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Health and Safety Policy Statement
The Top Notch Group, which includes Top Notch Contractors Ltd and all divisions of Zeras Industries, regards the
promotion of Health and Safety at work to be of the utmost importance for all personnel who work for Top
Notch Group and all other areas under its control. The Top Notch Group requires Health and Safety to be given
equal status to all other work activities undertaken. In addition, the legal requirements imposed on us are the
minimum standards to be achieved and expect these to be improved upon wherever possible. All employees
have a general duty under the Health and Safety at Work Act 1974 to take reasonable care towards the health
and safety of themselves and anyone else potentially affected by their acts or omissions.
The Top Notch Group believes that all incidents are preventable and expect all employees to hold this as a
minimum belief. To this end, the Top Notch Group shall fully support those employees who help implement this
Policy and will make available resources to do this.
The Policy reflects the vision of how Health and Safety will implemented into all business areas and to ensure:
 That every reasonable step is taken to prevent injury to all personnel and to protect them from potential
hazards at work.
 Health and Safety legislation and Industry standards are fully met.
 That competent advice and advice is provided to all employees or their representatives pertaining to
health safety and welfare.
 All risks present in the workplaces, plant, equipment and are identified, eliminated or controlled, so far
as is reasonably practicable.
 All arrangements are in place for the handling, transportation of articles and storage of substances.
 An open and transparent framework is in place to allow employees a forum to discuss their concerns
and allow active participation in order to allow the development of a health and safety culture.
 Visitors to Top Notch Group shall be protected, so far as is reasonably practicable, to at least the standards required by the legislation.
 Contractors and other outside agencies, meet their responsibilities in accordance with the relevant legislation.
 This Policy is brought to the attention of all employees and should be prominently displayed throughout
Top Notch Group sites.

 The Policy is reviewed regularly and all changes shall be brought to the attention of all employees.
The Top Notch Group vision is to continually improve on its health and safety performance, this is to be
conducted through the application of the health and safety management system. In support of this the business
is adopting the standards of OHSAS 18001.
The Top Notch Group looks to its employees and sub-contractors to take this duty seriously and to go a step
further to help eradicate all preventable incidents

Andrew Halford
Managing Director
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Consultation, communication and engagement
To employees
To ensure we effectively communicate and engage our employees in relation to health and safety matters on all
Top Notch Group sites, we use the following methods:


Verbal communication



Tool box talks



Health and Safety Bulletins issued by the QHSE Manager



Memorandums sent by relevant Senior Management



General notices and posters

In addition, a Health and Safety Law poster is displayed in a prominent location at each Top Notch Group site
and our safety documentation is present within the site documentation which is monitored by both the Site
Management and the QHSE Manager. The importance of this documentation is conveyed to all employees
during bother their initial induction and throughout their employment with our company.
Safety bulletins issued by the QHSE Manager allow for relevant information to be communicated to our
employees, including important changes to legislation that affects the business, relevant stories and updates to
health and safety practices. Important communications will require receipt from employees to confirm they
have read and understood the information they contain.
Copies of relevant and important written information are also posted on the notice boards. For personnel with
access to company e-mail accounts they will additionally receive information electronically and may be required
to send a read receipt to the composer of the email.

To Contractors and Visitors
To ensure the effective communication of health and safety to Visitors and Contractors on all Top Notch Group
sites, we use the following methods:



All Contractors, 3rd Parties and Visitors are required to complete an induction on their first visit to a site
and to sign any relevant safety related documentation.



All Subcontractors are required to specify what arrangements they will make to ensure that their employees are trained and informed this will be monitored during regular safety inspections.



Regular meetings are held on sites between the Top Notch Group and our Sub-Contractors to ensure
that we engage appropriately and address any concerns which may have arisen that could affect Health,
Safety, the Environment or work quality.

Group Health and Safety Policy (GP002)

Issue 1 January 2017
Authorised by - LT

Page 6

Top Notch Group Policy
Safety Committee
The Top Notch Group is committed to ensuring that Health and Safety matters are communicated correctly to
our employees. We recognise and actively support the role of Safety Committees in trying to achieve this.
Safety Committee meetings are chaired on a Quarterly basis by our nominated key representative and is made
up with nominated employee representatives from each area of Top Notch Group who have the ability to give
proper consideration to views and recommendations.
The key aim of our Committee is for departments within the business to work together and support each other
to improve and manage health, safety and welfare standards across all aspects of the business.
All Committee members will be expected to attend the Health and Safety Committee meetings and
postponements or cancelations are only made in exceptional circumstances.
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Organisation and Responsibilities
Organisation Chart

Board of Directors
Responsible Director –
Andrew Halford MD

Senior Management Team
QHSE
Operations
Commercial
Surveying
Accounts

Management Team
Contracts
Warehouse and Workshop
Administration
On-Site

Operatives and Sub-Contractors
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Board of Directors
It will be the responsibility of the Top Notch Group Board of Directors to ensure that all staff comply
with all instruction and advice given in the interest of Health and Safety.
The following is the current list of Directors for the Top Notch Group –
Mr P Rheinbach – Chief Executive Officer (Group)
Mr A Halford – Managing Director (Group)
Mr G Robinson – Director (Group)
Additional appointments –
Mrs A Rheinbach – Company Secretary (Group)

Managing Director
The Managing Director has the responsibility to:


Take ownership for the overall health and safety for the Business and ensure all duties required
in relation to health and safety law are adhered to, whether completed by themselves or delegated to other members of the business.



Ensure all transferred duties under health and safety are delegated to competent persons.



Report to the Board of Directors at regular intervals on all matters of concern in relation to the
Health and Safety at Work Act 1974.



Ensure that the health and safety management system, as laid down, is adhered to.



Ensure that the necessary funding and resources are available for Health and Safety.



Ensure all relevant health and safety documentation is reviewed and updated where required
by law or circumstance.



Ensure that regular health and safety meetings are held to ensure effectiveness of procedures
and controls.



Ensure sufficient provision is available to provide appropriate instruction, training and supervision to all employees of the business.



Ensure only competent outside parties, including Labour only staff and Contractors are used.
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Senior Management Team
All members of the Senior Management Team have the responsibility to:


Ensure the same management standards are applied to health and safety as to other management functions.



Ensure that where applicable to them the duties laid down by the Health and Safety at Work
Act 1974 (and all other relevant health and safety regulations) are adhered to where practicable for the business.



Ensure they remain competent to undertake their role, including maintaining the required
knowledge through training.



Ensure all transferred duties under health and safety are delegated to competent persons.



Ensure they risk assess activities being undertaken to prevent, as far as is reasonably practicable, foreseeable accidents and incidents.



Ensure all Contractors working on site are competent and are working in a safe manner.



Ensure that all employees under their control fully understand any safe systems of work, rules
and procedures and that suitable records are kept.



Communicate all relevant information to employees under their control, including results of
risk assessments and audits where applicable.



Record all health and safety issues raised by employees and report them to the QHSE Manager.



Attend all required health and safety meetings.



Ensure all work equipment under their control is adequately maintained and that only suitably
trained and competent persons are permitted to use them.



Ensure suitable and sufficient personal protective equipment is available and provided for employees at no cost.



Ensure Contractors under their control adhere to safety rules and procedures and any other
statutory legislation relevant to their work when working for Top Notch Group.



Set a positive example in relation to Health and Safety and continually strive to improve/maintain a positive culture.
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Management Team
All members of the Management Team have the responsibility to:


Ensure the same management standards are applied to health and safety as to other management functions.



Ensure that where applicable to them the duties laid down by the Health and Safety at Work
Act 1974 (and all other relevant health and safety regulations) are adhered to where practicable for the business.



