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1 POLICY 

It is the duty of Arcus Consultancy Services Limited (“the Company”) to ensure, so far as 
is reasonably practicable, the health and safety and welfare at work of all its employees. 

The Company recognises its health and safety duties under the Health and Safety at 
Work etc Act 1974 and the Management of Health and Safety at Work Regulations 1999 
and associated protective legislation including the Environmental Protection Act 1990 and 
the Regulatory Reform (Fire Safety) Order 2005 (‘the Order’). In Scotland, fire safety 
duties are contained in Part 3 of the Fire (Scotland) Act 2005, as amended, and the Fire 
Safety (Scotland) Regulations 2006. 

To this end, the Company Director has appointed a Health and Safety Co-ordinator to 
keep procedures relating to Health and Safety under regular review, and to liaise with the 
Health and Safety Executive/Local Authority wherever necessary, so as to keep the 
company and its managers updated on any new legislation affecting them, EC Directives, 
Regulations, and British Standards, and in order to ensure compliance with them. 

Detail regarding procedures and arrangements to ensure compliance with statutory 
requirements and to achieve good practice is summarised in the Company Health and 
Safety document and the accompanying guidance. 

2 RESPONSIBILITIES 

2.1 Individual Responsibilities 
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2.2 Employer’s Responsibilities 

Ultimate responsibility for health and safety rests with the Company’s Managing Director 
with further responsibilities delegated to Managers. 

The local point of contact for health and safety issues is the Health and Safety Co-
ordinator.  

The general duties on employers are expanded and explained in the Management of 
Health and Safety at work Regulations 1999, which include requirements for employers 
to: 

• Assess the work-related risks faced by employees, and by people not in their 
employment 

• Have effective arrangements in place for planning, organising, controlling, 
monitoring and reviewing preventative and protective measures 

• Appoint one or more competent persons to help in undertaking the measures 
needed to comply with health and safety law 

• Provide employees with comprehensible and relevant information on the risks 
they face and the preventative and protective measures that control those risks 

Full documentation regarding Employer’s Responsibilities can be found in Directors’ 
Responsibility for Health and Safety, Employers’ Liability - a guide for employers, and 
Health and Safety Law - what you should know. 

2.3 Employees Responsibilities 

All Company employees have a duty under the Health and Safety at Work Act 1974 
(HSWA) to take reasonable care for the health and safety at work of themselves and any 
other people who might be affected by their acts or omissions.  Under the HSWA 
employee duties include: 

• Observe safety rules at all times and co-operate with the employer to ensure 

compliance to statutory requirements 

• Not to intentionally or recklessly misuse anything provided in the interests of health, 
safety and welfare 

• Report all accidents and dangerous occurrences whether persons are injured or not 
as documented in the Accident/Incident Reporting Procedure of this guide. 

The Management of Health and Safety at work Regulations 1999 require employees 
to: 

• Always use equipment provided in the interests of safety 

• Follow health and safety instructions 

• Report anything considered to be a serious danger 

• Report any shortcomings in the protection arrangements for health and safety 

Failure to comply with provisions of health and safety legislation or the Company’s health 
and safety procedures may lead to legal or disciplinary action. 

Full documentation regarding Employee’s Responsibilities can be found in Employers 
Liability - a guide for employees and Health and Safety Law - what you should know. 
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3 GENERAL HEALTH AND SAFETY PRACTICIES 

3.1 Safe Office Practice 

• Always ensure that you maintain a safe working environment and a safe system of 
work 

• Maintain a safe system of storage 

• Never obstruct doors, stairs, or fire exit routes 

• Always keep your working area tidy and free from obstructions 

• Ensure cables and leads are positioned so as to not create a trip hazard 

• Do not behave in manner which could cause danger to yourself or others 

3.2 Fire Prevention 

• Ensure that you are familiar with the fire drill procedure at site and that you know 
how to exit the building in the event of an emergency 

• Ensure that you are familiar with the location and use of firefighting equipment at 
site 

• Never wedge open fire doors designed to stop the spread of fire and smoke 

• Store flammable material and liquids safely 

• Do not use portable heaters unless you have received authority to do so from your 
manager 

3.3 Use of Chemicals/Dangerous Substances 

In accordance with the Control of Substances Hazardous to Health Regulations 2002 (as 
amended 2004) (COSHH) an assessment must be undertaken of the risks associated with 
the use of hazardous substance. 

