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Disclaimer.

This Statement has been prepared with the assistance of www.safety-
statements.ie no liability may attach to www.safety-statements.ie arising out of
any element of the contents of this statement. It is accepted that Manager 2 is
responsible for ensuring the contents adequately reflect the activities of the
business.
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1.1 APPLICATION
This Safety Statement has been developed to assist ABC Company
Ltd comply with relevant H&S standards and to ensure that clients
and employees are fully aware of ABC Company Ltd’s commitment
to high standards in H&S.

1.2 OBJECTIVES OF THE SAFETY STATEMENT

To provide a reference for the policies and procedure
house. It is also used to assess and audit the levels of Ith and
safety being achieved.

To provide evidence that the policies and
health and safety objectives are met an
and documented in order to help tho

To provide a control document t i t changes to
the Company Safety Statement sary due to the
changing business environment.

that M@eds to be fulfilled in
order to generate suj sonnel to carry out the
policies and proce i the document.

To provide asg

health and 3 3

ce with legal requirements for
r exceeded.
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1.2 (contd.) COMPANY SAFETY STATEMENT

The general Statement on this page sets out the Safety Policy of
ABC Company Ltd.

It is this Company’s intention that its work will be carried out in

accordance with the relevant statutory provisions of the Safety,

Health & Welfare at Work Act 2005, the Safety, Health & Welfare at
Work (General Application) Regulations 2007-16 and
applicable regulations from those implemented i ;
reasonable practicable measures will be taken to i isk to
employees or others who may be affected bygcom i

implementation of this policy.
responsibility for ensuring that
Statement are implemented.

The Success of the polj o-operation of all
employees. Itis th [ at you acquaint yourself will
all areas of the Sa . hould ensure that you
understand your rol e overall arrangements for Health &
Safety withi hin your individual area. You
should alsg e an obligation to take care of

your own Sg , ers that might be affected by your
actio

Sign
Manager 2

Date:
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1.3 Policy Statement:

ABC Company Ltd is committed to, protecting the Safety, Health
and Welfare of all employees at work, protecting the safety of
others visiting the workplace, preventing property damage and
ensuring its processes will not damage the environment. All
reasonable and practicable steps to protect members of the public
who may be affected either directly or indirectly by its activities will
be followed.

All reasonable and practicable steps shall be tak
occupational risk assessment to ensure that wor
practices and procedures are safe and in co
safety, health and welfare legislation.

All employees shall be adequately traj
to carry out their duties and respogsi
all operating procedures clearly
access to the company’s safety

with suitable
ing where hazards cannot
cable steps.

protective clothing,
be eliminated usin
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1.4 Revision to the Safety Statement

The table below is a record of all revisions made to the safety

Statement

Revision Date Section Revised by | Authorised

number revised by

01 XX/ XX /XX All -New Manager 1 | Manager 2
doc.

§<,

T

Revision
number

Date

Document owner

Approved by

Page number

01

XX/ XX/ XX

Manager 1

Manager 2
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1.5 Our basic Company Safety Rules

We will:
v' Provide a seat belt for the driver and each passenger required
to travel in the vehicle so long as the design of the vehicle

permits it and the regulations require it.

v' Purchase or lease vehicles that are equipped with the best
safety features including seat belts and air bags, safety screen
behind the driver’s seat, anti-lock brakes, blind spot
elimination equipment, etc.

v' Establish procedures to ensure proper maintenan
Vehicles.

v' Establish schedules that allow drivers
speed limits.

v If speed-limiting devices are fitte
tampered with.

v' Take account of weather and a
schedules.

v' Monitor and control drivin

v Employ suitable dri
background. Che
v' As per the 200

v Ensure g [ igsafe driving practices, checking
vehicle safety features.

v' Contra@t owner-drivers who also adhere to standards for
vehicle maintenance, safety features, seat belt use, training
and experience etc.
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STRUCTURE FOR

N

HEA \SAF Y
PART 2 %
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2.1 MANAGEMENT CONTROL SYSTEM

The objective of the Safety Management System is to satisfy our
legal responsibilities and to exercise greater control of health and
safety within our organisation, to protect people and control the
business.

Management points that may be measured:
. Workplace safety and housekeeping inspections

1
2. Staff suggestions and query forms
3. Induction and ongoing training

3.1. First aid — as necessary
3.2. Manual Handling — as necessar;
3.3. Safety Induction.
4. Safety critical equipment mainten recogds
4.1. Fire alarms

4.2. Fire extinguishers
4.3. First aid equipment
. Fire drill records
. Risk assessments
6.1. Initial asse
6.2. Annual r
7. Monthly Safety
7.1. Minutes
7.2.
7.3.

o U1

Managem@&@t Folder. This folder is maintained by Manager 1.
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Health and Safety Management process for ABC Company Ltd

Process flow below indicates how Health and Safety issues and
procedures are handled.

S

Resolution or
Help required.

$

\ 4

Workplace Accidents Incidents/Near Staff Feedback
H&S Inspection Misses
A 4
Monthly
Review

Actions agreed for
any outstanding

issues and
improvement plans

\ 4

Feedback to
employees where
necessary.

A 4
Business year end

Review.
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2.2 Manager 2

o Manager 2 will be responsible for implementation of the
procedures within the Safety Statement.

o Manager 2 bears the ultimate responsibility for ensuring that
staff are given correct information and training for them to do
their job effectively.

o Manager 2 is also responsible for ensuring that sta
supported in enabling them to reach the corre ns in
respect of health and safety matters.

o Supervise the Company Health and Sa

o Review all safety rules bi-annually,
recommend suitable changes.

o Investigate all major acciden mpany property
and recommend action.

Ensure that accide d.
iss reports are maintained.

ring that fire precautions are

fgement will lead by example in adhering to stated
policies to achieve the Company's aim to reduce accidents and
health exposures.
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2.3 Manager 1

o Regularly inspect the workplace to ensure that the programme is
being complied with and make recommendations directly to all
employees in matters concerning Health and Safety.

o Ensure the review of Health and safety at the Management
meeting.

o Review the Staff suggestion and query forms wee

o cessary)
a

a

a

0 Assist in the inducti g of new employees.
0 Inspect and i zards/near miss reports.

0 Monitor or ensyring that fire precautions are

adequ
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2.4 Department Managers (will be activated in the future
for the possibility of needing a transport management
office).

All Department Managers will be responsible for planned
implementation of effective health and safety standards within their
area of operation.

Department Managers bear the responsibility for ensuring that staff
are given correct information and training for them toggo their job
effectively and that their work targets are realistic an not
compromise health and safety requirements.

respect of health and safety matters.

SPECIFIC RESPONSIBILITIES

o Ensure that all procedures a new
employees.

m) re so that all
Personnel are aware O s as measured against
the Company's Saf, e provided with information
on accidents an and welfare information.

m) S necessary.

0 ork prqcesses in a safe manner and in

et out in the Safety Statement.

0 ectly under your control are aware

0 gaff in carrying out their responsibilities,

etermining the most appropriate order and

o Ensure that you know the procedure in the event of a fire.

o Report any accident or damage, however minor, to senior
management.

o Commend Employees who by action or initiative eliminate
hazards.
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2.5 All Employees

Q

All Employees are to co-operate with management in the wearing
of the correct safety equipment, using the appropriate safety
devices and following proper safe systems of work.

All Employees are to co-operate in the investigation of accidents
and the reporting of them and also the reporting to their
supervisors of any local hazards of which they become aware.

improvements of health and safety standards
suitable suggestions for reduction in risks.

Know theWocation of the First Aid Box.
Ensure that you know the procedure in the event of a fire.

Report any accident or damage, however minor, to management.
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3.1 RESOURCES

ABC Company Ltd recognises that for the effective implementation
of the safety procedures and policies laid down in this Safety
Statement, adequate resources and funding must be made
available.

ABC Company Ltd undertakes:

staff are
the

- To ensure that adequate numbers of suita
available to undertake all work activities ca
company.

- To include health and safety co
estimates for the running ofdkhe
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3.2 SAFETY INDUCTION

This procedure will be carried out by ABC Company Ltd at the work
place where the new employee will be required to work.

Apart from explaining to the new employee what he/she will be
required to do and to whom he/she will be directly responsible the
following points require highlighting:

1. Show new employee where the Safety Statemen kept,
explain its purpose and ensure that the e aware of
his/her responsibility.

2. Advise new employee of any po areas in

the work place.

3. Warn new employee of an in the work
place, e.g. operating machi orised to do so.

location of the First Aid Box and
in the event of an accident, in particular
to record accidents, however trivial they may

procedure and assembly points.

