includes: 
> Details of equipment and individuals trained, 
> The name of person giving training, 
> The date of instruction or exercise. 
1.4 Fire instruction notices are displayed throughout our premises stating the action to be 

taken upon discovering a fire or hearing the fire alarm. 
 
2. EMERGENCY PROCEDURE: 
2.1 Urban Edge Environmental Consulting Ltd.’s emergency procedure is to be implemented 

in the event of the following: 
> Fire, 
> Flood, 
> Bomb threat, 
> Explosion. 
2.2 All employees must report the use of any fire fighting equipment to the Director. 
2.3 All employees not concerned with the emergency action should be excluded from the area 

of contamination.  
2.4 Employees must not obstruct any fire escape route, fire equipment or fire doors. 
 
3. EMERGENCY EVACUATION PROCEDURE: 
3.1 Sound the alarm (by breaking glass at a safe fire point), 
3.2 Shout fire, fire, fire, 
3.3 Dial 999 and ask for the fire service, 
3.4 When connected, state clearly your name and the name and address of the company, 
3.5 If the fire is small, and it is safe to do so, and you have been properly trained, attempt to 

extinguish the fire with the nearest appropriate fire appliance. 
3.6 Do not put yourself at risk. 
3.7 Leave the building by the nearest safe exit, closing doors behind you. 
> The Fire Marshal/s will check that all fire doors and exits are kept clear, all fire exit signs 

are in place, all fire extinguishers are fully charged and employees are aware of their 
location, type to be used on what category of fire.  

> Supervisors will be responsible for the safe storage of flammable materials e.g. LPG and 
will keep stock holdings to a minimum.   

3.8 Proceed to your fire assembly point. 
 
4. IF A SUSPECT OBJECT IS DISCOVERED OR RECEIVED: 
4.1 Follow the golden rules: 
> Do not touch or move the object, 
> Move away from the device to a designated control point, 
> Follow the emergency evacuation procedure. 
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FIRE AND EMERGENCY PROCEDURES CONTINUED 
 

6.2  WEEKLY INSPECTION PROCEDURES 
 

An inspection of the premises and fire prevention measures is undertaken on a weekly basis by 
the Fire Marshal, which covers the points listed below with the results recorded on the form in 
Part 5, Fire and Emergencies. 
Any non-compliances/faults are documented and immediately reported to the Director who will 
arrange for rectification as necessary. 
 
1. EMERGENCY LIGHTING 
1.1 Is the emergency lighting fully operational in all locations? 
 
2. ESCAPE ROUTES, INCLUDING FIRE EXITS 
2.1 Are all escape routes clear? 
2.2 Are fire exits clear and accessible both internally and externally? 
2.3 Are fire doors serviceable, i.e. do they fully close and seal? 
2.4 Are the ‘break glass’ and associated hammers on fire doors in place? 
 
3. FIRE EXTINGUISHERS 
3.1 Are the fire extinguishers securely wall mounted? 
3.2 Is the tag/seal in place? 
3.3 Are the extinguishers in date? 
 
4. GENERAL INSPECTION OF ALL AREAS 
4.1 Are all areas tidy and free of an unnecessary build-up of flammable materials? 
4.2 Is all necessary signage in place, i.e. fire exits, fire action posters, building layout posters, 

‘no smoking’ signs? 
4.3 Are materials stacked so as not to fall/tip? 
4.4 Are electrical plugs, switches and cords in good repair? 
4.5 Are stairwells free of obstructions and well lit? 
 
5. FIRE ALARM 
5.1 Is the fire alarm fully operational? 
5.2 Do the automatic door releases correctly function and fully close onto the door rebates? 
 
Any points/devices which are not satisfactory should be clearly detailed on the form in Part 5, 
Fire and Emergencies to enable rectification of faulty items, i.e. building floor, item/location 
number. 

  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 4 - PAGE 20 OF 38 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

INTENTIONALLY LEFT BLANK 
 



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 4 - PAGE 21 OF 38 

FIRE AND EMERGENCY PROCEDURES CONTINUED 
 

6.3  ANNUAL TEST PROCEDURES 
 

An annual test of fire prevention measures/equipment is undertaken by a competent person 
with the results recorded on the form in Part 5, Fire and Emergencies. 
Any non-compliances/faults should be documented and reported immediately to the Director 
who will arrange for rectification. 
 
1. EMERGENCY LIGHTING DISCHARGE 
1.1 Isolate the power – after 3 hours is the light still illuminated on all emergency lighting? 
 
2. FIRE EXTINGUISHERS 
2.1 Annual inspections (or more frequent for high risk locations or corrosive environments) by 

a competent person will involve inspecting every fire extinguisher, and identifying those 
extinguishers which need re-pressurising, require replacement parts, or which have 
reached the end of their useful lives. 

 
3. FIRE ALARM 
3.1 A competent contractor should maintain and test the fire alarm and records of 

maintenance will be held in Part 5, Fire and Emergencies with the Certificate of 
Inspection. 

 
4. FIRE DRILL 
4.1 What was the time taken to fully evacuate the building to the assembly point? 
4.2 Did all personnel promptly evacuate to the correct area via the nearest fire exit? 
4.3 Were any personnel absent from the drill? 
4.4 Is there a requirement to hold another drill before the next scheduled date?  

NOTE: 
4.5 Fire drills should be undertaken on a minimum of a 12 monthly basis at a varying time of 

the day to help ensure maximum attendance by all employees.   
4.6 Unless it is absolutely essential, building occupants should not be forewarned of a drill.  If 

they are, the drill will not be realistic. 
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7.  HEALTH AND SAFETY CONSULTATION & COMMUNICATION 
 
1. Consultation and communication is required between employees and management under 

current legislation and is essential to promote and ensure the Health and Safety of all our 
employees.   
 

2. To achieve this Urban Edge Environmental Consulting Ltd will: 
2.1. Encourage co-operation between the Company and all its employees in promoting and 

developing essential measures to ensure Health and Safety, 
2.2. Investigate all complaints made by employees which relate to their Health and Safety at 

work, 
2.3. Investigate potential hazards, dangerous occurrences and near misses in the workplace, 
2.4. Investigate all accidents and their causes in the workplace,  
2.5. Encourage feedback from all employees regarding Safe Systems of Work, Working 

Procedures etc.  
2.6. Regular Health and Safety meetings are held to promote, develop and review the company 

Health and Safety Management System; all meetings held are coordinated with all company 
representatives enabling Health and Safety issues at work to be raised by all employees.  

 
3. Urban Edge Environmental Consulting Ltd will provide the following information to 

employees and contractors: 
3.1. The Company Health and Safety Policy, Risk Assessments and Safe Systems of Work 

(Method Statements) will be readily available, 
3.2. All employees will be given information about the general duties under the Health and 

Safety at Work Act and specific legal requirements related to their work, 
3.3. All employees will be given necessary information about substances, plant, machinery and 

equipment with which they come into contact with, 
3.4. The Company will discuss with clients and contractors how they plan to carry out their job, 

what equipment they may require, what areas they need to work in, segregation of any 
areas, shut down of plant and bring to their attention the Company Health and Safety 
documentation.    

 
4. Additionally:  
4.1. If our employees have difficulties understanding English, or employees have low literacy 

levels, there are a number of ways the Company will communicate with them to encourage 
their involvement: 
> We will ensure adequate time to consult with employees where language and/or literacy 

may be issues so they can absorb the information and respond. 
> We will encourage employees to express their views in their preferred language by using 

interpreters where possible. 
> We will ask a work colleague to interpret, although these employees may need training if 

they are asked to undertake this role. 
> We will use pictorial information and internationally understood pictorial signs where 

appropriate. 
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8.  OCCUPATIONAL HEALTH 
 
1. ALCOHOL AND DRUGS 
1.1. The Company takes the view that the effects of taking or being under the influence of, 

alcohol or illegal substances at work constitutes an unacceptable health and safety hazard 
both to the individual and others who may be affected by their actions.  It is therefore, 
against Company rules for any employee to be at their place of work whilst under the 
influence of alcohol and/or drugs. 

1.2. Senior Management will be responsible for informing all job applicants of this rule before 
offers of employment are made or accepted. 

1.3. Managers shall do what is reasonably practicable to identify alcoholism and/or drug abuse 
so to ensure that no employee is allowed to be at their place of work and thus endanger 
others, whilst under the influence of alcohol and/or drugs.  In all instances, managers 
should contact the Director for further guidance.   

 
2. CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH) 
2.1. COSHH covers substances that are hazardous to health. Substances can take many 

forms and include: 
> chemicals 
> products containing chemicals. 
> fumes 
> dusts 
> vapours 
> mists 
> nanotechnology 
> gases and asphyxiating gases and 
> biological agents (germs). If the packaging has any of the hazard symbols then it is 

classed as a hazardous substance. 
2.2. The Company will ensure all products and substances which have a hazard symbol on the 

packaging are supplied with an up to date Safety Data Sheet.  The product / substance 
will then have an appropriate COSHH Assessment carried out which will determine the 
risks associated with the use and appropriate control measures required.  

2.3. The Company will give consideration to the following:  
> Changing the process to eliminate use, 
> Substituting the product / substance to a less hazardous alternative, 
> Changing the process to modify the usage of the product / substance, 
> Controlling exposure to the product / substance via technology e.g. enclosures, LEV, 
> Provision of PPE. 
2.4. The Company is obliged to provide information, instruction and adequate supervision for 

all employees who work with hazardous substances / products. 
2.5. The Company should ensure that all control measures are effective in controlling the 

residual risk and a sufficient monitoring schedule is in place.  
2.6. The Company has specific safety rules in place for biological agents to include legionella 

and leptospirosis and will ensure that general risk assessments include potential exposure 
to biological agents as determined by Company activities. 

2.7. Note: COSHH does not cover lead, asbestos or radioactive substances; these are subject 
to stricter controls and are covered by separate Regulations.  
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3. DISPLAY SCREEN EQUIPMENT 
3.1. Urban Edge Environmental Consulting Ltd’ intention is to optimise the use and application 

of display screen equipment within the organisation, whilst safeguarding the health, 
welfare and job satisfaction of those involved in using such equipment. 

3.2. To secure the Health and Safety of workers in so far as is reasonably practicable, the 
Company will in consultation with workers: 

> Carry out an assessment of each work station taking into account the display screen 
equipment, the furniture, the working environment and the worker. 

> Take all necessary measures to remedy any risks found as a result of the assessment. 
> Take steps to incorporate changes of task within the working day to prevent intensive 

periods of on-screen activity. 
> Review software to ensure that it is suitable for the task and is not unnecessarily 

complicated. 
> Arrange for free provision of eye tests prior to employment, at regular intervals thereafter 

and where a visual problem is experienced. 
> Arrange for the free supply of any corrective appliance (glasses or contact lenses) where 

these are required specifically for working with display screen equipment. 
> Advise existing employees and all persons applying for work with display screen 

equipment, of the risks to health and how these are to be avoided. 
 

4. NEW AND EXPECTANT MOTHERS 
4.1. The Company has legal obligations towards their employees once they have been notified 

in writing that she is a new or expectant mother.  
4.2. When an employee provides written notification to her employer stating that she is 

pregnant, or that she has given birth within the past six months or that she is 
breastfeeding, the Director will be responsible for ensuring that a suitable new and 
expectant mothers risk is carried out and all necessary preventive and protective 
measures implemented.  

 
5. NOISE 
5.1. In accordance with the Control of Noise at Work Regulations 2005, action will be taken 

when working area noise levels exceed 80dB(A).  If noise levels cannot be reduced below 
this level then suitable hearing protection will be available.  If noise levels exceed 85dB(A) 
and it is not possible to reduce below this level, then the area of 85dB(A) level will be 
demarcated, ear protection zone warning signage erected and all personnel operatives 
must wear personal ear protectors whilst in the zone. 

5.2. Urban Edge Environmental Consulting Ltd shall ensure that noise assessments are 
carried out as required and will take remedial action as necessary to maintain noise levels 
within the permitted limits.  The Company shall ensure through its purchasing policy that 
all plant/equipment purchased will be reviewed as to the control measures fitted to reduce 
noise where necessary. 

5.3. If applicable employees will be required to complete a Health Surveillance Questionnaire 
which will be reviewed on a periodic basis. 

 
6. OCCUPATIONAL HEALTH MONITORING 
6.1. Completion of an Occupational Health Questionnaire may be required initially as 

determined by the nature of Urban Edge Environmental Consulting Ltd activities and 
inherent risks and recompleted on a regular basis thereafter to monitor any changes.  

6.2. Occupational health monitoring may take the form of the following:  
> Review of completed Occupational Health Questionnaire, 
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> Visual inspections by line manager i.e. hand checks for dermatitis 
> Monitoring by specialist i.e. hearing checks  
> Monitoring by occupational health nurse and/or doctor 
> An example Occupational Health Questionnaire is included within Part 5. 
 
7. STRESS 
7.1. Stress is defined by the HSE as ‘the adverse reaction people have to excessive pressure’. 
7.2. The symptoms of stress can differ from person to person and may include the following: 
> Changes in mood/behaviour 
> Deteriorating relationships with colleagues 
> Irritability 
> Absenteeism 
> Reduced performance 
> Headaches, nausea, weight gain/loss, increased/reduced appetite. 
> Use / increased intake of cigarettes, alcohol and/or drugs. 
7.3. The Company will actively support all company employees in achieving a suitable work – 

life balance and will promptly investigate any concerns raised.  
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9.  PERSONAL PROTECTIVE EQUIPMENT RECORDS 
 
The Personal Protective Equipment at Work Regulations 1992 requires every employer to 
ensure that suitable Personal Protective Equipment is provided to his/her employees who may 
be exposed to a risk to their Health and Safety whilst at work, except where and to the extent 
that such risk has been adequately controlled by other means which are equally or more 
effective. 
1. The Management of Health and Safety at Work Regulations 1999 require the employer to 

identify and assess the risks to Health and Safety in the workplace so enabling the most 
appropriate means of reducing those risks to an acceptable level to be determined. 

2. When selecting PPE to be used whilst doing a job, the nature of the job and the demands it 
places on the worker must be taken into account. 

3. An effective system of maintenance and records are essential to make sure the equipment 
continues to provide the degree of protection for which it was designed. 

4. Records for all PPE provided by Urban Edge Environmental Consulting Ltd will be 
maintained to confirm: 
> Issue, 
> Maintenance, and  
> Return. 
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10.  SAFE WORKING PROCEDURES 
 
The Health and Safety at Work etc. Act 1974, requires the provision and maintenance of plant 
and systems of work that are, so far as is reasonably practicable, safe and without risks to 
health.   
 
SAFE SYSTEM OF WORK: 
1. A safe system of work may be defined as ‘the integration of personnel, articles and 

substances in a laid out and considered method of working, which takes proper account of 
the potential hazard to employees and others in vulnerable situations and provides a formal 
framework to ensure that all of the steps necessary for safe working have been anticipated 
and implemented’. 

2. Where safe systems of work are to be developed, consideration should be given to the 
following factors: 

2.1. Safe design of equipment, 
2.2. Safe installation of equipment, 
2.3. Safe premises, vehicles, plant, tools and equipment, 
2.4. Correct use of plant, tools and equipment (training and supervision), 
2.5. Planned maintenance of  vehicles, plant and equipment, 
2.6. The working environment, lighting, heating and ventilation, 
2.7. Trained and competent employees, 
2.8. Adequate and competent supervision, 
2.9. Competent management, 
2.10. Regular revisions of all written safe systems of work. 

 
3. Urban Edge Environmental Consulting Ltd will prepare and implement safe systems of 

work where appropriate and managers and supervisors are authorised to carry out Job 
Safety Analysis to improve work procedures.  To achieve this employees, supervisors and 
management should: 

3.1. Select the work or equipment requiring a safe working procedure, 
3.2. Examine the total situation, 
3.3. Develop the best method for doing the work, 
3.4. Record how the work is to be done, 
3.5. Install the work method into the Company's operations, 
3.6. Maintain and review the working procedure. 

 
4. Urban Edge Environmental Consulting Ltd recognises the value of employee consultation 

and feedback, and we encourage our workforce to participate in the development and 
review of safe working procedures. 
 

5. Once the individual job has been analysed, a written safe system of work containing all 
relevant job safety instructions will be produced and all employees notified of the system 
and their responsibility to comply with it. 
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SAFE SYSTEMS OF WORK/SAFE WORKING PROCEDURES CONTINUED 
 
PERMIT TO WORK: 
A permit to work provides a formal safety control system against accidental injury to personnel, 
plant or products, when hazardous work is undertaken.   
The permit to work, consisting of a document detailing the work to be done and the precautions 
to be taken, is a statement that all foreseeable hazards have been noted and precautions 
defined.  It does not, in itself, make the job safe but relies for effectiveness on specified 
personnel implementing it conscientiously under supervision and control. 
 
1. Requirements of Permit to Work: 
1.1 All daily permits to work must be obtained prior to starting work and are controlled by Urban 

Edge Environmental Consulting Ltd Director. 
1.2 The permit must specify clearly who is to do the work, who is the authorized person 

responsible for the work, the time for which it is valid, the work to be done and the 
necessary precautions. 

1.3 Until the permit is cancelled, it supersedes all other instructions. 
1.4 No person must carry out any work not covered in the permit.  If there is a change in the 

work, the permit must be amended or cancelled. 
1.5 Where another person takes over the permit, as, for instance, in an emergency, that person 

must assume full responsibility for the work, either until the work is complete or he has 
formally returned the permit to the originator. 

1.6 There must be liaison with other work areas whose activities could be affected by permit 
work. 

1.7 You may also sometimes be instructed to wear high visibility clothing or if you have work in 
wet and inclement weather, wear waterproof clothing - use it for your own safety and look 
after it. 

1.8 All employees must use all items of PPE provided as instructed. 
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11.  URBAN EDGE ENVIRONMENTAL CONSULTING LTD TRAINING 
POLICY 

 
1. Director will ensure that all levels of management receive adequate information, instruction and 

training to enable them to carry out their Health and Safety responsibilities. 
2. Managers will ensure all employees receive adequate training in current safety standards and best 

practice.  An adequate level of supervision of employees combined with their level of competence 
and experience will be provided so far as is reasonably practicable.  Responsibility for identifying 
training needs rests with managers who will maintain training records. 

3. Managers will ensure Induction training is undertaken for all new employees before that new 
employee is allowed to carry out any type of work on Company premises or sites under their control. 

4. The Company policy is to provide training for all employees as follows: 
> Induction Training - will include an introduction to the Company Health and Safety Policy, general 

and specific hazards in the work area and specific hazards and relevant safety procedures of the 
job/task.  The location and use of emergency and fire fighting equipment, evacuation and fire 
action procedures, first aid and accident reporting procedures, safe use and maintenance of 
vehicles, plant, equipment and tools.  Personal protective equipment, environmental protection 
requirements, welfare arrangements, lone working procedures, Company Employee Handbook 
and location of health and safety information and notices. 

> Changes at work - will include adequate training on changes of work pattern, machinery, new 
technology, modifications to existing machinery and changes of individual responsibilities i.e. 
promotion - where specific knowledge of machinery is essential. 

> Refresher Training - training will be repeated where necessary to ensure continued competence 
and special consideration will be given to those individuals who have to deputise for others. 

> In addition to the training outlined above, it is Company policy that emergency procedure drills will 
be carried on a regular basis.  Furthermore, specific training will be provided to employees, as 
necessary, based upon Company work activities and individual employee needs.  

5. Training requirements are identified by the supervisors responsible for that department and passed to 
the Senior Management for action.  Senior Management will assess the training requirements 
requested and arrange training, if agreed. 

6. All employees, irrespective of position within the organisation will receive induction training, some of 
which will be off the job.  Topics for inclusion in induction training are as follows: 
> The organisations Statement of Intent and Health, Safety and Environmental Policy and the 

responsibilities of all concerned. 
> Procedures for reporting hazards, accidents, near misses and ill health. 
> Details of hazards specific to the job which may be associated with machinery, hazardous 

substances or energy sources used, the operating instructions and precautions necessary, 
together with formally written safe systems of work and emergency procedures where applicable. 

> The position and effectiveness of all machinery stops, emergency stops and isolation switches. 
> Procedures to follow in the event of a fire or other emergency, means of escape, assembly points 

and the name of the competent person in the area. 
> Safety monitoring procedures currently in place and the systems for measurement of Health and 

Safety performance. 
> Current welfare arrangements, sanitization, washing, clothing storage and changing, meal 

arrangements, first aid arrangements and smoking policy. 
> Arrangements for the safe use, storage, maintenance and provision of all personal protective 

equipment assessed as required for the task. 
> Sources of health and safety information and how it will be disseminated. 
> The role of the appointed Health and Safety Adviser and Safety Representatives and the Health 

and Safety Committee where appropriate. 
> Food safety and personal hygiene.  

7. Records of all training carried out are held in employees training file. 
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TRAINING CONTINUED 
 

COMPANY TRAINING PLAN 

COMPANY NAME 
URBAN EDGE ENVIRONMENTAL CONSULTING 
LTD 

 
TYPE OF TRAINING I.E.  

