| mportant noteto Employers

Like other employers, you are obliged to ensurefaasas reasonably practicable, the
health and safety of all your employees, traine@skers, contractors, visitors and others
who are affected by your work. There are many ifipdeealth and safety obligations.
One of your most important duties is to have andlément adequate health and safety
procedures. These include procedures to ensurefea pace of work, safe work
equipment and safe work systems. You will alsodnge provide health and safety
information, instructions, training and supervision

Your health and safety procedures must be recdrdadvritten health and safety policy,
if you have 5 or more workers. However, you arly able to adopt adequate procedures
and policy if you recognise the health and safetisr present in your workplace and
identify how they may be minimised. Therefore,dvefadopting this health and safety
policy, the law requires you to:

0] identify existing and potential hazards andsign your workplace;

(i) decide their severity;

(i)  identify who might be affected by them;

(iv)  record in writing all findings which requirg@scial measures to be taken; and

(v) decide on, and take, practical measures toirdita those risks. Health and
safety measures need to match the identified Eveltype of risk.

The findings from your risk assessment and the oreasyou decide to take ought to
form the basis for your health and safety polidye health and safety policy which you
have just bought was prepared by our specialisydasv It is designed for use by
employers who carry out an industrial businessli(g¢d industry or manufacturing) with
up to 75 workers in total. The policy is basedgemerally identified health and safety
risks associated with industrial work. It sets tgaod practice’ measures and specific
legal requirements, suitable and necessary to reditaithose risks.

It is essential that you read this policy carefulake sure that you understand what you
undertake to do and that you are, in fact, willsmgd able to do what is promised.
Occasionally an employer might find that, havingrieal out a comprehensive risk
assessment, its workplace has certain risks orréisashich are not covered by this
policy. These are likely to be unusual or unigisks, specific to the employer’s
business. If this applies in your case, you céhusie this policy. You will merely need
to adopt and write in the measures necessary tamsi the specific risk you have
identified. This can be done easily and simplWard.

Once you adopt the policy, you need to ensureyibiat workers meet their duties under
it. For example, workers must use protective emeipt where required and managers
should provide adequate supervision and trainingrevinecessary. You will also need to
actively monitor the effectiveness of the procedurainder this policy.
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STATEMENT OF INTENT

1. Tops Entertainment and Marquees (* TOBSrecognises and accepts its legal
obligations (under the Health and Safety at Work Att 1974 and all applicable
regulations made under it) to ensure, as far esasonably practicable, the health, safety
and welfare at work of all its employees, persengaining, directors contractors and
temporary workers (“Employees”) and the health sai@ty of visitors and other persons

who attend or use its premises and who may betaffdwy its work (“Visitors”).

2. In accordance with its legal obligations, TORS harried out a risk assessment of its
activities, equipment, facilities, building and ather related arrangements where matters
of health and safety may be involved. This Healtld Safety Policy (“the Policy”) is
designed to enablEOPS to comply with its statutory health and safajigations, to
apply the necessary measures identified in its aiskessment and to adopt all other
reasonably practicable measures (within the liofitavailable resources) to:

2.1 reduce hazards and the risk of personal injnys Employees and Visitors

arising out of its activities;

2.2 maintain a safe and healthy place of work; and

2.3 reduce hazards and the risk of damage toosepty.

3. In particular, TOPS shall:
3.1 continue to identify hazards and assess riskealth and safety;
3.2 provide and maintain safe plant, equipmentsyrstems of work that are free
of risk to health;
3.3 maintain any place of work under its controicluding access and egress)
safe and free of risk to health;
3.4 provide safe arrangements for the use, handitayage and transport of
articles and substances;
3.5 provide adequate and appropriate informatiostructions, training and
supervision;

3.6 consult with all the Employees on health aridtganatters;



3.7 liaise with contractors and other employersremecessary;
3.8 monitor, inspect and review the implementatbthis Policy; and

3.9 review and update this Policy annually

4. To this end, proper implementation and applicatof this Policy by everyone is

paramount. Employees are required to comply whth terms of this Policy and any

related arrangements or policies from time to timéorce; take all reasonable steps to
protect their own safety and that of other Empley@ad co-operate with management in
the implementation of this Policy.

5. The ultimate responsibility for overseeing thiplementation of this Health and Safety
Policy rests witiTOPS 's Managing director

SIGNED:

Stephen Shaw ( Managing direcjor

DATED:




ADMINISTRATIVE ORGANISATION

1. Management

1.1 The ultimate responsibility for preparing aegliewing this Policy rests with TOPS
Managing director If necessary, s/he shall be assisted by theéthaal safety officer
and / or other members of management and / or Breetappointed by him / her from

time to time.

1.2 The Managing director is also responsible fer implementation of this Policy.
However, this responsibility may be shared with bealth and safety officer (for all

work, work areas, Employees and Visitors of thariess).

1.3 In particular the health and safety officer (&l work, work areas, Employees and
Visitors of the business) shall be responsible for:
1.3.1 identifying risks within his/her/their arep(sf responsibility and putting in
place arrangements for controlling and reducindnsisks;
1.3.2 monitoring the implementation of this Policy;
1.3.3 advising all Employees in his/her/their as¢af responsibility on all matters of
health and safety;
1.3.4 monitoring the physical conditions of prersisat his/her/their area(s) of
responsibility to ensure that Employees and Visitare exposed to the lowest
reasonably practicable level of risk;
1.3.5 providing and communicating up-to-date heaitti safety information;
1.3.6 providing or arranging health and safetyniray;
1.3.7 liaising with the health and safety enforcanghorities; and
1.3.8 providing support for TOPS Managing director

1.4 In addition, the health and safety officer (&rwork, work areas, Employees and
Visitors of the business) must make appropriatearsygments to monitor the

effectiveness of all health and safety arrangememthin his/her/their areas of



responsibility (including, regular safety auditd)/here necessary, remedial action should

be agreed on, reported to the Managing directorcanded out within reasonable time.

1.5 In addition,TOPS’s health and safety officer shall consult withtak Employees on

health and safety matters.

1.6. It is the responsibility of the health andes$gfofficer to ensure that all new
Employees receive relevant health and safety irdtion within reasonable time of
joining TOPS .

2. Employees
2.1 Employees have a duty to take reasonable oatédir health and safety and that of

others who may be affected by their actions or sioiss.

2.2 In addition, Employees are required to compithwthe terms of this Policy to the
extent that it applies to them. Failure to do saymiesult in disciplinary action
(including, where appropriate, dismissal). In gatar, Employees should become
familiar with the provisions dealing with emergess;i fire precautions and procedures,

bomb alert procedure and first aid arrangements.

