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MURRAY GIBSON SERVICES
HEALTH & SAFETY POLICY STATEMENT

Safety, Health & Welfare Policy, in accordance with the Health and Safety at Work Act 1974.
It is the policy of the Company to provide working conditions that safeguard the health, safety and welfare for all employees and to carry out its operations so that, as far as is reasonably practicable, the health and safety of any persons concerned will not be adversely affected.
Managers of offices and persons in charge at every work location are required to ensure that the Company policy is observed and to provide safety awareness in all employees.

All employees and Sub Contractors are required to comply with appropriate safety procedures implemented by senior management and/or the person in charge of the work location and to co-operate with the Company in carrying out this policy.

Monitoring of the safety policy is the responsibility of management for recording accidents, which should be reported at the earliest opportunity. The office manager, Shelly Gibson will also arrange first aid treatment where appropriate.

All employees must ensure that their own work, so far as is practicable, is carried out without risk to themselves or others.

Employees are required to attend appropriate health and safety and welfare training courses as necessary, which are from time to time arranged by the Company.
The Company recognises that the co-operation of all employees & Sub-Contractors is vital to having a successful Health and Safety policy and constructive suggestions to improve Health, Safety and Welfare is welcomed from employees & Sub-Contractors.

Murray Gibson

Managing Director

MURRAY GIBSON SERVICES LTD

FOREWORD

To All Employees
In order to prevent accidents it is important that you are fully conversant with the safety procedures contained in this booklet.

There are safety rules and regulations which apply to our industry; make sure you know those which are applicable to you in carrying out you duties.
If you are not sure about anything ASK. Your skill and knowledge is important to you, your families and to MURRAY GIBSON SERVICES LTD & the Customers.
Protect these assets by developing an understanding of accident prevention, as it relates to your job and assists in maintaining a safe and healthy job site.

THESE RULES ARE DESIGNED FOR YOUR SAFETY – OBEY THEM.
Extract from the Health & Safety at Work Act

SECTION 2 (i)
It shall be the duty of every employer to ensure, so far as is reasonably practicable, the health and safety welfare at work of all his employees.

SECTION 7

It shall be the duty of every employee while at work:

a)
to take reasonable care for the health and safety of himself and other persons who may be affected by his acts or omissions at work.

b)
As regards any duty or requirement imposed on his employer or any other person by or under any of the relevant statutory provisions, to co-operate with him in so far as is necessary to enable that duty or requirement to be performed or complied with.

SECTION 8

No person intentionally or recklessly interfere with or misuse anything provided in the interests of Health and Safety.

Medical and Welfare Facilities 

The management will ensure weekly that all employees’ vehicles carry first aid equipment and fire extinguishers which are to be adequately maintained in a satisfactory condition. Employees are to be made aware by the person in charge of the work locations of the arrangements made for first aid treatment and the location of the first aid equipment.

First aid equipment, facilities and the suitability of persons to administer first aid must be adequate and appropriate depending on the type of workplace.

Reporting Accidents and Work Related Diseases
The reporting of injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) require that certain accidents, listed below, that happen on site have to be reported to the Health and Safety Executive.

Any of the following types of accidents which happen at work, must be reported to Head Office who will report to HSE as follows:
1.
Serious and fatal accidents, report without delay, normally by telephone.

2.
Less serious injuries where the injured persons unfit to do their normal job for more than 3 consecutive days.

3.
If a dangerous occurrences happens on site report immediately by telephone. Confirm in writing within 10 days.

4.
If a worker suffers from a specified disease associated with their current job, report on disease report form.

A detailed record is to kept of any reportable injury, disease or dangerous occurrence.

Extract from Company Safety Policy

All employees including the site operatives & Sub-Contractors must:-

1.
Develop a personal concern for safety for themselves and for others and to co-operate with all other persons in the provision of safe working conditions and the observance of safe working procedures, the Health and Safety at Work Act and safety policy of the Company.
2.
Use the correct tools and equipment for the job; keep them in good condition and use such equipment etc. Carefully and in accordance with working instructions.