DIRECTOR 
(OFFICE 
BASED) 

MANAGERS 
(OFFICE & SITE 

BASED) 
SUPERVISORS OPERATIVES 

Induction Induction Records     

Induction (Annual Refresher) Records      

Company H&S documentation Records      

H&S Awareness Records      

Continued Professional 
Development (CPD) Training Plan * *   

CITB SMSTS  Management 
specific * *   

CITB SSSTS  Supervisor specific * *   

IOSH Managing Safely Management 
specific     

CSCS or equivalent CSCS / CCNSG / 
ECS * *   

Asbestos Asbestos 
Awareness / TBT ** ** ** ** 

First Aid  EFAW / FAW  or 
equivalent * * * * 

Fire Safety:  
Fire Warden/Marshall Records * * * * 

Manual handling Manual Handling 
Awareness / TBT * *   

S/NVQ Level 1, 2, 3 Certificates *    

Specialist training:  
Equipment Records  * *   
Specialist training:  
Task Specific 
i.e Abrasive wheels, Cable 
Avoidance, Confined Spaces, 
Scaffold Appreciation, Work at Height 

Records * *   

Specialist training: 
Plant 

NPORS / CPCS or 
equivalent * *   

Toolbox Talks (TBT) 
Records / 
Signatures of 
Attendance 

* *   

 
* Unless applicable to job role  

** To be determined by company activities i.e. does the company work on refurbishment sites or new build sites 
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12.  WORK EQUIPMENT 
 
1. Work equipment should be selected on the basis of its initial integrity, the nature of the task 

for which it is to be used and the nature of the working environment.  The effect the 
equipment has on existing activities and the effect of existing activities on the equipment 
and its operator should be taken into account. 

2. The purchaser should ensure that any new machinery bought is marked with the CE mark.  
The presence of this mark indicates that the designer and manufacturer have conformed 
with the essential health and safety requirements of all relevant EC Product Directives that 
apply to the equipment at the time of supply. 

3. The safety of work equipment depends on the standard of design and manufacture, and the 
standard of maintenance and use.  Although the manufacturer may supply equipment to a 
defined standard, and will almost certainly indicate some limits, the user may be tempted to 
exceed any stated limitations when faced with an unusual or urgent demand.  Machinery 
safety, therefore, can be an area of potential conflict with an organisation. 

4. Specific legislation to govern machinery safety includes the Provision and Use of Work 
Equipment Regulations 1998 and the Supply of Machinery (Safety) Regulations 2008. 

5. Where equipment for lifting loads is in use, the Lifting Operations and Lifting Equipment 
Regulations 1998 will apply. 

6. MACHINERY HAZARDS 
6.1. Machinery hazards will fall into two main classes, mechanical and non-mechanical. 

MECHANICAL HAZARDS 
6.2. Mechanical hazards can give rise to injury as a result of: 
> Contact or entanglement with the machinery, 
> Trapping between the machine and any material or fixed structures, 
> Contact or entanglement with any material in motion, 
> Being struck by ejected parts of the machinery, 
> Being struck by material ejected from the machinery. 
6.3. Basic machinery movement consists of rotary, sliding or reciprocation motion, or a 

combination of these.  These movements can cause injury by entanglement, friction or 
abrasion, cutting, shearing, stabbing or puncture, impact, crushing, or by drawing a person 
into a position where one or more of these injuries can occur. 

7. CONTACT OR ENTANGLEMENT 
7.1. Entanglement can occur from ‘drawing in’ hazards between two parts rotating in opposite 

directions, or from contact with singly rotating surfaces (e.g. a drill bit). 
8. CUTTING HAZARDS 
8.1. Cutting hazards are created by all kinds of cutting tools such as milling cutters, circular 

saws, band saws, grinding machines or by the sharp edges of moving materials. 
9. IMPACT 
9.1. Impact injuries are caused when parts of machinery in motion hit a body but do not cause 

any penetrating injury. 
10. CRUSHING 
10.1. Crushing occurs when a part of the body is caught between a moving part of a machine and 

a static part of a nearby solid structure. 
11. DRAWING IN HAZARDS 
11.1. Shearing or crushing injuries can occur when a part of the body is drawn into an in-running 

nip, such as a V-belt and pulley or chain and sprocket.  Nips are also formed between 
counter-rotating drums or rollers, between material wound onto a drum or material passing 
over roller conveyors. 
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 WORK EQUIPMENT 
 

NON-MECHANICAL HAZARDS 
11.2. The use of machinery will also expose the operator to hazards other than those due to the 

mechanical actions of the machine.  These can be activities associated with the task or 
incidental environmental conditions. 

12. SELECTION OF SAFEGUARDS 
12.1. Guards or safety devices suitable for the purpose should be used where there are hazards 

that cannot be avoided or sufficiently limited by design.  Many of the accidents involving 
moving machinery are preventable by the use of reasonably practicable safeguards.  About 
half of these preventable accidents occur because employers have failed to provide proper 
safeguards, and the other half are caused by employers removing the safeguards that have 
been provided. 

13. CONTROLS 
13.1. Controls must be positioned out of any danger zone, except those that perform a safety 

function, such as emergency stop controls.  Emergency stop controls should be provided at 
every control position, and their operation should not increase the risk of injury from another 
source. 

13.2. Operators should have a clear view from the control position so that no-one is placed at risk 
when a machine is started up.  On complicated continuous production machinery this may 
not be possible, and procedures such as signalling will have to be devised to overcome the 
problem. 

14. MOBILE WORK EQUIPMENT 
14.1. There is no specific definition of mobile work equipment in PUWER 1998.  This would, 

however, include forklift trucks and mobile elevating work platforms (MEWPs).  The safety 
of persons operating or likely to come into contact with mobile work equipment (MWE) must 
be ensured.  No employee must be carried by MWE unless it is suitable for carrying 
persons and incorporates features for reducing to as low as reasonably practicable, risks to 
their health or safety, including risks from wheels or track.  Forklift trucks should be 
equipped or adapted to reduce the risk to safety from its overturning to as low as 
reasonably practicable.   

17 MAINTENANCE 
17.1 The Provision and Use of Work Equipment Regulations 1998 (PUWER) require employers 

to ensure that work equipment is maintained in an efficient state, in efficient working order 
and in good repair, and that where necessary has a maintenance log, the log is kept up to 
date.  The statutory duty to maintain equipment so as to avoid risks to health and safety is 
therefore absolute and unqualified, and the keeping of records is mandatory where risks 
exist or where records are specified under other legislation.  There may also be a statutory 
duty for equipment to undergo periodic testing and/or inspection. 

18 STATUTORY TESTS AND EXAMINATION 
18.1 For ease of administration, statutory tests and examination should be incorporated into the 

maintenance schedules.  Relevant statutes must be consulted to ensure compliance.  The 
Lifting Operations and Lifting Equipment Regulations 1998 (LOLER) apply to almost all 
situations where lifting equipment is in use at work.  These regulations require that any 
lifting equipment which is exposed to conditions causing deterioration which is liable to 
result in dangerous situations is thoroughly examined at intervals ranging from 6 to 12 
months depending on what it is and is subject to inspection by a competent person at 
suitable intervals between those thorough examinations.  In specified circumstances, where 
the safety of lifting equipment depends on the installation conditions, it must be thoroughly 
examined after installation and before being put into service for the first time. 
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WORK EQUIPMENT 
 
19 MAINTENANCE LOG 
19.1 It is strongly recommended that all maintenance activities are properly recorded.  This will 

not only meet the requirements applying to certain equipment where the keeping of records 
is a statutory duty but will also provide a plant history on which future maintenance and 
replacement programmes can be based. 

20 INSPECTIONS 
20.1 Regular inspections, daily, weekly or monthly, by the operator or user will greatly assist the 

maintenance and safety of the work equipment.  Legislation requires formal inspections to 
be carried out on certain items of work equipment.  Any faults found should be reported in 
accordance with Company procedures. 

21 TRAINING 
21.1 Operators should be fully informed of the hazards presented by machinery and the risk 

control measures employed.  Training in the recognition of hazards and correct working 
procedures is an important part of risk control. 

21.2 Operators have a responsibility for their own safety and that of others who may be affected 
by their activities.  They should be fully involved in the risk management process.  Although 
performance monitoring is an important function of supervision, communication and 
assistance should not be neglected. 

21.3 Personal protective equipment should be supplied where its use results in a beneficial risk 
reduction when all other practicable precautions have been taken. 
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1  ACCIDENT / INCIDENT REPORTING 
 

PRIVATE & CONFIDENTIAL 

1.1  INITIAL ACCIDENT / INCIDENT INVESTIGATION FORM 

Company:     

Accident / Incident Location:   

Date of Accident / Incident:  

SECTION A – DETAILS OF INJURY 

Injured person/s:   

What was the injury: 
i.e. laceration, fracture  

What part of the body was injured:  

About the accident:  
PLEASE TICK THE BOX THAT BEST DESCRIBES WHAT HAPPENED 

  Contact with electricity    Fall from height    Trapped by something 
collapsing 

  Contact with machinery   Injured by an animal   Stuck by moving vehicle 

  Drowned or asphyxiated    Lifting and handling injuries   Struck by object 

  Exposed to an explosion   Physical assault   Another kind of accident 

  Exposure to fire   Slip, trip, fall same level  

  Exposed to a harmful substance   Stuck against  

Describe what happened: 

 

 

 

 

 

 

SECTION B – DETAILS OF PLANT / EQUIPMENT INVOLVED 

Type of equipment:  

Make / model:   

Serial No. / Reg. No.:  

Operator:  

Operators qualified: YES / NO If YES Expiry Date: 

Date of last statutory inspection:  
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ACCIDENT/INCIDENT REPORTING - CONTINUED 
 

PRIVATE & CONFIDENTIAL 

SECTION C – WITNESS INFORMATION 

Witnesses to accident / incident:  YES / NO How many?  

WITNESS 1  

STATEMENT BY  

DATE  

 

 

 

 

 

 

 

 

 
THIS STATEMENT WAS TAKEN DOWN BY___________________, ON __/__/__,. 
THE WITNESS WAS ASKED TO READ IT AND WAS THEN INVITED TO ADD TO IT, DELETE FROM IT OR AMEND IN ANY 
WAY.  THE WITNESS THEN SIGNED IT AS A TRUE STATEMENT.  THIS STATEMENT IS TRUE TO THE BEST OF MY 
KNOWLEDGE AND BELIEF. 
SIGNATURE OF 
WITNESS  SIGNATURE 

WITNESSED BY  

WITNESS 2 

STATEMENT BY  

DATE  

 

 

 

 

 

 

 

 

 
THIS STATEMENT WAS TAKEN DOWN BY___________________, ON __/__/__,. 
THE WITNESS WAS ASKED TO READ IT AND WAS THEN INVITED TO ADD TO IT, DELETE FROM IT OR AMEND IN ANY 
WAY.  THE WITNESS THEN SIGNED IT AS A TRUE STATEMENT.  THIS STATEMENT IS TRUE TO THE BEST OF MY 
KNOWLEDGE AND BELIEF. 
SIGNATURE OF 
WITNESS  SIGNATURE 

WITNESSED BY  
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 ACCIDENT/INCIDENT REPORTING - CONTINUED 
 

PRIVATE & CONFIDENTIAL 

SECTION D – FURTHER INFORMATION 

Additional information: 

 

 

 

 

 

 

 

 

 

 

TRAINING RECORDS: 

 Induction Training 

 Plant / Equipment Certificate 

DOCUMENTATION: 

 Risk Assessments 

 Method Statements 

 Construction Phase Plan 

OTHER: 

 Test Certificates 

 Photographs of Area & Description of Photos 

SECTION E – IMMEDIATE CONCLUSION AND/OR RECOMMENDATIONS 

 

 

 

 

 

DETAILS OF PERSON CARRYING OUT INITIAL INVESTIGATION: 

Name:  

Date:  
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ACCIDENT/INCIDENT REPORTING - CONTINUED 

 
PRIVATE & CONFIDENTIAL 

1.2  NEAR MISS REPORT 

Company:   

Location   

Date:  

Time:  

DESCRIPTION: 

 

 

 

 

PERSONS INVOLVED: 

NAME: POSITION: EMPLOYER: 

   

   

   

ACTION REQUIRED / RECOMMENDATIONS: 

1 Risk Assessment review Yes / No / NA DATE COMPLETED: 

2 H&S Policy review Yes / No / NA DATE COMPLETED: 

3 Training required Yes / No / NA DATE COMPLETED: 

4 RECOMMENDATIONS 

  

  

  

  

ADDITIONAL INFORMATION:  

 

 

 

DETAILS OF PERSON COMPLETING NEAR MISS REPORT 

Name:  

Position:  

Date:  
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ACCIDENT/INCIDENT REPORTING - CONTINUED 

 
PRIVATE & CONFIDENTIAL 

1.3  POST ACCIDENT/INCIDENT CHECKLIST 

Company:   

Accident/Incident Location:   

Date of Accident/Incident:  

Injured person/s:   

TYPE OF ACCIDENT / INCIDENT: 

  MINOR      COMPLETE 5.1.1 INITIAL INVESTIGATION FORM 

  Over 3 day      COMPLETE 5.1.1 INITIAL INVESTIGATION FORM 

  RIDDOR REPORTABLE**   IF TICKED INDICATE TYPE BELOW 

  Fatality 

  Specified injury or work related illness 

  Over 7 day 

  To a member of the Public 

  Dangerous Occurrence 

ACCIDENT / INCIDENT INVESTIGATION COMPLETED:  Yes / No  

  Internal   

  External  

REVIEW OF ACCIDENT/INCIDENT  INVESTIGATION REPORT RECOMMENDATIONS: 

1 Risk Assessment  Yes / No / NA DATE COMPLETED: 

2 H&S Policy  Yes / No / NA DATE COMPLETED: 

3 Training required Yes / No / NA DATE COMPLETED: 

4 Other:   DETAILS: 

FURTHER INFORMATION:  

 

 

 

 

DETAILS OF PERSON CARRYING OUT ACCIDENT / INCIDENT REPORT 

NAME:  COMPANY:  DATE:  
 

** IN ACCORDANCE WITH COMPANY PROCEDURES DETAILED WITHIN PART 4, ACCIDENTS & EMERGENCIES, NOTIFY SENIOR 
MANAGEMENT OR CQMS LTD.    
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ACCIDENT/INCIDENT REPORTING - CONTINUED 

FORM FOR GUIDANCE ONLY 
 

PRIVATE & CONFIDENTIAL 

1.4  RETURN TO WORK INTERVIEW FORM 

Name: Job title: Department: 

DATES OF ABSENCE 

From: To: 

1. Reason(s) for absence: 
(to be completed for all absences) 
 
 

2. Was the absence due to a work related accident? 
 Yes 
 No 

3. If YES, was it reported? 
 Yes 
 No 

4. Date reported: 
(If RIDDOR. reportable please also detail F2508 incident reference number) 

5. Are you fully fit to return to work to usual duties?  
(If no please supply further details below) 
 
 

 Yes 
 No 

6. Are you continuing to undergo treatment or taking any mediation which may affect 
your ability to do your job?  
(If no please supply further details below) 
 
 

 Yes 
 No 

7. Are there any adjustments to workplace / hours / duties to be made to facilitate a return to work (ref. GP’s 
recommendations) or to eliminate further absence? 

 
 

8. Employee information:  
provide the employee with an update on any changes during period of absence. 

Employee signature:  Date:  

FOR OFFICE USE ONLY: 

Name of Interviewer:  Further action required 
(IF YES DETAIL) 
 
 
 

Signature: 

Date: 
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ACCIDENT AND EMERGENCIES – CONTINUED 
 

PRIVATE & CONFIDENTIAL 

1.5 HAZARD REPORTING FORM 
NOTE: VIOLENT INCIDENTS SHOULD BE REPORTED ON THE VIOLENT INCIDENT REPORTING FORM (1.6) 

Location:  Serial No  

Employee Name:   Date:  

INCIDENT OR HAZARD: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

REPORTED TO: 

 
 
 
 
 

MANAGEMENT ACTION TAKEN: 

 
 
 
 
 
 
 
 
 
 
 
 

Originator of Hazard Report Advised of Action: Yes/No 

REVIEW DATE:  
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ACCIDENT AND EMERGENCIES – CONTINUED 
 

PRIVATE & CONFIDENTIAL 

1.6 VIOLENT INCIDENT REPORT FORM 

Incident Location: 

Incident Date: Time:  

EMPLOYEE INFORMATION: 

Employee Name:   

Job title:  

Employee Address:  
 
 
 

What activity were you engaged in at the time of the incident? 
 
 
 

DETAILS OF ASSAILANT (S) WITNESS (ES) 

Name(s): 
Address(es): 
 
Age: 
Male/Female: 
Other details: 
 

Name(s): 
Address(es): 
 
Age: 
Male/Female: 
Other details: 
 

WHAT HAPPENED? 

Give an account of the incident, including any relevant events leading to the incident. 
 
 
 
 
 

OUTCOME 

Injury? Verbal Abuse? Anti-social behaviour? Damage to personal/other property? 
 
 

DETAILS OF LOCATION OF INCIDENT 

Provide sketch if possible. 
 
Any other relevant information 
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2  ASBESTOS REGISTER & MANAGEMENT PROCEDURES 
 
 
 

ASBESTOS REGISTER 
AND 

MANAGEMENT PROCEDURES 
 
 
 

(PLEASE INSERT) 
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3.  HEALTH AND SAFETY ASSESSMENT QUESTIONNAIRE 
 

SUBCONTRACTOR VERIFICATION RECORD 

NAME  

I am appointed as a subcontractor and confirm that I will work as directed and using their health and safety 
documentation. I confirm I have been inducted into the Company’s Health and Safety documentation on 
the following date: _______________________ 

INSURANCE INFORMATION 

EMPLOYER’S LIABILITY EXPIRY DATE:          LIMIT OF INDEMNITY:     

PUBLIC LIABILITY EXPIRY DATE:          LIMIT OF INDEMNITY:        

PROFESSIONAL INDEMNITY EXPIRY DATE:          LIMIT OF INDEMNITY:        

BUSINESS USE VEHICLE 
INSURANCE EXPIRY DATE:          LIMIT OF INDEMNITY:        

ACCIDENT RECORD THIS YEAR PREVIOUS YEAR PREVIOUS YEAR 

RIDDOR REPORTABLE ACCIDENTS     

NON-REPORTABLE ACCIDENTS    

QUALIFICATIONS & EXPERIENCE 

It is my responsibility to ensure that I hold appropriate training qualifications and confirm the following:   

DATE WORK, TRAINING, OR COURSE DETAILS 

 e.g. CIEEM Membership, Survey License, CSCS card etc. 

  

  

  

  

  

  

  

OTHER REQUIREMENTS YES/NO 
I confirm that I have received and understood the Company’s Handbook for Health 
and Safety  

I confirm that my vehicle is insured for Class 1 business use  

I have provided copies of my entitlement to work in the UK (please attach copies)  

I UNDERSTAND I AM REQUIRED TO BRING ANY HEALTH AND SAFETY ISSUES TO THE ATTENTION OF THE COMPANY AS THEY ARISE. 

SIGNED  DATE  
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COMPETENCY EVALUATION QUESTIONNAIRE 

COMPANY NAME:  

ADDRESS:  

TELEPHONE NUMBER:   

CONTACT NAME:  

1. GENERAL INFORMATION: 
1.1 How many employees do you employ? LAST YEAR: YEAR BEFORE: YEAR BEFORE: 

1.2 How many subcontractors do you use? LAST YEAR: YEAR BEFORE: YEAR BEFORE: 

1.3 Do you have valid insurances in place? Yes / No  If YES, please attach a copy  

1.4 Do you have business use vehicle insurance? Yes / No If YES, please attach a copy 

1.5 Are you a member of an SSIP Scheme? Yes / No  If YES please attach evidence 

1.6 Has your company received any Improvement 
and / or Prohibition Notices from Enforcing 
Authorities or been subject to prosecution as a 
result of your activities (in the last 5 years)? 

Yes / No  If YES please attach details and outline action taken to 
  prevent reoccurrence 

2. HEALTH AND SAFETY POLICY, ORGANISATION FOR HEALTH & SAFETY & ARRANGEMENTS  
2.1 Do you have a Health and Safety Policy? Yes / No / NA If YES, please attach a copy  

3. COMPETENT ADVICE: CORPORATE & CONSTRUCTION RELATED  
3.1 Who is your Competent Person? Name: 

3.2 Is the person named above competent to give 
construction related advice? 

Yes / No  If YES, please attach your Competent Persons CV 

4. TRAINING & INFORMATION 
4.1 Do you have a training plan in place? Yes / No  If YES, please attach your company training record 

5. INDIVIDUAL QUALIFICATIONS & EXPERIENCE 
5.1 Do all your employees hold appropriate 

qualifications and experience for all assigned 
tasks and be competently supervised? 

Yes / No  If YES, please attach copy certificates / cards and 
individual training records. 
e.g. CIEEM Membership, Survey Licenses, CSCS cards, 
etc. 

6. MONITORING, AUDIT & REVIEW 
6.1 Do you monitoring, auditing and review your 

company Health and Safety procedures? 
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7. WORKFORCE INVOLVEMENT  
7.1 Do you hold consult with your workforce? i.e. hold 

safety meetings and risk assessment reviews 
Yes / No 

8. ACCIDENT / INCIDENT PROCEDURES 
8.1 Do you have accident / incident reporting 

procedures in place? 
Yes / No  

8.2 Please confirm your accident figures for the last 3 years: 
Note: this should include any accidents/incidents which occurred whilst the Company was trading under a different name (if applicable) 

 # FATALITIES # MAJOR / 
SPECIFIED 
INJURIES 

# OVER 3 DAY 
INJURIES 

# OVER 7 DAY 
INJURIES 

# DANGEROUS 
OCCURRENCES 

# NON-RIDDOR 
ACCIDENTS / 
INCIDENTS 

This 
year DIRECT EMPLOYEES:       
Last 
year DIRECT EMPLOYEES:       
Previous 
year DIRECT EMPLOYEES:       
9. SUBCONTRACTORS/CONSULTING PROCEDURES   

(IF APPLICABLE) 
9.1 If you employee subcontractors how do you 

ensure they are competent?  
i.e. undertake competency assessments, monitor 
performance, check their insurance cover 

 

10. COOPERATING WITH OTHERS & COORDINATING YOUR WORK WITH OTHER CONTRACTORS 
10.1 How do you ensure cooperation and coordination 

with other contractors whilst working on site?  
 