2.3 Employees are required to report to the healthsafety officer any thing which they
suspect may represent a serious and immediatehhaatt safety danger and / or a

shortcoming inTOPS’s health and safety arrangements.

2.4 Any Employee who has a disability or who othsensuffers from any condition
which may affect the implementation of any of tharts of this Policy in relation to him
/ her, is encouraged to inform his / her directesiqy of his / her disability or condition

and any effect it may have.

2.5 No person may intentionally or recklessly ifésx with or misuse anything provided

in the interests of health, safety or welfare unttes Policy. An Employee who is



suspected of such interference or misuse may hedub disciplinary action (including,

where appropriate, dismissal).

2.6 An Employee who has any question in relatiotht® Policy or any health and safety

matter, should contact the health and safety office

INFORMATION, INSTRUCTION AND TRAINING

1. Information

1.1 Health and safety information comes from numersources. Employees who seek
health and safety information are advised in that place to contact the health and safety
officer . In addition, Employees may search and downlesdull information using the
World-Wide-Web (eg using the search term “healtd aafety”). Free HSE advisory
leaflets on a wide range of health and safety ssoay be obtained from the health and

safety officer.

2.Instructions

2.1 Specific practical information (instruction) dvow to carry out processes or use
equipment safely can be obtained from the healith safety officer. In addition,
manufacturers’ instruction manuals should be cdedubefore any equipment is used

and in the event of any fault, defect, problem wery.

3. Training

3.1 Health and safety training will be arrangedthg health and safety officer as and
when appropriate and may be provided internallyerternally. In particular, it is
envisaged that training shall be provided upon Byg#s joiningTOPSand on their
being exposed to new or increased risk (eg follgviire introduction of new equipment,
technology or systems of work). Where appropridtajning shall be repeated
periodically. Records of all training shall be kegentrally by the health and safety

officer .



GENERAL HEALTH AND SAFETY PRECAUTIONS

1. Having carried out a risk assessment, T@®RS and shall continue to have, and
Employees are required to maintain, a clear unaiedetg of the hazards involved in any
particular situation and remain vigilant towarde thieneral condition of any equipment,

materials and other items in use.

2. Where appropriate, Employees shall receive krgal adequate training designed to
help them maintain safety awareness, look out #&fetg risks and understand the
importance of minimising risks and of adhering tethods which are designed to

achieve this.

3. All known problems and / or defects to equipmenitems must be reported to the
health and safety officer If necessary, the relevant equipment or itenll &lgataken for

repair.

4. Employees’ clothing and footwear must be suédior the work they do. Where

protective clothing and equipment are requiredy 8teall be provided and must be used.

5. Employees who do certain types of work may bguired to undergo medical

screening before commencing and during their titnecak.

WORK ARRANGEMENTSAND WORKING AREAS

1. General precautions
1.1 Buildings where work may be carried out shalldf sound construction with safe
means of access and egress. Working areas shd#idigned to ensure adequate space,

light, temperature and ventilation for reasonaldmfort and safety. Noise levels should



be as low as the work permits and within safe BmitWhere it is not reasonably
practicable to keep noise to safe limits, protecipersonal equipment shall be provided

and must be used by Employee.

1.2 Any area of special hazard shall be signpodtstly and be subject to suitable safety
measures and access arrangements. Appropriageiwetequipment / clothing shall be
provided for dealing with any particular dangerrigk at the relevant area, and must be

used / worn.

1.3 Only specially trained and authorised Employeag enter and, if necessary, work in
a special hazards area, including roofs and caodfisigaces which are likely to be
unventilated. Such Employees are required to cotih@ health and safety officer and to

take all the necessary precautions before commegrank.

1.4 Corridors and staircases must provide safe ganey escape routes and access.
They must not be used as storage or work areasiddiis, doors and gates shall be

suitably constructed and, if necessary, fitted \s#fety devices.

1.5 Employees are reminded that polished / wetrdlanay be slippery; there should be
no running on bare floors. In addition, all floaraust be kept dry and free of litter,
goods, trailing cables etc. An Employee who dsteotn floor surfaces (eg carpet)

should report this immediately to the health arfdtgaofficer.

1.6 Access to high-level storage should be madegustlequate equipment which shall
be available (eg a step ladder, not a revolvinglstw chair). Manual handling

instructions must be followed when carrying anydloa

2. Temperature and humidity
2.1 Steps shall be taken to endeavour to keep tatope in TOPSs premises within a
comfortable range and in any event above the stgtatinimum of 13C for active work

and 16C for office work (after the first hour of work amkcept for cold rooms, rooms



which are open to the outside and the like). Thenmo set maximum temperature, but
TOPS shall endeavour to ensure that temperatunaiistained at a comfortable level. In
addition, TOPSshall endeavour to keep buildings at a comfortélpleidity range (40-
75% RH) to prevent irritation to eyes and respimatoact. When requested to do so, the

health and safety officer will carry out temperatand humidity monitoring.

2.2 Where, due to an Employee’s work, it is notcpcable to maintain the temperature
and level of humidity specified in clause 1.1 abdeg because an Employee works
outdoors or drives a fork-lift truck), TOPshall take all reasonable measures to prevent
the risk of injury to the Employee (eg by providipgrsonal protective clothing, allowing
for acclimatisation to the work environment andrirg). Employees are required to
adhere to all such measures and use protectivpragut at all times.

2.3 Cooling equipment must not be positioned inhsaovay that long hair might get
caught. Heating apparatus must not be placed peper, furnishings and other
equipment or material which can catch fire . Peviaeating or cooling equipment must
not be used, except with the prior written auttradie of the health and safety offid@n

which case, all equipment shall be tested and aisgdeegularly, as required by law).

3.Lighting
3.1 It is important that Employees have adequatgifig suitable for the activity which
they carry out. Accordingly, TOPS shall endeavousupply lighting in accordance with
the followingaverage andminimum levels (given consecutively in lux):
3.1.1 movement of people, machines and vehicles) egrridors 20 and 5 ux);
3.1.2 movement of people, machines and vehicleshdmardous areas, eg
construction sites5Q and 20 lux);
3.1.3 work requiring limited perception of detal kitchens, shop4@0 and 50
[ux);
3.1.4 work requiring perception of details, eg@#B 200 and 100 lux); and
3.1.5 work requiring fine perception of details, @@wing offices, editing500
and 200 lux)



3.2 Lighting shall also be provided at places oftipalar risk (eg crossing points).
Automatic emergency lighting, powered by an indeleen source, shall be provided

where sudden loss of light would create a riskdaltih and safety.

4. Noise

4.1 Wherever there is a noisy work environment #éagEmployee needs to shout to
communicate with a person about 2 meters awayhelaéh and safety officer should be
informed and shall arrange an assessment of nensdsl A record of any assessment

shall be kept until a new assessment is made.