7. Instruct the staff member in relation to any job specific risk
assessments.
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3.3 TRAINING
HAZARDS

Inadequately trained staff are a hazard to themselves and their co-
employees. ABC Company Ltd shall identify the training needs of
their staff and ensure they are fulfilled.

It is the Policy of ABC Company Ltd that every employee will receive
safety training on an ongoing basis. All new personn ill receive
safety training as part of their induction. Staff trainin not only
concerned with imparting facts but also with noti to face
up to their responsibilities and to be equipped to
emergencies.

1.
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3.4 SAFETY CONSULTATION

Section 13 of the 2005 Act places a general obligation on ABC
Company Ltd as employer to consult with and to take account of
any representations made by the employees for the purpose of
giving effect to its statutory duties.

To facilitate consultation on issues relating to the individuals safety
at work, the company operates a Suggestion or Query form.

complete a form as needed. The forms are revie
basis by Manager 1.

Manager 1 will seek more information as
relevant staff member and will then a
the Suggestions or Concerns if nece
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3.5 SAFETY REPRESENTATION

In agreement with the 2005 Act the employees may select and
appoint a person, to be called a Safety Representative, from their
numbers at their place of work to represent them in consultations
with ABC Company Ltd.

However, at the moment, it has not been necessary to elect a
Safety Representative. As the company grows it is accepted that
this position may change.

The rights of the Safety Representative include:

particularly from the Safety
Safety Health and Welfare

the performance of
uired to be performed by

this is for accident investigation.

. e off as may be reasonable to act as Safety
Representative or to acquire the knowledge to carry out
that function.

ABC Company Ltd will facilitate the Safety Representative in
carrying out their functions as defined in the Act and as outlined
above.
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3.6 FIRST AID

CONTROL MEASURES

The first aid box should be suitably marked and easily accessible.
The exact location of the First Aid box must be known by all

employees and a specific notice, identifying its whereabouts, must
be posted to include names of qualified First Aiders.

have certificates of qualifications in Occupationa 0 ensure
adequate cover for all activities.

The first aid boxes are suitably marked
location is follows;

o Main Office Area
o Each coach/bus

o The First Aid Boxes is inspecte asis by Manager 1.
This check and replepi i nd kept on file.

o When employe nt or 3™ party premises,
they shall seek i€ and assistance of the Client First Aider
if necessar
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The following contents are required in a first aid box:

a
a
a

000D

Card giving general first aid guidance.

Individually wrapped sterile adhesive dressings.

Sterile eye pads, with attachment, e.g. Standard Dressing No.
16 BPC.

Triangular bandages (sterile).

Safety pins.

Blue Plasters

A selection of Unmedicated wound dressings which should
include:

Ambulance Dressing No. 1).
o Extra large sterile unmedicate
17.5cm, e.g. Ambulance Dr
It is also recommended thatg pa
in each first aid kit for us

a All issues of & sumables and the relevant treatment

acci report from.

-aid person with Manager/Supervisor on
onsible for completing the form.
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3.7 REPORTING OF ACCIDENTS, DISEASES
AND DANGEROUS OCCURRENCES

All accidents and dangerous occurrences must be reported.
o Accident report Form
o The accident report form must be completed for all accidents.

Copies of this form are available from Manager 1.

o Health & Safety Authority

o If an accident occurs either at the place of lated to a

given to the Health and Safety i pany
Ltd. This will be done via th&@Acci
www.hsa.ie

e accident must be
ice has been given,

a If the accident is fa
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3.8 WELFARE FACILITIES

Adequate toilet facilities shall be provided and maintained in a good
clean hygienic condition.

Adequate washing facilities and washing and drying

materials/equipment shall be provided and maintained.
Arrangements for eating foodstuffs shall be provided @ the form of
a canteen/tea room facility on the premises.

An adequate supply of drinking water shall be pro
premises.

Adequate cloakroom facilities shall be [ orage of
wet coats, etc.

Safe access and egress shall b a

&
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3.9 PERSONAL PROTECTIVE EQUIPMENT

ABC Company Ltd shall ensure that all employees use Personal
Protective Equipment where required.

HAZARDS
- Physical Exposures
- Chemical Exposures
- Machine exposures

CONTROL MEASURES

All safety equipment purchased by the C
standards.

ABC Company Ltd will ensure tha
necessary protective clothing a
required and that when issued t
for the equipment.

clothing or equipm statutory and Company Policy
and ill be instructed not to continue
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3.10 SMOKING POLICY

The Public Health (Tobacco) (Amendment) Act 2004 became law on
Monday 29th March 2004. This means that smoking will not be
permitted in any enclosed workplace.

In order to comply with the above legislation and for other Safety
and Health reasons, it is the policy of ABC Company Ltd that all of
our work areas are smoke free. The Organisation rec ises that all
employees have a right to work in a smoke free enviro
staff have a legal obligation to comply with the |
is prohibited throughout the workplace with no e

Ltd.

Implementation

g policy will be dealt with, in the
disciplinary procedures. Employees,

Informatio how to obtain help quitting smoking is available
from the National Smokers Quitline on callsave 1850 201203 or the
Health Promotion Department of local Health Boards.
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3.11 DRUGS AND ALCOHOL POLICY STATEMENT

ABC Company Ltd recognises that alcohol, drugs, or other
substance abuse by individuals can have an adverse effect on their
ability to perform work and consequently put themselves, the
Company and others at significant risk.

All Employees, Contractors, Sub - Contractors and Visitors must be
able to perform their duties whilst on company businegs, or when
they are in Company premises/ work areas in such a nner that
will not affect their safety or the safety of others
omissions.

If the Company has reasonable grounds t

Employee or Contractor or Sub Contra influence of
alcohol or drugs (illegal or misused | ciplinary
action will be taken which may lead to | of the ifdividual

concerned.

The possession, distribution or sa
materials whilst you are , company owned
vehicles or other off sii@ploc disciplinary action
being taken.
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3.12 Bullying at Work Policy

ABC Company Ltd recognises and accepts its responsibilities as an
employer to provide a safe and healthy working environment for
employees. As part of the policy of maintaining good employer
practice, ABC Company Ltd wishes to clearly state that bullying of
any kind will not be tolerated.

Bullying at work is defined as: 'Persistent criticism ang personal
abuse, both in public and in private which humiliates demeans
the individual, gradually eroding their sense of

whether verbal, physical, or otherwise, con
persons against another or others, at the
course of employment, which could re
undermining the individual's right to [ . jsolated
incident of the behaviour describegd in Qi

affront to dignity at work, but aga e not
considered to be bullying.

ABC Company Ltd will st e th Il employees are free
to perform, their wor i nt, which is free from threat,
harassment and intj ints of objectionable or

offensive behavio ither Manager 1, Manager 2

or the Safety

to investigate all complaints

lly, if possible, the source and cause
Wf the circumstances warrant it, the

ge deterred in invoking the formal disciplinary /

environme emains a pleasant and friendly atmosphere.
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3.13 Young persons and inexperienced workers policy

ABC Company Ltd does not employ inexperienced workers. ABC
Company Ltd do not offer permanent work to any persons under the
age of 18.

New employees who are experienced in their profession receive in-
house induction training and spend an agreed period of time
working with experienced staff.

ABC Company do not offer work placements to | s for
Transition year students.

3.14 Membership of Professi

In order to ensure that ABC co i te with the
latest in best practice and proc ' ' stry, we will
maintain membership of the Coa PAMBO.

PAMBO provide guidance aspects of the business.

3.15 Driver Wo

At all times ABC Co ill do everything practical to ensure that
drivers adhe
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3.16 Policy and Protection for Covid 19 outbreak 2020

1. General Points

COVID-19 is a new illness that can affect your lungs and airways.
It's caused by a new (novel) Coronavirus virus called
CoronavirusSARS-CoV-2. Current evidence suggests that the virus
is significantly more infectious than the flu that circulates every
winter.

policy and Procedures for our Employees, Visito
affected by our activities.

Government Return to Work Pr
All staff will complete the HSA o i vid 19 Return to
Work Training at this link Qttps://

e been appointed as
Lead Worker Repres [ lete the HSA online training

All staff will comple stionnaire/self-declaration (see
supporting dog ays before returning.

client’ ployees going to and from work, etc. the client’s work
roster wilgae used as a contact log.

It will not b§gpossible to maintain a contact log for any services we
provide that are under a Public Transport Contract.

3. Travelling in the community

3.1 Our Employees Travelling to and from Work

If any employee is displaying any symptoms of Covid 19 or has
been exposed to a confirmed case, they should not travel to work.
Where possible Employees should travel alone in their own vehicle.
Staff made aware of the need to sanitise their own car/vehicle and
themselves before getting out.
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Staff travelling on public transport advised to sanitise hands when
getting on and off transport.