Ensure all transferred duties under health and safety are delegated to competent persons.



Ensure they risk assess activities being undertaken to prevent, as far as is reasonably practicable, foreseeable accidents and incidents.



Ensure all Contractors working on site are competent and are working in a safe manner.



Ensure that all employees under their control fully understand any safe systems of work, rules
and procedures and that suitable records are kept.



Communicate all relevant information to employees under their control, including results of
risk assessments and audits where applicable.



Record all health and safety issues raised by employees and report them to the QHSE Manager.



Attend all required health and safety meetings.



Ensure all work equipment under their control is adequately maintained and that only suitably
trained and competent persons are permitted to use them.



Ensure suitable and sufficient personal protective equipment is available and provided for employees at no cost.



Ensure Contractors under their control adhere to safety rules and procedures and any other
statutory legislation relevant to their work when working for the Top Notch Group.



Set a positive example in relation to Health and Safety and continually strive to improve/maintain a positive culture.
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QHSE Manager
The QHSE Manager has the responsibility (in addition to responsibilities of the Management Team) to:


Advise Directors and Management of all safety matters relevant to their position and update
with any changes to legislation or best working practices laid down by the HSE.



Ensure that where applicable the duties laid down by the Health and Safety at Work Act 1974
(and all other relevant health and safety regulations) are adhered to where practicable for the
business.



Support all levels of the business to ensure suitable risk assessments as far as is reasonably
practicable are in place.



Ensure the health and safety management system and all documents which form part of the
system are reviewed in line with regulation and/or circumstance.



Ensure all employees are aware and fully understand all relevant parts of the health and safety
management system and safe systems of work.



Ensure all hazardous substances used on or are created due to the business (and its activities)
have the relevant assessments available.



Conduct an assessment in relation to fire and other foreseeable emergency situations on each
site and ensure a suitable emergency evacuation plan is implemented.



Arrange regular visits and audits of Top Notch Group sites to monitor the effectiveness of
health and safety controls and to track the progress of the centre against any set KPI’s to assess
for any additional controls or measures required.



Ensure a full and effective traffic and pedestrian plan is in place and being used at each site.



Stop any work immediately that is considered to present a serious or imminent risk of injury
to employees or others, and investigate where required.



Monitor Managers and Supervisors responsible for each site to ensure that all required checks
are being conducted, including ones relating to fire safety, vehicles and plant.



Investigate accidents and injuries and support the centre in implementing any required controls to help prevent reoccurrence.



Report to the HSE any accident or incident that falls under current RIDDOR regulations within
the required timelines.



Ensure all Contractors working on site are competent and are working in a safe manner.



Give all employees guidance of their safety functions and ensure they are competent to perform the tasks asked of them.



Ensure a copy of all required safety documentation is made readily available at each site.



Ensure all transferred duties under health and safety are delegated to competent persons.



Accompany the HSE and any other enforcing agencies on site visits and act on their recommendations.



Set a positive example in relation to Health and Safety and continually strive to improve/maintain a positive culture.
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Site Management Teams
The Site Management Team has the responsibility to:


Act as Safety Supervisors on site, including monitoring all employees and Labour Only workers
under their control to ensure they are working in line with the health and safety management
system and safe systems of work.



Ensure all persons, including visitors, are suitably inducted with records taken before allowing
them on site.



Ensure they risk assess activities being undertaken under their control to prevent, as far as is
reasonably practicable, foreseeable accidents and incidents.



Ensure all safe systems of work are read and signed by the appropriate persons and suitable
records kept.



Ensure all relevant fire safety checks are completed in line with the appropriate timescales.



Conduct a fire drill on a minimum of a 6 monthly basis and send the results of the drill to the
QHSE Manager.



Organise the site so that work is carried out to the appropriate standard and minimum risk to
persons, equipment and materials.



Ensure that all required health and safety documentation is completed correctly and in line
with relevant timescales.



Ensure that the Top Notch Group health and safety site file is readily available and completed
fully.



Give all employees and workers under their control precise working instructions of their responsibilities for safe working methods and ensure that they do not allow persons to take unnecessary risks.



Ensure all machines and plant, including power and hand tools, are maintained in good condition.



Ensure good housekeeping is maintained across the site as far as reasonably practicable.



Make sure that PPE is available, where appropriate, and that it is used.



Monitor all welfare facilities and ensure they remain in a clean condition will all required provisions available.



Ensure that adequate first aid provisions are available on site at all times when work activities
are being undertaken.



Ensure that Contractors and all other 3rd Parties operate safely and in line with all Top Notch
Group requirements under the Health and Safety Policy.



Ensure all persons adhere to the site rules and traffic/pedestrian management plans.



Report all accidents and incidents relation to health and safety, including fire safety, to the
QHSE Manager at the earliest practicable opportunity.



Ensure the accident book is completed correctly and all records sent to the QHSE Manager.



Release supervisors, employees and, where necessary, for on/off site safety training, in line
with the requirements of the QHSE Manager.



Co-operate with the Health & Safety Manager and act on his recommendations.



Accompany the HSE and any other enforcing agencies on site visits and act on their recommendations.
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Set a positive example in relation to Health and Safety and continually strive to improve/maintain a positive culture.

Employees
All employees have the responsibility to:


Follow all safe systems of work relevant to them.



Co-operate fully with the Top Notch Group in its arrangements to perform or comply with
statutory obligations which includes adherence to the Company Safety Policy.



Only use equipment, machinery and plant they are authorised and competent to use and ensure they are kept in good condition.



Only use the correct tools and equipment for the job, use safety equipment and protective
clothing supplied, for example, safety helmets, respiratory equipment etc where required.



Not perform any task they feel under confident in, and to discuss with the Management Team
for further instruction and/or training.



Ensure all required checks are made of equipment, machinery and plant with all appropriate
records kept.



Discuss with Management Team before any activity which they do not have relevant training
or documentation for so it can be provided before the activity is undertaken.



Report all accidents, incidents and all other potential risks relation to health and safety, including fire safety, to the relevant Management Team immediately.



Report to the Management Team immediately of any persons not following safe systems of
work, or who are working in an unsafe manner.



Set a positive example in relation to health and safety and continually strive to improve/maintain a positive culture.



Not take any unnecessary risks which may affect the safety of themselves and others.



Take reasonable care for their own safety and the safety of others, including the general public
who may be affected by their acts or omissions



Not intentionally or recklessly interfere with, or misuse, anything provided in the interests of
health, safety or welfare.
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Section 1 – Accident and Risk Management
Accident, incidents, reporting and investigation
At the Top Notch Group we are committed to recording all accidents and incidents that occur in connection with
our workplace activities. Each of our sites has access to the required accident record documentation which is
completed after each accident and records kept by the QHSE Manager.
The QHSE Manager in addition reports all accidents or incidents which fall under the Reporting of Injuries,
Diseases and Dangerous Occurrences Regulations (RIDDOR) via the HSE website in line with the required
reporting timescales, these include:


Fatalities



If an employee suffers a major injury as defined by the HSE



If an employee has been off work or unable to perform normal duties for over 7 days



If a member of the public is injured due to workplace activities and taken directly to hospital for
treatment



If an employee suffers a work related diseases defined by the HSE



If there is a dangerous occurrence defined by the HSE

The QHSE Manager, with the support of relevant Top Notch Group employees will investigate and determine
the root cause of all accidents and incidents and determine reasonably practicable controls to prevent as much
as possible reoccurrence.
The QHSE Manager gathers information relating to accidents on an annual basis to determine weaknesses in the
business and to set reasonable targets for the next 12 months which is regularly monitored.
Key relevant legislation – HSAWA1974, The Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 2013 (RIDDOR)