4.2 If noise or sound pressure exceeds the leeskcpbed by law (85dB(A)), steps shall
be taken to reduce the noise / sound pressuresttoivest level reasonably practicable.
Where noise level is between 85dB(A) and 90dB(Apployees shall be supplied with
ear protection (eg ear muffs or ear plugs) whickytlare advised to wear and with
information about the risks involved. Where ndiseel exceeds 90dB(A), Employees
shall be supplied with ear protection which theystrwear whenever they are in any area
of such high noise (“a hearing protection zone”)l avith information about the risks

involved.

4.3 Where necessary and so far as this is reagopedaiticable, hearing protection zones

shall be marked with appropriate notices.

4.4 Ear protectors must be maintained and storedeply and in accordance with any
relevant instructions (eg manufacturer's mainteeaschedule). Any defects must be

reported immediately on their discovery to the tieahd safety officer
4.5 Any Employee who, on a daily basis, is exposedoise of at least 90dB(A) on

average (disregarding any ear protection equipmevitp works for more than a few

weeks in any 12 months period in an environmentre/hmise levels are at least
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95dB(A), or who is exposed to higher noise levelsviery short periods of time, shall be

offered regular hearing checks.

5.Loneand after hoursworking
5.1 As far as reasonably practicable, lone / dfterrs working shall be carried out only
if:
5.1.1 a second person is present in the buildinignathin earshot;
5.1.2 at least one person in the building is coemeto deal with any hazard
peculiar to the job at hand;
5.1.3 a telephone (allowing external and interrminection) is available to the
person working alone or after normal hours;
5.1.4 an appropriate and adequate safety procéslestablished (eg a telephone
reporting system / regular security patrols); and
5.1.5 special arrangements are made to ensure atety sof any disabled

Employee who works alone / after normal hours.

6. New and expectant mothers
6.1 An assessment has been carried out of thehheald safety risks to female
Employees who are of child-bearing age and theykend TOPS has taken and shall

continue to take all reasonably practicable stegsévent such risks, as required.

6.2 Where it is not reasonably practicable to pmévke risk to health and safety of a
particular Employee who is a new or expectant motingo her baby, TOPShall alter
the Employee’s working conditions or hours of wdrkhis is reasonable and will avoid
such risk.

6.3 If it is not reasonable to alter the Employeetsking conditions or hours of work, or
doing so would not prevent health and safety ri$k3PSshall suspend the Employee for
as long as is necessary to avoid such risk. Dungrgsuspension, the Employee shall
receive remuneration at the rate of a “week’s pag’defined by lawjor each week of

suspension.
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6.4 A new or expectant mother who works at night amo is required for health and
safety reasons not to be at work for a period met{under a certificate of a registered
medical practitioner or midwife), shall be suspehder this period. During her

suspension, the Employee shall receive remuneratidhe rate of a “week’s pay”’ (as

defined by law)

7.Manual handling oper ations
7.1 Manual handling operations include any taskctvhnvolves lifting, moving and

supporting loads through physical effort.

7.2 As far as reasonably practicable, manual hagdiperations shall be avoided, eg by
eliminating or redesigning the task or by usingoawdtion or mechanisation. Where a
manual handling operation has to be carried oubught to be assessed and risks of
injury identified. All reasonably practicable sgfeneasures must be taken, including
informing the relevant Employee of the weight oé tload to be carried; altering or

splitting of the load; providing and using mechahiaid equipment; and changing the
task layout or design. No Employee should be askeattempt to lift a load that is too

heavy.

7.3 Any Employee who carries out a manual handbjpgration is required to:
7.3.1 check that the area through which and to kvithe load is carried is clean
and tidy;
7.3.2 wear shoes which have a good grip and, gaeably practicable, protective
toecaps; not wear loose clothing; wear gloves (wiesessary); and use all other
supplied and necessary protective and handlingoewgnt;
7.3.3 stand close to the load and plant feet firmith legs approximately 30
centimetres apart;
7.3.4 squat with bent knees, keeping his / her Barelight and chin tucked in;
7.3.5 grip the load firmly and stand up slowly witte load kept near the body -

the load should not be lifted above chest height;
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7.3.6 use smooth movement; avoid jerking, twistjogping etc;

7.3.7 lower the load slowly by bending the kneed Haiting the legs take the
strain;

7.3.8 take extra care if suffering from a back ol

7.3.9 ask for help if necessary.

8. Working at heights

8.1 When working at heights, Employees must takeeslessary precautions to avoid the
risk of falling. To this end, Employees should ugpeard railing or safety belts /
harnesses, as appropriate. Safety belts or hasessst be adequately anchored to the

structure whenever an Employee is at his / her ingrgosition or at rest.

8.2 Safety lines fitted to safety belts must lianitall to 0.6 meter. Where it is necessary
to have a fixed length line which permits a londat, a full harness must be worn
together with a shock absorber. In any eventlitieemust not allow a fall of more than
1.8 meters. In a situation where a fixed-lengtte livould not limit a free fall to 1.8
meters or less, an inertia reel type safety linestnme used with a full harness. Safety
lines / belts / harnesses must be stored progarBgcordance with instructions. Should
they be found to be defective (eg damaged accilemtathrough shock loading), they
must not be used.

8.3 General access scaffolds must be assembledoperpy trained Employees only, in
accordance with the HSE Guidance Note on Generaégsc Scaffold (GS 15). Tower
scaffold platforms shall only be assembled by prigpeained Employees in accordance

with instructions from the health and safety office

8.4 When working at a height greater than 2 metprstection from fall shall be
provided by way of fencing with two rails to a hieigf at least 110 centimetres. Where
no protection can be provided (eg on roof edgesearate risk assessment shall be

carried out and adequate safety measures implethbafere any work commences.
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8.5 In addition, when working at a height greateant 2 meters, special care must be
taken to avoid risks to the health and safety aobqes below. Equipment must be
secured where appropriate and “KEEP CLEAR” or “FANG ZONE” notices must be
posted.

9. Asbestos

9.1 Asbestos has been used widely in the UK betwleei950s and 1980s (eg asbestos
cement, in insulation boards and in paints, papdrflmor coverings). Consequently, it is
likely that asbestos is present in all buildingscted (and possibly equipment built)
during this period. All reasonably practicablepstéhave been taken to prevent, and
where not possible reduce to the lowest level bbssthe exposure of Employees and

Visitors to asbestos.