Masks/Face Coverings must be worn on Public Transport.

Staff are made aware of the latest Public Health advice from the
HSE and NPHET via email in advance of returning to work.

3.2 Members of the public travelling on our vehicles

All of our drivers will wear FFP2 facemasks while driving our
vehicles.

All of our drivers will have personal bottles/dispenserghof hand
sanitiser and wipes in the Cab area.
All passengers travelling on our vehicles will be gfgectedgio put on
Facemasks before entering the vehicle. Signage Wikl Wieain Rlace in
the Windscreen to reinforce this message.
All passengers will be expected to ; I " ’
use the provided Hand Sanitiser as __3 A gl
soon as they enter the vehicle. i v F-\ = mY
Seats will be marked with Covid 14 “1 8 ‘

signage to reflect the Public Hegith \) '
guidance for safe distancing.
All passengers must sit in the seat
that are marked as being“@@ailable
(see example picture
No person may sit ig#he seats
marked by Covid estrigiet
signage.

"
e
¢
|
44

a

ool Transport Contracts
When o ehicles are used as school transport, they are a
“Controlle vironment”, this means that the same children travel
together on the bus at the same time each school day. This reduces
the risk of transmission in the vehicle itself. Where we provide
transport services for Schools under a Bus Eireann or a private
contract, the following shall be in place. Parents will be informed of
these control measures by the School or Bus Eireann and our staff
will manage the controls so far as is reasonably practicable:
e Children should practice social distancing where possible when
waiting to board or disembark from the bus and should do so
in an orderly fashion.

Revision Date Document owner Approved by Page number
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e Children should sit in pre-assigned seating or next to a sibling
or child from their class group (this should be with the same
child at all times).

e It is recommended that children wash/sanitise hands prior to
boarding the vehicle, but additional supplies will be available
on board where necessary.

e To observe proper cough and sneeze etiquette while on board.

e Children aged 13 years and older are required to wear face
coverings while waiting for and while on gboard school
transport vehicles (with the exception of thos&@gchildren who
for medical or special educational needs r. e not in a
position to wear a face covering).

e On board sanitising products and Pers
Equipment (PPE) are provided by

4. Cleaning and Hygiene

4.1 Cleaning and hygiene to
Throughout our offices and parki i e following
enhanced cleaning and stgsi
v Trolley and handl
v' Taps and washi
v Toilet flush

storage areas
jon and storage points/area

In the comp#hy vehicles, the Driver shall clean and disinfect the
following after each route:
Steering Wheel
Gearstick
Handbrake
Door handles
Radio and
infotainment
controls
v Steering column
and stalks

ASANENENEN

Revision Date
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v Elbow rests
v Seat position controls
v" Door frame

At the end of the shift or working day the person cleaning the
vehicle will do the following:

v/ Put on personal PPE
of disposable
overalls, long
sleeved “Marigold”
type gloves and an
FFP3 Facemask.

v First use wipes
and/or disinfectant
spray to disinfect all
door handles, seat
back rails,
handrails, touch
points, bins, etc.

v When disinfection is
complete, the
coach/bus may
removed.

4.3 Good hygig
All persons
this advicg

properly and often. Hands should be washed:
9o sneezing

v and after eating
v e and after preparing food
v ere in contact with someone who has a fever or
respiratory symptoms (cough, shortness of breath, difficulty
breathing)
v before and after being on public transport if you must use it
v before and after being in a crowd (especially an indoor crowd)
when you arrive and leave buildings including your home or
anyone else’s home
v before having a cigarette or vaping
v if your hands are dirty
v after toilet use
Revision Date Document owner Approved by Page number
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v Cover your mouth and nose with a tissue or your sleeve when
you cough and sneeze.

v Put used tissues into a bin and wash your hands.

v Clean and disinfect frequently touched objects and surfaces.

Don't:
v" Do not touch your eyes, nose or mouth if your hands are not
clean.
v" Do not share objects that touch your mouth - for
v example, bottles, cups.

4.4 Disposable gloves
Do not wear disposable gloves in place of washin e virus
can get on gloves in the same way it gets o
become contaminated when gloves are t
Disposable gloves are worn in medical ings. not as
effective in daily life. Wearing dispos false
sense of security.

4.5 Tools and handling equip
All tools (stretch wrappers, Knive

contamination.

Arrangements for q
and MHE as much
Make availabl
disinfectant &
Organise
points and - ' el on the same.

occasiona is necessary for two people to assist each other. An
example of this will be two people needing to lift heavy items
together. In that event the following shall apply:
v" No worker has symptoms of COVID-19.
v" The close contact work cannot be avoided.
v PPE of Gloves, Mask and Goggles is present.
v" An exclusion zone for <2m work will be set up pre-task
commencement.
v" Prior to donning appropriate gloves, personnel shall wash /
sanitise their hands thoroughly.
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6. First Aid and illness

6.1 First aid and incident response for Covid 19

While Covid 19 is not necessarily an issue for First Aid. It is
necessary that all our first aid trained staff are protected in the

event that they need to treat a person at work.

The following equipment will be provided to the First Aid staff and
they must use it for ALL events.

v Disposable gloves (nitrile/latex)
v" FFP3 or FFP2 Face masks

v Disposable plastic aprons

v" Enclosed eye protection

First Aid Responder must ensure tha h the

mouth and nose and is fitted corregtly e an adequate seal to
the face.
Following first aid treatment, dis y waste should
be disposed of appropriately and aned/disinfected
thoroughly.
Wash hands thoroug [ er and soap before putting
on and after taking

ng, the unwell person should be
at least 2 metres away from other

Bought immediately to the isolation space.
$ible to open a window, do so for ventilation.
RequestNadividual to wear facemask to prevent contamination of
area and -by personnel.

The individual who is unwell should call their doctor/parent and
should outline their current symptoms. Whilst they wait advice,
ideally they should be in isolation or as a minimum remain at least 2
metres from other people. They should avoid touching people,
surfaces and objects and be advised to cover their mouth and nose
with a disposable tissue when they cough or sneeze and put the
tissue in a bag or pocket then throw the tissue in the bin. If they
don’t have any tissues available, they should cough and sneeze into
the crook of their elbow. If they need to go to the bathroom whilst
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waiting for medical assistance, they should use a separate
bathroom if available.

When the person is leaving the premises, they must be guided out,
they must wear a mask and they must not touch any surfaces along
the way.

Closure of the workplace is hot recommended.

The Manager will be contacted by the HSE to discuss
identify people who have been in contact with them a
any actions or precautions that should be taken.

A risk assessment of each setting will be un
the Manager. Advice on the managemen
this assessment. The HSE will also be j
directly to advise on isolation and id i ts and will
be in touch with any contacts of thg ca ovide them with
appropriate advice.

6.3 Confirmed Covid 19 case

If a confirmed case is4 [ e ®SE will provide the relevant
staff with advice.
This will include:

on for any length of time while
atic

ip gro®Ps or workgroups
family member living in the same household as

very unlikef@ato have spread the infection to others:

e those o have had close contact will be asked to stay at
home for 14 days from the last time they had contact with the
confirmed case and follow the home isolation information
sheet.

e they will be actively followed up by the HSE

o if they develop new symptoms or their existing symptoms
worsen within their 14-day observation period they should call
their doctor for reassessment if they become unwell with
cough and/or fever they will be tested for COVID-19
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e if they are unwell at any time within their 14-day observation
period and they test positive for COVID-19 they will become a
confirmed case.

e Staff who have not had close contact with the original
confirmed case do not need to take any precautions and can
continue to attend work.

6.4 Return to work after a confirmed case of Covid 19

In the event of an employee either being a suspected/confirmed
case of COVID-19 or a known “close contact” with a firmed or
suspected case, this protocol must be followed to ens they are fit
to return to work by means of self-declaration.

An individual must only return [ j do so and

upon approval of their medical aQi i oordinated with
management.
When an individual is sy, eemed fit to return to
work, the key criteria :
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HAZARD IDENTIFICATION AND CONTROL
MEASURES

PART 4
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4.1 HAZARD INSPECTIONS

The management of the Company recognises that its activities and
premises may present Health and Safety risks and shall identify the
areas where control measures are required. Identification of hazards
shall be undertaken at regular intervals and management shall take
all practicable control measures to reduce the risks to its staff and
visitors.

Hazards will be identified, risk assessments made an
as per our risk assessment formula.

e, material or
to the Safety,

of loss and/or injury. In this
High,” *Medium” or “Low” and

he formula below. This is to help with
grity to the employment of controls and the
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The formula to be used for conducting risk assessments, assessing
the risk from observed infringements/hazards or after an Audit, is
shown here. Very minor injuries should score 1 while very serious
ones will score higher, personal judgement is needed here. Likewise
with the likelihood, 1 is very unlikely that anybody would be
exposed to the hazard, while 7 means definite exposure to the
hazard. Again personal judgement is needed.

