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PART ONE

Policy Statements

G. Nicholson (Engineers) Limited

Health and Safety Policy Statement
It is the policy of G. Nicholson (Engineers) Limited (from here on referred to as the Company) to fulfil its duties under the Health & Safety at Work Act 1974 and all other associated Acts and Regulations whilst carrying out it’s activities as Main/Sub Contractors to the Civil Engineering and Rail Industry.

The Company is fully committed to successful management of Health and Safety, and will ensure that reasonably practicable steps are taken to provide a safe and accident free environment for all of our employees and other persons who may be affected by our operations. Improving health and safety performance is essential within the overall business plan and the Directors will ensure the necessary resources are allocated to ensure full implementation of this Policy. 

The Safety Management System will achieve the objectives of the Health and Safety Policy through:
(a) A visible commitment from the Directors to achieve excellence in Health and Safety, and to be in compliance with all relevant statutory legislation, Rail Group Standards and Network Rail Company Standards
(b) The commitment of all employees to high standards of self discipline, conduct, safety consciousness and participation and co-operation with the Company
(c) Suitable and sufficient resources and supervision are made available. Work places, systems and methods of work, plant and equipment, and the handling, storage and transportation of articles and substances, are carried out in a safe manner..

(d) Adequate information, instruction and training, is available and provided to enable the recognition of hazards and the use of suitable control measures aimed at creating a safe working environment.

(e) An environment, free from risks to health and safety, is made available to all employees and persons who may be affected by The Companies operations.

The Company requires that all employees and sub-contractors comply with the provisions of this policy and give their full support to the implementation and promotion of safety awareness at all stages of our activities from planning through to completion.
Fiona Nicholson is responsible to the Directors who have overall responsibility for policy implementation.

This policy will be reviewed annually or more frequently as necessary, in the light of legislative changes.

J.F. Nicholson, 
Director

10th October 2013
G. Nicholson (Engineers) Limited

ENVIRONMENTAL POLICY STATEMENT

G Nicholson (Engineers) Limited are a structural engineering/steel fabrication company providing services which includes work as a sub-contractor on or near Railways and also work for the major civil engineering contractors. The company will endeavour to act as a responsible custodian of the environment at all times and is committed to achieving a high standard of environmental performance throughout its operations  
In particular G. Nicholson (Engineers) Limited, seeks to :

a. Make an assessment of the environmental impacts of its operations

b. Comply with relevant legislation and regulations from HSC, HSE and RGS

c. Control emissions and prevent pollution and nuisance

d. Manage waste

e. Set objectives for environmental performance and measure performance achieved

f. Communicate this policy to it’s employees

g. Review this policy for continuous suitability.

The objectives of G. Nicholson (Engineers) Limited are established and reviewed annually by the Directors.

G. Nicholson (Engineers) Limited seeks to promote sustainability through the effective application of the management system together with the active participation and commitment of all personnel within the organisation.

Ms Fiona Nicholson will ensure any systems are implemented and deputise for Mr John Nicholson.

Mr J.F.Nicholson is appointed as the Director responsible for the environment and in promoting and monitoring the effectiveness of the system.

J.F.Nicholson

DIRECTOR

10th October 2013
G. Nicholson (Engineers) Limited

DRUGS & ALCOHOL POLICY STATEMENT

To meet the requirements of Network Rail’s Alcohol and Drugs Policy and the Transport and Works Act 1992, all employees and contractors of G. Nicholson (Engineers) Limited (GNEL) are required not to :

· Report, or endeavour to report for duty, having just consumed alcohol or being under the influence of drugs

· Report for duty in an unfit state due to the use of alcohol and/or drugs.

· Be in possession of drugs in the workplace.

· Consume alcohol or drugs whilst on duty.

Employees who test positive may be dismissed from GNEL and their details passed to the NCCA.

Any contractor who tests positive will be removed from site and reported to their employee and the NCCA.

Any person refusing to be screened will be deemed to have tested positive.

Individuals will be alcohol/drugs screened in the following circumstances:

· Taking employment with GNEL or being promoted to a safety critical post.

· Being selected on a random basis to be part of the 5% who are to be tested annually.

· Following an incident where the use of alcohol/drugs may be considered to be a factor.

· Where there is a cause to suspect a person is under the influence of alcohol or drugs.

Persons taking prescribed and over the counter medicines are required to inform a member of Management in case the medicine can affect their fitness to work.

