
Excel Water Limited
Health & Safety  

Manual
Revised on 03-12-09
Printed on January 4, 2010
Authorised By
:   

 

                Date:
03.12.09
(Managing Director)
Index

	Section
	Sub-section
	Topic

	A
	
	Company Profile

	B
	
	Purpose of this manual

	C
	
	Use of Management Principles

	D
	
	Management Responsibility

	
	D.1
	Management Commitment

	
	D.2
	Customer Focus

	
	D.3
	Customer Satisfaction

	E
	
	Management System Policy and Strategy

	
	
	

	F
	F.1
	Health & Safety General

	
	F.2
	People

	
	F.3
	Training

	
	F.4
	Risk Assessments & Method Statements

	
	F.5
	Welfare Facilities

	G
	
	Customer Related Processes

	
	G.1
	Review of requirements related to the product



	H


	
	Control of measuring and monitoring devices

	
	H.1
	Work Equipment

	
	H.2
	Personal Protective Equipment

	I
	
	Safety Aspects 



	
	I.1
	Emergency Preparedness and response

	
	I.2
	Incident and Emergency procedure

	
	I.3
	First Aid and Accident Reporting

	
	I.4
	Fire Prevention

	
	I.5
	Hazardous Substance

	
	
	


A
COMPANY PROFILE 
Excel Water has been established since 1992 and has a reputation for providing excellent sales and servicing to all industries for water treatment.  This Yorkshire based company has expanded over recent years and has now moved to larger premises to allow for this growth. Our success is largely due to the fact that all the products have been designed with the customer needs first and foremost
B
PURPOSE  of this manual


This manual documents Excel Water Ltd's policies and systems for the management of Health and Safety Systems. 


It has the following purposes:

· to establish, describe and maintain Excel Water Ltd 's Health and Safety policy, and its commitment to conforming with regulations  and continual improvement in Health and Safety  performance;

· to identify, and provide a guide to, the procedures and instructions which ensure that the system is operated correctly  by all personnel;

· to provide a reference document for all staff whose activities may have an influence on Excel Water Ltd 's Health and Safety system  performance;

· to assist in the training of personnel;

· to facilitate auditing of the system;

· to demonstrate to interested parties that a system exists which leads to continual improvement in quality, environmental, and Health and Safety performance.

C
 Use of management principles 

Excel Water Ltd operates under the following principles which are embodied throughout this management system:

· Customer focus - the company's approach is described and defined.
· Involvement of people - It is company policy to ensure that the entire workforce is committed and involved and this is highlighted by the internal communications and the emphasis on training.

· Process approach - Where possible activities are viewed as a process rather than isolated functions and this is highlighted by the inter-relationship of the management system procedures and this manual.

· System approach to management – Excel Water Ltd takes great care as detailed by this manual to ensure that it identifies, understands and manages its processes as a whole system which leads to greater effectiveness and efficiency.

· Continual improvement - This is a stated objective of the company and is highlighted in both its strategy and its policy. A procedure which details how this is achieved is also included within this management system.

· Factual approach to decision making - Data and metrics are collated throughout the company and are used to facilitate effective decision making.

· Mutually beneficial supplier relationships - it is the intention of the company to work with suppliers as partners and to involve them as much as possible in the decision making process and in relations with customers.

D Management responsibility 

D.1 Management Commitment 

Evidence of Management Commitment is provided within this Management System via the establishment of a policy, objectives, and a desire to ensure customer satisfaction. 
Ensure that suitable financial provision is made for health & safety obligations and provide suitable appropriate information and instructions to employees.

The management will ensure that work is planned to take into account Health and Safety issues and that all staff are trained at all levels with appropriate training. 

The management will ensure that we monitor and asses risk to Health and Safety and set a personal example at all times.

We will also ensure that we promote at all levels the company’s commitment to effective Health and Safety management and that we understand the policy for Health and Safety and ensure it is readily available for employees.

D.2 Customer Focus 

D.3
Customer satisfaction

Established procedures ensure that customer statutory and regulatory requirements are determined and met with the aim of enhancing customer satisfaction and complying with regulations. 

E
Management System Policy and Strategy

Excel Water Ltd views Quality, Environmental responsibility, and Health and Safety as an integral part of its operations.  Policies in these areas are complementary and reflect the company’s wish, as stated in its policy, to behave responsibility to its employees, customers, neighbours and the environment.  

Excel Water Ltd's overall strategy is aimed at ensuring total customer satisfaction with all of our products and services, including customers’ dealings with our staff. 

We will endeavour to produce a product which is delivered on time, meets our customer’s specification, is defect free, and provides a cost-effective solution for the customer. In addition we will give Customer and Technical Support as part of the Project/Product Management Service provided to all of our customers.

To achieve this we will ensure that we have:

· good open communications with both the customer and our own staff,

· good open relationships with our suppliers,

· fully trained involved staff with an acute awareness of customers’ needs,

· checking and testing with an emphasis on preventive action,

· the ability to provide an instant positive response to customers’ requirements.