 
 
 
 

11. RISK ASSESSMENT LEADING TO A SAFETY METHOD OF WORK 
(CONTRACTORS ONLY) 

11.1 Do you have Risk Assessments and Method 
Statements in place for all your company 
activities? 

Yes / No  If YES, please attach Risk Assessments & Method 
Statements 
 

12. WELFARE PROVISION 
(PRINCIPAL CONTRACTORS & CONTRACTORS ONLY) 

12.1 Do you ensure that suitable welfare facilities are 
in place prior to commencement of works on site? 
i.e. Pre-start visits to site 

Yes / No 

DECLARATION:  
I confirm that all information provided is true, to the best of my knowledge.   
I understand the HSE may be contacted to determine prosecution and/or Notice history. 
I understand that I will be required to ensure:  
> All employees attend the Site Induction Programme undertaken on site. 
> All employees attend any safety presentations held whilst on site.  
> Safety method statements for activities to be undertaking that have been identified by my company as a medium or high risk are 

provided. 
> The names and addresses of self-employed operatives prior to commencement on site will be provided. 

Name 
PLEASE PRINT 

 Job title:   

Signature  Date:   
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4.  EQUALITY 
 
 
 

POLICIES 
 
 
 

4.1 Anti-Bribery & Corruption Policy 
4.2 Anti-Slavery Policy Statement 
4.3 Child Safeguarding Policy Statement 
4.4 Diversity Policy Statement 
4.5 Equal Opportunity Policy Statement 
4.6 Ethical Policy Statement 
4.7 Lone Working Policy Statement 
4.8 Social Media Policy Statement 
4.9 Complaints Policy Statement 
4.10 Data Protection Policy Statement 
4.11 Environment Policy Statement 
4.12 Quality Assurance Procedure 
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4.1 ANTI-BRIBERY & CORRUPTION POLICY 
 
It is the Policy of the Company to ensure that our business is conducted according to ethical, 
professional and legal standards in a fair, honest and open manner. 
 
The Company has a zero-tolerance approach to all forms of bribery and corruption which 
include: 
> The direct or indirect promise, offering or authorisation of anything of value; 
> The offer or receipt of any kickback, loan, fee, reward or other advantage; 
> The giving of aid, donations or voting designed to exert improper influence; 
> Payments for lavish or inappropriate entertainment or travel; 
> Favours including offers of employment; 
> Facilitation payments; 
> Inflated commissions; 
> Fake consultancy agreements. 

 
The Company opposes all forms of bribery and corruption, large as well as small, whether. 
initiated by corrupt officials or corrupt companies or individuals, and whether it takes place in the 
public or private sector, in the UK or abroad. 
To adhere to the policy, we will: 
> Ensure all Company personnel are provided with training on the Company Policy on anti-

bribery and corruption so they can recognise the signs and take steps to avoid it; 
> Encourage employees, subcontractors and business partners to report any suspicions of 

bribery and/or corruption through formal ‘whistle blowing’ channels or more informally 
through our Company ‘open door’ policy which enables any individuals to discuss any 
concerns they may have with senior management in a confidential environment; 

> Have an understanding of how bribery may occur during the Company’s operations and the 
impacts this could have, implementing appropriate control measures as necessary to 
prevent occurrence; 

> Use appropriate disciplinary and other sanctions for violations of the policy and/or laws 
against bribery and corruption. 
 

Failure to comply with this policy may result in disciplinary action, including dismissal or 
appropriate sanctions, in addition to civil and criminal charges. 
 
Constantly monitor and regularly review this Anti-Bribery and Corruption Policy in order to 
ensure its continuing suitability. 
 
Undertake monitoring of employee expenses records to ascertain any anomalies which may fall 
into the scope of this Policy. 
 
Provide copies of this Anti-Bribery and Corruption Policy Statement to all employees. 

 
Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 16 March 2021 
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4.2 ANTI SLAVERY POLICY STATEMENT 
 
The company has a zero-tolerance approach to slavery and is committed to preventing acts of 
slavery and human trafficking from occurring within both its business and supply chain.  It is 
expected that all suppliers, contractors and other business partners will uphold these same high 
standards. 
 
We have ensured due diligence in our processes, by: 
> Making our employees aware of the Modern Slavery Act, including the definitions of slavery 

and human trafficking; 
> Telling staff what to do if they suspect a case of slavery or human trafficking; 
> Reviewing our Whistleblowing Policy. 
 
These procedures are designed to: 
> Identify and assess potential risk areas in our business and supply chains; 
> Reduce the risk of slavery and human trafficking occurring in our business and supply 

chains; 
> Monitor potential risk areas in our business and supply chains; 
> Provide adequate protection for whistle blowers. 
 
We have a zero tolerance to slavery and human trafficking and require all those in our supply. 
chain and contractors to comply with our values and adopt the same zero tolerance approach.  
This is communicated to them at the outset of our business relationship and is regularly. 
reinforced thereafter.  We may cease to work with individuals and organisations working on our 
behalf if they do not comply with our approach. 
 
This statement is made pursuant to section 54(1) of the Modern Slavery Act 2015 and 
constitutes the company’s slavery and human trafficking statement for the present financial 
year. 
 

Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 16 March 2021 
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4.3 CHILD SAFEGUARDING POLICY STATEMENT 
 
 
The Company wishes all staff to be aware of child protection policies and systems for flagging 
children for whom there are safeguarding concerns in relation to the activities of the Company 
and its employees.  
 
We have ensured due diligence in our processes, by: 
> All eligible staff have undertaken and are up-to-date with safeguarding training at level 1. 

New staff will be required to undertake such training where eligible.  
> Staff are clear about their roles and have sufficient time and support to undertake / fulfil their 

roles.  
> The Company, and in particular its Directors, reviews arrangements for safeguarding 

annually. It works with partners to protect children in relation to activities carried out by the 
Company.  

> Criminal Records Bureau checks are undertaken on all relevant staff in accordance with 
current legislation.  

 
The Company confirms that it has examined its own position with regards to safeguarding 
children and considers that it is meeting its statutory requirements.  
 

Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 16 March 2021 
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4.4 DIVERSITY POLICY STATEMENT 
 
The Company is committed to valuing and promoting diversity in all areas of employment and to 
providing an inclusive working environment where everyone feels valued and respected, 
irrespective of their race, gender, marital/civil partnership status, age, disability, religion or 
belief, colour, national origin or sexual orientation.  

Managing diversity is a more effective way of dealing with equal opportunities issues. It 
emphasises the business and personal benefits that accrue from valuing the differences 
between people, rather than just complying with the law.  

Businesses that grasp the additional business opportunities generated by managing diversity 
effectively are far more likely to enjoy sustained competitive advantage than those which do not 
because they can more readily recognise new markets, can attract a wider customer base from 
many different communities, have the ability to provide a more tailored service or range of 
products and can attract a broader range of suppliers.  

This policy is designed to prevent discrimination and to attract the best employees. To ensure 
that diversity is embedded in our company culture, reflected in our staff and to better serve our 
customers/clients, the company will endeavour to:  

> Attract applications from all sections of society irrespective of race, gender, marital/civil 
partnership status, age, disability, religion or belief, colour, national origin or sexual 
orientation and ensure fair treatment throughout the recruitment process in accordance with 
the company’s Recruitment Policy;  

> Improve performance in the job, develop skills and prepare all individuals for other roles and 
responsibilities through effective appraisal and training procedures in accordance with the 
company’s Appraisal Policy;  

> Ensure that employment decisions are based on business needs and the individual’s ability 
to do a job;  

> Enhance decision-making and innovation by encouraging interaction and involvement;  
> Increase our ability to relate to existing and potential customers/clients wherever they exist;  
> Identify the various behaviours and barriers that discrimination can take, and understand the 

negative effect these can have on the company and its employees and customers/clients;  
> Train managers and employees in key decision-making areas on the potentially 

discriminatory effects of imposing practices, conditions, and criteria on minority groups, and 
the importance of being able to justify decisions; and  

> Monitor the application of this policy, and work towards eliminating any discriminatory 
practices which may be limiting the company’s ability to achieve its objectives.  

> This policy covers all employees, contractors, temporary workers and job applicants 
including any individuals working on company premises via a third party. It applies to all 
aspects of employment, from recruitment and selection through to termination of 
employment.  

To be successful, the Diversity Policy needs to be company-wide and therefore commitment is 
required from the whole workforce. Senior management has responsibility for ensuring that this 
policy underpins all aspects of company policy and for promoting an organisational culture that 
is supportive of the benefits of diversity.  

Line managers have an important role to play in ensuring that policies and procedures relating 
to diversity are implemented and communicated to all existing staff and new staff on their 
commencement. This will be achieved through induction, reviews/appraisals and the Staff 
Handbook. Managers must promote a professional and positive work environment by ensuring 
that this policy is put into practice by challenging behaviour, actions or decisions that breach the 
policy.  

All individual employees have a responsibility to comply with this policy and to be aware of the 
various behaviours and barriers that discrimination can take, and to understand the negative 
impact these can have on the company and colleagues. All employees must co-operate with 
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management in the elimination of any discriminatory practices which may be identified and any 
instances of apparent discrimination must be reported immediately to a line manager.  

It is unlawful to discriminate against people at work on the grounds of their sex, sexual 
orientation, status as a married person or a civil partner, race, colour, age, nationality, ethnic 
origin, religion, beliefs or because of a disability, pregnancy or childbirth, or subsequent 
maternity leave or because they are a member or non-member of a trade union. It is also 
unlawful to discriminate against part-time workers. The company will comply with all relevant 
legislation and no individual will be unjustifiably discriminated against.  

The company is fully committed to promoting age diversity. In valuing the contribution of its 
employees, regardless of age, the company will seek to eliminate age 'stereotyping' and 
discrimination on the basis of age. The underlying premise of this is that employees should be 
assessed on the basis of their skills, ability and potential, not their age. This means that 
employment opportunities and personal/career development will be available, irrespective of a 
person's age. This will involve: 

> Basing employment decisions on objective, job-related criteria;  
> Encouraging staff of all ages to develop their careers;  
> Ensuring that staff of all age groups participate in training, and have the chance to improve 

their skills and experience;  
> Avoiding assumptions about the physical abilities and career intentions of older job 

applicants or employees.  
Men and women doing equal work and work rated as of equal value are entitled to equal pay.  

It is unlawful to discriminate against a job-seeker, worker or trainee on the grounds of race, 
colour, nationality and ethnic or national origins or because of their religion or belief or lack of 
religion or belief. The company is sensitive to the cultural and religious needs of employees and 
makes provision through e.g. flexible working, religious holidays and time off to observe festivals 
and ceremonies.  

The company recognises its responsibility towards disabled employees and seeks to eliminate 
unjustified discrimination on the grounds of disability by:  

> Recognising the wealth of talent and skill possessed by disabled people;  
> Interviewing all disabled job applicants who meet the minimum selection criteria for a job 

vacancy and consider them on their abilities;  
> Ensuring that all disabled employees are smoothly and effectively inducted into the 

company;  
> Identifying and providing any 'reasonable adjustments' to working arrangements or the 

working environment necessary for the effective performance of their job;  
> Making every effort to retain employees who become disabled whilst in the employment of 

the company;  
> Reviewing each year these commitments, what has been achieved, and planning ways to 

improve on them and letting employees know about progress each year.  
The company will maintain records of the age, race, gender, marital/civil partnership status, and 
disability of job applicants and existing employees. Any patterns of under representation (for 
example, where one gender or race appears to have a consistently reduced chance of 
promotion) will be fully investigated and any discriminatory practices identified and eliminated. 

All staff should expect to be treated with dignity and respect whilst at work and have an equal 
responsibility to treat their colleagues similarly.  

The company is committed to creating a harmonious working environment which is free from 
harassment, including discrimination, victimisation and bullying, and which protects the dignity 
of female and male employees irrespective of their race, religion or belief, colour, age, national 
origin, disability or sexual orientation. Harassment is offensive and prejudicial to a productive 
working environment. It is indicative of a lack of respect for the person harassed, undermines 
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his or her position and may have a negative impact upon health, job performance and sense of 
personal security.  

Any employee who feels they have not been treated in accordance with this policy should make 
a complaint using the company’s Grievance Procedure. All complaints will be dealt with 
seriously, promptly and confidentially. If a member of staff is found to have breached the 
Diversity Policy, they may be subject to disciplinary action under the company’s Disciplinary 
Procedure, which could result in dismissal. 

 
Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 15 March 2021 
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4.5 EQUAL OPPORTUNITIES POLICY STATEMENT 
 
The Company is committed to a comprehensive policy of equal opportunities in employment in 
which individuals are selected and treated on the basis of their relevant merits and abilities 
without regard to sex, marital/civil partnership status, gender reassignment, disability, race, age, 
sexual orientation or religion/belief or lack of any religion/belief (referred to as "protected 
characteristics") and are given equal opportunities within the company. The aim of this policy is 
to ensure that no job applicant or employee receives less favourable treatment on grounds not 
relevant to good employment practice.  
 
The policy and practice of the company require that all employees are afforded equal 
opportunities within employment and that entry into employment with the company and 
progression within employment will be determined only by personal merit and the application of 
criteria which are related to the duties of each particular position. In all cases, ability to perform 
the job will be the primary consideration.  
 
The company welcomes diversity amongst its employees and seeks to ensure that all 
candidates for employment are treated fairly, and that selection is based solely on the 
individual's abilities and qualifications. The recruitment process must result in the selection of 
the most suitable person for the job having regard to experience and qualifications where 
necessary. As an employer committed to the principle of equality of opportunity, the company 
will adhere to the following procedure for recruiting and selecting individuals for all positions: 
 
The selection process will be carried out consistently for all jobs at all levels. Selection criteria 
for all positions will be clearly defined and reflected in the further particulars sent to applicants 
which will also include details of the company’s commitment to equality of opportunity. Job 
qualifications or requirements which would have the effect of inhibiting applications from 
members of particular groups, such as those of one sex, persons of a particular religion, marital 
status or sexual orientation, persons of a particular racial group, persons within a certain age 
bracket or those with a disability, will not be demanded or imposed except where they are 
justifiable in terms of the job to be done. Job advertisements will be widely publicised so as to 
encourage applications from all suitably qualified and experienced people. In order to attract 
applications from all sections of the community, the company will endeavour to ensure that 
advertisements are not restricted to areas or publications which would exclude or 
disproportionately reduce applications from a particular gender, religion, age group or racial 
group and should avoid prescribing requirements as to marital status or age. All job 
advertisements placed on behalf of the company will state the company’s commitment to 
equality of opportunity.  
 
> The selection process will be carried out consistently for all jobs at all levels. All those 

handling applications and conducting interviews must be aware of the principles of the 
Equality Act 2010. The selection of new employees will be based on job requirements and 
the individual’s suitability and ability to do the job and information sought from candidates 
will relate only to the qualifications for or requirements of the job.  

> The staff responsible for shortlisting, interviewing and making or recommending an 
appointment will be clearly informed of the selection criteria and the need for consistency. 
Wherever possible, at least two people will interview applicants and all questions will relate 
to the selection criteria. No questions will be based on age, health (except where permitted 
by the Equality Act 2010), assumptions about roles in the home and the family or the 
assumed suitability of different ethnic groups for the post in question.  

> Where it is necessary to assess whether personal circumstances will affect the performance 
of the job (for example, if the job involves irregular hours or extensive travel) this will be 
discussed objectively and will be asked equally of all candidates. In the case of disabled 
applicants who identify themselves at the application stage, appropriate interview 
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arrangements (such as accessible interview rooms or the assistance of a sign interpreter) 
should be offered to enable candidates to compete on an equal basis.  

 
To help meet the objectives of this policy the company will provide training that:  
> Increases awareness of the prevalence of and harmfulness of discrimination and prejudice 

against people because of a protected characteristic;  
> Examines the nature of discrimination, both direct and indirect, and the ways in which it can 

occur and can be prevented;  
> Assists managers and employees to behave in ways that are non-discriminatory; and  
> Explains the operation of and access to grievance and disciplinary procedures.  
 
When considering candidates for promotion general ability will be the main requirement and 
employees who fall within any protected characteristic group will not be discriminated against.  
 
All allegations of discrimination against a person because of a protected characteristic will be 
dealt with seriously and confidentially.  
 
Details of candidates and of selection decisions (including the rationale for selection or 
rejection) will be kept for at least six months after an appointment has been made in case they 
are required as evidence by an employment tribunal or for other proceedings. The company will 
keep records of the sex, ethnic group, age and any disability of its employees and of all 
candidates and of those shortlisted and appointed.  
 
Records may be used to determine whether members of one sex or persons of a certain racial 
group, religion or age bracket or those with a disability do not apply for employment or apply in 
smaller numbers than might be expected or are shortlisted or appointed in a lower proportion 
than their application rate or are concentrated in certain jobs. The company will investigate the 
practicalities of monitoring progression within employment, including access to training and 
development, promotion and grading. 
 
Recruitment procedures and practices will be kept under review so as to ensure that this policy 
is being adhered to and to ensure that they do not include requirements or conditions which 
constitute, or may lead to, unlawful discrimination. 
 

Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 16 March 2021 
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4.6 ETHICAL POLICY STATEMENT 
 

This Ethical Policy serves as a guideline for all the Company's business practices. Through its 
business practices the Company seeks to support the principles of the Universal Declaration of 
Human Rights (UDHR). The Company's position on Human Rights reflects the core 
requirements of the UDHR, such as freedom from torture, unjustified imprisonment, unfair trial 
and other oppression. It also includes freedom of expression, religion and political or other 
representation. The Company is also committed to eliminating bribery and corruption, and fully 
supports the government’s objectives to eradicate modern slavery and human trafficking. 

 

On the basis of this policy the Company will not provide support or work with:  

> Businesses or organisations which fail to uphold basic human rights within their sphere of 
influence. The Company recognises that businesses have the opportunity to ensure that 
human rights are upheld in all those aspects of their operations that they could reasonably 
expect to control. These can include:  

 direct control, such as labour conditions within their factories, for example, or use of 
land for their operations; or  

 more indirect influence, for example, companies occupying positions of strategic 
importance within a country often have opportunities to affect positive social change 
beyond their own operations.  

> Businesses or organisations with links to an oppressive regime - regimes where basic 
human rights, as set out in the UDHR, are denied in a systematic manner over time. By 
"links to an oppressive regime" the Company means:  

 businesses operating in states governed by oppressive regimes, whose activities are 
considered to support or benefit the regime, usually at the expense of the indigenous 
population; or  

 businesses using state security forces or supplying arms to state security forces 
within an oppressive regime.  

The Company will not provide support or work with businesses or organisations involved in the 
manufacture or transfer of armaments to oppressive regimes, including:  

> Companies which manufacture for or sell to oppressive regimes systems (or products) that 
kill, maim or destroy;  

> Companies who issue licences for the production of armaments for oppressive regimes;  
> Individuals or organisations involved in the brokerage of armaments to oppressive regimes;  
> Companies which export products to oppressive regimes that, while not designed to kill, 

maim or destroy, are parts for equipment which have a battlefield application or are essential 
to the operation of a weapon, such as radar and electronic warfare, military communications 
and armour.  

The Company will not provide support or work with businesses or organisations involved in the 
manufacture of torture equipment or other equipment that is used in the violation of human 
rights, including business which:  

> Manufacture torture equipment, including electroshock batons and leg irons;  
> Manufacture equipment used for execution purposes;  
> Manufacture and export to oppressive regimes equipment that could be used in the violation 

of human rights, including water cannons, security equipment and surveillance equipment.  

The Company advocates and supports the Fundamental International Labour Organisation 
Conventions. These Conventions are the most widely-accepted standards for minimum labour 
rights and cover the use of forced labour, use of child labour, collective bargaining and freedom 
of association. The Company will seek to support businesses or organisations that take a 
responsible position with regard to:  
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> Fair trade; and  
> Labour rights in their own operations and through their supply chains in developing 

countries.  
> The Company will not support businesses or organisations whose activities include:  
> Irresponsible marketing practices in developing countries, including inappropriate marketing 

to children;  
> Inappropriate financial trading methods; or  
> Tobacco product manufacture or distribution.  

The Company will not provide support or work with businesses or organisations involved in the 
development, distribution or marketing of genetically modified organisms (GMOs) where, in 
particular, the following activities are evident:  

> Uncontrolled release of GMOs into the environment; or  
> Any negative impacts on developing countries such as the imposition of "Terminator" 

technologies - technologies that genetically engineer sterility into crop plants, for no other 
purpose than to protect and enforce corporate patents on GM seeds.  

The Company actively seeks ways to reduce the ecological impact of its own activities in terms 
of energy and materials usage through its Environmental Policy and Code of Business Practice. 
The Company will encourage the organisations it works with to take a pro-active stance on the 
environmental impact of their own activities to avoid repeated damage to the environment and 
will actively support organisations involved in:  

> Recycling and sustainable waste management;  
> Renewable energy and energy efficiency;  
> Sustainable natural products and services including timber and organic produce;  
> The pursuit of ecological sustainability;  
> The development of alternatives to animal experimentation; and  
> Farming methods which promote animal welfare, set aside, and ecological stewardship.  

It is imperative that colleagues maintain the confidentiality of information (whether belonging to 
the Company or a party with whom the Company has a relationship such as a customer, 
supplier, or business partner) entrusted to him or her or that comes to him or her, from whatever 
source, except when disclosure is authorised by a Director or required by laws or regulations.  

Information received by employees, contractors or agents of the Company will not be used for 
any personal gain, nor will it be used for any purpose beyond that for which it was given. The 
Company will at all times ensure that it complies with all applicable requirements of data 
protection legislation in force from time to time.  

Confidential information includes all non-public information (including private, proprietary, and 
other) that might be of use to competitors or harmful to the Company or its relationship parties 
(such as customers, suppliers, and business partners) if disclosed. 

