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HEALTH AND SAFETY POLICY 
 

HSP 001 ISS 2 

 
 

Video South Ltd will operate its business in a manner which actively seeks to prevent 

or minimise the possibility of its processes causing harm to people. 

 

As the Managing Director, I am responsible for the overall implementation of the 

Company Health and Safety Policy through the provision of adequate resource, 

organisation, planning, monitoring, auditing and review our health and safety 

performance. 

 

All members of staff will accept degrees of responsibility in order to minimise the 

risk of injury. 

 

As a minimum, we will comply with all applicable health and safety legislation. We 

will strive to identify hazards and where these cannot be eliminated, assess and 

adequately control risks in order to prevent accidents and incidents. 

 

 

This policy will be reviewed annually to ensure it remains effective 

 

 

 

 

 
 

 

 

……………………………………………………………………. 

 

Alistair Holdoway  

 
 

Managing Director 

 
January 2016 

 

Valid for 3 years – Next review January 2019 
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ORGANISATION AND RESPONSIBILITIES 
 
  

Alistair Holdoway has overall responsibility for health and safety matters within the company. 

Sue Wilkes is the nominated Health and Safety representative for day to day matters. 

David Hickey (Quality Management Services) is our external Health and Safety/Environmental 

and Quality Assurance consultant. 

 

 

MANAGING DIRECTOR  & SAFETY REPRESENTATIVE 
REPOSNSIBILITIES 
 

• To become fully aware of our internal policies/procedures and ensure they are 

implemented effectively. 

• Ensure risk assessments and safe working practices are put in place. 

• Ensure that adequate Health and Safety resources are provided at all times. 

• Ensure all machinery and equipment is satisfactorily maintained and safe to use. 

• Ensure that corrective action is taken regarding unsafe situations. 

• Attend safety meetings when required both at Clients premises and in house. 

• Ensure that all staff are appropriately trained. 
• Conduct scheduled safety inspections/audits. 
 

 

STAFF RESPONSIBILITIES 
 

• Fully familiarise yourself with the Company’s internal policies and procedures. 

• Assist in the development of risk assessments and safe working practices. 

• Ensure all machinery and equipment is satisfactorily maintained and safe to use. 

• Ensure corrective action is taken regarding unsafe situations. 

• Ensure all safety issues in your area of responsibility are promptly reported and rectified. 

• Maintain good housekeeping standards. 

• Participate in safety inspections/audits. 
• Take reasonable care for the health and safety of yourself and other persons. 

• Co-operate with your employer to comply with the requirements of health and safety. 

• Do not interfere with or misuse anything provided in the interests of health and safety. 

• Observe and comply with safety rules at all times. 

• Wear correct or suitable safety equipment and use relevant safety devices. 

• Do not to undertake tasks where you have not received formal training. 
•  

 

PROCEDURES AND BESPOKE POLICIES 
 

We have produced several specific Health and Safety and Business related policies for high 

risk topics such as Asbestos and COSHH. They are referenced in this policy are all available 

from the Safety representative for review at all times. (They can be accessed via the 

Company Intranet via the ISO9001 Management access screen.) These are supplemented 

where necessary by Health and safety procedures where the absence of such procedures 

may cause a problem. 
 

These procedures are not a replacement for any risk assessment, method statement or any 

other specific risk that may be identified when undertaking activities for Video South but are 

provided for guidance. 
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To summarise our shared responsibilities and arrangements, the following applies: 

 

 
ACCIDENTS 
 

Accident/near miss reporting 
 

Who is responsible for these requirements? 

The Managing Director must ensure that all accidents and near misses are reported and 

investigated by a competent person. This extends to ensuring that suitable control measures 

are implemented as a result of the findings of any investigation. 

 

A near miss is by definition an accident that almost occurred. It indicates that a problem 

exists, and unless some positive action is implemented to correct that problem then it may 

escalate into something more serious. 
 
 

Minor accident 

This is an accident that results in a minor injury which may or may not require first aid 

treatment. It is not an accident which results in personnel being absent from work for any 

period of time (except when first aid is being administered).  