Once the two scores are agreed they should be multiplied, thus
giving a risk rating between 1 and 42.

Scores:

1-6 = Very Low risk

7-12 = Low Risk

13-18 = Low to Medium Risk
19-24 = Medium risk

25-30 = Medium to High Risk
31-36 = High Risk, stop the activity
controls.

Over 36 = Very high Risk, sto
immediate controls.

Risk Calculation Matri

How likely is
How |1 |5 |6 | 7
serious | 2
will 3
the 4
injury
be

Things that can cause and injury.
Risk = likelihood of an injury happening.
Risk Control.
Control measures are intended to reduce the risk to an acceptable
level.

Where practicable the Company commits itself to the elimination of
hazards, whether that is by the provision of access arrangements,
machine guarding or the provision of special tools etc.

This approach will take into account normal good practice within this
sector of industry and the standards and guidelines where these are
available.
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4.2 FIRE
FIRE HAZARDS

The fire safety arrangements for ABC Company Ltd are set out
below.

RISK ASSESSMENT:

Likelihood Severity
Score = Score =

Fire Extinguishers on Coaches

e All vehicles fitted with small-capaci
extinguishers.
e All extinguishers manufactured
Kitemark (or equivalent) to
e All extinguishers are mou ' !
bracket which:
o secures the e

o incorporate , cird@mferential, securing-

uisher from being ejected
violent vehicle movement.
nal injury to staff and passengers, and
the extinguisher itself.

outwards.

ach extinguisher has not been operated or suffered

amage. The results of these checks should be

recorded.

e Ensure extinguishers are subject to a suitable maintenance
regime carried out by a competent person.

e Consideration should be given to the risk of vandalism when
assessing the positioning of an extinguisher inside a
passenger carrying vehicle.
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GENERAL CONTROL MEASURES

A Fire Safety Programme shall be developed when appropriate by
management to:

(a) Guard against an outbreak of fire
(b) Ensure as far as is reasonably practicable the safety of

persons (including members of the public) on the
premises in the event of an outbreak of fi

The Fire Safety Programme shall incorpora
for:

(@ The prevention of an outbrea

(b) The instruction and trajmi
with fire and emergency

(h) e maintenance of good housekeeping practice to
ensure the removal of all combustible rubbish.

(i) The testing and maintenance of portable heating
appliances, and ensuring that all electrical equipment is

switched off and unplugged when not in use.
4.2.1 FIRE FIGHTING EQUIPMENT

The purpose of portable fire fighting equipment is as follows:

1. Extinguish incipient fires
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2. Protect means of escape in case of fire
3. Protect employees and visitors

4, Protect property.
Portable Fire Extinguishers
Portable fire extinguishers will be provided in sufficient numbers to

give adequate cover as per the advice of our Fire Protection
Company.

Action in the event of fire

1. Clear everyone from the immediate vicinity

Fire Brigade, giving them the
directions necessary.

3. If there is no danger by d
the apparatus provided, bu equipment will

ble at the designated assembly point so that they can
ickly accounted for.

7. Make sure that the building is cleared of employees and
visitors. Close doors. See that no unauthorised person enters
the building.

4.2.2 MEANS OF ESCAPE IN CASE OF FIRE

It is essential that escape routes be established, clearly identified
and maintained available for use and that the protection afforded
them is not impaired in the operation of the premises.
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No person shall obstruct a means of escape. Fire exit routes and
doors must never be obstructed.

4.2.3 FIRE DRILL
Fire drills are undertaken twice per year in our offices. Records of
the date of these drills are on the H&S asset. The drills are also

reviewed at our Management meeting. Drills are not applicable to
the vehicles.

&
&
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4.3 ACCESS AND EGRESS
HAZARDS
Inadequate access and egress facilities can result in:
e Restriction of an orderly evacuation of the premises

e Trips and falls
e Obstruction of emergency exits

RISK ASSESSMENT:

Likelihood Severity

Score = Score =

CONTROL MEASURES

All doors and access points shall intained. This

condition.

Adequate lighi
along corrid

t all firéescape routes are not obstructed at any time.
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4.4 HOUSEKEEPING
HAZARDS

Poor housekeeping can pose a wide variety of risks to health and
safety.

- Trips:- Materials left lying in the open
- Slips:- On a greasy floors, slippery material strewn around

rubbish.

Risk Assessment:

Likelihood Severity

Score = Score =

CONTROL MEASURES
All coaches and buses
All drivers are iss
domestic cleaners, gloves and bags for disposal of

rubbish.

Staff will € tes are planned and storage is

Employees will ensure that all waste materials in and around the
premises are cleared and disposed of safely.
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4.5 MANUAL HANDLING

HAZARDS

. Placing luggage into or taking it out of the storage bays in the
buses.

. Incorrect method of lifting

. Attempting to lift something which is too heavy
. Lifting sharp/awkward shapes

- Back strain, slipped disc.
- Hernias.

- Lacerations, crushing of hands o
- R.S.I.

- Bruised or broken toes or f
- Various sprains, strains,

RISK ASSESSMENT:

Likelihood Severity

Score = Scgre =

CONTROL MEASU

Loads which must ly handled shall be assessed on the
basis of their i ty and due caution exercised
ing etc. The method of handling

¥ minimum and mechanical handling devices
¥nd used in so far as is reasonably practicable.

e staff shall be trained in safe manual handling
techniques.

Where loads have to be manually handled, safe access shall be
assured.
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Precautions

1. Manual Lifting Procedure

1. The Lift
The key factors in safe lifting are:

a) balance
b) position of back
C) positioning of the arms and bo

d) the hold

a) Balance
Since balance depends e
the feet, they should t hip breadth with
one foot advanced, @i ways and
forward without ten

the kneesg4 ips and the muscles that are
f the thigh and not the

coupled with a bent knee position, allows the centre line
of gravity of the body to be over the weight, so reducing
rain.

C) Position of the Arms and Body
The further the arms are away from the side, the
greater the strain on the shoulders, chest and back.
The elbow must at all times be close to the body, arms
should be straight when carrying a load. One hand
should be in advance of the other, whichever foot is
placed forward, the same hand is extended, the other
hand is kept close to the body. This position ensures
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that the elbows are into the sides. This coupled with
the correct foot position ensures a safe and easy fit.

d) Arms close to the Body
The further the weight is away from the centre line of
gravity of the lifter, the greater the strain. At all times
get close to the weight and try to make it part of you.

e) The Hold
When grasping a weight, one often hears
"get a good hold". A good hold means a g
roots of the fingers, not just the tips
weight with the palm of the hand.

e phrase
p with the

Never forget that size and buj
amount any one individual ift. should
know their own capabiliti ttempt to
exceed them. Ifin d t , it is far better to be
safe than sorry.

initial position for the lift, the lifter should test
pe object to make sure it is within his capability

4. The shape of the weight
Note the shape of the object. It should be turned, if possible,
so that the shortest measurement of rectangle is nearer to the
centre line of gravity.

5. Movement.
The movement should be controlled and smooth. The weight
should be kept close to the body.
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Rhythm plays an important part in reducing tension and
creating relation.

Before moving any loads, the job should be sized up and
possible hazards moved or rectified.

An inspection of the load itself must be made to ensure that it
can be moved without danger to the lifter or others.

The following check list can be usefully applied
jobs:
e if the load is heavy or too large for o
handle, help should be obtained from te of
similar physique

all lifting

e jerking a load will add a little also
cause severe strain to the ulder
e even if a load is light in to carry

if it is large enough to
level. If a stackist
o if the load to be lifted
person liftin iL is m icely that the individual

ELP.

ny manual handling shall be
this out safely. The extent of the
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4.6 ELECTRICITY

Set out below are the general controls for the company. Electricity
is not considered to be a hazard on the road while driving. This is
only applicable to our office.