3.
Use and take care of safety equipment and protective clothing supplied, for example safety helmets, belts, gloves, eye and ear protectors etc. as required by Statutory Regulations, Conditions of Employment or other instructions.
4.
Avoid improvising which entails unnecessary risks and observe any specific warnings and instructions regarding the use of equipment or materials.

5.
Do not proceed with work when a hazardous situation is foreseen or created which may involve injury to themselves or other persons or damage to property and equipment. Report to the Foreman, person in change or the Safety Advisor, defects in plant or equipment and hazardous situations.

6.
Report ALL accidents and dangerous occurrences.

ALL EMPLOYEES ARE REMINDED THAT THEY HAVE A DUTY UNDER SECTION 7 AND 8 OF THE HEALTH AND SAFETY AT WORK ACT 1974, TO TAKE RESONABLE CARE FOR THEIR OWN SAFETY AND THE SAFETY OF ANY OTHER WORKERS WHO MAY BE AFFECTED BY THEIR ACTS OR OMISSIONS AND ALSO CO-OPERATE WITH THE COMPANY IN ITS ARRANGEMENTS TO PERFORM OR COMPLY WITH STAUTORY SAFETY OBLIGATIONS WHICH INCLUDES ADHERENCE TO THE COMPANY SAFETY POLICY.
General Safety Rules

Safety is the responsibility of everyone. Managers, Site Agents, General Foreman, Fellow employees and yourself. ALL have a responsibility in making your place of employment a safe & tidy place to work.

1.
It is in your own interest to report every injury and obtain treatment immediately.

It is your responsibility to ensure that the injury is recorded by you or someone acting on your behalf in the Company’s Accident Book as soon as possible after the accident. All accidents resulting in absence from work shall be reported to the Safety Department.
2.
Report unsafe conditions, tools, equipment and practices to your GF/Agent so that the dangerous condition can be corrected before it can cause an accident.

3.
Practical jokes, horseplay, drinking of alcoholic beverages etc. are prohibited on site & at our Headquarters & in Vehicles.
4.
No one shall remove, displace, damage, deface or destroy any safety equipment supplied for use on the job or interfere with its use.
5.
Where applicable, work permits will be strictly enforced e.g. confined space work.

6.
Adequate toilet and messing facilities are provided. Keep them clean and tidy. Do not use any other areas.

7
Appropriate PPE must be worn at all times, safety helmets and PPE must be worn in construction areas at all times.

8.
Do not run except in extreme emergencies, watch where you walk and keep alert to the movement of plant and other persons around you.

9.
Mechanical plant shall be driven or operated only by competent and authorised persons. Passengers must not be carried except in fixed seats or properly provided positions.

General Safety Rules
10.
ALL employees shall maintain a clean and tidy work area by good material control and cleaning up regularly.

11.
Only authorised and suitable trained personnel are allowed to operate plant, equipment, oxy-acetylene, blow torches and power tools and change abrasive wheels and discs.

12.
All personnel shall inspect their work areas at the end of each shift to ensure the area is safe & tidy and that no fire or ignition sources are left. Make sure that if the operation you are carrying out carries any risk of a fire, that you have fully charged appropriate extinguishers at your work place and take precautions to stop flying slag, sparks i.e. fire blankets. If practical, dousing the surrounding area with water is also advisable. Always check after 30 mins that no ignition or fire has occurred.
13.
Only approved solvents shall be used for cleaning and gluing 
14.
All material shall be in controlled stacks and piles and stored in such a manner as to eliminate hazards.

15.
No person shall work on fragile roofs unless provided with crawling boards and other approved safeguards, including edge protection.
16.
No person is allowed to stand or walk under power operated loads.