9.2 Where work has to involve asbestos (eg becaaf® materials cannot be used),
exposure shall be prevented or reduced to the lopessible level and the work shall be
carried out in accordance with information, instrme and (if necessary) training

provided by the health and safety officer

9.3 In particular, Employees must always use sedpgbersonal protective equipment (eg
respirator and disposable overalls); not use pda@s on asbestos (eg drilling, grinding
or sanding tools); and not lift ceiling tiles withtothe prior written authorisation of the
person who instructed them to carry out the worll g#re health and safety officer

Employees should always put asbestos waste intab&iand properly labelled sealed

containers, in accordance with instructions fromliealth and safety officer

9.4 An Employee who uncovers hidden material ot ddsch s/he suspects may contain
asbestos, must stop work immediately and contachéalth and safety officerho shall
arrange for the material / relevant area to beeosa (and, if necessary, closed down)

and for asbestos to be removed.
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9.5 All asbestos removals shall be carried out urmdatrolled conditions by an HSE
licensed asbestos removal company. Whenever p@sgiét stripping methodology will
be employed for the removal of asbestos. Employeest not attempt to carry out

asbestos removal under any circumstances.

10. Disposal of waste material
10.1 Workplaces, furnishing, fittings, floors, wsaland ceilings should be kept clean.
Waste should be disposed of regularly, in suitadteptacles.

10.2 Hazardous waste materials must be disposedlpfin approved containers. Sharp
objects should be wrapped and segregated befqresdis

11.Visitors

11.1 The responsibility for Visitors rests with therson who invited them. All Visitors
shall be given safety information, instruction amnaining, protective clothing or other
safety equipment as may be necessary and appeapriat

11.2 As far as reasonably practicable, the locadioany Visitor with impaired mobility
shall be known at all times to the person who edithe Visitor. Such a Visitor shall be
accompanied by an Employee throughout the visitsiradl not be taken above or below
ground floor level (as far as this is reasonablgcpcable). For the purpose of this
Policy, a person has impaired mobility if s/he aanmvithout the assistance of someone

else, use stairs to leave a building.

11.3 Every precaution must be taken to ensureMisdbrs do not enter hazardous areas
(unless they have written authorisation; they wiefermed in advance of the specific

hazards; and they wear suitable protective clodhing
12.Children and young persons

12.1 Employees should not bring children to workcept with the prior written

authorisation of the health and safety officer @hhishall be in his / her absolute
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discretion). An Employee who is authorised to granchild to work, must keep him / her

in close supervision at all times.

13.Smoking
13.1 It isSTOPS’s policy to provide a working environment whichfiee from tobacco
smoke. Consequently, TOPS operates a non-smokingy pn all buildings , except for

designated areas / rooms which are identified &palty as a “smoking area”

13.2 For the avoidance of doubt, this non-smokialicp shall come into effect on the

same date as the remaining parts of this Policy.

13.3 Employees are expected to comply fully witle grovisions of this clause 13.

Persistent non-compliance may result in discipliraation.

14. Alcohol and substance abuse
14.1 Alcohol and drugs may have significant detntaé effects on individuals’ health
and safety at work. Employees must not consumeboyol or drugs (including certain

medication) whilst at work and during the 8 houe$oloe they start work.

14.2 Employees who suspect or know that they havaleohol or drug problem are
encouraged to seek voluntary help. There are maggnisations which can offer help,
including but not limited to, Alcoholics Anonymou9845 — 769 7555), Narcotics
Anonymous (0207 — 730 0009 — national helpline) addaction (0207 — 251 5880 —
national helpline). Alternatively, should they WisEmployees may discuss their

problem in strict confidence with the health anfiégeofficer.

14.3 Managers and supervisors shall be given irdbom and / or training to help them

identify signs of alcohol or drug abuse.

14.4 An Employee who, it is suspected or recognisad an alcohol or drug dependency

problem will be given the opportunity to seek diagis and treatment. Provided there is
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evidence of a genuine desire to overcome the pmhilee Employee may take time off

work to receive appropriate treatment. Certifiedence from work in the course of such
treatment shall count as sick leave. During archdteatment, the Employee may have
to be re-deployed, to ensure his / her safety laddf other Employees / Visitors.

14.5 Alcohol and / or drug consumption or depenglanay lead to disciplinary action
where:
14.5.1 it exposes any Employee / Visitor to potdrdanger;
14.5.2 there is a risk of damage to any of TGP@ant, equipment, machinery or
property;
14.5.3 an Employee’s work performance is or cowddirbpaired as a result of
such dependency;
14.5.4 an Employee refuses to seek advice or ategpiment;
14.5.5 there are persistent problems or there waseaoff serious incident at

work as a result of such consumption / dependency.

15.Work-related psychiatric illness and excess stress

15.1 Some stress at work is unavoidable and mag hapositive effect. All reasonable
measures have been and shall continue to be takemyver, to prevent the risk of work-
related psychiatric illness and excess stress tpl@mes. Poor attitude, behaviour or
work performance and increased sickness absenceindaate that an Employee is

suffering from excess stress / psychiatric illness.

15.2 An Employee who suspects that s/he may beersudf from a work-related
psychiatric illness or excess stress, should inforen/ her health and safety offic@r
any other member of management whom the Employse temfortable to address) of

this as soon as possible.
15.3 As far as reasonably practicable, TO$Hall take steps to alter any working

conditions and arrangements or work load which fatend to cause the Employee’s

psychiatric illness / excessive stress quickly addquately. Reasonable efforts shall be

17



made to reduce the risk of future recurrence ohswork conditions, arrangements or

work load.

16. Violence, harassment and bullying

16.1 All reasonable security precautions have ke shall continue to be taken to
prevent the risk of violence against Employees afdharassment or bullying of

Employees at work. However, should Employees ligested to violence, bullying or

harassment at work, they are encouraged to rep@mnatter to health and safety officer
at the earliest opportunity, or to any other membkemanagement whom they feel

comfortable to address .

16.2 All complaints of harassment, bullying or eiote shall be taken seriously and shall
be investigated fully, promptly and objectively.s #ar as reasonably practicable, TOPS
shall take steps to keep the Employee’s identity @mplaint, the identity of the alleged

offender and the investigation, confidential. Hetresult of the investigation so merits,

disciplinary action shall be taken against an affeg Employee.

17.Health Surveillance

17.1 All Employees shall receive health surveillanas necessary, having regard to the
work they do and identified risks to health. Imtagn cases, this might be a pre-requisite
for any job-offer and / or continuation of work.e€drds of all checks shall be kept as

required by law.

WORK EQUIPMENT

1. General precautions

1.1 Work equipment includes any machinery, appkam@apparatus or tool which is used
by an Employee at work (eg hammer, ladder, drillmgchine, photocopier, lifts and
lifting equipment, dumper trucks and motor vehicld) may include equipment not in

TOPS'’s ownership (eg equipment which is owned privateyyan Employee). The use
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of any equipment which is not owned BYPPSmust be authorised in advance thg

health and safety officer

1.2 Incorrect and / or careless use of equipmentreault in personal injury to any

person and damage to property or equipment.