HAZARDS

- Electric Shock
- Fire
- Trips or falls from loose cables

RISK ASSESSMENT:
Likelihood Severity
Score = Score =

CONTROL MEASURES
e Dangerous or defective cabl
remedied in accordance

and certified as saf
Electrical installatj

uafified electrician.
arly by a competent

K on live electrical equipment is avoided where reasonably
icable.

are provided.

e All circuits supplying socket outlets are protected by a
Residual Current Device (RCD).

e Operation of the RCD is tested regularly in accordance with
the manufacturer’s instructions.

e Where electrical portable appliances are subject to ongoing
wear and tear, they are inspected and tested.

e Any scorch marks associated with an electrical appliance or
electrical wiring is checked urgently by a competent person.
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e Flexible cables will also be adequately protected against
external mechanical damage.

e Flexible cables for portable equipment will be properly
mechanically restrained within plugs and couplers.

e A record should be kept of each item of equipment so that
maintenance can be scheduled and recorded.

e Where appropriate all equipment not in use to be switched off,
especially at the end of a working, unless of a specialist type,
e.g. servers, etc.

e Sufficient sockets shall be provided to prevent rloading by
use of adapters.

e Proper plugs shall always be fitted to electy
flex firmly clamped.

e Frayed and damaged cables shall be r

e Flexible cables should not be run a
at floor level to other cables is p
conduit or armouring will be ¢
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4.7 OFFICES

HAZARDS
o While office work may not be considered as a high-risk activity
unsafe work systems and layout may result in injury or illness.

RISK ASSESSMENT:

Likelihood Severity Risk Value

Score = Score = Result =

CONTROL MEASURES
o Adequate office space is allocated for the wor

o Electric or teleph
floor. Cable co

ged floor covering, furniture equipment or machinery
shall be reported, replaced, or repaired.

o Before using chemicals (e.g. photocopier toners) read the
instructions on the container and avoid contact with skin or
clothing.

o Floor areas shall be kept clear of materials and litter.

Dangerous waste e.g. broken glass, bulbs, shall be properly
disposed of.
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4.8 VISUAL DISPLAY UNITS (VDU'S)
HAZARDS

The main problems that may be associated with VDU's are as
follows:

(a) Visual Discomfort
This recognises a contribution from a number of ocular problems:

(1) long/short sight problems
(2) glare

(3) lighting

(4) screen brightness
(5) clarity of characters.

(b) Posture
Good adjustable seating is re@uir
consider ergonomic factor

It is essential to

(c) Radiation
Radiation levels agr ' the le of the electro-
magnetic spect ernationally accepted

imj extreme conditions, i.e.

(d)

iated with VDU's are largely exaggerated in the sense
ey are unlikely to cause irreversible long term damage
as o ed to varying degrees of discomfort.

Risk Assessment:

Likelihood Severity Risk Value

Score = Score = Result =
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CONTROL MEASURES

e Each workstation shall be assessed to ensure the individual’s
health is not likely to be put at risk.

e The Display Screen Assessment sheet in the appendix shall be
used for this purpose.

e Be sure that VDU screens meet the appropriate criteria for
performance, brilliance, character design, etc.

e The intensity of the beam, the brightness of the dots against
the background and their time persistence are
important determinants of operator 'safety’.

e This underlines the importance of keeping
condition.

e It is important that chairs are correctl

that their siting is at an optimum dj ine
e Lighting, ventilation and temper
controlled to provide satisfacto i ditions.
e There should be a restrictio i
e Over two hours with paus thutes before
further use.
. more beneficial
than infrequent lo
e The total time o
restricted to .
e Vision shoul rating a VDU and at yearly
intervals g8 symptoms are experienced. Spectacle
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4.9 HAZARDOUS SUBSTANCES

This is a very low risk activity for ABC Company. On the buses and
coaches we only use domestic type cleaners. In the offices we only
use a small amount of Toner and Ink.

HAZARDS

Health hazards from substances can be divided into the following
categories:

e External contact - corrosive, skin absorpti
e Inhalation - gases, fumes, vapours.
e Ingestion - swallowing.

RISK ASSESSMENT:

Likelihood Severity

Score = Score =

CONTROL MEASURES

Almost all chemical ma
they may find their
diluted or otherwi

angerous. Although
use, it is usually a very
following general rules

Adequate ventilation must be provided. Suitable respiratory
protection will be provided if appropriate.

e Facilities for the washing and cleansing of the skin must be
made available with the necessary cleansers and barrier
creams.

e Store all products in ventilated areas away from extremes of
temperatures and environment.

e Store any flammable substances in a locked flame proof

cabinet.
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Clean all spillages instantly and dispose of waste and used
containers properly.

Except for transport in closed packages, only authorised
personnel must handle materials.

Ensure the correct equipment for handling the products is
available.

If any person handling the materials shows the symptomes,
which may possibly have been caused by exposure to
chemical products, they should be removed from the area and
medical advice sought without delay.
Read the data sheet, container labels, and detail
safety information before using any produ

health and
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4.10 Ladders

Step Ladders are occasionally used in washing of buses and
coaches. However, this is a low risk activity as the drivers normally
use extension poles but if ladders are necessary they are only used
on solid surfaces such as car parks.

HAZARDS
Note: Ladders must only be used for short periods and only where
there is no suitable alternative.

e Items falling from ladders

e Working from ladders

e Throwing waste material from ladders

e Overreaching
e Overbalancing
[ ]
[ ]
[ ]

Ladders Falling
Falls from Ladders
Defective Ladders

Person at risk:

Risk Assessment

Likelihood Risk Value

Result =

gth for the purpose for which it is used and must be
ly maintained.

where one or more rungs are defective.

e Rung must be properly fixed to the stiles or sides.

e Rungs must not be supported solely on nails, spikes or other
similar fixing.
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Use of ladders and folding step-ladders
e Any part of a building or other structure used to support a
ladder or folding step-ladder must be of sound material and
sufficiently stable and sufficiently strong to give safe support.
e Ladders standing on a base (e.g. standing on the ground)
must:
o Be securely fixed
o Have level and firm footing and must not stand on loose
items such as bricks, boxes or other loose packing,
o Be secured where necessary to prevent unglue swaying
or sagging
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4.11 Machinery, Equipment and Maintenance

Hazards Identified
Electricity
Entanglement

In running nips, etc.

Risk Assessment

Likelihood Severity Risk Value

Score = Score =

hazards.
However notwithstanding this the follo

Person at risk:
Employees / Sub-Contractors /

CONTROL MEASURES
General
The following precauti
equipment.

e All guarding,
and working

g machinery and

terlocks) must be in place

to remova@uarding, disable safety features such as interlocks,
electrical saf@ty issues, etc. In order to minimise the risks involved
in maintenance activities, the Business takes the following actions.

e No maintenance is carried out by general staff, other than
routine cleaning and similar activities which can be carried out
without disassembling the equipment or disabling safety
measures in any way.

e All maintenance is carried out by suitably capable and
experienced staff or by outside suppliers.

e This competence includes:

o Appropriate knowledge of the machinery and equipment
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o Relevant health and safety requirements (in the case of
suppliers, they are checked to ensure that they meet
the appropriate requirements, and this is generally
demonstrated by the availability of a safety statement).

o Outside suppliers are informed of any relevant health
and safety information such as emergency evacuation
procedures; any specific hazards on the premises, etc.

o All machinery must be completely returned to correct
operational condition by maintenance personnel before
it is put back into operation. Examples argk replacement
of machine guarding, re-activation of interf@gks,
electrical protection devices, etc.

4.13 Noise

Risks Identified

Likelihood Riské¥alue
Score = It =

Because of the nature o s no risk from noisy
operations (i.e. no ris levels of 80 dB(A) and 85

dB(A) will be exce
However the Busin
informal basis

onitor noise levels on an
levels remain as low as is
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4.14 Safety in client/hotel/hostel and other
premises.

Hazards identified
Fire

Housekeeping
Access, egress, etc.

Risks Assessment

Likelihood Severity

Score = Score =

Each individual premises may have addition
above the hazards identified in this Safet

with these hazards.
For this reason it is essential to fi
health and safety on the i

ponsible for
em so that they

L Identify any additional safety measures that are

equired;

Ynmunicate these measures to all appropriate staff;

o Ensure that any required additional information, training,
personal protective equipment, etc. are provided.
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4.15 Driving

Hazards Identified
Road crashes

Other road users
Road conditions
Road works, etc.

Risks Assessment

Likelihood Severity

Score = Score =

Control Measures:

e The use of vehicles is restricted to
who hold a current driving licen
and who are covered by the ap

e Vehicles must be driven at j
Road Traffic Acts.

e All drivers must remain wit
drinking and drivin

e Drivers are respogsi

e Vehicles must
e All speegd i
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4.16 Pregnancy and New Mothers

Risks Identified

Likelihood Severity Risk Value

Score = Score = Result =

Control Measures
Employees who are pregnant or breastfeeding will not be required
to perform any duties which are likely to expose them or their
unborn or breastfeeding child to any risk related to t preghancy
or breastfeeding.

A risk assessment will be carried out to assess i
additional risk.