The Company is fundamentally opposed to any acts of bribery and to the making of facilitation 
payments as defined by the Bribery Act 2010. The Company will:  

> Carry on business fairly, honestly and openly;  
> Not make bribes so as to gain a business advantage nor condone the offering of bribes on 

the Company’s behalf;  
> Not accept bribes to influence business nor agree to bribes being accepted on the 

Company’s behalf;  
> Avoid doing business with others who do not accept the Company’s values and who may 

harm the Company’s reputation; and As far as possible ensure that all Company staff and 
business partners are aware of the Company’s bribery policy.  

As a Company we believe that whistleblowing encourages employees to raise serious concerns 
within the Company rather than overlooking a problem. It is our view that employees are often 
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the first to identify issues and problems in the business, yet they may not express their concerns 
through the fear that speaking up would be disloyal to their colleagues or to the business in 
general. We are committed to the highest standards of accountability and openness, and we 
therefore expect employees to come forward and voice any such concerns. This applies to all 
staff employed by the Company.  

The Company’s policy aims to:  

> Encourage our staff to feel confident about raising concerns and issues regarding business 
practice question and act upon concerns about practice;  

> Provide ways for employees to raise concerns in confidence and to be informed of the 
progress of any action taken;  

> Ensure that any concerns raised receive a response and that that employees are aware of 
the avenues to pursue if they are not satisfied; and  

> Reassure all staff members that they will be protected from possible victimisation if they 
have a reasonable belief that they have made any disclosure that is in the interest of the 
business.  

The Company is wholly opposed to the practice of modern slavery, forced work, poor conditions 
and illegal and unfair pay. To this end, the Company is a signed up member of the Living Wage 
campaign. This obliges us to review our remuneration strategy on an annual basis to ensure 
that all employees not only receive the legal minimum wage, but also earn fair compensation for 
the time they spend on helping the Company to deliver its workload. We apply the Living Wage 
as the minimum rate of pay for all workers, whether they are full time permanent employees, 
part time employees, freelance sub-contractors, or junior staff seeking work experience. We 
never run any unpaid internships; our position is that people who are contributing to work for 
which the Company receives payment should receive fair compensation for their time 
regardless of prior experience. In almost all cases the actual rate of pay received by our workers 
exceeds the prevailing Living Wage rate.  

In addition we operate a system of Time Off in Lieu (TOIL). The seasonal nature of some of the 
Company’s business activities (ecological surveys) can result in long working hours during the 
spring and summer months, including night work for projects involving bat or great crested newt 
surveys. Our workers are required to keep records of time worked outside of or in addition to 
their contracted hours, and to agree with their line manager the most appropriate timing to claim 
TOIL. This often results in reduced hours of work (e.g. four-day week) during the winter or 
taking extended leave, both at full pay. 

 
Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 16 March 2021 
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4.7 LONE WORKING POLICY STATEMENT 
 
This policy sets out the Company’s provisions on lone working. The Company discourages lone 
working and will avoid the need for employees to work alone where reasonably practicable. 
Where lone working is necessary, whether on an occasional or regular basis, the Company will 
take reasonable steps to ensure the health, safety and welfare of employees working alone. 
The Company will also ensure that a health and safety risk assessment is carried out to identify 
the hazards and risks of lone working and to devise and implement safe working arrangements 
so that the risks are eliminated or adequately controlled, thus enabling lone workers to carry out 
their work in a safe environment.  

Lone working can be perfectly safe provided you take the following basic precautionary steps:  

> Ensure that another member of staff, preferably your line manager, is aware you are working 
alone, where you are, what you are doing and what time you expect to finish.  

> Make sure you have some means of communication with someone in the event of an 
emergency, such as a mobile phone or two-way radio.  

> Ensure you have access to appropriate first aid equipment.  
> Know where your nearest emergency exit is and the Company’s emergency evacuation 

procedures (if applicable).  
> Make sure intruders cannot access the premises by checking that all windows and external 

doors are securely locked (if applicable).  
> Comply with any arrangements or follow any guidance provided by your line manager or the 

Company for lone working.  
> Take all reasonable steps to ensure your own safety and welfare.  
> Inform your line manager as soon as possible of any incidents, accidents or safety concerns.  
Line managers should ensure that:  

> Lone working is avoided as far as is reasonably practicable.  
> Arrangements are in place so that someone is aware of a lone worker’s whereabouts at all 

times.  
> A check is carried out at the end of the lone working period.  
> Emergency procedures are in place so that lone workers can obtain advice and assistance if 

required.  
> Lone workers are provided with adequate information and training to understand the risks 

and the safe working procedures associated with working alone.  
> The job can be done safely by one person.  
> Any employee working alone is capable of undertaking the work on their own.  
 

Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 16 March 2021 
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4.8 SOCIAL MEDIA POLICY STATEMENT 
 
Social media is an interactive online media that allows users to communicate instantly with each 
other or to share data in a public forum. It includes social and business networking websites 
such as Facebook, MySpace, Bebo, Twitter and LinkedIn. Social media also covers video and 
image sharing websites such as YouTube and Flickr, as well as personal weblogs (“blogs”). 
This is a constantly changing area with new websites being launched on a regular basis and 
therefore this list is not exhaustive.  
 
This policy applies in relation to any social media that employees may use.  
 
The Company permits employees to make reasonable and appropriate use of social media 
websites or to keep a personal weblog (“blog”) using the Company’s IT systems and equipment 
or their own computers or devices, such as laptops and hand-held devices, during their normal 
working hours, provided this does not significantly interfere with their job duties or have a 
detrimental effect on their productivity. Employees must not spend an excessive amount of time 
while at work accessing social media websites. No more than 15 minutes per day spent on 
social media websites during normal working hours is deemed acceptable, unless the social 
media activity is directly related to the Company’s own social media activities or for the purpose 
of professional development (e.g. CIEEM or BCT LinkedIn pages).  
 
Employees may be asked to contribute to the Company’s own social media activities during 
normal working hours, for example by writing Company blogs or newsfeeds or managing an 
official Twitter or LinkedIn account for the Company. Employees must be aware at all times that, 
while contributing to the Company’s social media activities, they are representing the Company.  
 
Where employees are authorised to contribute to the Company’s own social media activities as 
part of their job duties, for example for marketing, promotional and recruitment purposes, they 
must adhere to the following rules:  
> Use the same safeguards as they would with any other type of communication about the 

Company that is in the public arena.  
> Ensure that any communication has a purpose and a benefit for the Company.  
> Obtain permission from their line manager before embarking on a public campaign using 

social media.  
> Request their line manager to check and approve content before it is published online.  
> Follow any additional guidelines given by the Company from time to time. 
 
The social media rules set out below also apply as appropriate.  
 
The Company recognises that many employees make use of social media in a personal 
capacity outside the workplace and outside normal working hours. While they are not acting on 
behalf of the Company in these circumstances, employees must be aware that they can still 
cause damage to the Company if they are recognised online as being one of its employees. 
Therefore, it is important that the Company has appropriate social media rules in place to 
protect its position.  
 
When logging on to and using social media websites and blogs at any time, including personal 
use on non-Company computers outside the workplace and outside normal working hours, 
employees must not:  
> Other than in relation to the Company’s own social media activities or other than where 

expressly permitted by the Company for business networking websites such as LinkedIn, 
publicly identify themselves as working for the Company, make reference to the Company or 
provide information from which others can ascertain the name of the Company.  

> Other than in relation to the Company’s own social media activities or other than where 
expressly permitted by the Company for business networking websites such as LinkedIn, 
write about their work for the Company – and, in postings that could be linked to the  
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> Company, they must also ensure that any personal views expressed are clearly stated to be 

theirs alone and do not represent those of the Company.  
> Conduct themselves in a way that is potentially detrimental to the Company or brings the 

Company or its employees, clients, customers, contractors or suppliers into disrepute, for 
example by posting images or video clips that are inappropriate or links to inappropriate 
website content.  

> Other than in relation to the Company’s own social media activities or other than where 
expressly permitted by the Company for business networking websites such as LinkedIn, 
use their work e-mail address when registering on such sites or provide any link to the 
Company’s website.  

> Allow their interaction on these websites or blogs to damage working relationships with or 
between employees and clients, customers, contractors or suppliers of the Company, for 
example by criticising or arguing with such persons.  

> Include personal information or data about the Company’s employees, clients, customers, 
contractors or suppliers without their express consent (an employee may still be liable even 
if employees, clients, customers, contractors or suppliers are not expressly named in the 
websites or blogs as long as the Company reasonably believes they are identifiable) – this 
could constitute a breach of the Data Protection Act 1998 which is a criminal offence.  

> Make any derogatory, offensive, adverse, discriminatory, untrue, negative, critical or 
defamatory comments about the Company, its employees, clients, customers, contractors or 
suppliers, or any comments which might reasonably be considered to insult, damage or 
impugn the Company’s or their reputation or character (an employee may still be liable even 
if the Company, its employees, clients, customers, contractors or suppliers are not expressly 
named in the websites or blogs as long as the Company reasonably believes they are 
identifiable).  

> Make any comments about the Company’s employees that could constitute unlawful 
discrimination, harassment or cyber-bullying contrary to the Equality Act 2010 or post any 
images or video clips that are discriminatory or which may constitute unlawful harassment or 
cyber-bullying – employees can be personally liable for their actions under the legislation.  

> Disclose any trade secrets or confidential, proprietary or sensitive information belonging to 
the Company, its employees, clients, customers, contractors or suppliers or any information 
which could be used by one or more of the Company’s competitors, for example information 
about the Company’s work, its products and services, technical developments, deals that it 
is doing, future business plans and staff morale.  

> Breach copyright or any other proprietary interest belonging to the Company, for example, 
using someone else’s images or written content without permission or failing to give 
acknowledgement where permission has been given to reproduce particular work – if 
employees wish to post images, photographs or videos of their work colleagues or clients, 
customers, contractors or suppliers on their online profile, they should first obtain the other 
party’s express permission to do so.  

 
Employees must remove any offending content immediately if they are asked to do so by the 
Company.  
Work and business contacts made during the course of employment through social media 
websites and which are added to personal social networking accounts amount to confidential 
information belonging to the Company and accordingly the Company may ask for them to be 
surrendered on termination of employment.  
 
Employees should remember that social media websites are a public forum, even if they have 
set their account privacy settings at a restricted access or “friends only” level, and therefore they 
should not assume that their entries on any website will remain private or confidential.  
 
Employees must also be security conscious when using social media websites and should take 
appropriate steps to protect themselves from identity theft, for example by setting their privacy 
settings at a high level and restricting the amount of personal information they give out, such as  
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date and place of birth, schools attended, family names and favourite football team. This 
information may form the basis of security questions and/or passwords on other websites, such 
as online banking.  
 
Should employees observe inaccurate information about the Company on any web sources of 
information, they should report this to their line manager in the first instance.  
 
Where employees (or ex-employees) have set up personal profiles on business networking 
websites such as LinkedIn, these websites may include the facility for the user to request their 
contacts or other users to provide them with open recommendations, endorsements or 
references which are then published on their personal profile web pages for other contacts or 
connections, or prospective contacts or connections, to read. As these could potentially be 
construed as open references given on behalf of the Company, employees are prohibited from 
providing these types of recommendations, endorsements or references online to or for the 
benefit of other employees or ex-employees without the prior permission of their line manager. If 
these types of recommendations, endorsements or references are requested online by clients, 
customers, contractors, suppliers or other Company-related business connections, employees 
should refer such requests to their line managers.  
 
The Company reserves the right to monitor employees’ use of social media on the internet, both 
during routine audits of the computer system and in specific cases where a problem relating to 
excessive or unauthorised use is suspected. The purposes for such monitoring are to:  
> Promote productivity and efficiency.  
> Ensure the security of the system and its effective operation.  
> Ensure there is no unauthorised use of the Company’s time, for example to check that an 

employee has not been spending an excessive amount of time using social media websites 
for non-work related activity when they should be working.  

> Ensure that inappropriate, restricted or blocked websites are not being accessed by 
employees.  

> Ensure that all employees are being treated with respect and dignity at work, by discovering 
and eliminating any material that is capable of amounting to harassment contrary to the 
Equality Act 2010.  

> Ensure there is no breach of commercial confidentiality.  
 
The Company reserves the right to restrict, deny or remove internet access, or access to 
particular social media websites, to or from any employee.  
 
Failure to comply with any of the requirements of this policy is a disciplinary offence and may 
result in disciplinary action being taken under the Company’s disciplinary procedure. Depending 
on the seriousness of the offence, it may amount to gross misconduct and could result in the 
employee’s summary dismissal. 
 

Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 16 March 2021 
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4.9 COMPLAINTS POLICY  
 
This Complaints Policy forms an important part of our commitment to furthering the objectives of 
our professional institute, the Chartered Institute of Ecology and Environmental Management. It 
is published on our website to demonstrate our ambition of providing a quality service at all 
times, and to provide an accessible and transparent means of addressing shortfalls if they 
occur.  
 
Urban Edge Environmental Consulting strives to deliver excellent services to our clients and 
other stakeholders. In the unfortunate event that you feel we have not met this standard we 
encourage you to let us know so that we can resolve the matter satisfactorily and can look to 
improve the ways in which we conduct our business.  
 
If you have a complaint the first step is to raise it informally with your main contact, either 
verbally or in writing, so that they can resolve it. We would encourage you to raise the matter 
with them as soon as possible so that they can address your concerns effectively and promptly. 
In practice, most complaints can be resolved in this way.  
 
If this does not resolve the matter satisfactorily, we would ask that you make a formal complaint 
in writing, via email or letter, so that there can be no misunderstanding about the nature of your 
concerns. The letter/email should be addressed to the Director of the company.  
 
Once we receive your complaint, we will take the following steps:  
 
> We will acknowledge your complaint within 5 working days of its receipt and inform you of 

who is dealing with your complaint.  
> Your named contact will look into your complaint, requesting further information if necessary.  
> Within 10 working days of your acknowledgement we will write to you to confirm the 

outcome of your complaint, including any action we propose to take as a result of the inquiry. 
If we are unable to meet this timescale, we will notify you, explaining why, and setting a 
deadline by which you will hear from us again.  

 
We will aim to resolve your complaint satisfactorily but accept that sometimes this is not 
possible. All our relevant staff are members of the Chartered Institute of Ecology and 
Environmental Management (CIEEM) so if your complaint relates to the technical competence 
of one or more of our staff, you also have recourse to CIEEM’s professional conduct inquiry 
procedures (see https://cieem.net/resource/professional-conduct-inquiry-procedures/). However, 
if your complaint relates to our business services, invoicing and charges you should contact the 
Citizen’s Advice Consumer Service (UK) or the Competition and Consumer Protection 
Commission (RoI). 
 

Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 16 March 2021 
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4.10 DATA PROTECTION POLICY  
 
Introduction  
In the course of your work you may come into contact with or use confidential information about 
employees, clients, customers and suppliers, for example their names and home addresses. 
The Data Protection Act 1998 contains principles affecting employees’ and other personal 
records. Information protected by the Act includes not only personal data held on computer but 
also certain manual records containing personal data, for example employee personnel files 
that form part of a structured filing system. The purpose of this policy is to ensure you do not 
breach the Act. If you are in any doubt about what you can or cannot disclose and to whom, do 
not disclose the personal information until you have sought further advice from the Company’s 
Data Protection Officer (see below).  
 
You should be aware that you are personally accountable for your actions and you can be held 
criminally liable if you knowingly or recklessly disclose personal data in breach of the Act. A 
serious breach of data protection is also a disciplinary offence and will be dealt with under the 
Company’s disciplinary procedure. If you access another employee’s personnel records without 
authority, this constitutes a gross misconduct offence and could lead to your summary 
dismissal.  
 
This policy does not form part of an employee’s contract of employment but it is a condition of 
employment that employees abide by this policy and therefore any failure to follow it can result 
in disciplinary proceedings.  
 
The Data Protection Principles  
There are eight data protection principles that are central to the Act. The Company and all 
employees must comply with these principles at all times in their information-handling practices. 
In brief, the principles say that personal data must be:  
> Processed fairly and lawfully and must not be processed unless certain conditions are met in 

relation to personal data and additional conditions are met in relation to sensitive personal 
data. The conditions are either that the employee has given his/her consent to the 
processing, or the processing is necessary for the various purposes set out in the Act. 
Sensitive personal data may only be processed with the explicit consent of the employee 
and consists of information relating to:  

a. Race or ethnic origin.  
b. Political opinions and trade union membership.  
c. Religious or other beliefs.  
d. Physical or mental health or condition.  
e. Sexual life.  
f. Criminal offences, both committed and alleged.  

> Obtained only for one or more specified and lawful purposes and must not be processed in 
any manner incompatible with those purposes.  

> Adequate, relevant and not excessive in relation to the purposes for which it is processed. 
The Company will review employees’ personnel files on a regular basis to ensure they do 
not contain a backlog of out-of-date or irrelevant information and to check there is a sound 
business reason requiring information to continue to be held.  

> Accurate and, where necessary, kept up to date. If your personal information changes, for 
example you change address or you get married and change your surname, you must 
inform your line manager as soon as practicable so that the Company’s records can be 
updated. The Company cannot be responsible for any such errors unless the employee has 
notified the Company of the relevant change.  

> Not kept for longer than is necessary. The Company will keep personnel files for no longer 
than six years after an employee has left the Company’s employment. Different categories of 
data will be retained for different periods of time, depending on legal, operational and 
financial requirements. Any data which the Company decides it does not need to hold for a 
particular period of time will be destroyed after approximately one year. Data relating to 
unsuccessful job applicants will only be retained for a period of one year.  

> 6. Processed in accordance with the rights of employees under the Act.  
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> Secure. Appropriate technical and organisational measures must be taken against 
unauthorised or unlawful processing of personal data and against accidental loss or 
destruction of, or damage to, data. Personnel files are confidential and are stored as such in 
locked filing cabinets. Only authorised employees have access to these files. For a list of 
authorised employees, please contact your line manager. Files will not be removed from 
their normal place of storage without good reason. Data stored on memory sticks, discs, 
portable hard drives or other removable storage media is kept in locked filing cabinets. Data 
held on computer is also stored confidentially by means of password protection, encryption 
or coding and again only the above employees have access to that data. The Company has 
network back-up procedures to ensure that data on computer cannot be accidentally lost or 
destroyed.  

> Not transferred to a country or territory outside the European Economic Area unless that 
country or territory ensures an adequate level of protection relation to the processing of 
personal data.  

 
Employees’ Consent to Personal Information Being Held  
The Company holds personal data about its employees and, by signing your contract of 
employment, you have consented to that data about you being processed by the Company for 
any purpose related to your continuing employment or its termination including, but not limited 
to, payroll, human resources and business continuity planning purposes. Agreement to the 
Company processing your personal data is a condition of your employment. This includes giving 
your consent to the Company using your name, photograph and a brief work experience history 
in its marketing or promotional material, whether in hard copy print format or online on the 
Company’s website. It also includes supplying the Company with any personal data that it may 
request from you from time to time as necessary for the performance of your contract of 
employment or the conduct of the Company’s business, for example, supplying up-to-date 
contact telephone numbers to be held by line managers as part of its business continuity plan.  
 
The Company also holds limited sensitive personal data about its employees and, by signing 
this policy, you give your explicit consent to our holding and processing that data, for example 
sickness absence records, particular health needs and equal opportunities monitoring data.  
 
Employees’ Rights to Access Personal Information  
Under the Act, employees have the right on request to receive a copy of the personal data that 
the Company holds about them, including personal data held on personnel files that form part of 
a relevant filing system, and to demand that any inaccurate data held be corrected or removed. 
They also have the right to seek compensation where damage and distress have been caused 
to them as a result of any breach of the Act by the Company.  
Employees have the right, on request:  
 
> To be told by the Company whether and for what purpose personal data about them is being 

processed.  
> To be given a description of the personal data concerned and the recipients to whom it is or 

may be disclosed.  
> To have communicated in an intelligible form the personal data concerned, and any 

information available to the Company as to the source of the data.  
> To be informed in certain circumstances of the logic involved in computerised decision-

making.  
Upon request, the Company will provide you with a statement regarding the personal data held 
about you. This will state all the types of personal data the Company holds and processes about 
you and the reasons for which they are processed.  
 
If you wish to access a copy of any personal data being held about you, you must make a 
written request for this and the Company reserves the right to charge you a fee of £10.00 for the 
supply of the information requested. If you wish to make a request, please complete a Personal 
Data Request Form, which can be obtained from the Data Protection Officer. Once completed, it 
should be returned to the Data Protection Officer. The Company will respond promptly and in 
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any case within 40 calendar days of receiving the request. Note that the Company will always 
check the identity of the employee making the request before processing it.  
 
If you wish to make a complaint that this policy has not been followed in respect of personal 
data the Company holds about you, you should raise the matter with your line manager. If the 
matter is not resolved, it should be raised as a formal grievance under the Company’s grievance 
procedure.  
 
Exemptions  
There are a number of exemptions from the data protection regime set out in the Act, for 
example:  
 
> Confidential references that are given, but not those received by the Company from third 

parties. Only designated line managers can give Company references. Confidential 
references will not be provided unless the Company is sure this is the employee’s wish.  

> Management forecasts and management planning (including documents setting out 
management plans for an employee’s future development and progress).  

> Data which is required by law to be publicly available.  
> Documents subject to legal professional privilege.  

 
Employees’ obligations in relation to personal information  
If, as part of your job duties and responsibilities, you collect personal information about 
employees or other people such as clients or customers, you must comply with this policy. This 
includes ensuring the information is processed in accordance with the Act, is only processed for 
the purposes for which it is held, is kept secure and is not kept for longer than necessary. You 
must also ensure you comply with the following guidelines at all times:  
 
> Do not give out confidential personal information except to the data subject. It should not be 

given to someone, either accidentally or otherwise, from the same family or to any other 
unauthorised third party unless the data subject has given their explicit prior consent to this.  