Hazard detection and near misses

All employees and contractors are encouraged to report any hazards or near misses to their Line Manager, the
Site Manager or the QHSE Manager either verbally or in writing, to ensure a safe working environment can be
maintained. Near Miss reports are made readily available on each site via the Site Health and Safety file.
Following notification of a hazard or a near miss a Near Miss Report will be completed and sent to the QHSE
Manager to ensure suitable controls are identified and implemented to prevent harm. Each report is investigated
by the QHSE Manager who identifies additional controls to be implemented. Once the controls are in place, the
QHSE Manager, alongside relevant employees, will monitor to ensure they are suitable and sufficient.
Near misses and incidents are also reported to the Board of Directors by the QHSE Manager to ensure all relevant
persons are aware and fully consulted.
Key relevant legislation – HSAWA1974
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First Aid at Work
We will ensure that adequate first aid provisions are identified by assessment and made available. This will
include:


Adequate number of first aiders and appointed persons on each site



Suitable provision of first aid equipment



Instruction and advice regarding first aid

All first aid personnel and equipment will be provided and maintained in accordance with the Health and Safety
(First Aid) Regulations 1981 and Approved Code of Practice L74, as a minimum standard.

First aid personnel
All Top Notch Group first aid personnel are either volunteers or employees who have been deemed suitable by
the Senior Management Team and the QHSE Manager to undertake the role effectively. On our live sites, as a
minimum the Site Manager will be a competent first aider.
Consideration has been given to ensure that there are an adequate number of personnel available at all times,
including cover for holidays and sickness.
Qualified first aiders and emergency first aiders have undertaken appropriate training in line with the Health
and Safety Executive requirements and training is reviewed prior to expiration.
Appointed persons are given clear indication of their role and responsibilities by the QHSE Manager, and are
suitably trained to undertake their duties.
All first aid personnel are aware of the company emergency procedures.

First aid equipment
First aid equipment is provided at each of our sites and is stocked with adequate supplies for the hazards present.
All first aid kits contain at least the minimum supplies as required by law. Basic first aid kits are also supplied in
all company vehicles.
All first aid equipment and the details of the first aid personnel is clearly identified with the appropriate signage
around each location. It is the responsibility of the first aid personnel to ensure that:


All first aid kits are maintained and replenished accordingly



All first aid supplies are within their use by date, where necessary



There is no unauthorised supplies are kept in the first aid kits, for example creams, drugs etc.

Key relevant legislation – Health and Safety (First Aid) Regulations 1981
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Safe Systems of Work
Top Notch Group are committed to ensuring the safety of those in employment and those who may be affected
in connection to our work activities. Through completing risk assessments we identify foreseeable hazards and
necessary controls that are required to eliminate or reduce risks as far as reasonably practicable.
Risk assessments are compiled using a qualitative technique which relies upon the judgement of the risk
assessor. All employees appointed to undertake the role of Risk Assessor have been deemed competent by the
QHSE Manager and have been suitably trained.
All of our risk assessments are documented, communicated to relevant employees, signed and regularly
reviewed as per the requirements of the Management of Health and Safety at Work Regulations 1999. Our risk
assessment process requires the assessor to consult with relevant members of staff to ensure effective
communication.
Where certain other pieces of legislation require specific risk assessments to be completed, such as Control of
Substances Hazardous to Health (COSHH) and the Manual Handling Operations Regulations 1992, we will
conduct the relevant assessments. Further information is contained in the relevant arrangements within further
sections of the Health and Safety Policy.
Zeras Industries Asbestos Division will ensure that suitable plans of work are conducted in line with current HSE
guidance and in line with the current HSE licence.

Risk assessment process
The below cycle illustrates our key steps for undertaking a risk assessment:

Hazard
identification and
evaluation

Monitor control
measures and
review assessment
regularly

Assess the risks
arising from each
identified hazard

Plan and
implement control
measures

Establish
preventative and
protective control
measures

Key relevant legislation – HSAWA1974, Management of Health and Safety at Work Regulations 1999
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Permit to work
If any of our work activities or the activities of contractors on a site under our control require a permit to
work (such as hot works), the Site Manager will complete and issue a permit to work. We will monitor all
permits to work to ensure they remain suitable and sufficient in relation to the work activities they reflect.
All permits to work will be created and documented by competent persons and communicated to all
relevant persons.
Where a permit to work has been issued for a particular work activity, all persons will follow the method of
work and ensure all control measures are implemented in a suitable manner.
Key relevant legislation – HSAWA1974, Management of Health and Safety at Work Regulations 1999
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Section 2 – Occupational Health
Manual Handling
We strive to eliminate or reduce the risk of manual handling injury as far as reasonably practicable. All employees
are informed to use mechanical aides wherever possible/practicable to avoid manual handling. Where a work
activity includes manual handling, we will ensure that an assessment has been carried out, taking into account
the:


Nature of the task



Persons ability to undertake the take



Nature of the load



Environment which the manual handling task will take place

From the assessment, we will determine and implement the necessary control measures as required.
All relevant employees are trained in the correct selection and use of mechanical aides, correct manual handling
techniques for a situation where mechanical aides are not available/suitable and receive relevant instruction
and information before undertaking a task and are supervised as deemed necessary.
If one of our employees is deemed unable to perform manual handling activities for whatever reason, reasonable arrangements will be made so not to cause injury or ill health.
Key relevant legislation – Manual Handling Operations Regulations 1992

Noise
To ascertain the noise levels employees and other relevant persons are exposed to when at work, a risk
assessment has been created by the QHSE Manager. Where the QHSE Manager deems necessary, a competent
3rd party may be employed to conduct an in depth noise survey using the correct specialist equipment. Where
noise levels exceed the exposure action values we will implement the necessary control measures to reduce the
noise to the safest practicable level.
As per regulations, the Top Notch Group will:


Reduce the noise level if it exceeds the First Action Level (80 dB (A)) to below this level and provide
hearing protection if requested.



Reduce the noise level if it exceeds the Second Action Level (85 dB (A)) to below this level and create
hearing protection zones where hear protection must be worn.

Where relevant, employees are trained and given information regarding noise at work.
Key relevant legislation – The Control of Noise at Work Regulations 2005
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Vibration
To prevent injury caused by not effectively controlling vibrating equipment, such as ‘vibration white finger
(VWF), exposure of our employees to vibration is risk assessed.
The QHSE Manager, with the support of relevant employees, assesses the risks to Health from vibrating work
equipment. In addition, consideration is given as part of the procurement of equipment as to the risk posed
from vibration.
All controls established as a minimum requirement are in accordance with requirements specified in the Health
and Safety Executive’s guidance booklets HS(G) 88 Hand-arm vibration and HS(G) 170 Vibration solutions.
Key relevant legislation – The Control of Vibration at Work Regulations 2005