If any additional risk is identified, suitable
be taken to deal with the risk.
Examples of circumstances where a p,
could be exposed to additional risk in
Shocks, vibration or movem
Manual handling involvingi
Noise

Ionising and non-ionisi
Extremes of heat

regnant worker from carrying out the work;
ing conditions on a temporary basis so that the

¥llocate the worker to other work which does not entail risk
2 worker or child;

worker leave or additional maternity leave.

e Where additional risk to the pregnant worker or their child is
identified, the worker will be informed of the risk and the
steps to be taken to deal with the risk.
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4.17 Violence and Aggression

Difficult passengers and others such as members of the general
public can expose staff to a risk of violence. The following steps are
taken by the Business to minimise this risk.

Risk Assessment

Likelihood Severity Risk Value

Score = Score = Result =

Drivers are susceptible to Violence and Aggression as t generally

have to work alone.

Staff are given the following guidelines in dealing

robbery and aggression/violence situations:

e Always keep aware of Passengers

may become violent or threateni

e Never argue or otherwise enga
signs of violence

e If someone becomes agg

Never attempt to get invol estrain the
person.

e If attacked, with

e If and when it |

tion if possible.
ise the alarm.

in place to minimise the risks to staff

oDy . Ngese include:
i 2 quantities of cash and other valuable items
] (4

¥ are given the following guidelines in dealing with
ial robbery situations.

be unarmed.

e Do not offer any resistance, do not provoke the attacker
e Give the attacker whatever they demand.

e If and when it is safe to do so, raise the alarm.
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4.18 Bus and Coach Maintenance

Hazards
Road Traffic Accidents
Breakdowns

Risk Assessment

Likelihood Severity Risk Value

Score = Score = Result =

Control measures

All buses and coaches shall have a series o
Preventative Maintenance in pace with an a rvice
Garage.

All repairs, modification, maintena
carried out by a competent persdiv.
Maintenance and service recor i ehicles. If
some vehicle defects occur e rogj cause will be

investigated.

At @ minimum the recomm anufacturer of
the Coach/Bus shal régard to
maintenance.

All safety equi f the vehicle i.e. Anti Lock

Brakes, shal
All drivers sh a Safety Check of the vehicle before
use an s to Manager 1.
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4.19 Drivers

Hazards
Road Traffic Accidents

Risks Identified

Likelihood Severity Risk Value

Score = Score = Result =

Control measures

e Ensure your CPC is current.
Follow safety instructions.
Use seat belts at all times.
Always drive within the speed limit.
Reduce your speed to take accoun ditions.
. Get out

[ ]
)
o
5
o
-~
c
®
o
"
fnd
3
=3
o
3
-~
7
-~
o

e Always comply with local
requirements on driving ti
e Adjust your seating
so that you are ugi
prevent whipl
e Be familiar wg

. This will help to

an accident.

rocedures for your vehicle
good running order. Are windows and
es, steering and lights in good

traffic or visibility of other drivers or pedestrians.
e Ensure measures to prevent the vehicle moving are applied.
e Eat regular, healthy meals.
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4.20 Company Vehicles — General Points

Risks Identified: Medium
e Personal Injury from inadequate maintenance / Checks on
Company Vehicles
e Damage to property from inadequate maintenance / Checks
on vehicles
e Road Traffic Accidents

Person at risk:
Employees / Sub-Contractors / Passengers / Others

Use of company vehicles
Five main hazards are addressed under
Traffic Accident, Refuelling, Wheel Ch
Maintenance.

HAZARDS

1. Road Traffic Accident — Inju

RISK ASSESSMENT;

Likelihood Risk Value
Score = Result =
CONTROL

b sured employees may operate

@ e driven within the rules of the road and the

have a recorded and scheduled programme of
e, and must hold DOE certificates as necessary.

Any breach'@ Road Traffic Acts will e treated with the utmost

severity.

2. Refuelling.

RISK ASSESMENT: Low
CONTROL MEASURES

All refuelling is carried out by people over 18 years of age.
Refuelling is only carried out in open air such as garage forecourts.
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Fire extinguishers are always present on the forecourts.

3. Wheel Change - Cuts, Bruises, MH injury, traffic passing
by.

RISK ASSESMENT: Low

CONTROL MEASURES

All bus and coach drivers are supplied with an emerg
number for Breakdowns including roadside wheel chan

cy contact

Breakdown kit includes screwdriver, reflective ja and red
triangle.

All of this equipment is to be properly maint&i icle
drivers.

If a puncture occurs on a smaller vehi ange is

needed, do the following:

- Turn on hazard lights

- Pull in to the left-hand side of
- Alert the passengers to the pr

- Place the red triangle
- It is imperative that

daylight

- Go back to the Il the ref€vant emergency roadside
assistance co =

- When the y d replace all equipment back in

the vehiclefi igi ge places

phone or receiving / sending text messages
Training / instruction must be given to staff on the dangers of using
a mobile phone while operating a vehicle

5. Bus/Coach Maintenance (company owned) — RTA due to
poor maintenance

RISK ASSESMENT: Low

CONTROL MEASURES
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Maintenance / service in place.

A bi-monthly Health & Safety Vehicle Review will be made on the
Coach/Bus and a record kept in the Health & Safety folder

Staff will occasionally be requested to carry out an assessment on
the Coach/Bus.

Coach/Bus to include the following:

- Current Vehicle Service Record

- Fire Extinguisher

- Torch

Reflective Jacket

Bin for litter

Warning Triangle

Emergency Breakdown/Accident phone nuger

First Aid Kit Accident number %
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4.21 Safety issues on School Bus runs

Hazards

Road Traffic Accidents
Unruly children
Distractions

Risks Identified

Likelihood Severity Risk Value

Score = Score =

Set out below are some control measures for bu
schoolruns and awareness point for our drivers:

Control measures
e All buses that are designed for i elt for
every child.

e Children must sit in single s belt where it is

provided.

e All buses and drivers are prui i eans to be able
to communicate wi [ nt of an
emergency.

d first aid kits.
nt contact numbers for an

e Busses carry fi

ure that no child has been left on the bus

e Childr&p get easily distracted, be aware of children possibility
getting up and moving around while the bus is moving.
Remind them to sit down.

e Watch where children place bags or sports equipment and
remind them not to block the aisle.

e Be aware of children behaving erratically around bus stops or
when alighting from the bus.

e Be very careful of blind spots on your bus and use your
mirrors fully.

e If a problem arises:

o Stop the bus when and where it is safe to do so.
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o Secure the bus using the parking brake and remove the
key if necessary.

o Go back and investigate the problem as necessary.

o If medical attention is needed call the Emergency
services.

e Be careful not to lose your temper or shout at pupils who may
be disruptive or causing you distraction. Stop the bus when it
is safe and talk to the pupil if necessary.

e Never let a pupil off the bus expect at school or his/her
residence or nominated drop point.

Dealing with Emergencies
There are many kinds of emergencies that a driv ol bus
may have to deal with. They include:

e Adverse weather and not being abl
A fire on the bus
A road traffic accident blocking
A road traffic accident involvgmg t
A sick pupil
A sick driver
Bus breakdown

In many cases the dri i t ake a commonsense
decision on what to e e some guidelines for

be necessary to evacuate the

QfVEX c j bus. However it will be
G decide if the pupils are actually
C g the bus. In general if the emergency

on the DWE then get everybody off the bus. If the

better Off in the bus than standing at the roadside.
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4.22 Cleaning of vehicles

HAZARDS

- Multi hazard

Risks Identified:

Likelihood Severity Risk Value
Score = Score = Result =

CONTROL MEASURES
e Slips trips and falls
o The right cleaning equipment is used
and staff follow safe systems of work.
o Staff do not leave cleaning ma
unattended.
o Access to and from the ve
step with a non-slip surfa
e Chemicals
o All cleaning chemica Safe” range of
cleaning products ar [ ally safe and are
non-hazardo
e Manual Handling

onggRandled mops, brushes and litter pickers provided
Dl g B

¥ Staff trained in safe systems of work and provided with
uitable tools (litter pickers) and personal protective
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4.23 Cleaning of body fluid and bio haz spillages

HAZARDS

- Multi hazard

Risks Identified:

Likelihood Severity Risk Value
Score = Score = Result =

CONTROL MEASURES
e Exposure to body fluids very unlikely due to tran
processes.

e Body Fluid Spill kits carried on the vehicle c

e Procedure for us

S

©)
©)
©)

©)
©)

An apron
Scooper and scraper
Rubber gloves
Disinfectant spray
Over sleeves
Disinfectant wipes
Container of Powder
Yellow Haz Di

Seooper and scraper to lift the gel and place it in
w bag.

Spray the area with the disinfectant spray and leave for
inutes.

Use the disinfectant wipes to clean the area.

Place the disinfectant wipes in the yellow bag.

Remove Apron, Over sleeves and finally gloves. Place
them all in the yellow bag as they are removed.