Hazardous substances will be identified by a hazard warning sign which identifies 
substances as toxic, corrosive, flammable, or an irritant.  According to the degree of risk 
appropriate precautions must be adopted prior to the use of any such substance 

• Always be aware of risks when using chemicals or hazardous substances and take 
appropriate precautions 

• If you are using a substance with which you are unfamiliar always consult the Health 
and Safety Co-Ordinator  

Other than small quantities of domestic cleaning products, no dangerous substances are 
provided or used on site and no employee must bring or use any dangerous substance at 
work.  Any substance or product provided must be used only in strict accordance with the 
manufacturer’s guidance. 

3.4 Personal Welfare 

• If you feel that your health is suffering as a result of something that you are using or 
doing at work inform a member of the Support Team as soon as possible 

• All cases of work-related ill health should be referred to an individual’s GP for 
professional medical advice 

More information regarding General Health and Safety Practices can be found in An 
Introduction to Health and Safety. 
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3.5 Risk Assessment 

As required by general and specific items of Health & Safety legislation, the Company 
recognise the importance of initiating and acting on risk assessment throughout its 
premises and operations.  We will, therefore, ensure that suitable and sufficient risk 
assessments are carried out; that all necessary control and avoidance measures are 
implemented; and that all employees will receive such training, instruction, information 
and supervision as is necessary for them to undertake their role in safety.  As required by 
the “Management of Health and Safety at Work Regulations 1999”, the Company extends 
the requirement of risk assessment to cover special circumstances which may arise, such 
as for New or Expectant Mothers, or the employment of Young Persons.  Point of Work 
Risk Assessments, or Dynamic Risk Assessments, are carried out by staff while on site 
and any new risks or concerns are reported back to the Project Manager so a Site-
Specific Risk Assessment can be carried out.  These will be used to identify any new risks 
that could only be identified during the initial site visit and the conditions encountered.  
Staff awareness and open dialogue on Health and Safety matters are key to developing a 
reactive system that is flexible for the evolving work environments encountered by 
employees.  

3.6 Training 

At the commencement of their Employment, all staff receive an Induction carried out by 
their local Office Administrator.  As part of this, the Administrator will explain their 
responsibilities under Health & Safety and will ensure that any on the job specific training 
is provided by their respective manager.  All Employees will be provided with health and 
safety training necessary to ensure they are able to do their job safely.  Responsibility is 
also on staff members to alert management to any perceived gaps in their health and 
safety training. 

 In addition to this, periodic “Toolbox Talks” are undertaken by appropriate staff 
members on specific jobs, i.e. Manual Handling, Fire Safety, etc. 

Each office holds weekly meetings with all their staff whereby emphasis is placed on 
Health & Safety and issues arising are discussed.  Health and Safety is a key feature of 
bi-monthly meetings of the Operational Management Team (OMT). 

3.7 Housekeeping and Premises 

In low-risk environments such as ours, risks can still be greatly increased by failing to 
follow simple guidelines in respect of maintaining good housekeeping standards.  The 
following are provided to identify areas where risks can arise if basic standards are not 
maintained: - 

Cleanliness: The general cleanliness of the office environment will be maintained at all 
times. Do not wait for an accident to happen, clean up any mess and remove any 
obstacle immediately. 

Waste Disposal: All waste material will be disposed of on a regular basis.  No 
accumulation of combustible material must occur in any office and waste paper baskets 
must be emptied as necessary. 

Safe stacking and storage: The stacking and storage of office equipment or 
paperwork in and on top of high cupboards, on shelves, or in places that are difficult to 
access, must be avoided.  

Clear gangways, exits, etc. Corridors and exits in all offices must be kept clear at all 
times.  Fire doors must not be obstructed or propped open, and any instance or 
occurrence must be rectified immediately, or must be reported to the Office Administrator 
for further action to be taken. 
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3.8 Electrical Equipment 

The Company is committed to purchasing only electrical equipment, which fulfils all the 
safety requirements outlined in “The Supply of Machinery (Safety) Regulations 2008 (as 
amended 2011)”. Subsequent testing and inspection will be undertaken, determined by 
conditions of use, as is necessary to ensure its continuing safe use as required by “The 
Electricity at Work Regulations 1989”. 