> Be aware that those seeking information sometimes use deception in order to gain access to 
it. Always verify the identity of the data subject and the legitimacy of the request, particularly 
before releasing personal information by telephone.  

> Where the Company provides you with code words or passwords to be used before 
releasing personal information, for example by telephone, you must strictly follow the 
Company’s requirements in this regard.  

> Only transmit personal information between locations by fax or e-mail if a secure network is 
in place, for example, a confidential fax machine or encryption is used for e-mail.  

> If you receive a request for personal information about another employee, you should 
forward this to the Data Protection Officer, who will be responsible for dealing with such 
requests.  

> Ensure that any personal data which you hold is kept securely, either in a locked filing 
cabinet or, if it is computerised, it is password protected so that it is protected from 
unintended destruction or change and is not seen by unauthorised persons.  

> Do not access another employee’s records without authority as this will be treated as gross 
misconduct and it is a criminal offence.  

> Do not write down (in electronic or hard copy form) opinions or facts concerning a data 
subject which it would be inappropriate to share with that data subject.  

> Do not remove personal information from the workplace with the intention of processing it 
elsewhere unless this is necessary to enable you to carry out your job duties and has been 
authorised by your line manager.  

> Ensure that, when working on personal information as part of your job duties when away 
from your workplace and with the authorisation of your line manager, you continue to 
observe the terms of this policy and the Act, in particular in matters of data security.  

> Ensure that hard copy personal information is disposed of securely, for example cross-
shredded.  
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Compliance with the Act is the responsibility of all employees. Any questions or concerns about 
the interpretation of this policy should be raised with your line manager. 
 

Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 16 March 2021 
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4.11 ENVIRONMENTAL POLICY  
 
Introduction  
Urban Edge Environmental Consulting is an ecology and environmental planning practice 
offering sustainability, environmental and ecological advice to public and private sector clients. 
As such, managing and reducing environmental impacts, and enhancing sustainable outcomes 
are core business activities and highly valued principles of the Company.  
 
To deliver our services, we visit clients’ premises, carry out site visits and field surveys, and 
create technical reports in our offices to present to our clients. We recognise that our operations 
have an effect on the environment and we wish to minimise the potentially harmful effects of 
such activity wherever and whenever possible. We also recognise that good environmental 
management must be an integral and fundamental part of our corporate business strategy.  
 
Policy Statement  
Our policy is to meet or exceed all environmental regulations, laws and codes of practice. We 
are committed to the prevention of pollution and to minimising the impact of our operations on 
the environment. This environmental policy is the company’s statement of environmental goals 
which outline our commitment to continual environmental improvement.  
 
Communication to Staff  
To be successful, the environmental policy statement needs to be company-wide and therefore 
commitment is required from the whole workforce. Nick Pincombe takes specific responsibility 
for policy development, coordination and evaluation of performance. Line managers have an 
important role to play in helping employees to understand and implement the relevant aspects 
of this policy in their day-to-day work through the regular communication of objectives, action 
plans and achievements. This will be achieved through staff induction, reviews/appraisals, the 
Code of Business Practice and the Staff Handbook.  
 
Goals  
Energy Use  
We will seek to maximise energy efficiency and use environmentally safe and sustainable 
energy sources to meet our needs.  
Resources  
We will improve our environmental performance by conserving energy, water, wood, paper and 
other resources, particularly those which are scarce or non-renewable, through efficient use and 
careful planning, while still providing a safe and comfortable working environment.  
Products  
We will consider the environmental impacts of products we use at all stages of their life cycle - 
from design, to manufacturing, customer use, and finally disposal.  
Recycling  
We will promote recycling and the use of recycled and refurbished products and materials 
where such alternatives are economical and suitable, while reducing consumption of materials 
wherever possible.  
Waste Disposal  
We will minimise waste, especially hazardous waste, in all our operations and will dispose of all. 
waste through safe and responsible methods, while embracing the waste hierarchy.  
Wildlife  
We will ensure that any products used or derived from wildlife, such as timber and plants, are 
from sustainable sources, and comply with EU and international trading rules.  
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Suppliers  
We will work with our suppliers to ensure they recognise and reduce the environmental impact 
of their products and transportation through a quality purchasing policy.  
Transportation and emissions  
Through coordination of meetings, site visits and surveys, and careful route planning we will 
seek to realise the dual benefits of reduced fuel consumption and lower carbon and nitrogen 
emissions. We will always seek to use public transport, walking and cycling in the first instance, 
unless it is highly impractical or impossible to do so.  
Buildings  
We will ensure, where practicable, that buildings occupied by us are designed, constructed and 
operated to optimise their environmental performance. Our current premises are accredited to 
the BREEAM ‘Excellent’ rating.  
Training  
We include environmental issues in all company training programmes and encourage the 
implementation by all company staff of sound environmental practices.  
 
Policy Review  
This environmental policy focuses solely on the environmental impact of our operations. Further 
principles on the Company’s aims in relation to sustainability are contained in the Code of 
Business Practice, while those relating to ecological data are included in our Terms and 
Conditions. The policy will be reviewed regularly and, if necessary, revised to reflect the latest 
developments. We will conduct an annual self-evaluation of our performance in implementing 
these principles and in complying with all applicable laws and regulations. 
 

Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 16 March 2021 

 
  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 5 - PAGE 55 OF 102 

4.12 QUALITY ASSURANCE PROCEDURE 
 
Introduction  
The Company aims to ensure that its products and services meet the needs of its customers at 
all times in accordance with contractual requirements, its policies and procedures.  
Company Management is committed to:  
 
> Develop and improve the Company’s Quality standards. 
> Continually improve the effectiveness of the Company Quality Procedures. 
> The enhancement of customer satisfaction. 
 
Policy Commitment 
The management has a continuing commitment to:  
 
> Ensure that customer needs and expectations are determined and fulfilled with the aim of 

achieving customer satisfaction 
> All complaints and non-conformances are investigated by senior management in line with 

our Complaints Policy to ascertain the source of the non-conformance and measures 
needed to prevent recurrence.  

> Communicate throughout the Company the importance of meeting customer needs and all 
relevant statutory and regulatory requirements.  

> Establish the Quality Procedures and objectives, and ensure they are brought to the 
attention of all employees.  

> Ensure the availability of resources to meet the requirements of the Quality Procedures, i.e. 
training and funds.  

 
In order to meet the Company commitment to quality, the Company will:  
 
> Ensure all employees are trained and competent in the tasks they undertake on behalf of the 

company and training records are held; training will be provided initially during induction and 
as required thereafter. Further training will be required should the scope of works 
undertaken by the Company change and/or following monitoring of the Quality Procedures 
for continual improvement.  

> Ensure all employees understand the requirements of this Quality Policy and abide with the 
requirements of the Company Quality Procedures.  

> Constantly monitor its quality performance, including on site performance during site visits, 
and implement improvements when appropriate.  

> Regularly review this Quality Policy in order to ensure its continuing suitability.  
> Provide information to individuals regarding monitoring of the Company Quality Procedures.  
> Provide copies of this Quality Policy Statement to all employees. 

 
Technical Quality Assurance Procedure 
Urban Edge Environmental Consulting Ltd is fully committed to high standards of project 
delivery and management.  We draw on our strong communication skills and keep regular 
contact with the client at all times.  If you decide to instruct us, the project will be managed by an 
appropriately qualified, trained and competent individual who will be supported by the other 
members of our team. 
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Project Management 
Our approach to project management is based on (i) the identification of distinct stages with 
requisite tasks, (ii) clear organisational structure, (iii) formal planning, and (iv) controls for 
progress, expenditure, change and quality.  In addition, we carry out a risk assessment for all 
our projects.   
 
The Project Manager is responsible for ensuring resource is available to deliver the project to 
timescales, quality criteria and budget required by the client.  They will be the key contact point 
with the Client, will provide regular survey/result updates in accordance with reporting 
requirements, and ensure the objectives of the project are met.  Project management updates 
will be provided according to the Client’s preferred scheduling (e.g. weekly, fortnightly, monthly, 
or milestone related) and method (telephone, email or a combination).   
 
Quality Assurance 
We have a firm commitment to providing the highest quality consultancy services; our project 
track record demonstrates this.  At the core of our quality assurance mechanism are the 
Company’s Policy Statements, quality and environmental management systems and a range of 
internal business process and technical Standard Operating Procedures (including method 
statements and safe systems of work).  Our approach to quality management is based on the 
following principles: 
 
> Ensuring that client needs are identified and understood, and that services and products are 

subsequently delivered in a professional and independent manner designed to fully meet 
and satisfy client expectations; 

> Project delivery is subject to risk assessment and subsequent risk management; 
> Contract management is specified and agreed in formal contract agreements; 
> Project management is controlled via the use of effective project planning to meet 

milestones, specifications and budget; 
> Projects are managed by appropriately trained and qualified staff, using up-to-date 

equipment and facilities where appropriate;  
> Outputs and deliverables are subject to rigorous quality assurance and document 

version/status control before release to ensure technical soundness and compliance with 
contractual requirements and company standards; and 

> Periodic review of processes to ensure continual improvement in the effectiveness of our 
quality assurance mechanism and responding to opportunities and ideas from staff for 
further improvement. 

 
Quality control is a key aspect of our services and we adopt a three-stage approach to ensuring 
the quality of all our technical outputs: 
 
> Reports are authored by senior members of the team who carry out a thorough check of the 

document once complete; 
> Report is then passed to a second member of the team for a second complete review and 

detailed proofread; and 
> Finally, the report is passed to the Project Director for a final review and sign off before the 

document is released to the client. 
 
This three-stage approach ensures that all issued documents are of the highest quality and 
tailored to the needs of the client and its audience, technically correct, written in clear and 
concise language, well referenced, and easily navigable.  Non-technical and summary 
documents are written in a way that embraces the Plain English standard in order to maximise 
their accessibility. 
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All our work is carried out in adherence to the Codes of Professional Conduct and core 
guidance of relevant professional bodies (SocEnv, IEMA, CIEEM).  In addition, the Company 
maintains corporate membership of IEMA and is a Registered Practice of the Chartered Institute 
of Ecology and Environmental Management. 
 
Urban Edge Environmental Consulting has a firm commitment to promoting safe working 
practices, environmental sustainability, social equality, diversity and cohesion, and to adhere to 
ethical business practices; our Company Policies on these issues are available on request.   
 

Signature 

 
Name Nicholas Pincombe 

Position Director 

Date 16 March 2021 
 

 
 
 
  

https://socenv.org.uk/page/CodeofConduct
https://www.iema.net/iema-code-of-professional-conduct/code-of-professional-conduct
http://www.cieem.net/professional-conduct
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5.  ELECTRICAL SAFETY 

 
 
 

5.1  MAINS ELECTRICAL 
INSTALLATION CERTIFICATE 

 
 
 

(PLEASE INSERT) 
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ELECTRICAL SAFETY 
 

 
 
 

5.2  PAT TESTING REGISTER 
 

 
 
 

(PLEASE INSERT) 
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ELECTRICAL SAFETY 
 
 
 
 

5.3  LANDLORD GAS SAFETY 
RECORD 

 
 
 

(PLEASE INSERT) 
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6.  FIRE AND EMERGENCY DOCUMENTS 
 
 
 

6.1  FIRE RISK ASSESSMENT 
 
 
 

(PLEASE INSERT) 
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FIRE AND EMERGENCY DOCUMENTS CONTINUED 
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FIRE AND EMERGENCY DOCUMENTS CONTINUED 
 

6.2  INVENTORY OF FIRE PREVENTION/PROTECTION MEASURES 
 

LOCATION 
FIRE FIGHTING EQUIPMENT BREAK 

GLASS 
CALL 

POINTS 

SMOKE/HEAT 
DETECTORS 

EMERGENCY 
LIGHTING 

CO2 WATER POWDER 

       

       

       

       

       

       

       

       

       

       

       

       

 
This information should also be shown pictorially on the Building Layout Drawings, included 
within the Fire Risk Assessment. 
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7.  URBAN EDGE ENVIRONMENTAL CONSULTING LTD RECORD OF 
HEALTH AND SAFETY CONSULTATION AND / OR COMMUNICATION 

 
DATE DETAILS MINUTES 

AVAILABLE  
FURTHER INFORMATION  FOLLOW UP 

REQUIRED? 
H&S 
COMMITTEE 
MEETING 

CLIENT 
MEETING 

H&S AUDIT 

    Y/N  Y/N:  

    Y/N  Y/N:  

    Y/N  Y/N:  

    Y/N  Y/N:  

    Y/N  Y/N:  

    Y/N  Y/N:  

    Y/N  Y/N:  

    Y/N  Y/N:  

    Y/N  Y/N:  

    Y/N  Y/N:  

    Y/N  Y/N:  

    Y/N  Y/N:  

    Y/N  Y/N:  

 
RECORD OF HEALTH AND SAFETY ADVICE 

 
DATE DETAILS FURTHER INFORMATION 
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8.  OCCUPATIONAL HEALTH 
 

8.1  OCCUPATIONAL HEALTH QUESTIONNAIRE 
Please complete this form carefully, giving your answers accurately and as fully as possible.   

All medical information will remain confidential. 
Your answers to this questionnaire will be confidential and will not be given to anyone else without your permission.   

SECTION A:  PERSONAL INFORMATION 
Surname:       Date of Birth:       

Forename/s:       Telephone No:       

Home Address:       

      

      

Postcode:       

Job Description       

SECTION B:  OCCUPATIONAL HISTORY (LAST 5 YEARS) 
EMPLOYER NATURE OF WORK START FINISH 

                        

                        

                        

                        

                        

SECTION C:  MEDICAL INFORMATION 
PLEASE TICK APPROPRIATE BOX YES NO 

1. Do you have any medical condition, impairment or disability (PHYSICAL OR 
PSYCHOLOGICAL) which may affect your work?   
IF YES, PLEASE DETAIL:        

            

2. Have you ever suffered from, or received medical treatment for, a condition which may 
affect your work activities?   
IF YES, PLEASE DETAIL:        

            

3. Are you receiving any form of medical treatment at the present time or regularly taking 
any medicines, i.e. tablets, injections or special diet?   
IF YES, PLEASE DETAIL:        

            

4. Do you suffer from, or have you received treatment for, any respiratory illness, or have 
you ever come into contact with Asbestos Containing Materials?     
IF YES, PLEASE DETAIL:        

            

5. Do you smoke, or have you ever smoked?   
IF YES, PLEASE DETAIL BELOW:  
YEARS SMOKED:        DATE STOPPED SMOKING (IF APPLICABLE):        

            

6. Do you have any allergies? 
IF YES, PLEASE DETAIL:        

            

7. Is your eyesight satisfactory (with visual aids or eye glasses, if worn)? 
DATE OF LAST EYE TEST:        

            

8. Has your colour vision been tested?   
IF YES, WAS YOUR COLOUR VISION NORMAL?        

            

9. Have you had any absence due to illness during the past 5 years (INCLUDING INJURY OR 
DISABILITY) totalling 10 days or more in any one year?   
IF YES, PLEASE GIVE DETAILS OF ILLNESS AND PERIODS OF ABSENCE:   
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8.1  OCCUPATIONAL HEALTH QUESTIONNAIRE CONTINUED 

 
10. Have you ever been vaccinated or immunised against the following? 

IF YES, STATE WHEN: YES NO CHILDHOOD OTHER DATE 

TB (BCG)                         

RUBELLA (German Measles)                         

POLIO                         

TETANUS                         

HEPATITIS B                         

RABIES                         

OTHER:  
PLEASE DETAIL:        

                        

SECTION D: NOISE 
PLEASE TICK APPROPRIATE BOX YES NO 

1. Have you worked in an environment that requires hearing protection?             

2. Do you suffer from hearing loss?             

3. Do you suffer with tinnitus/ringing in the ear?             

4. Has your hearing deteriorated in the last year?             

5. Do you wear a hearing aid?             

6. Have you been provided with hearing protection?             

7. Is the protection comfortable to wear?             

8. Do you use it?             

SECTION E: ADDITIONAL INFORMATION  
Do you have further information with regards your health which may be relevant to your work activities: 
PLEASE DETAIL:        

DECLARATION 
I declare to the best of my knowledge the answers to the questions on this form are correct.  I understand 
that a false declaration may lead to subsequent termination of my employment. 

SIGNATURE       DATE:       
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OCCUPATIONAL HEALTH QUESTIONNAIRE 
 

8.2  NEW AND EXPECTANT MOTHERS AT WORK 
RISK ASSESSMENT 

 
1. The phrase ‘New & Expectant Mothers’ means an employee who is pregnant, who has given 

birth in the previous six months, or who is breastfeeding.  
2. Initial risk assessments should take account of potential risks to females of child bearing age.  

Procedures for controlling risks to the workforce will normally be sufficient.  Any risks identified 
should be brought to the attention of employees.  

3. On receipt of notification of pregnancy, birth, or breastfeeding a specific risk assessment is to 
be completed.  A copy of the findings must be brought to the attention of the employee.  

4. The individual assessment must be reviewed as pregnancy progresses and during post natal 
and breastfeeding.  

PRIVATE AND CONFIDENTIAL 
Assessment 
Date: 

 Assessors Name:  

Review Date:  Assessors 
Position: 

 

EMPLOYEE DETAILS 

Name:  Position:  

RISK ASSESSMENT 

Has specific medical advice been received?   Yes/No 
If yes, please attach a copy and note any actions taken as a result. 
 
 
 

RISK CONSIDER FINDINGS ACTION 

Movements & 
Posture 

Nature, duration and 
frequency of tasks 

  

Pace and intensity of the 
work 

  

General environment (heat, 
cold) and suitability of 
equipment, confined spaces 

  

Patterns of work – time and 
rest breaks 

  

Manual Handling There is likely to be increased 
risk and manual handling 
should be avoided or 
minimised. 

  

Lone Working Increased risk of medical 
emergency. 

  

Violence Increased risk of injury.   
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OCCUPATIONAL HEALTH CONTINUED 
 

 
RISK CONSIDER FINDINGS ACTION 

Working Conditions Rest facilities, hygiene facilities 
(pregnant and nursing mothers may 
need frequent access to welfare 
facilities and a private room for 
breastfeeding or expressing milk for 
which a storage facility may also be 
required). 

  

Mental and physical fatigue   

Stress   

Work at height (including stepladders)   

Additional 
Considerations 

Sickness & Headaches   

Backache (increased by prolonged 
standing) 

  

Increased size   

Tiredness   

Balance (wet/slippery surfaces)   

Comfort (clothing/PPE)   

Seating   

Assessors Signature:  Date:  

Copy Received by: (Employee 
signature) 

 Date:  
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10.  PERMIT TO WORK 
 

10.1  ASBESTOS 
URBAN EDGE ENVIRONMENTAL CONSULTING LTD PERMIT TO 
WORK 

PERMIT NUMBER: 

PART 1: LOCATION AND JOB DETAILS 

LOCATION: 

ROOM/PLOT: DATE: TIME: 

DESCRIPTION OF WORK: 

PART 2 CONTROLS 

Asbestos management report available YES NO N/A 

Asbestos survey carried out YES NO N/A 

Operatives competent and trained to recognise asbestos YES NO N/A 

Work activity WILL NOT displace asbestos materials YES NO N/A 

Other precautions: 

NO OTHER WORK THAN THAT STATED ABOVE TO BE CARRIED OUT 

PART 3 DECLARATION BEFORE WORK STARTS 

I have issued this Permit to Work and ensured a safe system of work is in place. 
Signed:       Name:      
Date:       Time:      

I have read and understood the requirements of this Permit, associated risk assessments and method statements. 
Signed:        Name:      
Date:     Time:      

PART 4 DECLARATION ON COMPLETION OF WORKS 

The works specified in the above Permit have been completed.  The work area has been left in a safe and tidy 
condition. 
Signed:        Name:      
Date:        Time:      

By the signature above the contractor declares the works to which this Permit refers to is completed.  I hereby cancel 
this Permit to Work. 
Signed:        Name:      
Date:        Time:      

THIS PERMIT IS TO LAST NO LONGER THAN 24 HOURS. 
IT IS THEN TO BE KEPT AS A RECORD FOR 6 MONTHS 
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PERMIT TO WORK CONTINUED 
 

10.2  CONFINED SPACES ENTRY 
URBAN EDGE ENVIRONMENTAL CONSULTING LTD PERMIT TO WORK PERMIT NUMBER: 

PART 1: LOCATION AND JOB DETAILS 

LOCATION: 

ROOM/PLOT: DATE: TIME: 

DESCRIPTION OF WORK: 

PART 2 CONTROLS 

Is entry into the confined space necessary? YES NO N/A 

Is the confined space vertical? YES NO N/A 

Is the confined space horizontal? YES NO N/A 

Has the atmosphere been tested? YES NO N/A 

Is the access/egress adequate? YES NO N/A 

Has mechanical/electrical been isolated? YES NO N/A 

Specialist tools and equipment provided? YES NO N/A 

Are emergencies and procedures equipment required? YES NO N/A 

Are operatives trained for the task? YES NO N/A 

Has suitable PPE / RPE been provided? YES NO N/A 

Other precautions: 

PART 3 DECLARATION BEFORE WORK STARTS 

I have issued this Permit to Work and ensured a safe system of work is in place. 
Signed:       Name:      
Date:       Time:      

I have read and understood the requirements of this Permit, associated risk assessments and method statements. 
Signed:        Name:      
Date:     Time:      

PART 4 DECLARATION ON COMPLETION OF WORKS 

The works specified in the above Permit have been completed.  The work area has been left in a safe and tidy 
condition. 
Signed:        Name:      
Date:        Time:      

By the signature above the contractor declares the works to which this Permit refers to is completed.  I hereby cancel 
this Permit to Work. 
Signed:        Name:      
Date:        Time:      