Employees who admit to having an alcohol/drugs problem will be offered help and counselling to overcome their problem. They will be removed from carrying out key work during this process. Staff with an alcohol/drugs problem who do not come forward are are subsequently discovered will be subject to the disciplinary procedure.

John Nicholson

Director

10th October 2013
G. Nicholson (Engineers) Limited

HOURS OF WORK POLICY STATEMENT

INTRODUCTION

This statement sets out the Company’s policy in respect of employee’s or sub-contractors hours of work. It is in compliance with NR/L2/ERG/003.

POLICY

The Company will take measures, as far as reasonably practicable and possible, to ensure that all employees and sub-contractors are made aware of, and strictly adhere to the guidelines for hours of work, whilst in the employment of G Nicholson (Engineers) Limited.
Procedures are in place to prevent excess hours or shifts being worked.

All employees shall be treat as though they are safety critical.

It is the requirement of the Company that all employees or sub-contractors shall not :

· Work in excess of 12 hours per turn of duty (including travelling time to and from site)

· Work no more than 72 hours per calendar week (Sunday – Saturday)

· Work no more than 13 turns of duty in any 14 day period

· Undertake less than 12 hours rest between booking off and on for the next turn of duty.

WORKING TIME DIRECTIVE (1988)

At the request of the Company or a Client, you may be required to work more than an average of 48 hours per week. This requests your agreements to opt out of the 48 hour limit. You will need to sign an hours of work declaration, to confirm your agreement to work in excess of 48 hours per week, when requested to do so.
PROCEDURE

(i) This policy to be briefed to all employees, potential employees, sub-contractors and visitors

(ii) Records of all briefings to be kept.

(iii) All employees and sub-contractors to sign Hours of Work declaration, records to be kept.

(iv) Weekly master records of all hours/shifts worked to be kept.

(v) Appointed person to perform weekly review of all master duty records

(vi) Appointed person to compile summary exceedence document

(vii) Director to review summary exceedence document invoking action where appropriate.

J.F.Nicholson

DIRECTOR

10th October 2013
G. Nicholson (Engineers) Limited

3.2 EQUAL OPPORTUNITIES POLICY STATEMENT

RECRUITMENT & EMPLOYMENT CONDITIONS

G. Nicholson (Engineers) Limited is an equal opportunities employer. The Company will not discriminate on gender, marital status, age, race, disability, sexuality or religion in its interpretation of suitability for employment, or in its determination of employment conditions for employees.

TRAINING

G. Nicholson (Engineers) Limited will not discriminate in the provision of training and will actively seek to remove barriers, if occurring, arising from gender, marital status, age, race, disability, sexuality or religion.
MANAGERIAL RESPONSIBILTY

The Director’s at G. Nicholson (Engineers) Limited will take overall responsibility for ensuring that their policy remains effective and is consistently applied. Manager’s will be responsible for implementation of the policy within their works areas. All employees should be aware of the policy and the responsibilities these places on them.

EMPLOYEES RESPONSIBILITIES

All employees have a responsibility to foster good employee relations and to follow fair employment practice. Their attitude and regard to these matters are of critical importance. An employee should themselves not discriminate, or induce other employees to discriminate. An employee should not harass, abuse or intimidate other employees.

MONITORING

G. Nicholson (Engineers) Limited undertakes to regularly monitor the effectiveness of it’s equal opportunities policy. Where there is evidence that discrimination has occurred the either Director should be informed and an investigation instigated.

Any complaints if discrimination, harassment or victimisation will be treated seriously, thoroughly investigated and dealt with.

Disciplinary procedures may be used in case of breach of policy. 

J.F.Nicholson

DIRECTOR

10th October 2013
G. Nicholson (Engineers) Limited

PART TWO

Organisation 
Organisation.

The G. Nicholson (Engineers) Limited Director responsible overall for the implementation of The Companies health and safety policy is Mr John Nicholson.

He will nominate a Supervisor who will be responsible for work on that particular site. The nominated member of staff shall take full responsibility for safety within operations they control. They will ensure that work is properly planned and that activities that give rise to significant risk of injury are subject to the preparation of a risk assessment. George or John Nicholson will assist in the preparation of all Risk assessments. The content of these assessments must be communicated to all those involved in the work operation by the Supervisor.

The Supervisor will ensure that all persons are implementing safe methods of working and that all plant and equipment complies with the appropriate safety standards. Any problems should be reported straight to main office.

All other staff working under the Supervisor will ensure that all safety rules and instructions are observed. They will promote safe working practices at all times and report any problems either to their Supervisor or direct to George or John Nicholson or Fiona Nicholson who are all normally in the main office.