If a minor accident happens ensure the injured party receives the appropriate treatment. All 

minor accidents must be formally recorded in the accident book.  
 

 

Lost time accidents/incidents: 7 days or less 

 

A lost time accident is where a person has an accident at work which results in him/her being 

absent for one or more days. This does not include the day of the accident. If it occurs, firstly, 

deal with the injured person in an appropriate manner, this may involve an appointed First 

Aider or medical professionals. Secondly, ensure the incident is recorded in the accident book 

and the Managing Director/Safety Representative has been contacted so he is aware of the 

incident. Thirdly, a detailed investigation should be undertaken by a competent person to 

identify the underlying cause and to recommend further action to avoid a recurrence 
 
 
 

Lost time accidents/incidents: 7 days or more 

If the injured party has seven or more days off work as a result of a work related injury then 

the HSE must be informed. In this instance weekends count.  

 

 

Major injury accident 

This is where a person suffers a serious injury whilst at work which results in one of the 

following: 

• Any fracture other than fingers, thumbs or toes; 

• Any amputation; 

• Dislocation of the shoulder, hip, knee or spine; 

• Loss of sight (whether temporary or permanent); 

• A chemical or hot metal burn to the eye or any penetrating injury to the eye; 

• Any injury resulting from an electric shock or electric burn leading to unconsciousness or 

requiring resuscitation or admittance to hospital for more than 24 hours; 

• Any other injury leading to hypothermia, heat induced illness or unconsciousness; 

• Loss of consciousness caused by asphyxia or exposure to a harmful substance or biological 

agent. 
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The following action should be taken if one occurs: 

• Notify the Managing Director and Safety representative immediately. 

• If the injury is serious, notify the Health and Safety Executive immediately by on-line; 

• The Managing Director/Safety Representative should record any witness statements as 

soon as possible and get them signed and dated; 

• The Managing Director/Safety Representative should gather as much information about the 

accident and the injured person as possible, then place the information in a file in a logical 

order ready for the investigation; 

• Complete an accident book entry. 
 
 

Fatal accidents 

The following action should be taken: 

• Notify all relevant personnel immediately; 

• Notify the Health and Safety Executive immediately on-line; 

• Ensure the scene of the incident is completely isolated; 

• The Managing Director should record any witness statements as soon as possible and get 

them signed and dated; 

• The Managing Director should gather as much information about the accident and the 

injured person as possible, then place the information in a file in a logical order ready for 

the investigation; 

• Support the emergency services and the HSE with any questions or queries they have 

about the incident; 

• Complete an accident book entry. 

 

Accident book entry 

All accidents must be recorded in the accident book. The accident book needs to be accessible 

to all employees. The person who has suffered the injury must not complete an accident book 

entry without bringing it to the attention of the Safety Representative.  

The following accidents must be entered into the accident book: 

• All accidents occurring on our site; 

• An act of non-consensual violence; 

• Motor accidents causing staff injury whilst on company business; 

• Accidents involving staff whilst on business but not on your site. 
 
 

 

Investigation 

Only trained and competent personnel can undertake an accident investigation. It is imperative 

that all personnel assist and support the investigation and its subsequent findings 

 

Refer to separate First aid policy (HSP 002) 

Refer to separate accident reporting policy (HSP 005) 

 

 

RISK ASSESSMENT 
 

Risk assessments and safe systems of work 

Risk assessments enable us to identify the significant hazards and the control measures 

required to prevent accidents and ill health arising in the workplace. The Management of 

Health and Safety at Work Regulations 1999 place a duty on employers to undertake risk 

assessments. 
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A specific risk assessment is required for any task to be performed or for any equipment to be 

used. Previously completed risk assessments must be reviewed to ensure they are still valid 

before they are used. 

 

Suitable and sufficient risk assessments are carried out at all Customer sites and at Head office 

by trained and competent staff 

The Managing Director must review and repeat the above whenever there is a significant 

change to either the working method, equipment used or competence of the persons doing the 

job, or any other factor that may materially affect the existing assessment. 