THIS PERMIT IS TO LAST NO LONGER THAN 24 HOURS. 
IT IS THEN TO BE KEPT AS A RECORD FOR 6 MONTHS. 
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PERMIT TO WORK CONTINUED 
 

10.3  ELECTRICAL WORK 
URBAN EDGE ENVIRONMENTAL CONSULTING LTD PERMIT TO WORK PERMIT NUMBER: 

PART 1: LOCATION AND JOB DETAILS 

LOCATION: 

ROOM/PLOT: DATE: TIME: 

DESCRIPTION OF WORK: 

PART 2 CONTROLS 

Can the plant/equipment/system be isolated? YES NO N/A 

Can the isolation system be locked? YES NO N/A 

Are notices being displayed? YES NO N/A 

Are all tools insulated? YES NO N/A 

Can other operatives be excluded? YES NO N/A 

Other precautions: 

PART 3 DECLARATION BEFORE WORK STARTS 

I have issued this Permit to Work and ensured a safe system of work is in place. 
Signed:       Name:      
Date:       Time:      

I have read and understood the requirements of this Permit, associated risk assessments and method statements. 
Signed:        Name:      
Date:     Time:      

PART 4 DECLARATION ON COMPLETION OF WORKS 

The works specified in the above Permit have been completed.  The work area has been left in a safe and tidy 
condition. 
Signed:        Name:      
Date:        Time:      

By the signature above the contractor declares the works to which this Permit refers to is completed.  I hereby cancel 
this Permit to Work. 
Signed:        Name:      
Date:        Time:      

THIS PERMIT IS TO LAST NO LONGER THAN 24 HOURS. 
IT IS THEN TO BE KEPT AS A RECORD FOR 6 MONTHS 
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PERMIT TO WORK CONTINUED 
 

10.4  PERMIT TO DIG 
URBAN EDGE ENVIRONMENTAL CONSULTING LTD PERMIT TO WORK PERMIT NUMBER: 

PART 1: LOCATION AND JOB DETAILS 

LOCATION: 

AREA/PLOT: DATE: TIME: 

DESCRIPTION OF WORK: 

PART 2 CONTROLS 

Service drawing available on site YES NO N/A 

CAT scanner on site and trained operatives available YES NO N/A 

Services, once identified, have been marked to identify 
service route 

YES NO N/A 

Method of preventing trench collapse in place YES NO N/A 

Trench boxes/shoring/battering back/excavation stepped YES NO N/A 

Will excavation work take place close to service YES NO N/A 

Method of dig MACHINE HAND AIR TOOLS 

Fencing of excavation required YES NO N/A 

Traffic management required YES NO N/A 

End of day safety measures required BACK FILL & 
MAKE GOOD 

COVER WITH 
ROAD PLATE 

FENCING 

Other Precautions / Notes: 

PART 3 DECLARATION BEFORE WORK STARTS 

I have issued this Permit to Work and ensured a safe system of work is in place. 
Signed:       Name:      
Date:       Time:      

I have read and understood the requirements of this Permit, associated risk assessments and method statements. 
Signed:        Name:      
Date:     Time:      

PART 4 DECLARATION ON COMPLETION OF WORKS 

The works specified in the above Permit have been completed.  The work area has been left in a safe and tidy 
condition. 
Signed:        Name:      
Date:        Time:      

By the signature above the contractor declares the works to which this Permit refers to is completed.  I hereby cancel 
this Permit to Work. 
Signed:        Name:      
Date:        Time:      

THIS PERMIT IS TO LAST NO LONGER THAN 24 HOURS. 
IT IS THEN TO BE KEPT AS A RECORD FOR 6 MONTHS 
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10.5  HOT WORKS 
URBAN EDGE ENVIRONMENTAL CONSULTING LTD PERMIT TO WORK PERMIT NUMBER: 

PART 1: LOCATION AND JOB DETAILS 

LOCATION: 

ROOM/PLOT: DATE: TIME: 

DESCRIPTION OF WORK: 

PART 2 CONTROLS 

Loose combustible materials cleared YES NO N/A 

Non-moveable combustible materials covered YES NO N/A 

Gas cylinders secured YES NO N/A 

Work equipment maintained YES NO N/A 

Other person who may be affected removed YES NO N/A 

Bitumen boilers/lead heater 3m from gas cylinders YES NO N/A 

Welding/cutting/grinding work area screened to contain spray YES NO N/A 

Suitable fire extinguishers in place for the work area YES NO N/A 

Fire check carried out 30 minutes after completion YES NO N/A 

Other precautions: 

PART 3 DECLARATION BEFORE WORK STARTS 

I have issued this Permit to Work and ensured a safe system of work is in place. 
Signed:       Name:      
Date:       Time:      

I have read and understood the requirements of this Permit, associated risk assessments and method statements. 
Signed:        Name:      
Date:        Time:      
 

PART 4 DECLARATION ON COMPLETION OF WORKS 

The works specified in the above Permit have been completed.  The work area has been left in a safe and tidy 
condition. 
Signed:        Name:      
Date:        Time:      

By the signature above the contractor declares the works to which this Permit refers to is completed.  I hereby cancel 
this Permit to Work. 
Signed:        Name:      
Date:        Time:      

THIS PERMIT IS TO LAST NO LONGER THAN 24 HOURS. 
IT IS THEN TO BE KEPT AS A RECORD FOR 6 MONTHS. 

  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 5 - PAGE 92 OF 102 

 
 
 
 
 
 
 
 
 
 
 
 
 

INTENTIONALLY LEFT BLANK 



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 5 - PAGE 93 OF 102 

PERMIT TO WORK CONTINUED 
 

10.6  WORK AT HEIGHT 
URBAN EDGE ENVIRONMENTAL CONSULTING LTD PERMIT TO WORK PERMIT NUMBER: 

PART 1: LOCATION AND JOB DETAILS 

LOCATION: 

ROOM/PLOT: DATE: TIME: 

DESCRIPTION OF WORK: 

PART 2 CONTROLS 

Firm level ground to base equipment on. YES NO N/A 

Overhead cable and obstruction avoided or precautions taken. YES NO N/A 

Fragile areas identified and protected (e.g. roof lights). YES NO N/A 

Scaffolds and tower scaffolds erected. YES NO N/A 

Working platform (e.g. MEWP) operated by a trained, competent, 
person. 

YES NO N/A 

Collective fall arrest systems (nets, bags, crash deck). YES NO N/A 

Individual fall arrest systems (harness and lanyard) YES NO N/A 

Operatives trained and competent in use of personal fall arrest 
system include inspection of harness / lanyard 

YES NO N/A 

Ladders – Short duration, simple tasks (secured and at the correct 
angle). 

YES NO N/A 

Risk Assessment in place for the task. YES NO N/A 

Other precautions: 

PART 3 DECLARATION BEFORE WORK STARTS 

I have issued this Permit to Work and ensured a safe system of work is in place. 
Signed:       Name:      
Date:       Time:      

I have read and understood the requirements of this Permit, associated risk assessments and method statements. 
Signed:        Name:      
Date:        Time:      
 

PART 4 DECLARATION ON COMPLETION OF WORKS 

The works specified in the above Permit have been completed.  The work area has been left in a safe and tidy 
condition. 
Signed:        Name:      
Date:        Time:      

By the signature above the contractor declares the works to which this Permit refers to is completed.  I hereby cancel 
this Permit to Work. 
Signed:        Name:      
Date:        Time:      

THIS PERMIT IS TO LAST NO LONGER THAN 24 HOURS. 
IT IS THEN TO BE KEPT AS A RECORD FOR 6 MONTHS. 

NOTE:  THIS WORK PERMIT DOES NOT APPLY TO THOSE CONSTRUCTION COMPANIES INVOLVED IN NEW 
BUILD/REFURBISHMENT WHERE THEY ARE IN CONTROL OF THE SITE 
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11.  TRAINING RECORDS 
 

11.1  EMPLOYEE HEALTH AND SAFETY INDUCTION TRAINING  

Name:  Department:  

Position/Job:  Recruitment 
Date: 

 

    

INDUCTION MANDATORY INSTRUCTION 
DETAILS YES NO N/A 

1. COMPANY HEALTH AND SAFETY DOCUMENTATION:     

1.1 Policy & Procedures    

1.2 Risk Assessments: General    

1.3 Risk Assessments: Manual Handling    

1.4 Risk Assessments: COSHH     

1.5 Employee Handbook    

1.6 Documentation Updates    

2. PERSONAL PROTECTIVE EQUIPMENT     

2.1 How PPE is used / worn    

2.2 Visual checks / PPE inspections    

2.3 Reporting Defects / loss of PPE    

3. LOCATION OF HEALTH AND SAFETY INFORMATION AND NOTICES     

3.1 Tour of premise and signage     

3.2 Health and Safety Law Poster    

3.3 Health and Safety Policy Statements    

3.4 Insurance    

3.5 Fire Action Notices    

3.6 First Aid Notices    

3.7 Task / Equipment signage    

4. EMERGENCY PROCEDURES    

4.1 Evacuation & Fire Procedures    

4.2 Fire Alarm    

4.3 Emergency signage    

4.4 Fire Extinguishers    

4.5 Accident Reporting     

4.6 First Aid arrangements    
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5. WELFARE ARRANGEMENTS    

5.1 Toilets    

5.2 Rest Area / Canteen    

5.3 Smoking policy    

6. FOOD SAFETY AND HYGIENE    

6.1 Storage of food / drinks    

6.2 Preparation of food    

7. HAZARDS    

7.1 General Hazards in the Work Area    

7.2 Specific Hazards and Relevant Safety Procedures of the Job/Task    

8. ELECTRICAL SAFETY    

8.1 Electrical safety in the workplace    

8.2 PAT testing    

8.3 Reporting hazards / defects    

9. KEY PERSONNEL    

9.1 Manager / Supervisor    

9.2 Health and Safety     

9.3 First Aider     

9.4 Fire Marshal    

10. WASTE DISPOSAL & THE ENVIRONMENT    

10.1 Housekeeping    

10.2 Correct disposal     

10.3 Environmental issues    

11. EMPLOYEE RESPONSIBILITIES    

11.1 Risk Assessments    

11.2 Permits to Work    

11.3 Drugs & Alcohol Policy     

11.4 Plant & Equipment     

11.5 Work at Height    

11.6 Manual Handling    
  

EMPLOYEE SIGNATURE:  DATE:  

  
 
NOTE/S:  
1. YOUNG PERSONS WILL REQUIRE ADDITIONAL INDUCTION TO INCLUDE SPECIFIC RISK ASSESSMENTS 

INTRODUCTION TO THEIR SUPERVISOR.  
2. THIS DOCUMENT SHOULD BE COPIED AND COMPLETED WITH ALL EMPLOYEES ON THEIR FIRST 

WORKING DAY WITH THE COMPANY AND THEN STORED IN THEIR EMPLOYEE RECORD FILE.   



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 5 - PAGE 97 OF 102 

TRAINING RECORDS CONTINUED 
 

11.2  EMPLOYEE TRAINING RECORD 

INDIVIDUAL TRAINING/EXPERIENCE RECORD 

Employee Name:  

Job Title:   Start Date:  

DATE COURSE DETAILS COURSE 
EXPIRY? 

 Induction training  

 Refresher induction training 
To be completed on an annual basis after initial company induction.  

 
Company Health and Safety Policy & Documentation  
To be completed during Induction and at regular intervals ensuring all updates 
are readily communicated to all employees. 

 

 Health and Safety Awareness 
Refresher training to them be completed on an annual basis  
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12.  WORK EQUIPMENT INSPECTION/MAINTENANCE RECORD 
 

12.1  INSPECTION REPORT 

Site Address:  

Inspection carried out for: (co):  

Inspection carried out by:  

Position:  
DATE OF 

INSPECTION 
DESCRIPTION OF 
EQUIPMENT AND 

MEANS OF 
IDENTIFICATION 

SWL (SAFE 
WORKING LOAD) 

RESULTS OF 
INSPECTION 

SIGNED 
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WORK EQUIPMENT INSPECTION/MAINTENANCE RECORD CONTINUED 
 

12.2   DAILY VEHICLE CHECKLIST 
(CHECKS TO BE CONDUCTED BEFORE USE OF THE VEHICLE) 

VEHICLE REGISTRATION:  ODOMETER READING:  

VEHICLE MAKE/TYPE:  OPERATOR:  

ITEM  /  / NA COMMENT 
EXTERNAL VEHICLE CONDITION 

Condition of vehicle bodywork, windscreen, windows, lights   

Condition of windscreen wiper blades   

Cleanness of windscreen, windows, mirrors, lights, number plate   

Security of load, trailer, roof rack   

Condition of tyres, tyre pressure, tyre wear   

Availability of spare wheel & jack   

FLUIDS 

Engine oil level   

Coolant level   

Windscreen wash level   

Brake/clutch fluid   

Power steering fluid   

Condition of battery   

No oil or waste leakage   

VEHICLE INTERIOR AND EQUIPMENT 

Condition & function of seat belts   

Head restraint adjustment   

Mirror adjustment   

First aid kit   

Fire extinguisher   

Torch   

Warning triangle   

Vehicle handbook   

FUNCTION CHECKS BEFORE STARTING THE JOURNEY 

Warning light   

All lights    

Horn   

Washers & wipers   

Brake    

Fuel    

ALL THE ITEMS ABOVE HAVE BEEN CHECKED AND ANY DEFECTS AND OMISSIONS REPORTED. 

DRIVER’S SIGNATURE:  DATE:  
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CQMS LIMITED - RISK ASSESSMENT PRINCIPLES 
 

RISK RATING = PROBABILITY/FREQUENCY x SEVERITY 
 

PROBABILITY/FREQUENCY SCALE 
Probability / 
Frequency Descriptive phrase 

6 Inevitable 

5 A frequent occurrence 

4 An occasional occurrence  

3 A very likely occurrence  

2 A possible occurrence 

1 A highly improbable occurrence 

SEVERITY SCALE 

Severity Descriptive phrase 

6 Multiple fatalities 

5 Single fatality 

4 Specified injury - permanent incapacity 

3 Specified injury, absent from work for more than 7 days but with subsequent full 
recovery. 

2 Minor injury, absent from work for less than 7 days with complete recovery.  

1 Minor injury with no lost time and complete recovery. 

SCORE RATING/PRIORITY OF ACTION SCALE 

16-36 High Immediate action 

8-15 Medium Action within 3 to 6 months 

2-6 Low Action within 6 to 12 months 

1 Insignificant No immediate action - keep under review 
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GENERAL RISK ASSESSMENTS  
AS REQUIRED BY THE  

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999 
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RISK ASSESSMENT 
(THE MAIN STEPS) 

 

RISK ASSESSMENT from 
other legislation i.e. COSHH, 

Manual Handling
GATHER INFORMATION

IDENTIFY ALL HAZARDS
ASSOCIATED WITH: 

1. Activities
2. Materials/substances

3. Equipment
4. Workplaces

5. People
6. Procedures

EVALUATE RISKS AND PRIORITISE

SET SUITABLE AND ATTAINABLE CONTROL 
OBJECTIVES

& 
IDENTIFY NECESSARY CONTROL MEASURES TO 

MEET THESE OBJECTIVES
(new and existing)

MONITOR CONTROLS
Are the control measures satisfactory?

YES NO

RECORD

REVIEW REGULARLY – or when FACTORS alter.
Are there ANY changes to identified hazards

NO YES

RE-
ASSESS

REVISE

 
 



SERIAL NO. WORK TASK/ACTIVITY RISK RATING*

GENERAL RISK ASSESSMENT INDEX

01 First Aid Provisions Low

02 Provision, Use and Maintenance of Welfare Facilities Low

03 Fire and Emergency Procedures Medium

04 Working at Height Medium

05 Working at Height - Use and Maintenance of Ladders Medium

06 Working at Height - Use and Maintenance of Mobile Elevating Working Platforms 
(MEWPs)

Medium

07 Working at Height - Use and Maintenance of Stepladders Medium

08 Adverse Weather Conditions - Cold Weather Working Low

09 Adverse Weather Conditions - Hot Weather Working Low

10 Lone Working Medium

11 Working at Height - Working on Roofs Medium

12 Tree Climbing Medium

13 Lymes Disease: Working in Areas of Exposure to Biting Insects (ticks) Low

14 Work In Potentially Rodent-Infested Areas Low

15 Work in or Associated With Confined Spaces Medium

16 Working Close to the Side of Water Medium

17 Working in Areas which may contain Asbestos Low

18 Working on Proposed Sites Surveying Medium

19 Working in Areas with Adders (and Other Potential Amphibians and / or Reptiles) Medium

* Key to Risk Rating:  Insignificant (No action required) | Low (Action 6-12 mths) | Medium (Action 3-6 mths) | High (Immediate Action required)
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Serial 
Number: 

01Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: First Aid Provisions

Significant Hazards

>  Delay or inadequate treatment of injured person.
>  Inadequate First Aid facilities.
>  Lack of First Aid kits / trained persons.
>  Poor location of equipment - large location, etc.

Employees General PublicVisitors Other: (details)

Probability: 4

Severity: 5

Equals: 20

Control measures in place:

>  First Aid equipment provided and regularly maintained (stock level checks, etc).
>  Premises location in built up areas within reasonable access to local hospital facilities.
>  Accident Report Book available.
>  Information provided in company First Aid information contained within Health & Safety Policy.
>  All employees are aware of First Aid procedures upon induction and if provisions changed.
>  First Aid cover is organised and maintained to cover holidays / shifts / periods of illness.
>  All accidents, however small, are recorded in Accident Book.
>  Details of First Aid arrangements (First Aid notices) displayed at prominent points within 
    premise / location.
>  First Aid Kits provided to Ecologists visiting remote sites.
>  Local A&E hospitals identified when carrying out surveys on remote sites.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 1

Severity: 5

Equals: 5

Further information:

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Low

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

02Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Provision, Use and Maintenance of Welfare Facilities

Significant Hazards

>  Inadequate toilet and washing facilities 
>  Lack of hot water, soap, towels. 
>  Poor standards of housekeeping and hygiene.

Employees General PublicVisitors Other: (details)

Probability: 3

Severity: 3

Equals: 9

Control measures in place:

>  Office welfare facilities - toilet, washing and rest area are provided and maintained.
>  A cleaning programme is in place.
>  Procedures are in place to report any issues with welfare facilities.
>  Local amenities identified when visiting remote sites.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 2

Severity: 3

Equals: 6

Further information:

>  Provide handwipes and sanitising fluid for sites with no welfare facilities.

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: Medium

Risk Rating: Low

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

03Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Fire and Emergency Procedures

Significant Hazards

>  Fire.
>  Smoke inhalation.
>  Explosion.
>  Obstructed access routes.
>  No training in fire / emergency procedures.
>  No periodic testing of fire alarm / detection system (where fitted).
>  Heat transfer during processes.
>  Poor housekeeping.
>  Lack of building service maintenance - gas, electric, oil.

Employees General PublicVisitors Other: (details)

Probability: 3

Severity: 6

Equals: 18

Control measures in place:

>  Fire appliances are provided and maintained.
>  Fire procedures and signs are in place.
>  Emergency lighting installed as indicated by Fire Risk Assessment.
>  Electrical installations and appliances comply with legal requirements and are maintained.
>  Fire points located in positions close to work area.
>  Access routes to all fire exits are kept clear at all times.
>  All employees / operatives are made aware of fire / emergency procedures upon induction.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 2

Severity: 6

Equals: 12

Further information:

>  Ensure all employees are trained to use fire appliances.
>  Fire Risk Assessment needs to be carried out for office and a copy of the Communal Fire Risk Assessment obtained for 
     the complex.

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Medium

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

04Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Working at Height

Significant Hazards

>  Lack of information, training and supervision. 
>  Inadequate working platform or equipment. 
>  Fall through fragile surface. 
>  Struck by falling objects or materials. 
>  Lack of inspection and maintenance of the work equipment used in conjunction with working at
    height.

Employees General PublicVisitors Other: (details)

Probability: 6

Severity: 6

Equals: 36

Control measures in place:

>  Avoid working at height whenever possible.
>  Only competent trained operatives to work at height.
>  Specific Risk Assessments carried out for all work at height activities.
>  Working platforms and working equipment inspected before use, and at intervals required by
     legislation.
>  Access / egress for working at height is sufficient for the number of persons using it.
>  Suitable and sufficient signage is in place for fragile surfaces and danger areas.
>  Ladders / stepladders tied or footed, only used for short duration work.
>  Pre-use inspections carried out.
>  Statutory inspections carried out by a competent person.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 2

Severity: 6

Equals: 12

Further information:

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Medium

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

05Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Working at Height - Use and Maintenance of Ladders

Significant Hazards

>  Working at height.
>  Unsecured ladders.
>  Use of damaged ladders.
>  Lack of maintenance.
>  Lack of training.
>  Poorly positioned ladders.
>  Long-duration works.
>  Failure to maintain three points of contact.

Employees General PublicVisitors Other: (details)

Probability: 4

Severity: 6

Equals: 24

Control measures in place:

>  All ladders secured in place by ties or ropes.
>  Ladders used in accordance with Ladder Association Guidance LA455.
>  Ensure all ladders are maintained and records held.
>  Ensure all ladders are secured when in use.
>  Ladders may only be used for short duration tasks and used as per best practice - i.e. footed or 
    tied, 1:4 angle of ladder and 3 points of contact at all times.
>  Suitable PPE issued and worn including head protection with chin strap fitted.
>  Operatives trained and competent in the use of ladders.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 2

Severity: 6

Equals: 12

Further information:

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Medium

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

06Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Working at Height - Use and Maintenance of Mobile Elevating Working Platforms 
(MEWPs)

Significant Hazards

>  Overloading of MEWP. 
>  Overturning of MEWP. 
>  Damage to plant equipment and materials.
>  Poor housekeeping.
>  Lack of information, instruction, training and supervision.
>  PPE not provided / worn.
>  MEWPs used on uneven ground / surfaces.
>  Adverse weather conditions.
>  Unauthorised personnel in area.
>  Equipment / materials falling to ground.