	Company Director – John Nicholson

Deputy – George Nicholson
	Director responsible for the smooth running of the Company and overall responsibility for all liabilities

	Company Secretary – George Nicholson

Deputy – John Nicholson
	Director responsible for finance and returns

	Administration, Health, Safety & Quality

Director – Fiona Nicholson

Deputy (Health and Safety)–John Nicholson

Deputy (Quality) – Paul Nicholson

Deputy (Admin) – George Nicholson
	Director responsible for Health Safety and Quality and implementation& communication of procedures

	Works Director – Paul Nicholson

Deputy – John Nicholson
	Director responsible for all works & site operations including Quality deputy

	Workshop Supervisor – Andrew Ramsey

Deputy – Paul Nicholson / A. Black
	Supervisor to Workshop

	Site Supervisor – Albert Black

Deputy – Paul Nicholson / P. Pattison
	Supervisor to Site Works


G. Nicholson (Engineers) Limited

PART THREE

ARRANGEMENTS

EMPLOYEES HEALTH AND SAFETY RESPONSIBILITIES

1.
ARRIVAL AT WORK: Ensure you get to work to enable yourself to be ready to start working at the given time. Leave your vehicle outside at the front of the main office and clock in at the machine in the passageway. Ensure you have boots, overall etc.. on ready for your starting time.

MEDICAL MATTERS: Should you be feeling unwell in any way or your Doctor has prescribed you any form of drugs you must report this to either the Office Manager or a Director in order for us to check out it is safe for you to work.

CONTACT LENS AND SPECTACLE WEARERS: If you normally wear contact lenses you must carry a spare pair of spectacles in case you lose a contact lens. If you passed your medical eyesight wearing spectacles you must wear your spectacles whilst working on or near the Railway line. 

CONDUCT: Your conduct creates an impression with our Customers. Customers will rarely tell us if you conduct yourself well but will always comment if they are not impressed with your conduct. We encourage goods standards of behaviour amongst our employees and so any reports of misconduct may lead to disciplinary procedures. The following rules of conduct apply.

Show respect to your work mates

Show awareness of the importance of safety.

Listen carefully to instructions and speak up if you do not understand

Show “team spirit” and willingness to work.

Look for ways of doing things efficiently and safely.

Be alert to warnings and orders.

Stay calm if there is an unpleasant situation and inform a Supervisor immediately.

PPE: PPE must be worn as detailed in the appropriate risk assessment. The standard PPE is as follows.

Orange rail spec high visibility vest detailed with the Company name

Orange rail spec high visibility jacket

Gloves

Hard Hat

Waterproofs

Safety boots (with ankle protection)

Hearing protection

PPE when not in use should be stored in your locker. If you have any problems with your PPE, contact your Supervisor or the Office Manager immediately.

HARD HATS:
G. Nicholson (Engineers) Limited issue White or Blue (newly qualified PTS) Hard Hats. Red, Yellow or Green hats are prohibited as these colours can cause confusion to train drivers. Hard hats must be replaced if they have had an impact or if they are more than 3 years old. Your hard hat must be cleaned with soap and water only (solvents may weaken the plastic). You should not use paint or felt tip pens on your hard hat. Yours hard hat must not be stored in direct sunlight.

EYE PROTECTION: Eye protection must be worn when doing jobs which create flying fragments or there is a risk of objects striking your face. Visors or glasses with UV protection must be worn whilst carrying out welding work.

EAR PROTECTION: The whole works area is classified as Action Level 1. Whilst carrying out certain tasks the level rises to Action Level 2. Earplugs must be worn in the Workshop at all times. Please refer to risk assessments for tasks whereby earplugs and protectors should be worn.

HIGH VISIBILTY VESTS: You must wear high visibility vests which conform to current Network Rail standards. All vests must have the Company name on the back and have the ability to come apart if caught. If vests become dirty they must be washed in accordance with the manufacturers care instructions. If the fabric becomes dull the vest must be replaced. Vests are to be worn in the correct manner at all times, even in hot weather i.e. around the torso and zipped up. In cold weather where it is necessary to wear your waterproof coat, you vest must be worn over the top of your coat.

GLOVES: Appropriate work gloves are to be worn at all times where identified in the risk assessment. Care should be taken when wearing gloves and they should be checked regularly to ensure they are free from holes or cuts.