The policy is reproduced below.

Excel Water Ltd is dedicated to providing a service to our customers which ensures that they are provided with the best possible product and service, whilst endeavouring to avoid harm to the environment, our employees, visitors and all others who may be affected directly or indirectly by our activities.

In particular we shall:

· seek to obtain accreditation to ISO9001/2008
· seek to ensure compliance with existing and future Health and Safety legislation and any other initiatives or requirements to which the company subscribes

· liaise with all relevant external bodies and work with our own staff to improve our Health & Safety performance, prevent accidents and cases of work related ill health and maintain safe and healthy working conditions

· provide and  maintain safe plant and equipment

· provide appropriate  Health and Safety information and training for our staff, and encourage them to apply good practice, both at work and at home

· discuss Health and Safety issues regularly at the highest levels of the company and consult with our employees on matters affecting their Health and Safety
· liaise with suppliers and customers to facilitate the best possible products for safety.
· to review and revise this policy as necessary at regular intervals.

Sound management principles and practices shall be applied to meet these commitments and to achieve demanding and publicly available performance objectives. We shall set those objectives annually; wherever practicable, they shall be quantitative and we shall monitor our progress towards meeting them.

Copies of our objectives and performance reviews may be obtained by writing to: 
Emma Armitage, our Management Systems Manager.

The Management Systems Manager will undertake and be responsible for:
1. Monitoring and implementation of the Health and Safety policy throughout the company and reviewing this at regular intervals.

2. Investigating accidents and incidents whether they are relevant to Health and Safety, quality or environment and implementing corrective actions.

3. Reviewing any legislation or regulation which may affect our business activities.

4. Liaising with managers, employees and sub-contractors when appropriate.

5. Collating and reporting any accidents reportable under RIDDOR.

F 
Health & Safety 
F.1 General



 The company acknowledges and accepts its legal responsibility for 



securing the health, safety and welfare of all of its employees, of 

subcontractors working on its behalf and all others affected by their activities.  The company recognises and accepts the general duties imposed upon the company as an employer under the Health and Safety at work Act and subsequently Health and Safety regulations appertaining to it’s operation.

The company will do all that is reasonably practical to provide and maintain safe places of work, safe methods and systems of work, safe plant and equipment, personal protective equipment relevant to work activities and a safe and healthy working environment.

A review of the company's Health and Safety System is carried out at the Health and Safety meetings, which take place approximately every 6 months. Any decisions arising from these meeting will be documented on the minutes of the meeting and circulated to staff via the notice board.

F.2 People

Achievement of Excel Water Ltd's aims and objectives and fulfilment of its improvement programmes is carried out by the involvement and support of its workforce.      
1. It is the duty of every employee to ensure that they take reasonable care for the Health and Safety of themselves and others around them or who may be affected by their work activity.

2. Every employee must ensure that they comply with their legal duties and co-operate with their employer under any of the statutory duties imposed by the employer or by Health and Safety law.
3. They must read and understand the company’s Health and Safety procedures and policy documents.

4. Ensure that they use any personal protective equipment in accordance to the instructions given and that any equipment used is fit for the job required.

5. Employees must report any defects immediately to work equipment to the site supervisor or any defect to personal protective equipment.

6. Report any incidents which have led to or might lead to injury or damage, and any accidents or near misses however minor to the site supervisor.

7. Each employee must ensure that they are using the correct tools and equipment for the job in hand and in accordance with training and instructions.

8. Co-operate with any investigation, which may be undertaken with the objective of preventing a re-occurrence of an accident or incident.

F.3 Training
It is therefore company policy to ensure that all employees are appropriately trained and qualified to carry out their duties and a procedure for training (2.1) has been established for this purpose.  

For those employees whose responsibilities have a potentially significant impact on the company’s Health and Safety performance, additional, specific, training may be required. The Health & Safety Manager is responsible for identifying the training needs of staff, and for ensuring that this training is carried out adequately and ensuring that refresher training is carried out as and when required. Accurate records of such training are maintained.

Training is provided for:

1. New employees, induction training must be carried out and recorded

2. The introduction or change of any new/existing equipment, machinery or technology.

3. Any changes in the employees job role, or responsibilities.

The same procedure details how the effectiveness of the training activities are measured and recorded.

F.4 Risk Assessments and Method Statements

The Management Systems Manager will carry out and record formal risk assessments and Method Statements. The method statement will provide clear, precise instructions and specific site information on the job that is to be done including who to report to in event of a query. Risk assessments will also be carried out continuously by employees throughout their work. Hazards are looked at and reviewed and work methods are established to ensure that they minimize the risk of injury to themselves and others around them. When an employee does not have sufficient knowledge about a specific hazard they will take further advice from the MS manager if required. The head of the company is responsible for ensuring that employees are provided with appropriate instructions and training on risk assessments.