Employees General PublicVisitors Other: (details)

Probability: 5

Severity: 6

Equals: 30

Control measures in place:

>  Pre-use inspections are to be carried out.
>  Maintenance carried out and records maintained (LOLER / weekly inspections). 
>  Statutory inspection carried out and records maintained (LOLER / weekly inspections). 
>  Weekly inspections carried out as required. 
>  Safety harness to be worn while using MEWP.
>  MEWPs are only operated by trained and competent persons.
>  Outriggers, if fitted and used, should be fully extended and locked into position before use.
>  MEWPs are to be used on firm, level surfaces only.
>  Weather conditions are monitored.
>  Working area cordoned off with barriers / signage to prevent unauthorised access.
>  MEWPs secured when not in use.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other: Safety harness

Probability: 2

Severity: 6

Equals: 12

Further information:

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Medium

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

07Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Working at Height - Use and Maintenance of Stepladders

Significant Hazards

>  Working at height.
>  Unsecured ladders.
>  Use of damaged ladders.
>  Lack of maintenance.
>  Lack of training.
>  Poorly positioned ladders.
>  Long-duration works.
>  Failure to maintain three points of contact.

Employees General PublicVisitors Other: (details)

Probability: 4

Severity: 6

Equals: 24

Control measures in place:

>  Employees provided with Health and Safety training in the use of step ladders.
>  All stepladders to be class 1 industrial use only.
>  Stepladders only used on firm level and compacted ground/flooring and for short duration tasks.
>  Stepladders to be never used on scaffold platforms.
>  Ensure all step ladders are maintained and records held.
>  Where stepladders are used they are of the correct height and where possible are used "face 
    on" to the work.
>  All employees receive adequate manual handling training.
>  Any task undertaken from a stepladder allows three points of contact to be available at all times, 
    i.e. both feet and one hand.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 2

Severity: 6

Equals: 12

Further information:

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Medium

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

08Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Adverse Weather Conditions - Cold Weather Working

Significant Hazards

>   Inadequate information, instruction, supervision and training. 
>   Cold - Frost Bite 
>   Hypothermia caused by exposure to low temperatures. 
>   Rain, snow, ice, frost, cold winds. 
>   Lack of cold weather clothing.

Employees General PublicVisitors Other: (details)

Probability: 4

Severity: 3

Equals: 12

Control measures in place:

>  Adverse weather conditions are monitored before and during work.
>  Suitable and sufficient cold weather clothing is provided.
>  Supervision is in place at all times, work periods reduced as necessary.
>  Local amenities are identified for remote sites. 
>  Regular breaks taken in severe conditions.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other: Cold weather clothing

Probability: 2

Severity: 3

Equals: 6

Further information:

>   Continue to monitor weather conditions, wind chill factor, low temperatures, wind speed.
>   Ensure cold weather clothing is worn - enforce as necessary.
>   Monitor work experience times- reduce as necessary.

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: Medium

Risk Rating: Low

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

09Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Adverse Weather Conditions - Hot Weather Working

Significant Hazards

>   Inadequate information, instruction, supervision and training. 
>   Direct sunlight. 
>   Excessive exposure to the sun. 
>   Inadequate supply of potable water.

Employees General PublicVisitors Other: (details)

Probability: 4

Severity: 5

Equals: 20

Control measures in place:

>   Operatives are advices to take plenty of water throughout the working day.
>   Potable water supplies provided.
>   Operatives advised to retain light clothing protection.
>   Regular breaks taken especially during hottest part of the day.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 1

Severity: 5

Equals: 5

Further information:

>   Ensure adequate supply of wate is available for all site operatives.
>   Advise all operatives of dangers of dehydration and sunburn.
>   Advise operatives on use of skin protection and monitor use of light clothing.

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Low

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

10Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Lone Working

Significant Hazards

>   Lack of information, instruction, training and supervision. 
>   Sudden illness. 
>   Physical violence. 
>   Slips, trips and falls. 
>   Location of workplace - remote from means of assistance, etc.

Employees General PublicVisitors Other: (details)

Probability: 3

Severity: 5

Equals: 15

Control measures in place:

>   Procedures in place for reporting of accidents, incidents and near misses.
>   Rest breaks encouraged for all lone workers.
>   Lone workers aware of Company procedure to seek help and advice from the Director should
     safety concerns arise; assistance provided for any high risk activities.
>   Regular contact maintained with all lone workers via mobile telephone.
>   Lone workers report in at start of work and regular contact maintained as required.
>   Lone workers aware of lone working procedure and risk assessment provisions.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 2

Severity: 5

Equals: 10

Further information:

>  Continue to monitor lone working to ensure suitable Risk Assessments and Method Statements in place for work   
    activities to be undertaken.
>  Lone worker App to be considered for personnel safety monitoring and emergency response.

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: Medium

Risk Rating: Medium

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

11Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Working at Height - Working on Roofs

Significant Hazards

>  Falls from height.
>  Slips, trips and falls.
>  Failure of safety equipment.
>  Fragile surfaces.

Employees General PublicVisitors Other: (details)

Probability: 4

Severity: 6

Equals: 24

Control measures in place:

>  Safe and suitable access is provided.
>  Edge protection to be installed or harness and lanyard used.
>  Fragile surfaces are protected with barriers.
>  Ensure fall protection installed when working on fragile roofs.
>  Safety harness inspection records maintained if used. 
>  Supervision always provided.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other: Harness

Probability: 2

Severity: 6

Equals: 12

Further information:

>  Avoid roof works where possible.

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Medium

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

12Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Tree Climbing

Significant Hazards

>  Working at height.
>  Use of damaged, poorly maintained or inappropriate equipment.
>  Use of hand and power tools at height.
>  Poor weather conditions.
>  Lack of Information, Training and Supervision.
>  Poor Lighting.
>  Unauthorised work.
>  No work segregation, poor exclusion of unauthorised persons.
>  Lack of rest breaks.
>  Lone working

Employees General PublicVisitors Other: (details)

Probability: 5

Severity: 6

Equals: 30

Control measures in place:

>  Only trained and authorised operatives carrying out tasks.
>  Emergency arrangements agreed prior commencement of tasks in line with AFAG402.
>  Regular breaks in place.
>  Task lighting/head torches used where required.
>  Weather conditions monitored throughout the activities.
>  All equipment used for working at height has adequately been tested and certified.
>  At all times that an operative is working at height, another operative will be at ground level to 
    ensure ropes do not become snagged or tangled. No Lone Working allowed when tree climbing.
>  The working area is cordoned off to prevent unauthorised access.
>  All operatives are trained and competent in safe work at height with ropes.
>  All work will be carried out in accordance with the Method Statement for the task and best practice 
    identified in guidance document AFAG401 "Tree Climbing Operations."
>  Two person principal in place when working near water.
>  Only authorised equipment used when climbing trees.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 2

Severity: 6

Equals: 12

Further information:

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Medium

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

13Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Lymes Disease: Working in Areas of Exposure to Biting Insects (ticks)

Significant Hazards

>  Work in areas inhabited by biting insects.
>  Lack of information, instruction, training and supervision.
>  Poor standards of personal hygiene.
>  Lack of appropriate clothing / PPE.
>  Lack of tick removal tools.
>  Lack of First Aid kits at working location.

Employees General PublicVisitors Other: (details)

Probability: 3

Severity: 3

Equals: 9

Control measures in place:

>  Personal hygiene standards are maintained.
>  First Aid kits provided.
>  All ecologists are provided with PPE and advised to keep skin covered where possible with long-
    sleeves and full-length trousers.
>  Ecologists are informed of actions to take following a bite:
     - Remove tick using appropriate removal tool (within 24 hours).
     - Apply clean, sterile dressing.
     - Monitor site of bite for redness, inflammation or pain.
     - Monitor for flu-like symptoms.
    If the tick cannot be removed using an appropriate tool, remains in place for 24 hours, or any ill-    
    health symptoms are experienced, a GP must be consulted.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 1

Severity: 3

Equals: 3

Further information:

>  Lymes Disease is reportable under RIDDOR once confirmed by a GP.
>  Training to be provided for Lymes Disease and tick removal.
>  Tick removal tools to be made available.

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: Medium

Risk Rating: Low

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

14Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Work In Potentially Rodent-Infested Areas

Significant Hazards

>  Contact with rodent urine.
>  Contact with infected water / waste.
>  Leptospirosis / Weil's Disease.

Employees General PublicVisitors Other: (details)

Probability: 4

Severity: 4

Equals: 16

Control measures in place:

>  Leptospirosis information included within Health and Safety Policy and brought to the attention 
    of all employees. 
>  Good standards of personal hygiene maintained. 
>  Impervious protective clothing provided including boots / waders / gloves.
>  Eating, drinking, smoking prohibited in work area and protective clothing removed with personal 
    hygiene completed prior to use of welfare facilities.
>  HSE Weil's Disease / Leptospirosis guidance available.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 1

Severity: 4

Equals: 4

Further information:

>  Monitor to ensure control measures are implemented and maintained.
>  Monitor personnel for symptoms of illness and ensure medical advice obtained as necessary.

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Low

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

15Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Work in or Associated With Confined Spaces

Significant Hazards

>  Lack of information, instruction, training and supervision. 
>  Contact with rat urine infected substances.
>  Toxic fumes.
>  Build up of gas.
>  Release of liquids / supplies into confined spaces. 
>  Lack of oxygen / ventilation.
>  No rescue plan in place.

Employees General PublicVisitors Other: (details)

Probability: 4

Severity: 4

Equals: 16

Control measures in place:

>  Relevant employees trained in confined spaces.
>  Safety harnesses / breathing apparatus available and training provided.
>  All confined spaces ventilated before entry. 
>  Atmospheric testing completed prior to work commencing and monitored during operations.
>  HSE Weil's Disease / Leptospirosis guidance cards on site for operatives - toolbox talks carried 
    out with all operatives and recorded.
>  Safety man in place outside of confined space.  
>  Safe system of work in place (Method Statement).
>  PPE defined on safe system of work, all protective equipment is maintained.
>  Washing facilities provided. 
>  All operatives instructed on hygiene precautions.
>  Rescue plan in place as detailed by task specific Method Statement.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other: Respiratory equipment

Probability: 3

Severity: 4

Equals: 12

Further information:

>  Ensure Supervisor monitors and reviews all of the above.
>  Supervisor to consider implementing the additional control measures detailed below.
>  Contaminated clothing should be sealed in double skin plastic bags for disposal / laundering. 
>  A trained First Aider should be available at all times.

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Medium

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

16Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Working Close to the Side of Water

Significant Hazards

>  Falling into water.
>  Inadequate guarding.
>  No life saving equipment.

Employees General PublicVisitors Other: (details)

Probability: 4

Severity: 5

Equals: 20

Control measures in place:

>  Trained operatives employed who are aware of the precautions to be taken.
>  Site Risk Assessment required before carrying out work.
>  Ensure suitable safety arrangements are in place either permanent or introduced for the duration 
    of the works including adequate supervision.
>  Ensure suitable testing of the water has been carried out, so that hazards are known.
>  Ensure suitable and sufficient First Aid arrangements are in place.
>  Ensure the work area is secured at the end of the working day.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 2

Severity: 5

Equals: 10

Further information:

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Medium

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

17Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Working in Areas which may contain Asbestos

Significant Hazards

 >  Inhalation of asbestos fibres. 
 >  Ingestion of asbestos fibres.
 >  Contamination of clothing from asbestos containing materials.
 >  Disturbing asbestos containing materials.
 >  Accidental release of asbestos fibres into the local atmosphere.
 >  Disturbing loose asbestos fibres within the work area.

Employees General PublicVisitors Other: (details)

Probability: 6

Severity: 6

Equals: 36

Control measures in place:

 >  Employees will not carry out any work on known 
    areas that contain asbestos.

 >  Before starting any work the Workplace Asbestos Management Plan will be consulted for known 
    asbestos materials in the work location.

 >  Work will only be carried out where the client can prove the area is safe from asbestos fibres.
 >  If asbestos containing materials are suspected which may be disturbed or damaged during any 

    work then the work will be suspended until the asbestos is removed or made safe by other 
    competent persons.

 >  If suspected asbestos containing materials are disturbed or damaged, all work will be stopped, 
    all persons in the work area will be requested to leave and the area closed off. The Client will be 
    informed immediately of the suspected release of asbestos fibres. Coveralls will be carefully 
    removed and placed in sealed bags and all exposed skin will be washed.  No employees will 
    enter the area again until proved clear of asbestos.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 1

Severity: 6

Equals: 6

Further information:

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Low

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

18Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Working on Proposed Sites Surveying

Significant Hazards

>  Falls from height while surveying site.
>  Falls into opening or trenches while surveying site.
>  Contact with needles / sharps and discarded drug products.
>  Uneven / rough terrain.
>  Night working.
>  Possible entry to construction site.

Employees General PublicVisitors Other: (details) Other Persons in vicinity

Probability: 3

Severity: 5

Equals: 15

Control measures in place:

>  All ecologists are trained and competent.
>  Communication provided by mobile phones.
>  Suitable footwear worn by ecologists.
>  Ecologists made aware of risks associated with drug paraphernalia.
>  Suitable torches provided for night work.
>  Induction training carried out for construction site prior to survey.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other:

Probability: 2

Severity: 5

Equals: 10

Further information:

>  Ensure ecologists have up to date vaccinations.
>  Ensure ecologists are familiar with site layout prior to night working.

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: Medium

Risk Rating: Medium

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]



Serial 
Number: 

19Company: URBAN EDGE ENVIRONMENTAL CONSULTING LTD

Work task / activity: Working in Areas with Adders (and Other Potential Amphibians and / or Reptiles)

Significant Hazards

>  Contact with salmonella spp.
 >  Contamination of clothing from salmonella spp.

>  Contact with infected water / waste.
>  Adder (or other amphibian and/or reptile) bite.

Employees General PublicVisitors Other: (details)

Probability: 4

Severity: 4

Equals: 16

Control measures in place:

>  When walking in areas of potential adders keep to well-used paths or other open areas.
>  All ecologists are trained and competent.
>  Communication provided by mobile phones.
>  Suitable footwear worn by ecologists.
>  Ecologists made aware of risks associated with adders and other amphibians and / or reptiles.
>  Suitable torches provided for night work.
>  Induction training carried out prior to survey.
>  If adders are observed ecologists are to walk around leaving plenty of space 
    - if this is not possible seek an alternative route.
>  In the event of a potential bite seek immediate help.
>  All personnel to maintain high standards of personal hygiene especially prior to eating, 
    drinking, smoking & after visiting the welfare facilities.
>  Personnel to ensure any open cuts/wounds are covered with suitable plasters/ 
    waterproof covering.

Head Protection

Foot Protection

Hi-Vis Clothing

Ear Protection

Dust/Fume Mask

Eye ProtectionGloves

Other: Long trousers and other PPE as required by 
environment

Probability: 2

Severity: 6

Equals: 12

Further information:

> Ecologists reminded not to try and handle adders.
> It may take several hours for signs of a bite to become evident, if in doubt seek medical attention.
> Ecologists to report all suspected bites to their line manager & seek assistance as required.

Assessed by: Guntars Vilkotis- CQMS Ltd

Assessment date: 17/01/2022

Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe

Signature:

Persons Affected:

Risk Rating:

Residual Risk:

MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999
GENERAL RISK ASSESSMENT

Risk Rating: High

Risk Rating: Medium

PPE requirements:

[NO CONTROLS]

© CQMS LTD 2020

PROBABILITY: 
1       (Improbable)
> 6    (Inevitable)

SEVERITY: 
1      (Minor Injury) 
> 6   (Multiple Fatality)  

TOTAL RISK RATING:   
1             =   Insignificant
2 to 6      =   Low
7 to 15    =   Medium
16 to 36  =   High

KEY TO RISK RATING

[WITH CONTROLS]
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DSE RISK ASSESSMENTS  
AS REQUIRED BY THE  

HEALTH AND SAFETY (DISPLAY SCREEN EQUIPMENT) REGULATIONS 1992 
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ASSESSMENT 

DISPLAY 
SCREEN 
EQUIPMENT 

MANUAL 
HANDLING 

CONTROL OF 
SUBSTANCES 
HAZARDOUS TO 
HEALTH 

NOISE (OTHER) 

PREPARED BY: 

NAME  SIGNATURE  

POSITION  DATE  

 

SER 
NO 

ACTION REQUIRED ACTION 
BY 

TARGET 
DATE 

COMPLETED 
YES/NO 

DATE 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

 REVIEW DATE  

 
  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 6 - PAGE 12 OF 32 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

INTENTIONALLY LEFT BLANK 
 
 



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 6 - PAGE 13 OF 32 

 
  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 6 - PAGE 14 OF 32 

 



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 6 - PAGE 15 OF 32 

 
  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 6 - PAGE 16 OF 32 

 
  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 6 - PAGE 17 OF 32 

 
  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 6 - PAGE 18 OF 32 

 
  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 6 - PAGE 19 OF 32 

 
  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 6 - PAGE 20 OF 32 

 
  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 6 - PAGE 21 OF 32 

 
  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 6 - PAGE 22 OF 32 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

INTENTIONALLY LEFT BLANK 
  



ISSUE: 05 / JANUARY 2022        © CQMS LTD 

PART 6 - PAGE 23 OF 32 

 
 

MANUAL HANDLING RISK ASSESSMENTS  
AS REQUIRED BY THE  

MANUAL HANDLING OPERATIONS REGULATIONS 1992 
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MANUAL HANDLING OPERATIONS REGULATIONS 1992 
FLOW CHART 

 

DO THE REGULATIONS APPLY?
i.e. Does the work involve manual handling operations

Is there a risk of injury?

Is it reasonably practicable to avoid moving the load?

Is it reasonably practicable to automate or mechanise the 
operations?

CARRY OUT MANUAL HANDLING ASSESSMENT

Determine measures to reduce the risk of injury to the 
lowest level reasonably practicable

Implement the measures

Is the risk of injury sufficiently reduced?

Does some risk of manual handling injury 
remain?

End of internal exercise

Review if conditions significantly change

NO

YES
POSSIBLY

NO

YES

NO

YES/POSSIBLY

YES

NO

NO

YES

NO

 
N
O
T 

R
E
C
O
R
D
E
D

 
R
E
C
O
R
D
E
D

 
 
 



SERIAL NO. OPERATIONS COVERED RISK RATING

MANUAL HANDLING RISK ASSESSMENT - INDEX

1 Carrying and Positioning of Ladders and Stepladders LOW

* Key to Risk Rating:  Insignificant (No action required) | Low (Action 6-12 mths) | Medium (Action 3-6 mths) | High (Immediate Action required)

Page 1 of 1 | Printed 19/01/2022



Assessed by: Guntars Vilkotis- CQMS Ltd
Date of Assessment: 17/01/2022
Review Date: 31/12/2022

Name of Management Responsible: Nicholas Pincombe
Signature:

© CQMS LTD 2020

Serial 
Number:

1Company: Urban Edge Environmental Consulting Ltd

Persons Affected: Ecologists

Task / Description Carrying and Positioning of Ladders and Stepladders

Holding loads away from trunk?

Twisting?

Stooping?
Reaching upwards?

Large vertical movements?

Carrying over a long distance?

Strenuous pushing or pulling?

Unpredictable movement of loads?

Repetitive handling?
Insufficient rest or recovery?

A Workrate imposed by a process?

TASK - CONTROL MEASURES IN PLACE:

>  Various types of ladders and stepladders are in use and are generally 
    positioned as near to task as possible.
>  Route assessed prior to commencement of tasks.

THE LOAD - CONTROL MEASURES IN PLACE:

>  Multiple person lifts available when required.

THE WORKING ENVIRONMENT - CONTROL MEASURES IN PLACE:

>  Weather conditions monitored throughout the tasks.

INDIVIDUAL CAPABILITY - CONTROL MEASURES IN PLACE:

>  Any health issues are declared prior to commencement of tasks.

Risk Evaluation: LOW

Further information:

>  Provide adequate information and training on manual handling - record training.

TASKS - do they involve:

LOADS - are they:

ENVIRONMENT - are there:

INDIVIDUAL - do they require:

Require unusual capability (eg strength)?

Affect health problems 

Call for special information or training?

Is movement of posture hindered by
clothing or PPE?

Key to Risk Rating: Low - Action 6 to 12 mths | Medium - Action 3 to 6  mths | High - Immediate Action

Heavy?

Bulky/unwieldy?

Difficult to grasp?

Offset centre of gravity?

Unstable, or contents likely to shift?

Intrinsically harmful (eg hot, sharp)?

Space constraints?

Variations in levels of floors?

Uneven, slippery, unstable floors?

Hot/cold/humid conditions?

Strong air movements?

Poor lighting conditions?

High or sudden noise levels?

MANUAL HANDLING REGULATIONS 1992
RISK ASSESSMENT
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COSHH RISK ASSESSMENTS  
AS REQUIRED BY THE  

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS 2002 
(AS AMENDED) 
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SERIAL NO. CHEMICAL / SUBSTANCE NAME: RISK RATING

COSHH RISK ASSESSMENT - INDEX

1 Dettol Spray LOW

2 Mr Muscle All-purpose Cleaner LOW

3 Biological Agents (e.g. bird guano, rat urine, sewage) MEDIUM

4 Evans Hand San INSIGNIFICANT

5 Ethanol Absolute AnalaR NORMAPUR® Reag. Ph. Eur., Reag. USP, ACS LOW

6 Sodium Acetate Buffer Solution LOW

* Key to Risk Rating:  Insignificant (No action required) | Low (Action 6-12 mths) | Medium (Action 3-6 mths) | High (Immediate Action required)

Page 1 of 1 | Printed 19/01/2022



Serial 
Number:

1Company: Urban Edge Environmental Consulting Ltd

Chemical / Substance Name: DETTOL SPRAY

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS 2002
RISK ASSESSMENT

Work Activity: Multi surface cleaner

Persons Affected: Employees

Method of Application: Sprayed directly onto the surface

Risk Rating: LOW

Control Measures:

>  Substance used in well ventilated areas.
>  Substance stored in proprietary container in well ventilated, cool, dry place.
>  Only the required amount of product is used / held.
>  Good standards of personal hygiene encouraged; particularly prior to eating, drinking and /or smoking .
>  Do not mix with other products.
>  PPE not required as used.