BOOTS: Proper foot protection must be worn at all times. Footwear must provide ankle support, covered steel toe cap, oil/acid slip resistance. Only boots supplied by G. Nicholson (Engineers) Limited are to be worn whilst at work. Footwear which becomes worn or damaged and no longer provides the necessary protection will be replaced on request i.e. if metal toe cap becomes exposed.

DUST MASKS/RESPIRATORS: Some operations require the use of a dust mask and are available from the main office. This will be outlined in the risk assessment. Respirators are necessary when working in confined spaces. Only staff fully trained and certified may work in a confined space.

ORDERING OF PPE: You can order replacement PPE from the main office by contacting either the office manager or the works supervisor. Records of initial issue PPE will be recorded on the PPE order form and subsequent items recorded in the same manner. Replacements will be supplied free of charge, but only on production of the old item. 

TOOLS AND EQUIPMENT: Before using any tool, check that it is the right tool for the job and that it is not badly worn or unsafe. Tell management of any badly worn or unsafe tools you find and make sure they cannot be used. Keep them separately until they can be repaired or dispose of them in a responsible manner if beyond economical repair.

USE OF TOOLS – GENERAL RULES:

Always use the correct tool for the job and check current calibration where appropriate

Don’t use tools you are not trained or certified to use. This generally means power tools

Always put tools back in correct storage space when finished with them and report any damage if necessary.

When carrying tools in a vehicle they must be stored safely and in the correct manner i.e. in a tool box

ACCIDENT REPORTING: All accidents, diseases and dangerous occurrences must be reported immediately and an entry made in the accident book no matter how trivial they may seem. A minor injury or disease could become serious if not treated. The accident book whilst working in the shop is situated in the main office. When working on site you will be informed where the accident book is located. The following must be reported immediately:
Accidents and related injuries

Occupational illness or disease (an illness or disease caused by work)

Dangerous occurrences ( an occurrence which although didn’t lead to injury or death, could have done so)

Assaults

Fatalities

FIRST AID KITS: Each company vehicle has a first aid kit located in it. Please ensure the vehicle kits are left there. If you use items out of a first aid inform the main office so it can be replenished. There is also a first aid kit in the main office and if working on site you will be informed at site briefing where the nearest first aid kit is located.

SEEKING FIRST AID: There will be at least one appointed person to administer First Aid available on each site. You will be made aware of the appointed person in the briefing prior to work commencing.

ON-CALL ARRANGEMENTS: You must contact a Director immediately if –

There is an accident, injury or dangerous occurrence

There is an increase in the agreed hours of work

The vehicle breaks down on the way to a job

MANUAL HANDLING: It is important to handle large objects correctly. Incorrect handling techniques can put tremendous strain on your back and cause serious injuries. The following information will applies to all work

All Lifting operations -
 Make sure the path is clear before commencing a lift

           
Always face forwards – never walk backwards

Multi person lifts - 
Make sure the load is distributed evenly amongst the team

Nominate one person to give clear signals and ensure everyone is ready

SERIOUS HEALTH HAZARDS: There are several health hazards associated with our line of work. These include

Leptospirosis – (Weils disease) is carried by rats and other animals in their urine. A leaflet is available and included as a reminder on what to do to avoid this disease.

Syringes – You may find discarded syringes whilst working on sites – Never pick them up and warn everyone in the vicinity to keep away. Inform a Supervisor.

Asbestos – All work carried out is done via a principal contractor who will carry out an asbestos survey of the site and brief all site operatives at the site induction. 
CARE OF VEHICLES: Please treat Company vehicles with respect. Ensure they are left in a clean condition and that any litter is removed and spillages are cleaned up. There is a carwash and vacuum on the petrol filling station where you can obtain tokens for cleaning.

COSHH: G. Nicholson (Engineers) Limited will ensure that all substances, dusts, fumes have a COSHH assessment. All necessary training, information and safety equipment will be provided for employees working in areas where hazardous materials are present.

RISK ASSESSMENTS/METHOD STATEMENTS: Before the commencement of work and as part of the daily work routine, hazards will be identified together with risks and this information will be briefed to all employees.

COMMUNICATION AND FEEDBACK: In compliance with the Health and Safety (Consultation with Employees) Regs 1996, G Nicholson (Engineers) Limited recognise that as a responsible employer, it must consult with employees and provide them with relevant health and safety information. Briefings will be carried out on a monthly basis with employees encouraged to raise any concerns regarding health and safety.