F5 Welfare Facilities
Whenever possible arrangements will be made with the customer for 

the use of welfare facilities at sites under their managements. 

1. Employees will always have access to toilet/washing facilities and eating and rest facilities as a minimum.

G
Customer-related processes 

Determination of requirements related to the product

Excel Water Ltd determines the customer's requirements, any statutory and regulatory requirements, and any other requirements deemed to be necessary.

G.1  Review of requirements related to the product

We review product requirements at 2 monthly meetings. This review ensures that product requirements are defined, changes to contract or 
order requirements are resolved, and that Excel Water Ltd can meet the defined requirements.

Records of the review are maintained, and where no documented evidence of customer requirements are obtained, then they are confirmed prior to acceptance.

Changes and amendments are documented and personnel made aware as necessary. 

Receipt that purchased products conform to specified requirements. 
H
 Control of measuring and monitoring devices

All devices that affect product quality or are used to verify product quality have been identified and calibrated against certified equipment and a procedure has been established to ensure that this is done at prescribed intervals.

If a device is found to be out of calibration, it is the responsibility of the manager involved to assess the effect of this on previous work.

Suitable environmental conditions are provided for the calibration, inspections, measurements and tests done.

It is the responsibility of all Managers to ensure that the equipment within their control is protected from misuse. 

Established procedures ensure that the inspection and test status of product is identified by inspection records and labelling.  

H.1 Work Equipment

All work equipment (including Electrical equipment) used at work, as part of the Company’s normal work activities will comply with the provision and use of work equipment regulations.  

Before any new equipment is introduced, an assessment will be made by Brian Field (On site engineer) in order to check that the equipment is suitable for its intended use. No employee will use work equipment that they have not received specific training for and employee will not knowingly misuse work equipment or remove any guards that are in place to reduce a specific risk.
All work equipment will be maintained and inspected at suitable intervals either internally by a competent person or by specialist external companies. The frequency of these inspections are determined by the manufacturers guidance notes. Any maintenance or inspections carried out on equipment will be formally recorded with a hard copy left in the file. If any faults are found on any equipment employees must stop using the equipment immediately and report to a supervisor. 

H.2 Personal Protective Equipment

The correct personal protective equipment must be provided free of charge to all staff, this equipment must be fit for the job and relevant to their work activity.

Employees must report any lost, damaged or stolen equipment to the Health and Safety manager immediately for replacement and if this prevents them carrying out their specific work activity, they must stop this immediately. Training will be provided for employees on the correct use and storage of PPE and a written record must be kept, detailing what PPE has been issued and signed by the employee as a receipt of this. These records must be kept on file. Employees must know their legal duty to wear PPE as specified in relevant site rules, risk assessments and method statements.
I
 Safety Aspects

I.1 Emergency Preparedness and Response

Excel Water Ltd has established and maintains procedures (Procedure 7.3) which ensure the identification of the potential for accidents and emergency situations and which detail the responses to such situations and for preventing and mitigating any Health and Safety impacts which may result.

Excel Water Ltd will review and revise, where necessary, these procedures, particularly after the occurrence of an accident or emergency situation. Where practicable, this procedure will also be periodically  tested.

I.2 Incident and Emergency Procedures

Details the procedure and responses.
I.3 First Aid and Accident Reporting
Our appointed person for Excel Water is Mr Darren Field in his absence the next appointed person is Mr Ben Newboult.  They have both had emergency aid in the workplace training. It is the appointed person’s responsibility for ensuring that they look after the first aid 
equipment, for example re-stocking the first aid boxes. It is also the appointed person’s responsibility for taking charge when someone is injured or falls ill, including calling an ambulance if required.  Appointed persons should not attempt to give first aid for which they have not been trained and there should be an appointed person available at all times when people are at work on site. 



On project sites – wherever possible arrangements should be made 



with customers/principle contractors to use their first aid facilities.  

Where this is not possible a member of the project team will be 



nominated as the appointed person for first aid and a first aid box 



supplied which will contain adequate supplies for the total number of 



employees on site.
All accidents must be reported to the site supervisor and the health and   safety manager and recorded in the accident book and any accident which is reportable under R.I.D.D.O.R must be reported to the HSE Incident contract centre.
I.4 Fire Prevention measures are detailed as per procedure.
I.5 Hazardous Substances 

A risk assessment is carried out for any work activities which may involve hazardous substances, in all cases a Material Safety Data sheet is requested from the manufacturer and a risk assessment is carried out by the Health and Safety manager in accordance with the 1998 COSHH regulations. Relevant PPE is issued and only employees with the correct training for use of hazardous substances will be allowed to carry out the work, health surveillance undertaken where necessary. A full list of any hazardous substances must be kept at head office. The correct procedure for disposing of any waste produced from any activities that use hazardous substances must also be strictly followed under the Duty of Care 1991 Regulations.
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