 

 

Safe System of Work/Method statement 

A safe system of work is a step-by-step method of carrying out a task that considers the 

hazards and risks involved and clearly states the control measures required. The site-specific 

risk assessment will determine whether a safe system of work is required. 

 

The safe system of work must: 

• Clearly state the task it covers; 

• Highlight the major hazards; 

• Detail the steps to safely complete the task (including means of isolation, who can 

undertake the task, how it is supervised, emergency controls, PPE requirements etc); 

• Be provided to all employees who are to undertake the task. 

 

All relevant staff must be made aware of the requirements of the safe system of work prior to 

the task being undertaken.  

 

The risk assessment and safe system of work should be reviewed immediately the task has 

been undertaken to ensure they were successfully followed, but it is imperative that it is 

reviewed prior to the work being undertaken again. The responsible person must ensure that 

where work practices remain unchanged, all risk assessments are reviewed and, if necessary, 

revised periodically. 

 
 

TRAINING 
 

Staff Induction and training 
 

The Managing Director will ensure that: 

• All employees are given relevant information on the risks to their health and safety and 

specify what control measures are in place to protect them. 

• New employees are subjected to a health and safety induction prior to starting any 

activities in the workplace. 

• Health and safety induction records are then filed accordingly. 

• A training review is to be periodically undertaken. 

• All identified training will be carried out by competent persons. 

 

 
COSHH 

 
Control of substances hazardous to health  
 

We have to complete COSHH assessments: 

• To assess the risks to health from hazardous substances in your workplace; 

• To help prevent accidents and ill health arising from your work activities; and 
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• Legislation requires you to carry out COSHH assessments and to record any significant 

findings. 

 

Refer to separate COSHH policy. (HSP 003) 

 
 

EMERGENCY PLANNING 

 
The Managing Director will ensure that procedures are in place to cover the following 

eventualities: 

• Accidents and incidents. 

• Fire. 

• Spillages. 

 

Refer to separate policy (HSP 007) 
 
 

 

PERSONAL PROTECTIVE EQUIPMENT 

 
The company shall ensure all employees are issued with all relevant personal protective 

equipment as determined by current regulations. All employees must sign to acknowledge they 

have been issued with all relevant PPE and agree to wear it. 
 

A minimum provision on all sites will be protective footwear, safety helmets, gloves and high 

visibility waistcoats with retro reflective strips.  Eye protection must always be provided and 

worn when using abrasive wheels and cut-off discs, breaking hard materials, chisel work or 

working with liquids and powders. The use of ear defenders will be specified through a risk 

assessment.  

 

Refer to separate PPE policy (HSP 013) 
 

 

 
FIRE SAFETY 
 

Fire and Evacuation 

It is the responsibility of each individual employee to ensure that they become familiar, as 

soon as possible with the: 
 

• Location of all fire exits in the vicinity of their place of work and where these exits lead to; 

• Location and types of fire fighting equipment in the building; and 

• Location of the designated assembly points. 

 

On hearing the alarm being raised for a fire: 

• STOP what they are doing and ensure that anything they have been using is left in a safe 

condition; 

• Evacuate the building using the nearest fire exit, closing all windows and doors behind 

them; 

• Proceed to the designated assembly point; 

• Remain at the assembly point until authorised to return to the building. 

 

Discovering a fire: 

• If possible sound the alarm by activating the nearest break-glass point. 

• Do what they can to control the fire without putting themselves at risk. 
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• Evacuate to the designated assembly point. 

• Inform the Senior Person present of the location of the fire and what, if anything, they have 

done. 

• The Senior Person will conduct a roll call of employees and as far as reasonably practicable 

account for employees and visitors that may have been on the premises at the time. 

 

Personnel should not attempt to re-enter the building until given the all clear by the 

fire brigade or Senior Person present. 

 

Refer to separate policy (HSP 007) 

 

 

 

HOUSEKEEPING 
 

Always keep working areas, walkways, corridors, stairs etc. clear of materials and rubbish 

likely to cause a tripping hazard. Avoid accumulations of combustible materials such as paper 

and cardboard as this will increase the risk of fire. 