Further Information:

Assessed By: Guntars Vilkotis - CQMS Ltd

Date of Assessment: 17/01/2022

Review Date: 31/12/2022

Nicholas PincombeName of management responsible:

Signature: 

Liquid

Solid

Mist

Dust Fume/ Vapour

Form of Hazard (chemical or biological):

Paste Biological

Gas

>  In the event of an Emergency Situation i.e. first aid refer specifically to the supporting Safety Data Sheet.
>  Employees encouraged to report any ill health symptoms and obtain advice via a GP as necessary.

© CQMS LTD 2020

KEY TO RISK RATING:
INSIGNIFICANT (use as directed)  |  LOW (use as directed and monitor use)  |  MEDIUM (use with supervision, review substance use, consider 
alternative product)  |  HIGH (use with caution, consider alternative product or use of the substance in a less harmful form)  

This Risk Rating takes into account the quantity held, 
work activity and method of application. 

Dust mask Eye protection Gloves OtherCoveralls

PPE Required:

Ingestion Skin/Eye Contact AbsorbtionInhalation

Route of Entry:

Hazard Rating on product

Health 
hazard 

OxidisingCorrosive Acute toxicity

Flammable Explosive

Hazardous to 
the 
Environment

Serious 
health hazard

Gas under
pressure



Serial 
Number:

2Company: Urban Edge Environmental Consulting Ltd

Chemical / Substance Name: MR MUSCLE ALL-PURPOSE CLEANER

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS 2002
RISK ASSESSMENT

Work Activity: Spray cleaner for degreasing of surfaces

Persons Affected: Employees

Method of Application: Sprayed directly onto surface and wiped with a cloth

Risk Rating: LOW

Control Measures:

>  Product used in ventilated area.  
>  Substance stored in proprietary container in a cool, dry place away from sources of ignition.
>  Only the required amount of product is used / held.
>  Good standards of personal hygiene encouraged, particularly prior to eating, drinking or smoking.
>  PPE is not required as used.

Further Information:

Assessed By: Guntars Vilkotis - CQMS Ltd

Date of Assessment: 17/01/2022

Review Date: 31/12/2022

Nicholas PincombeName of management responsible:

Signature: 

Liquid

Solid

Mist

Dust Fume/ Vapour

Form of Hazard (chemical or biological):

Paste Biological

Gas

>  In the event of an Emergency Situation i.e. first aid refer specifically to the supporting Safety Data Sheet.
>  Employees encouraged to report any ill health symptoms and obtain advice via a GP as necessary.

© CQMS LTD 2020

KEY TO RISK RATING:
INSIGNIFICANT (use as directed)  |  LOW (use as directed and monitor use)  |  MEDIUM (use with supervision, review substance use, consider 
alternative product)  |  HIGH (use with caution, consider alternative product or use of the substance in a less harmful form)  

This Risk Rating takes into account the quantity held, 
work activity and method of application. 

Dust mask Eye protection Gloves OtherCoveralls

PPE Required:

Ingestion Skin/Eye Contact AbsorbtionInhalation

Route of Entry:

Hazard Rating on product

Health 
hazard 

OxidisingCorrosive Acute toxicity

Flammable Explosive

Hazardous to 
the 
Environment

Serious 
health hazard

Gas under
pressure



Serial 
Number:

3Company: Urban Edge Environmental Consulting Ltd

Chemical / Substance Name: BIOLOGICAL AGENTS (E.G. BIRD GUANO, RAT URINE, SEWAGE)

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS 2002
RISK ASSESSMENT

Work Activity: Site operations

Persons Affected: Ecologists

Method of Application: N/A

Risk Rating: MEDIUM

Control Measures:

>  Suitable welfare and washing facilities available on site.
>  Good standards of personal hygiene in place, in particular prior to eating, drinking, smoking, etc.
>  Any existing cuts, grazes etc covered with waterproof dressings and / or gloves before starting work.
>  Rest breaks taken away from the work area.
>  All contaminated waste disposed of safely. 
>  Storage areas for clean and contaminated equipment kept apart and separate to eating facilities.
>  In the event of large quantities of droppings, RPE is provided and worn (FFP3).
>  Overalls provided and worn.

Further Information:

>  If RPE is required, monitor to ensure face-fit testing has been undertaken.

Assessed By: Guntars Vilkotis - CQMS Ltd

Date of Assessment: 17/01/2022

Review Date: 31/12/2022

Nicholas PincombeName of management responsible:

Signature: 

Liquid

Solid

Mist

Dust Fume/ Vapour

Form of Hazard (chemical or biological):

Paste Biological

Gas

>  In the event of an Emergency Situation i.e. first aid refer specifically to the supporting Safety Data Sheet.
>  Employees encouraged to report any ill health symptoms and obtain advice via a GP as necessary.

© CQMS LTD 2020

KEY TO RISK RATING:
INSIGNIFICANT (use as directed)  |  LOW (use as directed and monitor use)  |  MEDIUM (use with supervision, review substance use, consider 
alternative product)  |  HIGH (use with caution, consider alternative product or use of the substance in a less harmful form)  

This Risk Rating takes into account the quantity held, 
work activity and method of application. 

Dust mask Eye protection Gloves OtherCoveralls

FFP3

PPE Required:

Ingestion Skin/Eye Contact AbsorbtionInhalation

Route of Entry:

Hazard Rating on product

Health 
hazard 

OxidisingCorrosive Acute toxicity

Flammable Explosive

Hazardous to 
the 
Environment

Serious 
health hazard

Gas under
pressure



Serial 
Number:

4Company: Urban Edge Environmental Consulting Ltd

Chemical / Substance Name: EVANS HAND SAN

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS 2002
RISK ASSESSMENT

Work Activity: Hand sanitiser

Persons Affected: Employees

Method of Application: Applicator pressed to release sanitiser

Risk Rating: INSIGNIFICANT

Control Measures:

>  Substance stored in proprietary container a well ventilated, cool, dry place.
>  Only the required amount of product is used / held.
>  Good standards of personal hygiene encouraged; particularly prior to eating, drinking and / or smoking.

Further Information:

Assessed By: Guntars Vilkotis - CQMS Ltd

Date of Assessment: 17/01/2022

Review Date: 31/12/2022

Nicholas PincombeName of management responsible:

Signature: 

Liquid

Solid

Mist

Dust Fume/ Vapour

Form of Hazard (chemical or biological):

Paste Biological

Gas

>  In the event of an Emergency Situation i.e. first aid refer specifically to the supporting Safety Data Sheet.
>  Employees encouraged to report any ill health symptoms and obtain advice via a GP as necessary.

© CQMS LTD 2020

KEY TO RISK RATING:
INSIGNIFICANT (use as directed)  |  LOW (use as directed and monitor use)  |  MEDIUM (use with supervision, review substance use, consider 
alternative product)  |  HIGH (use with caution, consider alternative product or use of the substance in a less harmful form)  

This Risk Rating takes into account the quantity held, 
work activity and method of application. 

Dust mask Eye protection Gloves OtherCoveralls

PPE Required:

Ingestion Skin/Eye Contact AbsorbtionInhalation

Route of Entry:

Hazard Rating on product

Health 
hazard 

OxidisingCorrosive Acute toxicity

Flammable Explosive

Hazardous to 
the 
Environment

Serious 
health hazard

Gas under
pressure



Serial 
Number:

5Company: Urban Edge Environmental Consulting Ltd

Chemical / Substance Name: ETHANOL ABSOLUTE ANALAR NORMAPUR® REAG. PH. EUR., 
REAG. USP, ACS

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS 2002
RISK ASSESSMENT

Work Activity: Pond water sampling for Great Crested Newt e DNA

Persons Affected: Employees

Method of Application: Pipette pond water into prefilled vials in kit

Risk Rating: LOW

Control Measures:

>  Product used in a well ventilated area.
>  Good standards of personal hygiene encouraged.
>  PPE provided and worn.
>  Not used near any source of ignition.

Further Information:

Assessed By: Guntars Vilkotis - CQMS Ltd

Date of Assessment: 17/01/2022

Review Date: 31/12/2022

Nicholas PincombeName of management responsible:

Signature: 

Liquid

Solid

Mist

Dust Fume/ Vapour

Form of Hazard (chemical or biological):

Paste Biological

Gas

>  In the event of an Emergency Situation i.e. first aid refer specifically to the supporting Safety Data Sheet.
>  Employees encouraged to report any ill health symptoms and obtain advice via a GP as necessary.

© CQMS LTD 2020

KEY TO RISK RATING:
INSIGNIFICANT (use as directed)  |  LOW (use as directed and monitor use)  |  MEDIUM (use with supervision, review substance use, consider 
alternative product)  |  HIGH (use with caution, consider alternative product or use of the substance in a less harmful form)  

This Risk Rating takes into account the quantity held, 
work activity and method of application. 

Dust mask Eye protection Gloves OtherCoveralls

PPE Required:

Ingestion Skin/Eye Contact AbsorbtionInhalation

Route of Entry:

Hazard Rating on product

Health 
hazard 

OxidisingCorrosive Acute toxicity

Flammable Explosive

Hazardous to 
the 
Environment

Serious 
health hazard

Gas under
pressure



Serial 
Number:

6Company: Urban Edge Environmental Consulting Ltd

Chemical / Substance Name: SODIUM ACETATE BUFFER SOLUTION

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS 2002
RISK ASSESSMENT

Work Activity: Pond water sampling for Great Crested Newt e DNA

Persons Affected: Employees

Method of Application: Pipette pond water into prefilled vials in kit

Risk Rating: LOW

Control Measures:

>  Product used in a well ventilated area.
>  Good standards of personal hygiene encouraged.
>  PPE provided and worn.

Further Information:

Assessed By: Guntars Vilkotis - CQMS Ltd

Date of Assessment: 17/01/2022

Review Date: 31/12/2022

Nicholas PincombeName of management responsible:

Signature: 

Liquid

Solid

Mist

Dust Fume/ Vapour

Form of Hazard (chemical or biological):

Paste Biological

Gas

>  In the event of an Emergency Situation i.e. first aid refer specifically to the supporting Safety Data Sheet.
>  Employees encouraged to report any ill health symptoms and obtain advice via a GP as necessary.

© CQMS LTD 2020

KEY TO RISK RATING:
INSIGNIFICANT (use as directed)  |  LOW (use as directed and monitor use)  |  MEDIUM (use with supervision, review substance use, consider 
alternative product)  |  HIGH (use with caution, consider alternative product or use of the substance in a less harmful form)  

This Risk Rating takes into account the quantity held, 
work activity and method of application. 

Dust mask Eye protection Gloves OtherCoveralls

PPE Required:

Ingestion Skin/Eye Contact AbsorbtionInhalation

Route of Entry:

Hazard Rating on product

Health 
hazard 

OxidisingCorrosive Acute toxicity

Flammable Explosive

Hazardous to 
the 
Environment

Serious 
health hazard

Gas under
pressure
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METHOD STATEMENT 

FOR AN ECOLOGICAL SURVEY 

CLIENT:  

SITE:  
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REVISION & AMENDMENT REGISTER 

 
 

This document was prepared initially by CQMS Ltd as per the Revision and Amendment 
Register detailed below. 
A COPY OF THE ORIGINAL DOCUMENT CAN BE OBTAINED DIRECTLY FROM CQMS LTD.  CQMS LTD ARE NOT 
RESPONSIBLE FOR ANY REVISIONS, AMENDMENTS OR OMISSIONS. 

AMENDMENT NO. DATE REVISED REVISION DETAILS AUTHORISED BY 

AL5 17/01/2022 Full review Guntars Vilkotis 
CQMS Ltd 

 
  
 

SUBSEQUENT REVISIONS UNDERTAKEN BY Urban Edge Environmental Consulting Ltd: 

AMENDMENT NO. DATE REVISED REVISION DETAILS AUTHORISED BY 

A    

B    

C    
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INTRODUCTION 
 

It is Urban Edge Environmental Consulting Ltd’s policy to ensure that its operations will be 
conducted in such a way to ensure the health, safety and welfare of its employees and any 
other person who may be affected by their undertakings, so far as is reasonably practicable. 
This Method Statement should be read in conjunction with Urban Edge Environmental 
Consulting Ltd’s Health, Safety & Environmental Policy & Procedures and relevant Risk 
Assessments, which will detail significant risks and control measures in place and those to 
be implemented. 

 
1. PREPARATIONS 
1.1. All traffic routes for pedestrians and vehicles will be discussed with the Client and 

agreed prior to any surveying activity. 
1.2. All Ecologists will report to the responsible person in charge of the survey site on arrival 

and undertake the Client’s induction where / if applicable.  
1.3. All personnel who are to carry out the work will have read and understood this Method 

Statement in conjunction with Risk Assessments (see signature page). 
1.4. Ensure adequate welfare facilities are available or in the local vicinity for all Urban 

Edge Environmental Consulting Ltd’s operatives.  
1.5. Prior to any visit to a proposed area for surveying, a pre-survey inspection will be 

undertaken by a suitably qualified member of staff and discussed with the Director to 
ensure area is safe for surveying.  

 
2. ACCESS AND EGRESS 
2.1. Access and egress to the site is from locations and at times agreed with the Client.  
2.2. Permissions may be required from relevant landowners to access their land to carry out 

the Survey. 
2.3. Access and egress will be identified in the pre-survey inspection, this will include 

confirmation of site access arrangements or restrictions, including details of any 
hazards associated with the site. (e.g. asbestos, contaminated / unstable land or 
Structures, etc.) 

 
3. FIRST AID AND WELFARE 
3.1. Urban Edge Environmental Consulting Ltd are responsible for providing suitable and 

sufficient First Aid and welfare facilities in accordance with current regulations where 
applicable.  

3.2. Operatives should only consume food in designated areas and only after adequate 
washing. 

3.3. In the event of an accident on site, the Company Accident Book will be completed and 
also details reported to the Director.  

3.4. Prior to visit to site, details of local amenities and nearest A&E Hospital are to be 
identified. 
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4. SUPERVISION 
4.1. It is the responsibility of the Director to ensure that all tasks undertaken are planned, 

assessed and carried out in such a way as to ensure the safety of those people 
carrying out the task and those who may be affected by the works. 

4.2. Furthermore, the Director is responsible for monitoring of the workforce to ensure all 
works are undertaken in accordance with the company Method Statement.  

4.3. Suitable supervision will be supplied where required by Urban Edge Environmental 
Consulting Ltd taking into account the task in hand. 

 
5. TRAINING 
5.1. All Ecologists will be inducted onto site if applicable, in accordance with the Client’s 

Procedures. 
5.2. All Ecologists will be competent, have Company authorisation and hold the relevant 

Qualifications / Certificates / Licences, relevant to the species concerned. 
5.3. Where required, operatives will hold CSCS cards. 
 
6. EMERGENCY SITUATIONS 
6.1. All work must stop if:   
> Suspected asbestos containing materials (ACMs) are uncovered unexpectedly. 
> An accident or injury occurs. 
> Risk of injury to the Ecologist or other persons in the vicinity. 
> Instructed to do so by the Client or the Director. 
> Risk of injury to the species or damage of its habitat.   
 
7. RISK ASSESSMENTS 
7.1. Risk Assessments to support this Method Statement comprise:  
> General Risk Assessments,  
> Manual Handling Assessments, 
> COSHH Assessments. 
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8. ECOLOGICAL SURVEY OR ECOLOGY CLERK OF WORKS 
8.1. SCOPE OF WORKS  
> The Surveying of an area to gain data for evaluation. 
> Ecological supervision of clearance, demolition, excavation to prevent impact on 

important ecological features. 
8.2. HIGH RISK ACTIVITIES  
> Exposure to biological substances e.g. guano, etc.  
> Manual Handling.  
> Working at Height. 
> Working near Water. 
> Lone Working. 
> Confined Spaces. 
8.3. PLANT AND EQUIPMENT 
> Surveying equipment appropriate for task and recording material. 
> Mobile Phone with ‘lone worker App’ if applicable. 
> Torch. 
> Working at Height equipment. 
> Safety equipment / rescue equipment. 
> Waders 
8.4. PERSONAL PROTECTIVE EQUIPMENT (PPE) 
> Hard hat if required. 
> Safety boots / wellingtons as appropriate. 
> High visibility vests / coats, if required. 
> Gloves – suitable for task. 
> Eye protection – as required. 
8.5. METHODOLOGY 
> Pre-Survey inspection to be carried out by a Competent Ecologist and findings 

discussed with the Director and then carry out a Site Specific Proforma. 
> Survey objectives to be discussed with the Client and a suitable Site Specific Method 

Statement to be compiled utilising the latest company method statement template. 
> Site Specific Method Statement to be briefed out to the relevant Ecologists and 

relevant risk assessments made available. 
> Survey Schedule to be agreed and any timings to be booked in advance with the Client 

/ Landowner. 
> Types of Survey: 

• Great Crested Newt Survey 

• Bat Survey 

• Otter / Water Vole Survey 
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• Botanical Survey 

• Reptile Survey 

• Preliminary Ecological Appraisal / Phase 1 survey 

• Preliminary Roost Assessment (bats) 

• Ground-level Tree Assessment (bats) 

• Potential Roost Feature Inspection (bats) 

• Breeding / nesting Bird Survey 

• Invertebrate Survey 

• Badger Survey 

• Hazel Dormouse Survey 

• Ecological Clerk of Works 

• Other as required. 
 
8.6. REPORTING 
> The results of the survey would be written up into a concise report broadly structured 

around the following headings, illustrated with photos, data tables and annotated plans 
as appropriate:  

• Introduction to the site and surroundings, and proposed construction activities. 

• Survey objectives, methodology and limitations. 

• Results. 

• Interpretation of findings and evaluation of likely impacts. 

• Recommendations for further survey, or for ecological protection, mitigation and / or 
enhancement measures.   

• Conclusions. 

• Any unanticipated risks will be fed back for discussion with the Director. 
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9. TREE CLIMBING 
9.1. SCOPE OF WORKS  
> The Surveying of an area to gain data for evaluation. 
9.2. HIGH RISK ACTIVITIES  
> Exposure to biological substances e.g. guano, etc.  
> Manual Handling.  
> Working at Height. 
9.3. PLANT AND EQUIPMENT 
> Surveying equipment appropriate for task and recording material. 
> Torch. 
> Working at Height equipment. 
> Safety equipment / rescue equipment. 
9.4. PERSONAL PROTECTIVE EQUIPMENT (PPE) 
> Safety Helmet (BS EN 12492 recommended) 
> Safety boots (complying with BS EN ISO 20345) 
> No snag outer clothing 
> No snag High – Vis clothing 
> Gloves – suitable for task. 
> Eye protection – as required. 
> Climbing equipment i.e. ropes, harnesses etc. 
9.5. METHODOLOGY 
> Only appropriately trained and authorised operatives carrying out tasks. 

Everyone engaged in tree-climbing operations needs to be fit to undertake the 
task. Problems that could affect performance must be reported to management. 

> Climbers aware of the different characteristics of tree species and how these affect the 
work to be carried out. They are also able to assess the structure and condition of the 
tree to be climbed and any potential weakness caused by decay and damage. 

> Prior commencement of tasks all equipment is inspected for damage and checked that 
required inspection certificates are in date and valid. 

> Dynamic Risk Assessment including emergency plan carried out prior commencement 
of work and continuously reviewed throughout activities. 

> Area segregated where required to exclude unauthorized persons and signage 
displayed informing others of the works carried out in the area. 

> All climbing carried out in line with training received and AFAG401 document. 
> Suitable communication is maintained throughout activities and two-way radios used 

where required. 
> Enough breaks provided during the work to minimise the risk of impaired judgement. In 

certain conditions, e.g. hot or cold weather it may be necessary to introduce further 
breaks to avoid physiological stress. 

> Emergency situations dealt with in line with prepared emergency, AFAG402 and 
training received. 
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APPENDIX A 

 
RISK ASSESSMENT FOR SITE VISIT 
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Risk Assessment for Site Visit 
 

Project name  
Project no. 

 

Site location:  
Date of start of visit:  Start time:  
Date / time 
off site  Date / time 

back in office:  

Personnel visiting site:  Visitor’s telephone no.  
Type of site: Construction site*: [ ] Client’s operational site*: [] Unoccupied, pre-used site: [] Undeveloped site: [ ] 

* Is induction needed? Yes: [ ] No:[] Done previously: [ ] Site contact name: 
       (if applicable)  

Description of activities to be undertaken: 
 

Specific hazards identified in relation to this site or the planned activities: Assessed risk 
Ref. Description Severity Prob’ty Risk 

      

     

     

     

     
Planned measures for eliminating or controlling the risks: Residual risk 
Ref. Description Severity Prob’ty Risk 

     
     

     

     

     
Planned arrangements for emergencies: 
Ref. Description  

  

  

  
Other comments: 

 

Assessment prepared by: Signed: Date: Reviewed by PM: Signed: Date: 

      
Distribution of completed form: 
 Project Manager: [ ] Tech. Dir: [ ] Office Admin: [ ] Others:  
  Personnel Visiting Site 

 
   

 Name: Signed:  Date: 
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LIST OF OPERATIVES BRIEFED 
The information contained within this Method Statement has been explained to, and 
understood by, the operatives carrying out the task (as listed below). 

NAME (PLEASE PRINT) SIGNATURE DATE 
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