The yellow bag is to be tagged for hazardous disposal.
Wipe hands using the disinfectant wipes then wash
hands thoroughly with warm water and Anti-Bacterial
soap.

Contact Office for replacement kit.
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PART 5

ANNUAL REPORT

ABC COMPANY LTD

SAFETY STATEMENT

The annual safety review is insert
by our company Accoun

int r of year accounts
be ré@iewed there.
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Safety Statement Document Review

ABC COMPANY LTD

To ensure the proper implementation of our Safety Systems we
shall review the Safety Statement periodically and at least annually.

Date of Signhed Description of ate of
Review for Company Changes date
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Part 6 Staff Sign Off

We the undersigned accept that:
e We have been shown the Safety Statement,
e We know where it is to be kept for review,
e We will adhere to all safety rules as set out by ABC
Company

e We will not act in any way that could be harmful to
ourselves or any other person.

Name in block Signature Date

Revision Date
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N
¢
&
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Accident Report Form

Location: Department/Division:

Date of Accident/Incident: Date of Review:

Management present:

4
Injured Party:
Nature and extent of actual or potential | to p le; rty,

¥ | process or the environment

o

Yo

o

o

1

3

wd

[}

4

Description of the Accident/I ent o, , how, when)

c

=)

wd

=%

=

Q

(0]

o]

(a]

Causes

ccur, (root, basic and immediate

Recommendations

recurrence, responsibility & action by dates:

Reporting

Distribution of investigation information organisation wide and
statutory reporting / reply:

Revision number
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XX/ XX/ XX Manager 1 Manager 2 80
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Safety Inspection Sheet

& work
practice)

Inspector: Area: Date:
Structure, Inspection | Substandard | Corrective Action
equipment, | item (reiating | condition / action by &
tool & work | to each practice required date

. structure,
practice equipment, tool | hoted

N
&
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Staff Suggestion forms (Welfare and Concerns Register)

SECTION A: To be completed by staff member with
suggestion

Staff Member Name: Position:
Date:

Details of Suggestion:

SECTION B: to complete Manager 1

Action Ta

Signature:
Date
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A4. Display Screen assessment

Name: Date: Location

No. | Check item Yes | No | Comments

1 Is the display screen image
clear?

Are the characters readable?

Is the image free of flicker or
movement?

Are the brightness and/or contrast
adjustable?

Does the screen swivel and tilt?

Is the screen free from glare
reflection?

2 Is the key board comfor

Is the key board ti

Can you find
position?

Is there eg

ork surface large enough for
ts, monitor keyboard etc.?

Is the surface free of glare
reflections?

Is the chair stable?

Can the chair be adjusted?

Do the adjustment mechanisms
work?

Is your posture comfortable?
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No. | Check item Yes | No Comments

4 Is the environment around the
work station risk free?

Is there enough space within which
to work?

Are the levels of light, heat and noise
comfortable?

Does the air feel comfortable?

5 Is the software user friendly?

Can you use the software without

Additional comments

undue stress? %

5
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A4 Template Method Statement for Specific School
Runs

Please note the following:

On the next 2 pages is a template method state ressing

addressed.
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Method Statement for Specific School Runs

Bus Operator Name: Address: Tel:
E-mail:

School Name
Description of the
particular hazards
or concerns for
the school
School Run Start
Address/Location: Date/Time:

Run

Finish

Date/Time

Name Position

Personnel
Involved in the
preparation of this
Method Statement
and the operation
of the School
Run.

\‘

Bus Operator
Supervisor:

Bus Operator
Safety Officer

Vehicle type, size
and description
dedicate to this
run.

Tel:

Tel:

Any Key
Adaptations?

Other Essential
Equipment:
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Sequence of

specific operations

or requirements for | 6.

this school:

10.

Emergency Procedures:

+

First Aid
Facilities:

o
Name of School First
Aider if known:

First Aid Box Locations
(school and bus):

Location of Nearest P

Other information &

Hospital:

Comments

Prepared by:

Position: | Date:
We ersigned)” have read and understood the attached method
stateme nd will comply with the specified requirements and control
measures. the work activity changes or deviates from that originally
envisaged, will seek further advice and request an amended method
statement.

Name (Print)

Signature

Date
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Instructions for interior cleaning of vehicles

These will be the requirements for general internal weekly cleaning;

1) Sweep behind the driver’s seat. Remove any debris and clean
under seat.

2) Sweep the rest of the bus thoroughly, making sure to remove
all debris under and between the seats. Ensure that the rear
wheel wells are completely clean on each side, sweeping out
any debris. Use a small brush under the seats and a large
brush down the main walkway.

3) Wipe the dash, driver’s gauges and driver’s sun
equipped).

4) Mop the bus floor thoroughly and scrub out
the steel runners on both sides of the
behind each wheel well and along
panel just below the seats in th

5) Mop the entire bus and also in

6) Remove any graffiti and gu
Clean and mop the floori
step well.

7) All debris and rubish_are to
disposed of in the
sorted and plac

8) All cleaning

9) Clean windo
window.

ed by the driver.
ent boxes etc with a damp or dry

Ntrance and exit door including grab rails and step
d modesty panels

bottom of the seat edge.
Requirements for detail cleaning;

This is in addition to the requirements listed in the general cleaning
instructions and to be done on a monthly basis as scheduled;

1) On vehicles equipped with upholstery the upholstery will be
shampooed. Vendor must use an approved cleaner that is non
allergenic. Upholstery is to not be wet soaked and should be
dry within 6 hours of shampooing.
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2) All vehicles will have the floor mopped clean and an approved
floor wax will be lightly applied to the floor surface.

3) Clean all interior light lenses.

4) Remove all interior advertising signage and clean behind
advertisement, replace advertisement when finished.

5) Clean speaker panels, A/C return air grill and ceiling panels,
roof hatches and rear wall including the area below the rear
seats.

6) Clean Melamine panels from above the windows and to the
bottom of the seat edge.

7) Removal of ALL built up dirt residue in corners.

8) For all interior cleaning that is done a requi
be filled out for each vehicle that has had
completed.

9) Interior Cleaning is to be done on

10)Follow up post cleaning inspectio
Owner to ensure cleaning is ad

Record Sheet for Interior Cli

list is to
leaning

DATE | BUS and | SWEEP REMOVE UPHOLSTERY,
DRIVER | AND GUM/DEBRI FLOOR WAX,
MOP GRAFFITI LIGHT
FLOORS, LENSES
RUBISH MIRRORS

CLEARED
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Record Sheet for Exterior Cleani
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Instructions for exterior cleaning of vehicles

1) Take the minibus to the authorised vehicle wash centre on a
weekly basis and get the vehicle washed.
2) On a daily basis check and clean (if necessary) the following:

a.

~se@mopoo0gT

. Wheelchair lift (if relevant)

Windscreen

Mirrors

Rear Window
Headlights

Indicators

Door handles

Steps into the vehicle

Remove excess mud from tyre
weather conditions.

DATE

BUS and
DRIVER

WASH
CENTRE

VISITED WINDSC N WHEELCHIAR
LIFT CLEAN
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A6 Pre-Return to Work Questionnaire COVID-19

This questionnaire must be completed by staff at least 3 days in
advance of returning to work.

If the answer is Yes to any of the below questions, you are advised
to seek medical advice before returning to work.

Name:
Dates:

Questions

1. Do you have symptoms of cough, fever, high
temperature, sore throat, runny nose,

breathlessness or flu like symptoms now or §
the past 14 days?

2. Have you been diagnosed with confi
suspected COVID-19 infection in the
days?

3. Have you been advised by t
are you a close contact of a per
confirmed or suspected case of C
past 14 days?

4. Have you been adyj
isolate at this time?

5. Have you been
at this time?

advised to restrict my movements.

Please not&8@ABC Company is collecting this sensitive personal data
for the purpdses of maintaining safety within the workplace in light
of the COVID-19 pandemic. The legal basis for collecting this data is
based on vital public health interests and maintaining occupational
health and will be held securely in line with our retention policy.

Signed:




ABC Company
Safety Statement

LOGO HERE

PART 8 Related Policies
8.1 ABC Company Environmental Policy Statement

ABC Company will seek to promote the conservation and
sustainable use of natural resources and to minimise environmental
pollution in all their activities and, where possible, by it's influence
over others. The objective will be to minimise the environmental
impact of all operations.

Consideration will be given to substitution of polluting Qibstances
with "greener" alternatives wherever possible. S i
minimise smoke, dust, noise, and vibration nuisa
for which will be identified during the asses

removed to registered disposal sites.
to demonstrate compliance with this.
be recycled, reclaimed or reuse
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8.2 ABC Company Equality Policy

ABC Company are an equal opportunities Employer & thus, as laid
out in this policy, seek to comply with all legal regulations &
directives with regard to dealing with individuals or groups in a fair
& legal way.