1.3 All equipment must be used with due care,t®mtended purpose and in its intended
conditions only. Equipment must be used in acawdawith its instructions for use and

any applicable directions and training (eg aboattime and manner of use).

1.4 Where necessary, Employees shall receive irtom, instructions and training
before they begin to use any equipment (and thieredff necessary). This shall include
information etc about potential hazards; safe domt8 and methods of use; use of
protective equipment; possible emergencies and ganey action. Only trained and
authorised Employees may use hazardous equipmgse. of hazardous equipment by

unauthorised Employees may result in disciplinaiyoa.

1.5 All equipment must be maintained in a safe @iffidient condition and good repair.
Storage and maintenance must be suitable for thafgpequipment. Where necessary,
equipment shall be inspected to ensure that iafs or use without risk of injury or

damage and appropriate records shall be kept datéo

1.6 Employees are required to report any faultfécewhich they notice in any work

equipment or safety device attached to it or amggeal protective equipment to the
health and safety officer , immediately on discavgithe said fault / defect. Equipment
must not be used until defects / faults have beetified (unless it has only minor defects
which do not carry risk to health and safety anérehEmployees receive prior written

authorisation fronthe health and safety officgr

1.7 Where necessary, safety devices shall be atfath equipment (eg protective

devices, markings or warnings). Equipment musbderated with or in accordance with

19



any safety devices attached to it. Safety deusast not be removed, circumvented or
otherwise tampered with. An Employee who remoggsumvents or otherwise tampers
with a safety device may be subject to disciplinaction (including, where appropriate,

dismissal).

1.8 Where appropriate, Employees shall be proviti#iu personal protective equipment.
Employees must use such equipment at all times wperating, working or being in the

vicinity of the relevant equipment.

1.9 When buying new work equipment or disposingolof equipment, relevant legal
requirements and product safety regulations shalfdilowed. For example, all new

equipment must carry the CE mark or appropriaterivdtional kitemark.

1.10 Employees may not take any work equipmenbblOPS’s premises, except with

the prior written authorisation of their immediatgerior.

2. Personal protective equipment

2.1 Personal protective equipment appropriateterrisks involved and suitable for the
job at hand and the particular Employee doing &llsbe supplied and must be used at
work whenever there is a risk to health and safétich cannot be adequately controlled
by alternative means. Personal protective equipmest be used or worn in accordance

with instructions for use and any directions amihing given from time to time.

2.2 Any Employee whose work may involve for whatgweriod of time:
2.2.1 falling or flying particles (eg through loéfting), dust, chemical or metal
splash, projectiles, gas and vapour or radiatidrall swear goggles or face
screens;
2.2.2 falling or flying objects, risk of head bumgior hair entanglement, shall
wear a helmet, bump cap, skull cap, hats or capdsas may be appropriate;
2.2.3 excessive noise or sound pressure, shall agsquate ear protection such

as ear muffs or ear plugs;
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2.2.4 extremes of temperature, adverse weathetamamated dust or spray from
pressure leaks or spray guns, shall wear suitaideatls, boiler suits or other

special protective clothing as may be appropriate;

2.2.5 abrasion, extremes of temperature, cuts,atapalectric shock, vibration or

skin infection or disease, shall wear gloves, datsitmitts or armlets as may be
appropriate;

2.2.6 wet surfaces, slipping, cuts, falling obje@brasion, metal and chemical
splash or electric build-up, shall wear safety babthoes, gaiters, leggings or
spats as may be appropriate;

2.2.7 dust, vapour, gas or oxygen deficient atmesgltshall use / wear breathing

apparatus, filter face piece or respirator or atd-fielmets as may be appropriate.

2.3 In all cases, Employees must wear adequatevéaotand clothing for their work /
work area. Jewellery and loose clothing should ®tworn when using or moving

machinery and long hair must be protected by sl@thbadgear.

2.4 Personal protective equipment must be mairdaimed stored properly and in
accordance with any relevant instructions (eg mectufer's maintenance schedule).
Any defects must be reported immediately on thescalery to the health and safety
officer .

3. Guarding
3.1 Employees must not use machinery without theragpiate guard. Where
appropriate, a guard must be replaced after a madtas been re-set. Guard interlocking

devices must never be defeated or tampered with.

3.2 Hazardous machinery must always be guardedcordance with the British Code of
Practice on Safe Use of Machinery (BS 5304: 2000).
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3.3 Employees are required to report to the heatitth safety officeany defect / fault
which they notice in a guard / interlocking deviaad / or any missing guard or

interlocking device as soon as they discover tiodlpm.

4. addersand other access equipment

4.1 Ladders and other access equipment must bedtespregularly, including before

and after use. If any defect is found, remediibacmust be taken immediately and the
ladder / access equipment must not be used untih samedial action has been
completed. Wooden ladders / access equipment naisbe painted. They must be
checked for rot, decay, mechanical damage, spingeand wear and tear of the stiles,
head and foot of the stiles and rungs. Metal lexldad access equipment must be

checked for corrosion and excessive wear, oxidatimtortion and twisting.

4.2 Whenever using a ladder, Employees must erisat¢he ladder is placed securely to
prevent it from slipping or falling. A ladder mustand level, on firm footing, at an angle
of 75 degrees (approximately 25 centimetres hotador each 1 meter vertical). The

ladder must be supported to prevent undue swayisggging.

4.3 Ladders longer than 3 meters should be seciixelgt at the upper end or, if this is
not practicable, near the lower end. If neithethwse is practicable, and the ladder is
less than 6.5 meters long, a person must holdcattael at its foot to prevent it slipping.
4.4 Over-reaching and the carrying of loads shbel@voided when using a ladder.

5. Lifting equipment

5.1 Lifting equipment includes any equipment usedark for lifting or lowering load /
people and any attachment used for anchoring,diginsupporting it. Examples include

forklifts, lifts, cranes, chairs, ropes and slings.

5.2 Lifting equipment must be:
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5.2.1 strong, stable and suitable for its particuke. Any load attached to lifting
equipment shall also be suitable;

5.2.2 marked to indicate safe methods of use afedvgarking loads. Employees
must operate equipment in accordance with its mgrkand must not load it
beyond safe limits;

5.2.3 positioned or installed in such a way samgzévent the risk of injury;

5.2.4 thoroughly examined before being used for fhet time (where
appropriate) with an appropriate report being dradmecessary;

5.2.5 thoroughly examined after installation oremsBly and before being put to
service, where safety depends on the installati@assembly condition;

5.2.6 inspected regularly and tested periodicadlynay be specified by law with

an appropriate report being drawn (if necessary).