17.
 You must take actions to warn and guard persons against any opening you create.

18.      All Vehicles are fitted with trackers for safety and best practice

19.     Any defects with vehicles you are assigned please report to Management Immediately

Housekeeping 

Housekeeping is one of the most important single items which influence the safety of a building/construction site. Good housekeeping is not a burden if constantly maintained and not left to an occasional clean up.

1.
Keep your work area clean – remove/stack rubbish.

2.
Toilet and washing facilities and drinking areas are provided for your convenience and comfort. Do not abuse them. Help us to keep them clean.

3.
Do not let soiled clothes, food scraps etc. accumulate.

Ladders
1.
Ladders must be constructed of sound material and in good condition.

2.
Broken or damaged ladders must not be used. Repair or destroy them immediately. Advise your manager.
3.
Only Custom-made ladders are permitted – no site-made specials
4.
The base of the ladders must be on a firm footing and raked at an angle of approximately 1 to 4.

5.
Ladders for access to a floor or scaffold must extend at least 3’6” (1.06mtr) above the landing.

6.
Ladders must be tied, blocked or otherwise secured to prevent them from being displaced.

7.
Do not over-reach when working off a ladder.

8.
Painted ladders should not be used – paint hides defects.
Crane Lifting Operations
1.
All cranes, hoists fork lift etc. must be operated and maintained to comply with established and mandatory standards.
2.
All cranes and lifting gear must have current test certificates.

3.
Only authorised and suitably trained persons shall act as banks man and shall use the hand signals prescribed by British Standards.

4.
Know the current colour code for the use of slings etc.

5.
Only authorised and trained personnel shall operate cranes.
6.
Only trained crane operators are allowed to operate cranes.

7.
Hoist, travel and SLI are to test at the start of each shift.

8.
During lifts the crane operator must not allow anyone to ride the load, hook or chains.

9.
Watch for correct rigging of loads and know correct weight of load.

11.
Ensure you are aware of all/any obstacles within lifting radius and check before every movement.

12.
Never use the point of any hook for lifting.

Crane Safety Operations

KNOW YOUR CRANE SIGNALS
Signaller should stand in a secure position where he can see the load and can be seen clearly by the driver.

Face the driver if possible

Each signal should be distinct.
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Electrical
1.
All electrical tools and equipment must be adequately earthed.

2.
Employees must not work on, or in, the proximity of unprotected live circuits unless adequate safety measures have been taken (permit to work).

3.
(a) Only authorised employees are allowed to work on or repair electrical equipment.


(b) Only authorised employees are allowed to work on or repair refrigeration and Air Conditioning equipment.

4.
All electricity operated portable tools must be no greater than 110v or if 240v used with a RCB. Plug in RCB’s  are to be used and or extension leads with integral RCB’s. 
5.
Portable electric tools and extension leads must be fitted with proper plugs and sockets and must never be connected by inserting bare wires into the socket.

6.
Electric leads must be preferably hung in safe positions.

7.
Any damaged electric tools/ leads report to your manager.
8.
All appropriate electric tools/leads to must be PAT tested. Please contact your manager. Mr David Miller or Murray Gibson
Hand Operated Power Tools
1.
Power tools shall be used by competent personnel.

2.
All portable electric tools must be earthed, have guards in place and only used by qualified employees.

3.
Inspect tools prior too use to ensure they are in good safe working order – if not – return to stores/management & advise your manager.
4.
Do not remove any guards – they are for your protection.

5.
Do not place tools so that they fall or cause a tripping hazard.

6.
Power tools should be hoisted or lowered by hand line never by the cord or hose.

Cartridge Tools
1.
Cartridge tools may be operated only by persons trained in the operation of the particular cartridge tool being operated.

2.
Cartridge tools must be dismantled and examined for defects once in every seven days of use.

3.
Cartridge tools should not be used unless fitted with a guard or shield suitable for the work.

4.
All unused cartridges must be returned to the stores/G Foreman.

5.
A LOADED TOOL MUST NEVER BE LEFT UNATTENDED.

6.
ALWAYS when operating a cartridge tool wear suitable eye protection – and wear hearing defenders to protect your hearing.
Burning, Cutting, Welding
1.
Do not use matches to light torches. Spark ignition must be used. Torches must not be used to light smoking material. You must be trained in the use of such equipment. Please see your manager.
2.
You must wear the appropriate personnel protective equipment.