WORK SAFE ARRANGEMENTS AND REFUSAL TO WORK ON THE GROUNDS OF HEALTH AND SAFETY: No G. Nicholson (Engineers) Ltd employee or sub contractor will be expected to carry out a task where the risk to health, safety or welfare is considered unacceptable. We are responsible for and committed to providing safe systems of work for all activities. It recognises that situations may arise when employees have reason to believe that the system of work is unsafe.

Employees can raise safety concerns without fear of recrimination. If an employee believes that a task they are carrying out may cause risk of harm to themselves or others around them they should stop work immediately and report to a Supervisor who will fill in the relevant paperwork.

The Supervisor will review and assess the situation and determent whether the complaint is justified. He will then decide the appropriate course of action.

If the outcome reached by the Supervisor is acceptable to all parties work will resume immediately – with a record of the incident and agreed outcome kept on file.

If a satisfactory outcome is not reached the Supervisor must contact a Director for further instructions. The Director and Office Manager will work to prepare a safe method of working which is suitable to all. A record of this will be kept on file.

The Office Manager will review the incident at the next safety meeting, with any lessons to be learned being updated in working methods

If an acceptable safe system of work is still unable to be met, the disputed system of work will cease.

EMERGENCY PROCEDURE: In relation to shop work, all employees should make themselves aware of emergency procedures. With regards to site work the emergency procedure will be as outlined in the safety briefing prior to work commencing. This will include telephone numbers for emergency services and a plan to the nearest A&E.

Whilst working on rail contracts G. Nicholson (Engineers) Limited will work to the main contractors emergency procedures. All staff must listen carefully at safety briefings and ensure that they are fully aware of what to do in case of an emergency.

SPECIAL RULES FOR RAIL WORKING

PTS CARDS: No person will be allowed to work on a site involving rail work until they have successfully passed a full PTS medical including Drugs and Alcohol testing and also sat the 2 day PTS course.

Your PTS card belongs to G Nicholson (Engineers) Limited and must be handed back on leaving the Company.

HIGH VISIBILTY CLOTHING: You must wear high visibility vests which conforms to the current Network Rail standard. All vests must have the Company name on the back and have the ability to come apart if caught. If vests become dirty they must be washed in accordance with the manufacturers care instructions. If the fabric becomes dull the vest must be replaced. Vests are to be worn in the correct manner at all times, even in hot weather i.e. around the torso and zipped up. In cold weather where it is necessary to wear your waterproof coat, you vest must be worn over the top of your coat.

DRUGS AND ALCOHOL: To meet the requirements of Network Rail’s Alcohol and Drugs Policy and Railway Group Standard GE/RT/8070, all employees and contractors of G. Nicholson (Engineers) Limited (GNEL) are required not to:
Report, or endeavour to report for duty, having just consumed alcohol or being under the influence of drugs

Report for duty in an unfit state due to the use of alcohol and/or drugs.

Be in possession of drugs in the workplace.

Consume alcohol or drugs whilst on duty.

Employees who test positive may be dismissed from GNEL and their details passed to the NCCA.

Any contractor who tests positive will be removed from site and reported to their employee and the NCCA.

Any person refusing to be screened will be deemed to have tested positive.

Individuals will be alcohol/drugs screened in the following circumstances:

Taking employment with GNEL or being promoted to a safety critical post.

Being selected on a random basis to be part of the 5% who are to be tested annually.

Following an incident where the use of alcohol/drugs may be considered to be a factor.

Where there is a cause to suspect a person is under the influence of alcohol or drugs.

Persons taking prescribed and over the counter medicines are required to inform a member of Management in case the medicine can affect their fitness to work.

Employees who admit to having an alcohol/drugs problem will be offered help and counselling to overcome their problem. They will be removed from carrying out key work during this process. Staff with an alcohol/drugs problem who do not come forward are are subsequently discovered will be subject to the disciplinary procedure.

COSS BRIEFINGS: You must attend the COSS briefing before the start of each shift. The COSS briefing is when the COSS tells you whether you are working in a red or green zone, the line speed and so on. These details are very important and are for your safety, so if you don’t understand something you should ask for it to be repeated. You are required to sign the briefing record as proof of your attendance.

CONTACT LENS AND SPECTACLE WEARERS: If you normally wear contact lenses you must carry a spare pair of spectacles in case you lose a contact lens. If you passed your medical eyesight wearing spectacles you must wear your spectacles whilst working on or near the Railway line. 

EMERGENCY ARRANGEMENTS: Will be briefed prior to work commencing. G. Nicholson (Engineers) Limited will work to the main contractors arrangements whilst working on rail contracts.
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