 

Good housekeeping in canteen and toilet facilities is extremely important with regard to 

hygiene. Spillages likely to cause a slipping hazard should be cleaned up immediately, and if 

the area of the spillage is likely to remain a slip hazard until it dries then an appropriate sign 

warning of the danger should be displayed. 

 

 

MANUAL HANDLING 

 
There is a duty under the Manual Handling Operations Regulations 1992 to assess the risks 

involved with manual handling operations and give adequate information and instruction in the 

hazards involved and safe lifting procedures to be adopted. The company will fully comply with 

its obligations under this legislation. A separate procedure has been developed for manual 

handling that accompanies this policy statement. 

 

 

ELECTRICAL SAFETY 

 
Portable electric appliances can be classified as items that are connected to an electricity 

supply by means of a cable to a socket. These items must be visually checked for damage on a 

regular basis and subject to a Portable Appliance Test carried out by a suitably qualified 

competent person on a periodic basis. All portable electric appliances should be marked as to 

when the last inspection was conducted and an inventory record kept. 

 

Fixed wiring testing will be carried out every five years.  

 

  

NOISE AND VIBRATION 
 

The company will comply and have due regard for any noise limits and permissible hours of 

working which may be imposed by the sub-contract or any impositions by the local authority 

Environmental Health Officer under the terms of a statutory notice. 
 

Ear defenders will be used in locations where noise levels are in excess of 80dBA as measured 

at operative’s ear. 
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Work equipment that is capable of generating hand/arm vibration is to be suitably attenuated 

to ensure no operative is exposed to vibration levels in excess of permitted levels.  For 

example, hand held pneumatic breakers are to be fitted with suitable anti-vibration handles or 

other protective devices. 

 

 

WORKING AT HEIGHT 

 
All working at height will be undertaken after a risk assessment has been undertaken. No 

personnel will climb racking. A record of all ladders and step ladders must be kept. Three 

points of contact must be maintained at all times when using a ladder or a step ladder. The 

use of mobile access stations shall be by trained and competent staff only. 

 

 

 

LONE WORKING 

 
Any person working alone must be in contact with another member of staff on a regular basis. 

Emergency contact numbers must be issued to all employees.  

 

 

MAINTENANCE OF EQUIPMENT 

 
All equipment is subject to periodic inspection and maintenance. All statutory requirements will 

be adhered to (i.e. lifting equipment, electrical equipment). All employees must complete a 

visual inspection before using. Any defects must be reported immediately. 

 

Refer to separate policy (HSP 004) 

 

 

WELFARE 

 
Suitable welfare facilities will be provided for all personnel and contractors whilst carrying out 

work for Video South. It is the responsibility of all personnel to use these facilities sensibly and 

ensure they are left in a clean and tidy state. 

 

Refer to separate policy (HSP 015) 

 

 

DISPLAY SCREEN EQUIPMENT (DSE) 

 
See separate policy. (HSP 010) 

 

 

VIOLENCE IN THE WORKPLACE 

 
See separate policy (HSP 008) 
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PORTABLE ELECTRICAL TOOLS 
 

All portable electric tools are to be adequately earthed and regular maintenance and 

inspections carried out. Evidence of any test or inspection may be requested by the main 

contractor where deemed appropriate and we shall provide them within a reasonable time 

specified. An annual check by a competent person shall be conducted. 

 

Refer to separate policy (HSP 004) 
 
 

 

ALCHOHOL AND DRUGS 
 

Refer to separate published policy. (HSP 006) 
 
 

DRIVING AT WORK 
 

Refer to separate policy (HSP 016) 

 

 

ASBESTOS 

 
See separate policy (HSP 014) 
 
 

INSURANCE 

 
The company holds extensive insurance cover against any losses or claims in respect of Public 

Liability, Employers Liability and Motor. All certificates are available for viewing upon request. 
 

 

YOUNG PERSONS 

 
No employee under the age of 18 shall be permitted to operate any plant or equipment unless 

they have received suitable training and are under direct supervision. 
 
 
 
 
 