5.3 Any lifting equipment which is used to lift oarry people, must be suitable and safe
for this purpose and must be marked accordinglyrie €quipment shall be tested and

inspected regularly, as required by law.

5.4 All lifting operations must be carried out insafe manner by Employees who are
properly trained for the task. In addition, altitig operations must be planned and

supervised.

5.5 No Employee may ride mobile work equipment ssli is suitable for that purpose,
incorporates all necessary safety features, an8nt@oyee is properly trained for riding
the specific equipment.

5.6 Only authorised Employees who are trained ® s$kandards specified in the
Approved Code of Practice “Rider Operated Lift Tksic- Operator Training” may

operate forklifts.

6. Vehicles
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6.1 Only trained, competent and authorised Empyaay drive TOPSs vehicles
(including battery operated vehicles such as ftirklucks). Drivers must comply with
all relevant and applicable legal provisions amgunements (whether driving on TOPS
's property or on any public road). Drivers mulsioafamiliarise themselves with areas

which are not open to vehicles (eg where highlgnfteable liquids are stored or used).

6.2 Employees must never drive under the influeotalcohol or drugs (including
certain medication) or if they consumed any alcalmpto 8 hours before the start of the
journey. Employees are required to exercise @ugian and common sense and avoid

driving if not in fit state (eg because of physipaln or excessive tiredness).

6.3 Driving is limited to work-related activitiesnless otherwise approved in writing and

in advance by the Employee’s immediate superior

6.4 All transport-related accidents must be rembeg soon as practicable to the health
and safety officem accordance with the provisions of this Policggtion on Reporting
of Accidents.

6.5 All fuel must be kept in appropriate storage.

6.6 An Employee who becomes aware of any faultedeat in any vehicle must report
this immediately to the health and safety officdf the fault is potentially dangerous (eg
in the breaking system), the vehicle must be madapable of use until fully repaired
and all potential users must be made aware ofaink feg through a visible notice on the
vehicle saying “FAULTY VEHICLE — DO NOT USE").

7.Visual display screen equipment

7.1 Any Employee who uses display screen equiprieerd significant part of his / her
normal work (for example, an Employee who on averagd in total, uses a computer for
2 hours per day) (“VDU Employee”) shall have hihédr display screen equipment

workstation assessed (and where necessary, adapted3ure that its design and layout

24



will avoid visual fatigue and back, shoulder, neztms, legs and wrists aches. Adequate

chairs, work surfaces and equipment shall be peak{eg footrest or back roll).

7.2 VDU Employees are encouraged to take periodiiczdks from using the equipment
(eg 10 minutes every hour).

7.3 On request, once a year, VDU Employees shakive a voucher for (or be

reimbursed on production of a receipt for the aaf$tan eye and eyesight test by an
approved optician. If an employee requires spectatective appliances for display
screen work only and a normal appliance cannotdael, uUTOPS shall bear the cost of

such basic appliance (eg the cheapest frame aiallbases for glasses).

7.4 VDU Employees shall be given written informatiand guidance on the safe use of
display screen equipment. If necessary, VDU Emgagyshall attend training on the safe
use of display screen equipment. Any VDU Employd® wishes to get information
relating to health and safety aspects of displagestequipment should contact the health
and safety officer

7.5 Employees must switch off all monitors and Bigpscreen equipment at the end of

their working day, to avoid the risk of fire.

8. Abrasive whesels

8.1 Abrasive wheels may only be mounted by trairedhorised Employees. When
using abrasive wheels, an Employee must wear seligafe protection; set the work rest
correctly; ensure that all guards are in the corpasition; and never exceed spindle
speeds.

9. Welding

9.1 Any area where electric welding takes placetrhassuitably screened and ventilated
to avoid the associated hazards of high ultra viaat and risks to eyes.
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9.2 Some electric welding machinery involves therafor working in close proximity to

a live electrode and the workpiece with a consetjalenisk of a serious electric shock
(especially in confined or wet surroundings). Amgrkpiece and metalwork in contact
with it must be earthed. The welding return lehdwd be placed as close as possible to
the welding point. All welding leads should belyuhsulated.

9.3 Employees must report immediately to the heatith safety officeany defective or
poorly insulated welding lead and welding equipmerefective / poorly insulated

welding leads / equipment must not be used.

10. Compressed gas

10.1 Any Employee who uses gas cylinders must fansé him/her-self with the British
Compressed Gases Associations publications (CPAC&%), which are available on
request. In particular, the materials from whicly aomponents of the system are made
must be compatible with the gas used. In addigas, cylinders must be handled gently
and be secured to avoid them being knocked ovedemally. Gas cylinders should be

used only with the correct fittings.

10.2 Wherever practicable, all gas cylinders shduddkept in well ventilated areas

outside buildings.

11.Paint spraying

11.1 Employees must only carry out paint spraying suitably ventilated area.

11.2 Any Employee who uses isocyanate containi@gpgick”) paints must wear full
protective clothing and airline-fed breathing eqogmt. Such an Employee shall be

subject to regular health checks.
12.Woodwor king machinery

12.1 Only trained and authorised Employees maywemlworking machinery. Access

to such machinery by other persons is forbiddenranst be prevented.
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12.2 Woodworking machinery must be suitable forghepose for which it is being use

and must have all necessary safety features.

13.Pressure systems

13.1 All pressure systems, associated pipework atached guards and protection
devices shall be assessed before they are putsariace for the first time and an
appropriate regime for regular inspection and nesthall be established. Regular
inspection and testing shall be carried out ascpite=d by law. In addition, there must
be routine maintenance and inspection checks (egdoosion, leakage and external
damages and of seals and lids). All systems shbeldcleaned out or drained of
condensate regularly. Where necessary, a repailttksh compiled, recording the results

of any inspection / testing. Such reports shakdyet for at least 2 years.

13.2 The safe working limits of each system (ingtgdat least minimum and maximum
pressures) must be marked clearly on it. Operatisguctions shall contain all the
information needed for safe operation of the sysiaoiuding start-up, shut down, stand

by, and emergency situations.

14. Autoclaves

14.1 Only Employees who receive adequate instmstiand supervision may operate
autoclaves. Employees must adhere to manufacturgperating and maintenance
instructions at all times. Seals and pressureegamust be checked carefully and

frequently for signs of cracking, hardening andeotivear.
14.2 Any Employee who uses an autoclave must weace visor and heat resistant

gloves when removing any material from it. Materaist never be removed from an

autoclave until its temperature is below80
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ELECTRICITY AND ELECTRICAL EQUIPMENT

1. General precautions

1.1 Anyone using electricity and electrical equipmenust be aware of the risks of
electrocution, electric shock, burns, fire and exmn. All precautions must be taken to
reduce such risks. Assessment of all foreseeabks of personal injury or death
associated with work activities involving electtycihas been undertaken and shall be
reviewed as required by law and TOPS has devisedsyatems for working with well-

maintained electrical equipment.