Provided electrical equipment is purchased, used, and maintained to required standards, 
it presents little risk to the user.  If electrical equipment is to be moved it should be 
switched off at the supply socket, and the plug removed by gripping it at both sides.  
Under no circumstances must the cord be pulled or abused.  No electrical equipment 
should be used adjacent water or in wet surroundings unless it was specifically designed 
for that purpose.  Similarly, no liquids should be allowed in the vicinity of electrical 
equipment.  

The following checks are to be undertaken to ensure any deterioration of electrical 
equipment is identified at an early stage. 

Routine for inspecting plugs and cables for loose connections and faults: 

If any employee notices any damage to any item of electrical equipment, its 
plug or lead, they must report this to the Office Administrator, who will 
arrange for the equipment to be inspected by an electrician, repaired or taken 
out of use. 

Arrangements with electrical contractors for periodic checks of the installation and 
equipment: 

All portable electric appliances, excluding some computer equipment, which 
may be damaged by testing, will be tested periodically by a qualified 
electrician. 

3.9 Stress at Work 

The Company recognises that stress can occur due to a variety of reasons related to 
work, health, social, or family situations or circumstances.  Frequently the initial signs of 
stress may not be identified, with the result that it can have more adverse effects on the 
individual.  The Company will take reasonable steps to identify and support any employee 
who they feel is being adversely affected by their working environment or work load.  
Employees should be prepared to recognise personal symptoms, which may be stress 
related and advise your Line Managers immediately in order that they are given the 
earliest opportunity to assist with any remedial action. 

3.10 Site work 

A Project H&S Record system is in place for all staff who work out of the office 
environment at any time during the course of their duties.  This system incorporates site 
and activity specific risk assessment alongside safe working practices to avoid and reduce 
risks, where they remain.  All relevant staff must be trained in the use and 
implementation of this system prior to undertaking work activities out of the office 
environment. 
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3.11 Emergency Procedure in Extreme Weather Conditions 

In the case of a Red Weather Warning (RWW), issued by the Met Office, no site work will 
be allowed and all travel to/from work should be minimised, with staff encouraged to 
work from home in such an eventuality.  An RWW means that dangerous weather is 
expected which may cause damage and a risk to life.  The Company will endeavour to 
notify all staff of RWWs but this may not always be possible.  Employees should avoid 
travelling and find a safe place on immediately being aware of such an instance, 
irrespective of whether they have been notified directly by the Company or not. 

4 ACCIDENT / INCIDENT REPORTING 

During staff induction, staff are made aware of the location of the Accident/Incident 
Report Book in each office. 

For staff working out of the office environment, procedures for accident/incident 
reporting form part of the Site Risk Evaluation procedures.  Details of all 
accidents/incidents that occur at work should be entered in the Accident/Incident Report 
Book and it is vital that all accidents including non-injury incidents are reported.  Near-
miss incidents must be reported, particularly if personal injury was narrowly avoided. 

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 
(RIDDOR) require that certain incidents and accidents must be reported to the enforcing 
authorities. 

Full documentation regarding reportable incidents and accidents can be found in The 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013. 

5 FIRST AID 

All workplaces are covered by the First Aid (Workplace) Regulations 1981.  Every Arcus 
site provides a first aid box and first aid personnel. 

All employees should make themselves aware of the location of the first aid boxes and 
who the appointed first aid persons are. 

In the event of an accident/incident occurring at work the following course of action 
should be taken: 

• Assess the injury 

• Summons the appointed first aid person 

• Call an ambulance (if necessary) 

• Contact Next of Kin 

Documentation regarding First Aid can be found in Basic Advice on First Aid at Work and 
First Aid at Work - your questions answered. 

6 FIRE EVACUATION 

Familiarise yourself with the emergency procedures and assembly point. 

On discovering a fire follow the emergency procedures as displayed at site. 

When the fire alarm sounds it is your immediate duty to leave the building as quickly as 
possible proceeding to the nearest fire exit route and following the emergency evacuation 
signs as displayed at site. 

All employees must wait at the assembly point until advised it is safe to return to the 
building. 
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7 MANUAL HANDLING 

A major risk to health and safety at work arises from manual handling operations.  The 
term manual handling is not restricted to lifting, it also encompasses any pushing, pulling, 
carrying, or moving of a load. 