Stress
As part of our risk assessment process, it is the policy of the Top Notch Group to prevent psychological as well
as physical injury as far as is reasonably practicable by taking into account the possible risks to health arising
from work-related stress.
The first step in our approach to stress management is identifying work activities which impose unnecessarily
high levels of stress upon the individual employees undertaking them. Where possible such activities will be
redesigned in order to eliminate or control the causes of the stress, for example job rotation.
The second step being to educate our employees identified as being at risk from work-related stress as to the
dangers to their health and to encourage them to reduce their stress levels, where possible, through
participation and co-operative working. Where necessary, training will be provided in order for them to monitor
and control their own stress levels.
Lastly, employees identified as being in need of rehabilitation due to work-related stress will be provided, upon
request, with independent and confidential counselling through the use of our Occupational Health Nurse.
The above measures will be subject to regular monitoring and review by the QHSE Manager, with the support
of the Management Team. Employees being kept fully informed of developments.
The Top Notch Group encourages employees who feel that either they or other employees are subject to
levels of stress which are detrimental to their health to report this, in the strictest confidence, to their Line
Manager.
Key relevant legislation – HSAWA1974, Management of Health and Safety at Work Regulations 1999
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Smoking
Due to the risks of fire and passive smoking, smoking is prohibited on Top Notch Group premises or sites, except for within designated smoking areas. This includes e-cigarettes as well as traditional nicotine cigarettes.
Smoking should only take place during contracted breaks. Employees found smoking outside of the designated
smoking areas and/or outside of the contracted breaks will be subject to disciplinary action. Non-employees,
including Contractors and visitors will be removed from site immediately.
Smoking is also prohibited in company vehicles and in private vehicles if a passenger is carried. This applies to
employees whether employed directly by the Top Notch Group, by a contractor or other organisation, and visitors.
Each Top Notch Group location has designated smoking points with suitable means of disposing of cigarettes
and is clearly identified and communicated to all persons.
Employees are encouraged to report any persons seen smoking on site to the sites Management Team
immediately.
None smoking operatives who work in residential properties where there is a smoker present may ask politely
if they can refrain from smoking in the working area. In a circumstance that a resident refuses and the operative
is uncomfortable they may leave and discuss with their Line Manager.
Key relevant legislation – The Smoke-free (Premises and Enforcement) Regulations 2006, The Smoke-free
(Exemptions and Vehicles) Regulations 2007

Health Surveillance
Where health surveillance has been identified in regulation, risk assessments or COSHH assessments the Top
Notch Group will ensure that this is completed in line with the requirements and is subject to regular review.
Health surveillance is organised through the QHSE Manager.
All new employees must complete a health screening questionnaire, which is contained in the application form.
The QHSE Manager will vet all returned questionnaires and any issues raised will be transferred to the QHSE
Manager for further action.
Key relevant legislation – HSAWA1974, Management of Health and Safety at Work Regulations 1999

Group Health and Safety Policy (GP002)

Issue 1 January 2017
Authorised by - LT

Page 21

Top Notch Group Policy
Section 3 – Work Equipment
Plant and Machinery
Due to the nature of our work activities, mobile plant is occasionally used on our sites in one form or another.
The use of plant and equipment such as dumper trucks, mobile elevated working platforms (MEWP’s), telehandlers, forklift trucks etc. pose serious dangers to people, structures and equipment and therefore each
piece of plant is risk assessed by the QHSE Manager, alongside the relevant Manager/s.
Only competent persons who have been authorised by a member of the Site Management Team are permitted
to operate any plant on our sites and all persons are trained in working safely around operating plant. Where
required, banksmen are in place to help assist the Plant Driver. All Plant operators are required to hold the
relevant card/license for the plant they are intended to operate, such as a valid CPCS Card.
Where possible, safe refuge points and pedestrian routes are in place and clearly distinguishable and plant
operators are aware of their surroundings. The carriage of passengers on plant is prohibited on all of our sites.
Operatives are required to conduct a daily check on plant and record findings on the checklist to ensure the
plant is safe and fit for purpose. Where a fault/defect is identified, the plant is taken out of operation by the
Relevant Manager/s until repaired and deemed safe for use.

Guarding and machine safety
All machinery provided by the Top Notch Group will be properly guarded whilst in use in accordance with the
Provision and Use of Work Equipment Regulations, manufacturer’s guidance and the applicable British Standards. Our employees and are required to ensure that the guards provided are properly used and that any defects
are reported immediately.
Employees are not permitted to use any machinery or equipment unless they have received the appropriate
training and hold the relevant qualification where required. Employees are additionally restricted from removing any guards or fixed covers from machinery or equipment unless they have been authorised to do so. Where
practicable the QHSE Manager, with the support of relevant employees, will develop work systems to reduce
the need of removing guards, such as when cleaning.
All of our machinery and equipment is regularly maintained and checked to ensure it is a safe condition and fit
for purpose in line with the Provision and Use of Work Equipment Regulations and manufacturer’s guidance.
The Relevant Manager/s takes this responsibility.
Only competent persons are permitted to perform maintenance and repairs on any of our machinery and
equipment, and all activity is kept in our service log. All machinery or equipment found to be defective is taken
out of operation immediately until either repaired or replaced.
Additional safety devices are always used when identified by risk assessment or manufacturer guidance, for
example dust suppression kits.
Key relevant legislation – HSAWA1974, Provision and Use Of Work Equipment Regulations (PUWER) 1998
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Portable Electrical Appliances and Hand Tools
It is our policy to, where practical, only use and allow 110v or low voltage battery operated equipment on sites.
Where this is not possible, 240v equipment may be used with the use of an appropriate RCD after authorisation
by the Site Management Team.
The Top Notch Group will ensure all work equipment is fit for purposed and correctly maintained in line with the
Provision and Use of Work Equipment Regulations (PUWER). The Stores Department take responsibility of portable electrical tools on our sites.
All of our employees are given suitable training and instruction prior to being permitted to use power tools.
Employees are required to perform a visual check of all tools prior to use and report any defects to the Supervisor. Any defective tools are taken out of use until repaired or replaced.

PAT Testing
All portable electrical appliances are inspected and portable appliance tested (PAT) on a regular basis. An inventory of portable appliances is kept and regularly updated with new equipment and the most recent testing dates.
The frequency of PAT testing is dependent on:


The frequency of use



Environmental conditions



The persons using the equipment



Portable Appliance Test records are held by the QHSE Manager.

Key relevant legislation – HASWA1974, Electricity at Work Regulations 1989

Display Screen Equipment
The Top Notch Group understands its duty to ensure all users of display screen equipment (DSE) within the
organisation are protected from any ill health in relation to their work activities involving display screens. The
Top Notch Group follows the Health and Safety (Display Screen Equipment) Regulations for the classification of
display screen equipment.
The Top Notch Group recognises DSE users as*:


Persons who are instructed by the business and depend on using display screens to complete their job
effectively and where no other alternative is available to achieve the same results.



Persons who use display screen equipment for a significant part of their working day or for continuous and/or near continuous spells of an hour or more.

* In circumstances where it is unclear if an employee can be classed as a DSE User the QHSE Manager will assess the employee’s role and make a decision on the eligibility of being classed as a user.
To ensure the suitability of each DSE workstation within the business, DSE Users are required to complete the
Top Notch Group DSE assessment form (document H&S 07) which must be returned to the QHSE Manager. This
will be subject to regular review by the QHSE Manager.
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Eye care
The Top Notch Group understands its duty under the Health and Safety (Display Screen Equipment) Regulations
to provide DSE Users with access to appropriate eye care. To fully comply with this, the company is registered
with a DSE corporate scheme offered by leading UK Opticians Specsavers.
This scheme enables the company to provide DSE Users with a voucher to cover the costs of an appropriate eye
test and basic frames and lenses if deemed by the Optician a requirement solely for DSE use.
Each DSE user is entitled to 1 voucher every 2 years (unless the company is advised by the assessing Optician
that a user requires a yearly eye test). To request a voucher, a user must complete the Eye Care Request Form
and return it to the QHSE Manager. Upon approval, the user will be issued with a voucher which can be redeemed at any Specsavers branch in the UK. Each voucher can only be redeemed by the person to whom it is
issued and must not be sold or freely given to any other person within or away from the Top Notch Group. Any
person found abusing this policy will be subject to the appropriate disciplinary procedure.