It is the policy of ABC Company to deal (employ, pay, consult,

interview, speak to, and write to etc.) with any person/s equally &

with dignity Regardless of disposition:
e Gender

Race

Colour

Creed (Religious Persuasion)

Nationality

Disability or Physical Impairment

Financial Status

ABC Company, its Management an & comply
with this policy. Failure to compNAwi i i Id result in

Should any person ca
disadvantage any o
person/s will be r
legal basis.

, sextally harass or
of their disposition, that
ies & will be dealt with on a

Itisthe o
fair to all.
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Location

ABC Company

Assessment team members Manager 1, Manager 2

Date prepared

XX/ XX/ XX

Date Issued

XX/ XX/ XX

Description

Risk assessment on the possible presence of Covid 19 wit
possibility of transmission to the lowest level practical.

lace and the controls needed to reduce the

No. | Activity or Location | Who can be | Where can | How can Complete | Residual
affected? they be they be Y/N risk
affected? affected?
General management | All persons Any area of | Lack of id 19 Management Team
of the Covid 19 working or the proper
response attending our | premises. controls for i sk assessment completed
premises. responding ons developed to form a
to Covid anagement plan.
i trol measures following in this

assessment to be implemented and
monitored by the Covid Management
Team.
Weekly progress meeting on Covid 19
response with Fixed Agenda.
Meeting will be remote or outdoors.
Supporting documents for this risk
assessment:

e Covid 19 Meeting agenda
RTW Questionnaire
Worker Roster
Cleaning schedule
Contact log
Covid 19 method statement for
contractors

Travelling to work

Return to work declarations supplied
by all staff.

Staff made aware of the latest Public
Health advice from the HSE and NPHET

Any person In their Transmission
coming to vehicle, on of the virus
work in our public in the
premises. transport, community
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walking, etc. | on transport,
in vehicles.
Entrances Door access At panels Community
controlling transmissio
access. from
touching.

Arriving to work or to
the entrances

Any person
coming to the
premises.

Opening
door i

via email in advance of returning to
work.

Staff advised to travel alone in their
vehicle.

car/vehicle and

ds when getting

advised not to come to work if
i ptoms of Covid 19.
layed at all entrances

d sanitising stations set up inside

Where possible doors are held open to
eliminate contact.

Bus or vehicle waiting
areas

All persons in
the area

In the
general area

Touching
contact
surfaces

Entrance and exit have been
rearranged with signage and to
encourage people to use a one way
system within the warehouse/stores.
All non-essential displays and
promotional stands have been
removed to reduce contact surfaces.
Sanitising stations have been provided
at all doorways and at key points
within the offices/warehouse/stores.
Staff returning to work will be doing so
on a phased basis.

Remove all non-essential items to
increase space for social distancing
and reduce the number of contact
surfaces.
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Mark out 2M zones with Yellow/Black
Haz Tape.

Signage in place advising to wear
Facemasks.
Ensure area c

ed and disinfected

On board our
buses/coaches

ABC Company
drivers and
passengers

Customer interactions
in our premises

All perso

Travelling on
routes

At risk of
infection in
the confined
space of a
bus/coach

velling on our

efore entering the vehicle.
be in place in the

n to reinforce this message.
engers will be expected to use
provided Hand Sanitiser as soon as
th'ey enter the vehicle.

Seats will be marked with Covid 19
signage to reflect the Public Health
guidance for safe distancing.

All passengers must sit in the seats
that are marked as being available.

No person may sit in the seats marked
by Covid 19 restricted signage.

Contact
surfaces or
community
transmission

Place instructional signage for
customers outside the door or in the
Window informing them of the controls
inside.

Place HSE signage throughout the
premises to reinforce public health
messaging.

Mark out the floor in 2M zones.

Place hand sanitiser inside the front
door and at stairways, landings, etc.
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Entering welfare areas | All persons Entering Using
through switches,
doors, in the | taps,
rooms or hangers or
welfare other contact
areas. surfaces,

Entering office areas All workers Entering Using
through i
doors, in the
office, in

hallways.

Housekeeping to be maintained to a
high standard with active cleaning
program minimum of twice per day.
All frequentl uched surfaces (door
ers, light switches,
rs, taps, sinks,

to be part of the

d with active cleaning program
inimum of twice per day.

Office users to clean and disinfect their
workstations: desks, display units,
keyboards, etc. with supplied
materials.

All frequently touched surfaces (door
handles/ push bars, light switches,
handrails, dispensers, taps, sinks,
fixtures and fittings) to be part of the
process.

Close working

each other

with a task.

While
working
together on
the tasks.

For some tasks involving Heavy items,
Facilities, cleaning, etc. it may be
necessary to allow 2 people to work
inside the 2M distance.

Procedure for Close Working to be
covered at induction for relevant staff.
Covid 19 Officer to monitor throughout
the day to verify that the process is
being followed.

Close Working Permit, Pen and Supply
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of PPE for use in close working
situations to be supplied by Manager.
Method for donning, doffing disposing

rmit has been completed
to be sanitised and returned

completed Permit is to be sent to
Covid 19 Officer.

Using the tea stations
or canteen areas

All persons
working in the
premises

Within th
canteen
spac

Tea Station/Canteen has been marked
out to allow for social distancing
within.

Basic equipment of Kettle and
Microwave only are provided.

All chairs, tables and other surfaces in
the canteen will be easy wipe clean
plastic/metal.

Tea Stations will be sanitised by the
dedicated cleaner — minimum twice
per day.

Tea Stations will be fully cleaned at
close of business each day.
Notices/signs reinforcing the social
distancing, latest HSE Public Health
information, etc. will be displayed in all
Tea Stations.

Covered bin will be provided for
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disposing of sanitising wipes, tissues,
etc.

Cleaning the various
facilities and vehicles

Dedicated
cleaning staff
and drivers

All areas
where
cleaning is
required.

Heightened All staff involyed in cleaning have been
risk due to trained in in ion control.

the fact that will perform cleaning
the cleaner this assessment

is actively ork Protocol.
seeking the les, the Driver
hazard. t the following

Handbrak

andles

and infotainment controls
ering column and stalks
Ibow rests

Seat position controls

Door frame

At the end of the shift or working day
the person cleaning the vehicle will do
the following:

e Put on personal PPE of
disposable overalls, long
sleeved “Marigold” type gloves
and an FFP3 Facemask.

e First use wipes and/or
disinfectant spray to disinfect
all door handles, seat back
rails, handrails, touch points,
bins, etc.

e When disinfection is complete,
the coach/bus may be
swept/vacuumed and all
general waste removed.

Giving first aid

First aiders

Possibility of
transmission
while

While Covid 19 symptoms are not a
first aid action, the First Aider will need
to accompany any person showing
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assisting an
injured
person

symptoms to the isolation room while
they call their own doctor for advice.
First aid station supplemented with:

to give any
n site, they

covers both the mouth
is fitted correctly to
dequate seal to the face.

osable PPE and any waste should

be’disposed of appropriately and
reusable PPE cleaned/disinfected
thoroughly.

Wash hands thoroughly with warm
water and soap before putting on and
after taking off PPE.

Maintenance

Maintenance

All employees of Contractors

Contractors ! (Plumber/Electrician, etc.) must have
CIF induction Card on their phone.
sharing tools All employees of Contractors must
people or abide by this risk assessment.
interacting equipment, All Contractors to supply their updated
with thaw. etc. Safety and Method Statements
Community All persons in Community Ensure good personal hygiene is

transmission —
suspect case

the premises

transmission. always maintained.

Adopt sensible hygiene measures by
washing and drying hands thoroughly
with warm water and soap, more

frequently than normal and avoiding
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unnecessary hand to mouth or hand to
eye contact.

Covid 19 Officer to monitor hygiene
standards.
Cover mouth

nose when coughing
must be disposed

ptoms to immediately self-isolate,
tact their Doctor/Local Public
Health Authority/Supervisor; Cough /
Shortness of breath / Breathing
difficulties / Fever or High
Temperature / Any other flu like
symptoms.

Isolation space will be the TBC.
Isolation space will be provided with
First Aid Kit, 1 Box of Surgical Gloves,
1 box/pack of FFP3 masks, 1 full face
shield.

Community
Transmission through
non-adherence to
controls

Any per
on the
premises

area
e premises

People who
do not follow
the new
controls
measures.

Normal HR Disciplinary procedures will
be followed for any employee who
does not adhere to the Covid 19
control measures either wilfully or
though neglect.

Visitors or Contractors on the premises
who do not abide by the Covid 19
Control measures will be asked to
leave immediately.
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