3.
When a key is required to open/close the acetylene valve, the key must be kept in position on the valve.

4.
Store and transport cylinders in the correct approved manner – secure them on a bottle cradle – secure all cylinders, empty and fill in the vertical position with the valve protection caps in place.

5.
Open the cylinder valve only when work is being done. Close the valve when not in use. Flash back arrestors must be used. Check their function.
6.
Locate gas bottles outside buildings or confined spaces and in appropriate store when not in use.
7.
When using such equipment, have suitable fully charged fire extinguisher ready to hand.

Working in Confined Spaces
1.
Never work alone in any confined space and always have a watch-man standing by the entrance to the confined space.

2.
When working in a closed or confined space, proper and adequate ventilation MUST be provided.

3.
Make sure all necessary equipment is available before starting work, which must be used by all persons entering the confined space.

4.
Consult with your supervisor as to the proper safety precautions, before entering a confined space.

Abrasive Wheels

1.
It is illegal for any person to mount an abrasive wheel, unless he has been trained to a certificate standard in accordance with then ‘Abrasive Wheels Regulations No 535 – 1970’ and has been duly appointed in writing by his employer to undertake that duty. Please contact Murray Gibson.
2.
No abrasive wheel is to be fitted other than to the correct spindle & for the correct speed.

3.
Dressing a wheel by any means, other than with a dressing tool is strictly forbidden. All wheels to be kept dry, never use a wet or damaged or disc wheel.
4.
When using abrasive wheels, especially on portable equipment be careful not to damage or crack the wheel and make sure the guard is in position.

5.
Always when using an abrasive wheel, wear suitable approved eye and hearing protection.

Asbestos 
1.
Asbestos dust can kill – it can cause lung cancer. Simply – the more dust breathed the greater the risk. If you encounter asbestos:-


a) Remember dust is only caused when asbestos is disturbed.


b) If you think you are working with asbestos – STOP WORK – notify your supervisor immediately. Do not proceed
2.
You are NOT allowed to remove asbestos, unless you are a registered asbestos worker and have been given explicit instructions and are wearing suitable protective equipment. Please consult management as to who is approved contractor.
IF IN DOUBT – ASK

Hand and Power Tools Electric, Engine, Air powered
The hazards associated with hand and power tool are:-


a) Failure or disintegration of tool;


b) Proximity to moving or cutting parts of tools;

c) Flying particles;


d) Heat and Sparks;


e) Electric shock;


f) Crushing or pinching, sprains, twisted wrists.
Tools that are right for the job, in safe condition and used correctly will improve productivity as well as working conditions.

1.
Wood handles on tools must be free of splinters or cracks and solidly attached to their working conditions.

2.
Electric power tools will be doubly insulated or properly grounded and 110v or 240v only. Electric leads must be maintained free of cuts, abrasions and kinks.

3.
Tools with exposed moving parts must be provided with guards to minimise risk of contact by the operator or others.

4.
All power tools must be stopped and as applicable air or electric supply disconnected to make any adjustment to the tool. Fuel powered tools will be shut down for refuelling.

5.
Impact type (percussion) tools must have suitable retainers to hold tool bits in place during operation.

6.
Extension or leverage increases should not be used on tool handles.

7.
Tools with ‘mushroomed’ striking faces must be replaced. If these faces are to be redresses, the tool must be inspected for cracks and proper temper restored before re-using.

8.
‘Dead man’ controls on tools so equipped must not be rendered ineffective.

Hand and Power Tools
9.
Grinding wheel and cutting blades speed and size will be compatible or exceed with the speed and power capability of the driving shaft.