Key relevant legislation – The Health and Safety (Display Screen) Regulation 1992

Ladders, Hop Ups and Working Platforms
The use of ladders and applicable equipment is only permitted for short term works where other access methods
are not practicable for use. They must only be used when they can be deemed fit for purpose of the task being
carried out.
Only Class 1 (Industrial) and Class EN131 (Professional) ladders are permitted on any of our sites. Class 3 (Domestic) ladders are not permitted for any workplace activity undertaken.
All of our employees are required to have completed appropriate ladder and work at height training before
being permitted to use Ladders and other applicable equipment. Employees are instructed that they must follow
the safe systems of work for ladder use at all times.
A register of all ladders and applicable equipment is kept at each location. In line with requirements, all registered equipment is inspected on a minimum of a 3 monthly basis. Where a defect is identified, the equipment
is removed from use immediately and repaired/replaced.
Key relevant legislation – Work at Height Regulations 2005
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Abrasive Wheels
Only competent and authorised persons who have completed appropriate training and hold a valid certificate
are permitted to:


Use abrasive wheels



Change an abrasive wheel

Tasks involving the use of abrasive wheels are risk assessed and identified control measures are implemented
before the task is started.
Guarding must always be in place and under no circumstances be bypassed. If a defect is identified in the machine or guard then the employees are instructed to not operate the machine and notify the Relevant Manager/s
immediately.
Additional safety devices are always used when identified by risk assessment or manufacturer guidance, for
example dust suppression kits.

Key relevant legislation – Provision and Use Of Work Equipment Regulations (PUWER) 1998
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Section 4 – Working Activities
Control of Substances Hazardous to Health
Due to operating within the construction industry, the Top Notch Group understands and strives to comply with
the Control of Substances Hazardous to Health Regulations (COSHH) to prevent harm from chemicals and
hazardous substances as far as reasonably practicable. This includes substances that are:


Directly used in our work activities



Generated from our work activities



Externally brought into work activities (e.g. through refuse collection)



Occur naturally and/or classed as biological agents

Foreseeable hazardous substances have been identified, assessed by the QHSE Manager and documented within
our COSHH inventory. Where required, additional controls will be implemented as far as reasonably practicable,
for example ventilation systems. A complete copy of the COSHH Inventory is readily available at each location.
All persons are expected to follow all requirements within the assessment for the substance they are using,
including the safe use of any safety controls and correct use of PPE and RPE.
All suppliers of materials are required to provide all relevant health and safety information, such as safety data
sheets (SDS), relating to their products to form the basis of the COSHH assessment. This information is to be
requested for each product before procurement stage, so that consideration can be made for the use, handling
and storage of that substance. All COSHH assessments are issued to relevant employees and reviewed on an
annual basis as a minimum by the QHSE Manager.
All relevant employees, such as those who are at risk of exposure, are trained in the correct use, handling and
storage of hazardous substances. First aid personnel are additionally given information about the recommended
first aid treatments for each substance used or created in our work activities.
Where hazardous waste is stored on site it will be stored as per the requirements of any applicable regulation
and HSE guidance. All drums and containers holding hazardous substances (such as hydraulic oil) will be stored
on suitable bunds to prevent escape of substances. Where a foreseeable spill is possible, drip trays will be used
(where practicable) and spill kits will be present.
All hazardous substances will be suitably labelled where possible and substances are not to be decanted into
any unlabelled container where the substance cannot be easily identified.
All substance spills are reported to the QHSE Manager who record the details and investigate where required.
Key relevant legislation – Control of Substances Hazardous to Health (COSHH) Regulations 2002
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Control of Contractors and 3rd Parties Operation on Top Notch Group sites
Contractors
All Contractors are required to go through the Top Notch Group Contractor Vetting Procedure before conducting
any work. Contractors will be required to demonstrate that they have adequate insurance cover and that they
are complying with health and safety law. This may include providing evidence of risk assessment records,
records of test for electrical equipment, training matrix’s etc.
Only once authorised by the QHSE Manager will the Contractors be permitted to work on any of our sites and
as a requirement must provide a copy of all requested health and safety documentation when requested (within
reason).
A register will be maintained of approved suppliers, vendors and contractors that have been vetted and have
agreed to adhere to the minimum performance standards.
Contractors are required to attend a site induction before working on our sites and they will be monitored by
Management when working and any who fail to adhere to the required minimum performance standards of the
Top Notch Group may be removed from the register of approved suppliers. All persons must undertake an
induction at every site they work on at least once.
All contractors will be informed of the significant hazards that may be encountered, and in return are required
to inform the QHSE Manager of any risks associated with their activities so it can be suitably communicated.
3rd Parties
All 3rd parties who operate on any of our sites are required to follow all site rules. Mainly they must:


Attend induction on their first visit to any of our sites



Wear the required PPE –High Visibility Vest and Safety Footwear etc .



Follow all traffic and pedestrian routes correctly



Follow all traffic controls at all times



Take consideration of the safety of themselves and others



Act in a professional and considerate manner to all Top Notch Group employees.



Adhere to any reasonable instruction given by Top Notch Group Management

Safety contravention cards
The Top Notch Group operates a safety contravention card system for 3rd Parties and Contractors
(Contractors/Sub-Contractors/Drivers etc.). The card system hierarchy is as follows:


White Card – Formal warning.



Yellow Card – Final warning.



Red Card – Dismissal from site and approved supplier review

In severe cases of a safety contravention, the hierarchy may be ignored and a Yellow or Red card may be issued
without a white card being previously issued. For example – An Operative seen smoking in an item of Plant will
be immediately issued with a Red card. All issued cards will remain on file for 3 months by the QHSE Manager.
Key relevant legislation – Construction, Design and Management Regulations 2015
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Asbestos – Zeras Industries Asbestos Division
All persons who operate from Zeras Industries Asbestos Division will be competent to undertake all asbestos
works and will operate within all required regulations alongside our approved HSE Licence which has been included as an appendix to this policy. This will include the Surveyors, Managers, Supervisors and Operatives.
Zeras Industries Asbestos Division are committed to working in line with our HSE Asbestos Licence as well as
the requirements stated in HSE document “HSG 247 Asbestos: The licensed contractors’ guide”. This will include (but is not limited to):







Adequate assessment of risks to both employees and others who may be affected by the activities
Suitable communication to all levels of the workforce and interested parties
Adequate provision of supervision for works
Competent operatives to perform the tasks
Suitable equipment which have been inspected as required (e.g. DOP Tested)
Adequate PPE, RPE and public protection devices

Our Directors and QHSE Manager hold and will maintain the ACAD Manager qualification to ensure that
knowledge is spread over all key points of the division.
Surveyors are to ensure that they work to the HSE document “HSG 264 Asbestos: The Survey Guide” at all
times.
Management and Operatives will be suitably trained and work to all safe systems of work.
Emergency procedures will be communicated to all relevant employees with instructions to follow in the event
of exposure to asbestos.
Key relevant legislation – Control of Asbestos Regulations 2012

Asbestos – Group (Excluding Zeras Industries Asbestos Division)
It is our policy to prevent the exposure of employees to asbestos as far as reasonably practicable and to not
actively work on asbestos containing materials (ACM).
All employees who may come into contact with asbestos have been trained to identify ACMs and are instructed to stop work immediately and report to their Line Manager if they suspect or have identified the presence of asbestos.
Emergency procedures will be communicated to all relevant employees with instructions to follow in the event
of exposure to asbestos.
Key relevant legislation – Control of Asbestos Regulations 2012

Lifting Operations and Activities
It is our policy that all lifting operations shall be carried out in accordance with the Lifting Operations and Lifting
Equipment Regulations (LOLER), the Approved Code of Practice and its Guidance. All lifting operations will be
assessed, controlled and correctly planned to reduce the risk of injury as far as reasonably practicable.
All lifting equipment owned or controlled by the Top Notch Group is subject to statutory inspections and thorough examinations as required by LOLER, inspection prior to use and also inspection in line with manufacturer’s
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instructions. Copies of LOLER certificates/reports are stored and readily available for examination on request.
Testing is arranged and controlled by the Relevant Manager/s.
Only lifting equipment that is fit for purpose, safe and displaying the correct information, e.g. safe working loads
is used, and only appointed and trained employees are permitted to operate the lifting equipment or plant, and
supervision must be in place where identified.
Key relevant legislation – Lifting Operations and Lifting Equipment Regulations (LOLER) 1998

Driving at Work
In order to comply with our legal duties, the following are the procedures for any persons driving for work
purposes. These are to be followed by employees and at all times.