1.2 Fixed electrical installations (including wigirand the socket outlet or isolator) shall
be checked regularly to ensure that they are nogetaus. Electrical systems must not
be interfered with. The fixed electrical instalbsis and electric mains iIMOPS’s
premises are the sole responsibility of the heaittth safety officer . No work shall be
carried out on fixed installations and the mainthaut the health and safety officer

prior written authorisation.

1.3 Switches, isolators etc must be labelled cfeaith their current, voltage and

equipment they supply where this is not obvious.

1.4 Employees must report any fault or defect whilkby notice in any electrical
installation or equipment to the health and safsfficer as soon as they discover it.

Defective installation / equipment must not be usetl fully repaired.

2. Electrical equipment
2.1 All Electrical equipment must be safe and &lgdor its intended use and must be
used in accordance with manufacturer’s instructiand information, instructions and
(where appropriate) training provided or arranggdhe health and safety officer In
particular:

2.1.1 electrical equipment must never be used w&hhands;

2.1.2 earth connections and screens must not &dared with;
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2.1.3 electrical equipment must be positioned gafetl securely (eg not too close
to walls and partitions and allowing for adequagatiation and cooling);

2.1.4 conductors and liquid containers (eg a cufea@f must be kept clear of all
electrical equipment;

2.1.5 electrical equipment and the mains supplytmosbe overloaded.

2.2 All electrical equipment and their location kltie recorded in a designated book, to

enable necessary tests to be made.

2.3 All electrical equipment will be visually insged and tested regularly and should
normally bear a record or sticker to show thishe Tesults of testing shall be recorded.

Out of date equipment must not be used.

2.4 Faults can occur between checks. Therefor@ldymes should look out for and pay
particular attention to the following potential fes/ defects:

2.4.1 damage to the insulating sheath around atriekd cable;

2.4.2 damage to a plug;

2.4.3 joints in the cable, other then due to petgriy cable connections;

2.4.4 damage to the external casing of equipment;

2.4.5 overheating (this may be evidenced by burrksnar discoloration to plugs,

casing or cables);

2.4.6 evidence of inappropriate use, eq if equignmewet;

2.4.7 any loose connections.

2.5 Employees must report any fault or defect whilbby notice in any electrical
equipment to the health and safety offiasrsoon as they discover it. Faulty or defective
equipment should not be used until repaired. dtteical equipment cannot be repaired
immediately, its power supply should be switchetl aid it should be isolated. All
equipment shall have a means of isolation whickaisily accessible and identifiable.

The isolation point must be secured (eg by remothegplug) or, if this is not possible or
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cannot be done safely, by attaching a clear ndege “DO NOT USE — FAULTY
EQUIPMENT?"). Barriers must be used where necessary

2.6 Only adequate replacement parts shall be wesedduble insulated parts for double
insulated equipment).

2.7 Where possible low voltage cordless air, hylitaar hand-powered tools should be

used (especially for work outdoors).

2.8 Unless this is unavoidable and all suitableegudons have been taken to prevent
injury, no-one should work on or near exposed paets of electrical equipment. In any
event, such work must be authorised in advancédyéalth and safety officand must
only be carried out in the presence of anothergrevgho must know what to do in an

emergency. All necessary protective equipment fnestsed / worn.

2.9 Any conducting part of a system which could agwably become live and yet be
handled (eg external metal casing of an electripaedus) must be earthed. All
equipment designed with an earth shall be testémtdbeing put into use, to ensure that

it is properly earthed.

2.10 Employees who are in doubt about the use gfedectrical equipment or who
require advice in relation to any such use or egemt should contadhe health and

safety officer.

3. Portable electrical equipment
3.1 The use of any portable electrical equipmentiwvis not owned byfOPS must be
authorised in advance lilge health and safety officand the equipment must be tested

regularly.

3.2 Portable equipment should be connected to terest socket outlet available.

Special attention should be paid to the conditibarty flexible cable and its termination
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at the portable equipment and plug. Where possildeble insulated equipment should

be used.

3.3 All new portable electrical equipment shouldobéow voltage (and, where possible,
cordless) or double insulated. If a 110 volt tfanser is used, it must be centre tapped

to earth.

4. Fuses and similar devices
4.1 When using any equipment, the smallest fusepatible with it should be used, to

protect the equipment and flexible cable and taicedhe risk of fire.

4.2 Employees must not replace fuses. Fuses Ishatplaced only after the reason for
the fuse blowing up has been ascertained and treegamedied. Only proper cartridge

fuses may be used for replacement.

4.3 A main board fuse must never be replaced.

4.4 Residual current devices (RCDs) shall be usedeas of hazard (eg where water has

to be used near electrical equipment). Plug-in R@MDst be manufactured to BS7071.

5.Electrical cables
5.1 Flexible cables must be of the correct sizetlier load to be carried and must be
sheathed with rubber or PVC. The outer sheathvefyeflexible cable must be firmly

clamped to stop the wires pulling out of the teramsn

5.2 Flexible cables must not be used for voltadewea 240 or a loading greater than 3
kilowatts. Cables must also be kept away from dwofaces. Where contact with hot
surfaces is inevitable, suitable insulation is gdilory. Twin core cables, such as bell

wire and twisted flex must not be used on 240 volts
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5.3 All flexible cables must be examined frequertyensure that they are free of
damage and that earth continuity is maintainedhilifig, frayed and loose cables must be

reported immediately, in order to be fixed.

5.4 Flexible cables of excessive length shouldoeotised. In so far as this is practicable,
there shall be sufficient socket outlets to avdié heed for long flexible cables or
extension cables. Extension cables should be w&bdcaution and must be joined by

proper plugs and sockets.

5.5 In so far as possible, all cables must be:
5.5.1 kept clear of the floor or be protected tevent heavy objects being placed
or dropped on them or people walking or trippingiothem;
5.5.2 protected where they pass over or round shiggets or corners;
5.5.3 kept clear of radiators and pipework;

5.5.4 laid so as to avoid being trapped in doors.

5.6 Only one cable should be used from any sinlilg, except where 2, 3 or 4 way
multiple sockets are available. But, in such cdke, total load must not exceed 3

kilowatts.

6. Overhead power linesand electrified rails

6.1 Electricity can flash from overhead power lieeen if the power line is not touched
by plant / equipment. Wherever possible, when wgrkear overhead lines, the owner
of the lines should be asked in advance to swhemtoff or, if this is not possible, be
consulted about the safe working distance fronlittes. Where overhead cables are not

switched off, work must be carried out at a saftatice.