10.
ALL tools must be regularly inspected, repaired and lubricated as required to maintain them in a safe condition.
11.
Power activated tools must include safety features that will minimise the possibility of accidentally firing. These tools are to be handled and treated as firearms, with strict control of cartridges and used only by qualified and authorised operators.

12.
Personnel and protective clothing requirements for each type of tool must be obtained from your Supervisor and worn.

13.
Air hoses and electric leads leading to tools at work areas will be so located or covered to protect them from external mechanical damage & being a trip hazard
14.
Electric leads will only be joined using approved insulation connectors. Air hose connections must be regularly inspected, maintained and replaced as necessary to prevent them blowing off.

15. 
Loosely, incorrectly held drills/rotating tools may grab or snag pick up and twist and damage the operative. Always use correct holding method and appropriate handles.

Manual Handling
About a quarter of the accidents reported to the enforcing authorities each year are associated with lifting, lowering, carrying, pushing or pulling loads. Where manual handling can not be avoided, certain measures are necessary in order to reduce the possibility of injury.

These measures include the following:-
1.
Always obtain assistance to help with the load if you are unsure of your capabilities to handle the load safely on your own.

2.
Make sure your proposed route is clear of obstructions and that you can see over the load when carried.

3.
Always wear protective gloves if the load has sharp edges or projections likely to cause injury to the hands.


Other protective clothing may be necessary i.e. eye protection, respirators where the load is dusty or fibrous.

4.
Clothing should ideally be loose fitting to allow unrestricted movement during bending and lifting but care must be exercised to avoid snagging clothing on the load or on other items along the route of movement.

5.
Where possible, loads should be stored at a height of between 800mm and 1100mm, with only the lighter items stored above this height.

6.
When lifting loads from ground level, the load ideally should be small enough to pass between the knees when lifted, with the bottom front corners of the load within easy reach of the hands when carried at hip height.

7.
Where repetitive strenuous lifting is required rest breaks may have to be more frequent to avoid over – extension and tiredness, which often increases the risk of accidents.

8.
When more than one person is lifting the same load, it must be agreed beforehand who is in charge of the task and who gives the lifting instructions.

9.
Get assistance/additional help with awkward bulky loads. 
Working with Hazardous Materials –COSHH
1.
Always read the instructions on the container before using the material.

2.
Follow the instructions and wear the protective equipment/clothing recommended by the manufacturer or as detailed in the Company COSHH print-out which may be available on your site, workshop and office and vehicle.


3.
Always wash your hands after using the material, before using the toilet and before eating food.

4.
Never smoke while using hazardous material, even when the material is not flammable. The heat from a cigarette can change harmless vapour from a material or substance into a form more hazardous i.e. refrigerant R12 which is a good example as when burnt becomes phosgene gas.
5.
Always dispose of empty cans and packages properly. Never leave partially used containers in your work area for someone else to clean up or move.
6.
NEVER use a hazardous material unless you know how to use it and safety and health precautions necessary to ensure safe use.

IF IN DOUBT – ASK YOUR SUPERVISOR FOR FURTHER INFORMATION
Noise
1.
The loss of hearing does not happen overnight but over a long period of time. Once you hearing is damaged, it is damaged for life.

2.
If you can not hold a normal conversation about 1.0mtr apart without shouting than the noise is too loud and you could be damaging your hearing.

3.
If the noise is loud and you can not get the noise reduced then ask your Supervisor for hearing defenders

4.
Make sure you understand how to wear them and remember the importance of wearing them for the full time you are exposed to the loud noise.

5.
The law requires you to wear the protection provided when necessary and to take care of them.

6.
There are different kinds of hearing defenders for different kinds of noise.

7.
If in doubt ask your manager for the noise decimal metre to confirm level of noise & take appropriate action.
DO YOU KNOW ALL YOU NEED TO KNOW?
Under COSHH or the Control of Substance Hazardous to Health Regulations 1994, all persons at work need to know the safety precautions to take so as not to endanger themselves or others through exposure to substances hazardous to health. Below are four general classifications of risk – know the appropriate symbols, their meaning and their safety precautions.