All persons who drive for work purposes are to provide the Office Manager on an annual basis with a
copy of their driving license, a valid MOT certificate (if the car is over 3 years old) and insurance documentation (if they are driving their own vehicle)



Any driver must report if they have received any penalty points or other driving related conviction/enforcement action



Where a company vehicle is provided, employees must always complete the required checks and report any suspected vehicle defects to the Stores Manager. In the event that a defect is suspected, the
Driver should never take a risk and attempt to drive a vehicle.



If an employee uses their own vehicle, they will be required to maintain it in a roadworthy condition



Before embarking on a long journey, employees should always carry out basic checks, e.g. to check
oil, water levels and tyre pressure



Staff should follow any advice given on route planning. They should also ensure that sufficient breaks
are built-in to prevent fatigue and allow for any bad weather or traffic congestion etc.



Hand-held mobile phones should never be used whilst driving and calls should be made only when it
is safe to do so.



Drivers are to always follow the highways code and any site rules applicable



Before driving, staff should familiarise themselves with the break down procedure

Employees are responsible for ensuring that they are physically fit to drive, should this change they are
instructed to inform their Line Manager as soon as possible. Drivers are also to report if they are prescribed
drugs which may affect their ability to drive safely. In the event that medication is necessary, employees
should check with their GP or pharmacist before driving, even short distances. As research suggests that a
journey time of more than four hours could carry a risk of Deep Vein Thrombosis (DVT), those who drive
regularly for long distances should advise us of any family history of DVT or if they have ever experienced
problems with blood clotting. Where this is the case, we will refer them to their GP in order to ensure that
they are able to drive safely and without risk to their Health & Safety
All employees are made aware of the Vehicle Policy for the company.
Key relevant legislation – HSAWA1974, Road Traffic Act 1988
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Use of Mobile Phones
The use of mobile phones is only permitted in the event that it is necessary and safe to do so.
Only the Site Management Teams are permitted to use mobile phones on our sites, and only when it is safe for
them to do so.
Employees are not permitted to use a mobile phone at any point whilst driving.
Key relevant legislation – Road Vehicles (Construction and Use) (Amendment) (No.4) Regulations 2003

Control of Visitors
Any special arrangements required by visitors are ascertained, where practicable, before arrival. This may include bringing vehicles or other machinery or substances onto site, or personal needs such as coping with disability or language barriers.
All visitors must make themselves known to the Reception or Office of the Top Notch Group site they are visiting,
sign in to the visitors’ book and completed the required induction.
Visitors are provided with relevant information relating to our safety and emergency procedures upon arrival
and are accompanied at all times at each location.
The person(s) from Top Notch Group who the visitors are meeting take responsibility of the visitors in their care
whilst they are on our premises.
Visitors are required to follow all site rules. Mainly they must:


Attend induction on their first visit to any site



Wear the required PPE at all times



Follow all traffic and pedestrian routes correctly



Follow all traffic controls at all times



Take consideration of the safety of themselves and others



Act in a professional and considerate manner to all Top Notch Group employees.



Adhere to any reasonable instruction given by Top Notch Group Management

Key relevant legislation – HSAWA1974

Protection of Others Not in Employment
The Top Notch Group strive to protect not only our own employees from harm, but also those who may be
affected by our work activities. Our work activities are risk assessed and take account of the controls required
to protect persons who are not in our employment.
Where any complaint is made where the safety of our work activities is brought into question it will be suitably
investigated by the QHSE Manager alongside the relevant Management Team for the project/site in query.
Where improvements or additional controls are identified, they will be implemented in a reasonably practicable
timescale.
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Key relevant legislation – HSAWA1974

Personal Protective Equipment and Uniform
Where personal protective equipment (PPE) is identified as a requirement by our risk assessments,
manufacturer’s instruction or legislation it will be provided to Top Notch Group direct employees without
charge.
PPE, although a valid control measure, is only used as a last resort, after all other reasonable control measures
have been implemented and a residual risk remains.
A PPE register is kept by the Warehouse Manager to identify what PPE has been issued to employees and its
issue date. Our employees have the responsibility to maintain and store their PPE correctly, and inform their
Line Manager if they lose their PPE or it is damaged.
All RPE/PPE provided by Zeras Industries Asbestos Division must be looked after by all employees and stored
away at the end of each day in the storage provided.
Please note that any employee found to be misusing RPE/PPE will face disciplinary action.
Where uniform is issued, employees are expected to wear it on each shift. Persons are not permitted to wear
shorts on Top Notch Group sites.
Key relevant legislation – Personal Protective Equipment Regulations 2002

Lone Working
Where practicable, lone working is avoided. In situations where it is not practical to avoid, the QHSE Manager
identifies all employees who undertake lone working activities. All lone working activities are risk assessed,
taking into account the:


Task the employee will be undertaking



Environment the employee will be working in



The health of the employee who will be lone working

Identified control measures are implemented prior to lone working activities, and monitored to ensure they
remain effective. Foreseeable lone working activities relevant to our business include:


Visits to clients premises



Reactive maintenance works



Occasional office work outside of the typical 8am to 5pm working day

All lone workers will be provided with a means of communication and instructed on its use.
All employees are suitably trained prior to lone working activities and are instructed in the correct procedures
to follow in the event of an emergency or potentially violent situation.
Key relevant legislation – HSAWA1974
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Welfare
As per the Workplace (Health, Safety and Welfare) regulations, as a minimum the Top Notch Group has the
following provisions available at each site:


Canteen area with suitable provision to rest, prepare food (including means of boiling water) and with
access to clean drinking water.



Suitable toilet facilities.



Suitable washing facilities, with hot running water and soap systems.



Hand sanitizers located in appropriate areas.



Suitable and sufficient facilities to change clothing and for the drying of clothing.



Adequate lighting



Adequate working area and provision for work activities

Welfare requirements are assessed by the relevant management with the support of the QHSE Manager before
any works begin.
The Top Notch Group advises all persons on site to ensure they follow and maintain good hygiene standards
Key relevant legislation – The Workplace (Health, Safety and Welfare) Regulations 1992

Working at Height
Work at height is avoided wherever practicable across the business, however on some occasions this may not a
reasonable option and work at height may be required.
Our hierarchy for work at height is:


Existing structure (safe platforms and places)



Temporary platforms



Scaffolding



MEWP’s



Mobile or static access towers



Podiums



Ladders and stepladders

Where work at height is required, it will be assessed with the support of all relevant persons, to determine the
correct control measures which need to be implemented to lower the risks as far as practicable.
Only trained and competent employees are permitted to work at height, and can only do so when:


The task, including the working environment and conditions, has been correctly planned, organised
and assessed
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The required control measures have been implemented and have been deemed suitable by a competent person



The employees completing the task have valid training and documentation for the equipment they
are expected to use



All work at height equipment has been suitably inspected and has been deemed fit for purpose



All relevant permit to work systems have been completed and issued



The correct level of supervision is available, where required



Consideration has been given to the weather conditions and to how they can potentially change during the duration of the task



Adequate fall prevention measures are all in place and suitably checked.