Any manual handling task in itself presents some risk but in some cases, there will be 
additional risks from the environment or from other factors such as: 

• Awkward load shape 

• Uneven floor space  

• Having to stoop, twist or stretch 

In order to reduce the risks associated with manual handling activities follow the 
guidance in Getting to Grips with Manual Handling, a Short Guide. 

8 DISPLAY SCREEN EQUIPMENT 

The Health and Safety (Display Screen Equipment) Regulations 1992 lay down minimum 
requirements for work with display screen equipment.  Employees who use a PC and 
associated equipment for a substantial part of the working day are subject to the 
regulations.  The regulations apply to both desktop and laptop computers. 

Full documentation and guidelines regarding display screen equipment can be found in 
Working with VDUs, and the law on VDUs: An easy guide: Making sure your office 
complies with the Health and Safety (Display Screen Equipment) Regulations 1992 (as 
amended in 2002). 

9 MACHINE OPERATION AND SAFE USE OF ELECTRICAL EQUIPMENT 

Always ensure the following guidelines are followed when using machinery: 

• Never use any item of machinery unless you are authorised and trained to do so 

• Never use tools or equipment for task other than that for which they are designed 

• Make sure you know how to stop the machine before you start it 

• Ensure that your clothing and/or jewellery do not cause danger by becoming 
entrapped in the moving parts of machinery 

• Ensure you are wearing appropriate protective clothing and equipment 

• Never carry out maintenance or repairs on a machine unless you are authorised and 
trained to do so 

• Ensure safety guards are sound and fitted correctly 

• Ensure the area around the machine is clean, tidy, and free from obstruction 

• If you suspect an item of machinery is not working properly stop using it, display a 

message to ensure no one else uses the machine and inform your manager at once. 

10 LONE WORKERS AND WORKING FROM HOME 

Lone workers are those who work by themselves without close or direct supervision. 
Homeworkers are those employed to work at home for an employer. In both situations 
certain precautions need to be considered in order to ensure individual health, safety, 
and welfare.  Lone workers and homeworkers must not be placed at greater risk than 
other employees. 

Guidance regarding Lone Workers can be found in Working Alone in Safety and regarding 
homeworkers from Homeworkers: Guidance for employers on Health and Safety. 
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11 MANAGEMENT, MONITORING, CONSULTATION AND REVIEW 

As the planning and implementation of new Health & Safety systems and procedures 
takes place, arrangements will also be made for the periodic monitoring and review of 
the effectiveness of those systems and procedures.  Reports, performance measures, and 
audits will all be used to ensure Health & Safety requirements are met, and that safe and 
healthy environments are being maintained.  The OMT have the responsibility for 
ensuring the Health and Safety system the Company has in place is used correctly.  
Quarterly site inspections and monthly office inspections are carried out by the OMT.  
Outcomes are recorded by the Health and Safety Co-ordinator and are an essential part 
of the annual review of the Health and Safety system.  

The Company is required to manage health and safety within their organisation and, in 
order to ensure the systems and procedures they have put in place remain relevant, they 
must also periodically monitor and review those systems and procedures.  To this end, 
any legislative updates are brought to the attention of senior management by the Health 
and Safety Co-ordinator.  As well as legislative updates being monitored by the Health 
and Safety Co-ordinator, employees are regularly consulted on Health and Safety 
matters.  This is done through feedback from staff during team meetings, the completion 
of Task Specific Risk Assessments after new risks are identified and through reporting 
any incidents or concerns during the incident reporting procedure. Regular e-mail 
bulletins are distributed to all employees informing them of any Health and Safety 
updates both legislative and or task and site-specific updates as procedures are 
continually reviewed to ensure they are appropriate for the tasks being completed. 
Consultation with employees is important to the Company as it allows the Health and 
Safety team to develop the health and safety system continually improving as new risks 
are identified by site workers who are using the system on a regular basis.  Client 
feedback and consultation is also utilised in developing the system and processes.   

The Company holds regular OMT meetings where emphasis is placed on Health and 
Safety and issues arising are discussed.  Within each office, monitoring and review is 
almost a continuous process, which is undertaken by the various managers to meet the 
needs of continually changing circumstances. 

The Company is both UVDB qualified and accredited by Achilles.  The Company achieved 
the Category C standards through assessment for Safety, Health, Environment & Quality 
practices and procedures as a registered supplier on UVDB Verify.  The Company is 
externally accredited on an annual basis and continually look at ways of improving the 
score by reviewing the Health and Safety Procedures.   

 