Meaning






    Safety Precautions

	Toxic/ Very Toxic

May cause serious health

Risk or even death if

Inhaled, ingested or if it 

penetrates
	


	1. Wear suitable protective clothing    gloves and eye/face protection.
2. After contact with skin, wash immediately with plenty of water.

3. In case of contact with skin, rinse immediately with plenty of water and seek medical attention.

4. In case of accident or if you feel unwell, seek medical advice immediately. 

	Corrosive
May on contact cause

Destruction of living tissue or burns.
	


	1. Wear suitable gloves and eye/face          protection.
2. Take off immediately all contaminated clothing.

3. In case of contact with eyes, rinse immediately with plenty of water.

4. In case of contact with eyes, rinse immediately (for 15 minutes) with plenty of water and seek medical advice.

	Harmful
May cause limited health risk if inhaled or ingested or if penetrates the skin.
	


	1. Do not breathe vapour/spray/dust.
2. Avoid contact with skin.

3. Wash thoroughly before you eat, drink or smoke.

4.In case of contact with eyes, rinse immediately with plenty of water and seek medical advice

	Irritant
May cause inflammation and irritation or immediate or repeated or prolonged contact with the skin or if inhaled. 
	


	1. In case of contact with eyes, rinse immediately with plenty of water and seek medical advice.
2. In case of contact with skin, wash immediately with plenty of water.

3. Do not breathe vapour/spray/dust.

4. Avoid contact with skin.


 What exactly is COSHH
COSHH or the ‘Control of Substances Hazardous to Health ‘, is the name given to a series of regulations aimed at protecting people against risks to their health, which may occur from exposure to substances or processes hazardous to their health at the workplace.

Regulations 12  Section 1, states that ‘an employer who undertakes work which may expose any of his employees to substances hazardous to health, shall provide that employee with such information, instruction and training as is suitable and sufficient, for him to know the risks to health created by such exposure and the precautions which should be taken’.

Although it is the employer who has the main responsibility for implanting COSHH, employees, visiting workers, Sub Contractors and other persons who may be affected by substances hazardous to health in the workplace, are also assigned obligations under the Regulations.

Failure to Comply with COSHH, in addition to exposing employees to risk, will constitute an offence under Health & Safety at Work Act 1974.

Consultation with Employees
Consultation with employees on Health and Safety matters is effected formally and informally. From time to time, specific meetings will be held to discuss Health and Safety matters and to receive any employee feedback. In addition, Informal discussions take place when discussing specific projects.

Tool Box Talks are carried to awareness and inform.

Employees are aware that suggestions for implantation of new or improvements on existing procedures, is not only welcomed but encouraged. Please contact your managers or supervisors.
The Construction (Design and Management) Regulations 1994 (CDM)

The Company is aware that the CDM Regulations require that Health and Safety is taken account of and management throughout all stages of a project.
CDM requires that everyone who can contribute to improving site Health and Safety plays their part and MURRAY GIBSON SERVICES LTD is committed to play its part in full.

Any questions please contact your supervisors and managers

Company Structure
If You have any questions please contact the following:-
Managing Director, Senior Manager for all Electrical, Refrigeration, Welding, Generator and other engineering issues & Health & Safety & Compliance
 > Murray Gibson
Financial Director, Wages Dept, Holiday Booking Dept, Sickness & First Aid, Reception, Transport issues
 > Shelley Gibson

Contracts Manager & Qualifying Supervisor E.C.A & N.I.C.E.I.C, Electrical day to day works  
> David Miller
Testing & Inspection Department
>Mike Watson 
Refrigeration & Air Conditioning Department

Mike Beckett

Plumbing Department 

David Miller
Telephone 01228 595 277,                       e-mail info@murraygibsonservices.co.uk
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