Key relevant legislation – The Work at Height Regulations 2005
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Section 5 – Control of Premises
Access, Egress and Walkways
All access and egress routes at each Top Notch Group location are:


In a safe and well maintained condition to prevent harm



Kept free of obstruction and subject to good housekeeping rules



Have suitable handrails, floor covering, markings and lighting as required



Segregated where appropriate to separate people and vehicles/plant



Clearly identified with any restrictions (such as a “do not enter” sign for restricted areas) or other relevant information



Continually monitored to ensure the above points are adhered to

Key relevant legislation – HSAWA1974, The Workplace (Health, Safety and Welfare) Regulations 1992

Legionella
The QHSE Manager enlists the help of a competent external specialist to assess the risk of Legionella at each
location and implements the necessary control measures required to reduce risk.
We work to the management plan created by the competent person and ensure that all relevant documentation
is maintained and updated.
Key relevant legislation – HSAWA1974, Management of Health and Safety at Work Regulations 1999

Fire Safety
It is our policy to take all necessary measures to prevent an outbreak of a fire, and to ensure the safety of all
those on our premises if a fire should occur it is imperative that our fire controls be sufficient and suitable.
To ensure we are taking all steps required and comply with applicable fire safety legislation, the QHSE Manager
will undertake and maintain a fire risk assessment at each location which identifies the fire hazards and the
controls required to ensure that the risk of harm is eliminated or reduced as far as reasonably practicable.
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The following are fire precautions we adhere to at each of our locations:


All persons are suitably trained/instructed in the fire procedures at each of our locations



Nominated persons who have been deemed suitable are chosen to undertake fire marshal training and
duties for the premises which is communicated



There are sufficient number of Fire Marshals at each location, taking into account cover for holidays
and sickness



An up to date register of employees is kept and used during fire drills to help identify if any employees
are at risk of harm



Visitors are required to sign in and out of the premises and are given relevant information relating to
our fire procedures



Fire marshals monitor fire routes and exits to ensure they are clearly marked, free from obstruction and
not locked at any time during working hours



Routine daily fire checks are conducted at each of our locations



Waste is kept to suitable levels



All fire alarm systems are tested weekly by choosing a different call point to activate each time (where
applicable) and documents kept of the results, ensuring all call points are checked in a single rotation



All fire alarm systems are maintained in a safe and suitable condition in line with manufacturer’s instructions



Where fire alarms are not suitable, klaxons are provided to raise alarm



All fire fighting equipment is subject to regular inspection by a competent contractor



Fire fighting equipment must not be obstructed and is monitored by Fire Marshals and/or Supervisors
to ensure they are in the correct position and undamaged



Damaged or missing fire fighting equipment is repaired/replaced immediately



Damaged fire detection units are repaired/replaced immediately



All emergency lighting is subject to a monthly and annual testing with all results documented and required actions undertaken



Rechargeable torches are provided in areas identified in the fire risk assessment and are regularly
checked by the nominated competent persons



A fire drill and evacuation is undertaken at least annually and the results documented



Smoking is restricted to designated areas only



The assembly point is in a safe point away from the immediate vicinity of the premises, identified with
the correct signage and its location communicated to all employees



A secondary assembly is prepared should the first assembly point not be suitable



Sources of ignition are located away from combustible materials, flammable liquids or vapours as far
as is reasonably practicable

All relevant checks, drills and inspections are recorded in our Fire Safety Pack at each location.
Key relevant legislation – The Regulatory Reform (Fire Safety) Order 2005
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Emergency Plans
In case of fire, explosion, bomb threats or other emergency situations we ensure all employees and visitors to
our premises are informed of our evacuation procedure and the designated assembly point.
Workplace activities that pose significant risks are risk assessed and any emergency plans required are created
and documented specifically for those activities.
Key relevant legislation – HASWA1974, The Regulatory Reform (Fire Safety) Order 2005

Signage
Where identified by risk assessment or legislation we will ensure that all required signage is:


Fit for purpose



Placed in suitable areas and not obstructed



Easily legible, including both pictogram and text



Made of a suitable material and complies with the appropriate standards

Signage is assessed and ordered via the QHSE Manager with support from relevant employees.
As part of our inductions, all persons are given examples as to the type of signage located around our sites
(prohibition, mandatory, warning etc.).
Key relevant legislation – Health and Safety (Signs and Signals) Regulations 1996

Traffic and Pedestrian Management

Pedestrians and vehicles are segregated on our sites as far as reasonably practicable to avoid risk of harm to
persons and damage to property and vehicles.
The QHSE Manager, alongside relevant employees determines suitable segregated routes and methods that are
appropriate for each site and the activities undertaken. Where segregation cannot practicably be implemented,
control measures are identified and implemented to reduce the risks as far as practicable
These controls and segregated routes will be regularly monitored by the QHSE Manager, as well as the sites
Management Team, to ensure the effectiveness and suitability.
The traffic and pedestrian plan that has been prepared by the QHSE Manager is readily available at each location
and will be clearly displayed. In addition, the plan will form part of the induction process.
Key relevant legislation – Health and Safety (Signs and Signals) Regulations 199
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Housekeeping and Maintenance
To reduce the risk of injury at any of our sites, the following rules are in place:


A high standard of housekeeping must be maintained at each location and is monitored continually by
the sites Management Team.



Employees are instructed to keep a high standard of housekeeping during their work activities



All cleaning arrangements in place are to be followed



An effective maintenance schedule is in place and any maintenance/repairs are carried out safely by
competent persons



Records of cleaning and maintenance activities are kept where deemed necessary by the QHSE Manager

All employees and are encouraged to raise all housekeeping and maintenance issues to the sites Management
Team.
Key relevant legislation – HASWA1974

Fixed Electrical Installation
The fixed electrical installation at our Head Office location is subject to effective monitoring as well as periodic
inspection and testing by a competent Electrical Engineer to ensure it is in a safe and suitable condition in line
with the Electricity at Work Regulations.
Any works, including installation, general maintenance and repair, are only conducted by competent and
qualified electricians. Written records of works undertaken and monitoring are kept and provided, where
required.
Fixed cabling is subject to a visual inspection on an annual basis.
Key relevant legislation – Electricity at Work Regulations 1989
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Section 6 – Employee Safety
Competence and Training
It is our policy that all persons have undertaken appropriate training to ensure the safety of themselves and
others whilst at work, in line with the Health and Safety at Work Act 1974 and all relevant supporting documents.
Induction training is given to all employees as a basic grounding, and from this additional training is provided
taking into account each employees position, work activities, working environment and requirements under law.
All training will be given by competent persons, whether internal or external. Training records are kept for each
employee and are held by the Administration Manager. Training records are continually updated and reviewed
to ensure existing training is appropriate and if any further training is required.
Training records will be reviewed:


On a regular basis



When there is a change to work activities



When new plant/equipment/technology is introduced or existing plant/equipment/technology is
changed



When a safe system of work is changed, or a new one introduced



Following an accident or incident

Key relevant legislation – HASWA1974

Alcohol and Substance Misuse

The Top Notch Group prohibits the possession of, or being under the influence of alcohol or illegal substances
whilst on any of our premises. This policy applies to employees, and non-employees, such as visitors and
Contractors.
Employees are additionally prohibited from being in possession of, or being under the influence of alcohol or
illegal substances when working away from our premises, including when driving for business purposes.
Employees found to be under the influence of alcohol or illegal substances will be subject to disciplinary
procedures for actions deemed as gross misconduct. Non-employees will be asked to leave the premises
immediately and relevant persons notified.
Where an employee has been issued with medicine by a medical professional which may affect their ability to
work safely, they must inform their Line Manager immediately.
We will support and help employees who may have a dependency on alcohol or substances under the condition
that the employee discloses the problem first. All matters relating to this will be discussed in confidence.
All of our employees are encouraged to report to their Line Manager if they notice obvious signs of alcohol or
substance abuse in any person on our sites.
Key relevant legislation – HASWA1974
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Violence at Work

The Top Notch Group assess the risks of violent incidents and determines the appropriate preventive measures
which we must introduce. All measures are subject to monitor and review by the QHSE Manager in order to
gauge their effectiveness.
Due to our activities and areas of operation, employees can be deemed to be at significant risk of violence (both
verbal and physical) from members of the public. As a control, employees are to retreat back to the Cab of their
vehicle and report the incident to the Police and Head Office immediately. The QHSE Manager monitors the
number of incidents reported which will be reviewed with the relevant Management Team for the site/project
in query.
All employees are informed that they must report all incidents of a potentially violent nature to their Line Manager in order that the scale of the problem can be determined and the employees at risk identified.
Employees who have been subject to violent assault will, upon request, be provided with independent and confidential counselling. Employees will be trained in techniques for dealing with potentially violent situations if
identified as being particularly at risk. All violent incidents are recorded in line with the HSE guidelines.
Key relevant legislation – HASWA1974

New and Expectant Mothers

The Top Notch Group employees must inform their Line Manager in writing when they know that they have
become pregnant. Following written confirmation, the QHSE Manager will undertake a New and Expectant
Mothers risk assessment to identify risks posed to mother and child resulting from their work activities.
Risks will be controlled as far as reasonably practicable and the employee informed of the controls and any
residual risk that remains. The assessment will be reviewed multiple times throughout the pregnancy (at least
once per trimester) and following the return to work after maternity leave to ensure the effectiveness of controls
and to identify if further actions are required.
We encourage all new and expectant mothers to inform their Line Manager immediately of any problems or
concerns resulting from their work and our work activities.
Key relevant legislation – HASWA1974
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Young Persons

The Top Notch Group are a firm believer in the development of young persons into the industry sector and
actively supports the employment of apprentices who may be under the age of 18.
In the circumstance where a person between the ages of 16 and 18 is employed (e.g. through apprenticeship)
the QHSE Manager will conduct a young persons risk assessment to determine the controls required to keep the
young person safe as far as reasonably practicable.
Where residual risk remains that cannot be eliminated and has been controlled so far as is reasonably practicable
we will communicate this to the young person’s parents/guardian and written consent obtained.
Young persons are not permitted to operate/drive vehicles or plant equipment or work at height where they
may be exposed to a risk of a fall under any circumstance.
Contractors and suppliers must notify the Top Notch Group before young persons under their control are permitted to work on our site.

Key relevant legislation – HASWA1974
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Section 7 – Monitoring, Audit and Review
Visit by Enforcement Agency

Due to the construction and asbestos industry being highly monitored and controlled by outside agencies, the
Top Notch Group is potentially subject to multiple enforcement agency visits per year. Typical enforcing agencies
which could monitor our activities include (however is not limited to):


The Health and Safety Executive (HSE)



The Environment Agency (EA)



Local Authorities (LA)



Fire service

The Top Notch Group endeavours to support all enforcement agencies during any time spent on our sites and
all employees are required to co-operate fully with enforcing agency representatives.
If enforcement action is taken such as a Prohibition Notice or Improvement Notice issued, then the
Manager/Supervisor to whom it is issued must comply with any immediate requirements and notify the Health
and Safety Manager at the earliest possible opportunity.
Where advance warning of a visit is given then the QHSE Manager will be on site for the duration of the visit.
If as part of an investigation by the enforcing authorities, any of our employees is required to make a statement
or interview under caution, then, where deemed required, an appointed solicitor and translator will be present.
Additionally the solicitor will be present if any employee is required to make a statement or interview under
caution and the Police and Criminal Evidence Act (PACE) as part of an investigation.
Key relevant legislation – Health and Safety (Fees) Regulations 2012, The Health and Safety (Enforcing Authority)
Regulations 1998

Auditing
Our Health and Safety Policy and Management Systems are audited and reviewed every 12 months by our
QHSE Manager. The auditing procedure encompasses all elements of the Management System as part of a
continuous drive to improve standards.
We also undertake periodic inspections and audits of our operations, procedures and locations with formal
audit and inspection documentation completed by the QHSE Manager on a monthly basis which is
communicated to the relevant Management and the Managing Director.
A written audit and inspection will be prepared by the QHSE Manager which will include:


The scope of the audit/inspection



Findings and conclusions



Recommendation and remedial actions

All audits/inspections will be monitored by the QHSE Manager to ensure that any remedial actions are
undertaken within the prescribed timescales.
Key relevant legislation –HSAWA1974, Management of Health and Safety at Work Regulations 1999
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Monitoring and Review
As per our legal requirements, we have integrated active and reactive monitoring techniques. Monitoring is
aimed primarily at the prevention of accidents, ill-health and other forms of incident which present a potential
loss to both employees and to our organisation.
Our monitoring techniques include, but are not limited to:


Active monitoring – general site visits, safety inspections and safety audits



Reactive monitoring - accident and incident investigations, investigations into trends in accident and
incident figures and investigations into trends in first-aid treatments

To continue working towards our target of Zero Harm in Health and Safety performance we regularly evaluate
our performance in order to maximise learning and take appropriate action to ensure continuous improvement.
Health and Safety is integrated into all formal Management Review Meetings, held on a monthly basis. An
agenda is set and minutes of the meeting are taken to record findings and actions.
The agenda of each meeting includes the following items: 

Health & Safety Performance (accidents, incidents, enforcement action etc…)



Significant Issues raised from formal monitoring and auditing.



Performance in respect to KPI’s

A Safety management review meeting will be held at least annually. The Managing Director chairs the meeting
and all Senior Management should be represented. The purpose of these meetings is to:


Review overall Health and Safety performance against objectives



Establish and agree new objectives for improvement



To monitor implementation & effectiveness of the system

An agenda and supporting information is prepared prior to the meeting. Formal minutes of the meeting will be
recorded.
All safety related documentation (including any procedures) is reviewed under the following circumstances:


In light of any new information in relation to the documentation



Following any accident or incident which relates to the documentation



Periodic annual review

Key relevant legislation –HSAWA1974, Management of Health and Safety at Work Regulations 1999
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Appendix A – Relevant Locations to this policy

Top Notch Contractors Head office
Top Notch Contractors Ltd,
Address and contact
details

Brunel Way, Duranhill, Harraby, Carlisle, Cumbria, CA1 3NQ
Tel: 01228 524 117
Fax: 01228 593 424

Zeras Industries Head office
Zeras Industries,
Address and contact
details

Brunel Way, Duranhill, Harraby, Carlisle, Cumbria, CA1 3NQ
Tel: 01228 590 740
Fax: 01228 599 971

Top Notch Contractors Haydock Branch
Top Notch Contractors Ltd,
Address and contact
details

326 Haydock Lane, Haydock Industrial Estate, St Helens, WA11 9UY
Tel: 01942 724 076

Zeras Industries Haydock Branch
Zeras Industries,
Address and contact
details

324 Haydock Lane, Haydock Industrial Estate, St Helens, WA11 9UY
Tel: 01942 402 550
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Appendix B – HSE Asbestos Licence
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