6.2 When working near electrified railways / tranysathe line or track operating

company must be consulted in advance.

7.Firehazards
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7.1 1t is recommended to unplug equipment whiamoisin use. All equipment should be
switched off and / or unplugged before cleaningraking adjustments. Where possible,

tools and power socket outlets should be switcliededore plugging or unplugging.

7.2 Only dry powder, halom or carbon dioxide extiishers may be used on electrical
fires. Water and water-based extinguishers must never be used in case of an electric

fire.

7.3 In the event of fire, the fire alarm must bised immediately and the Fire Procedure
outlined below followed.

7.4 All electric incidents / accidents must be mépwd tothe health and safety officar

accordance with the procedure set out in this i?slgection on Reporting of Accident.

8. Electricity-related injuries

8.1 In the event of any person suffering electiock, it is important to:
8.1.1 turn off the power and, if possible, isolgte supply;
8.1.2 call Appointed Person(s) (who take chargesase of injury / illness)
Medical help must be called if the victim seembéaunconscious;
8.1.3 not touch the victim, but try to move himefr lout of contact with the live
equipment using a non-conducting object such as@en broom handle (eg by
moving the equipment). In so far as possiblevtbem should not be moved.

8.2 All electrical burns (other than very minor asuperficial burns) must be inspected
by a qualified medical practitioner. Burns candoeled with clean water and covered

with a clean dry cloth or burn dressing.

8.3 All electricity-related injuries must be repedtto the health and safety officier

accordance with the procedure set out in this i?slgection on Reporting of Accident.
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RADIATION HAZARDS

1. Optical radiation

1.1 Exposure to optical radiation should be restdcby use of shielding. Where
shielding is difficult, eg because an Employee wodutdoor in the sun, personal
protective equipment should be used / worn. Thgostre of other persons in the

vicinity must be considered and, where necessanydad.

2. Ultra-violet radiation

2.1 Electric arc welding often involves sourcesimtense UV radiation which may
damage eyes and skin. As much as possible, thk-piece or work area should be
shielded and those working in the area should vegar protection. Access should be

restricted, in so far as possible, to prevent atifrem entering the area unprotected.

3. Microwave equipment

3.1 There shall be arrangements for periodic exaftiain of radiation levels outside
microwave ovens. Damaged microwave ovens mustabelled as such, their plug
removed (where this can be done safely) and aeatiached saying “FAULTY OVEN
— DO NOT USE"). A defective oven must not be usedl fully repaired. Any fault /

damage must be reportedthe health and safety officer

3.2 No-one should look along the wave guide whengi@owave apparatus is in use or

examine a highly directional radiator at close tprat

EMERGENCIES

1. General precautions

1.1 In the event of an emergency, the fire alarth seund and a designated Employee

(“the Designated Employee”) shall assume contnafuee the evacuation of all persons
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present to their assembly point(s), contact thergemey services when required and

possible and ensure compliance with any relevartrgemcy procedure.

1.2 The paramount consideration in all cases ofrgemey is human safety. For the
duration of any emergency, the Designated Empldyese overall control. Employees
and Visitors are required to co-operate with indians given to them by the Designated
Employee present in the scene and to use commae.sdémployees and Visitors are

advised not to rush or attempt to pass others Wdaing the scene of an accident.

1.3 All exits and exit routes must be kept clead arust allow safe and free passage in
the event of an emergency. Lifts should not belusean emergency, except with the

direction of a member of the emergency services.

1.4 1t is the responsibility of the health and safefficer to remind Employees of the

correct emergency procedure at least once evemaikhs.

2. Disabled Employees and visitors

2.1 It is the responsibility of the health and safefficer (for all work, work areas,

Employees and Visitors of the business) to be awhamy disabled Employee or Visitor
in his/her/their work area and in the event of arergency, in addition to following the
normal emergency procedure, to arrange for assistinm disabled Employees / Visitors

and inform the Designated Employee of this.

2.2 Disabled Employees / Visitors with impaired ntiop (ie anyone who cannot,
without the assistance of another, use stairsael@a building) who are on a ground floor
should, in case of an emergency, wait until thgahrush is over and then evacuate the
building. If such an Employee / Visitor is on #mer floor, s/he must inform at least two
persons of his / her location as soon as an emeygssturs and ask them to inform the
Designated Employee / emergency services. The @&mel/ Visitor should then proceed
to a designated protected escape area which wdeparated from a fire by fire-resisting

construction and await assistance (protection kasksast 30 minutes). The Employee /
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Visitor may ask someone to stay with him / her sthwaiting for assistance. Should a
disabled Employee / Visitor have to be evacuatetithis is safe, the power to the lift
will be restored. Otherwise, the Employee / Visighall be evacuated through the

building or by the stairs by the emergency services

2.3 Employees / Visitors with impaired hearing wéennot hear the fire / emergency
alarm must infornthe health and safety officer about this and avesdking in isolated
areas. If such an Employee / Visitor must worknalos/he must ensure that someone

knows where s/he is and will inform him/her in ca$@n emergency.

FIRE PRECAUTIONS AND PROCEDURE

1. Precautions measur es

1.1 All Employees and Visitors are required to fisamise themselves with the position of
fire alarms, telephones and fire extinguishers estao them and their place of work and
of all exits and routes to emergency exits of thigding(s) in which they work or which

they visit.

1.2 In addition, Employees are required to know sbeand(s) of TOPS ’s fire alarm
system and understand its / their meaning. Tleedlarm system shall be tested weekly

and the results recorded in a designated book.

1.3 All areas have been and shall continue to peasged periodically for risks from fire

and all necessary preventive action shall be taken.

1.4 All exits and exit routes must be kept clead arust allow safe and free passage in
the event of fire. Corridors and staircases shaoldbe used as working or storage areas.
All exit doors should be able to be opened easiy enmediately from within (in the

direction of escape) and without the need for a Kelye doors must be kept closed at all

times, except when actually used or when largegteave to be moved through them.
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1.5 Emergency routes and exits shall be indicatedléar signs and, where necessary,

shall be illuminated.

1.6 Fire alarms, detectors and extinguishers db®linspected, tested and maintained
regularly as appropriate to ensure that they asmigfficient state and working order and

in good repair.

1.7 The fire evacuation procedure will be exerciaeteast once every six monthin
coordination and with the approval of the healtd aafety officer. The exercise will be
reviewed by the health and safety offieed a report compiled. Employees and Visitors
must comply with the fire evacuation procedure earing a fire alarm. Failure to do so

may result in disciplinary action.

2.Intheevent of fire

2.1 Any Employee / Visitor who discovers fire igjoired to shout “FIRE” and activate
the nearest fire alarm Fires should only be tackled if it is safe tosdy there is a clear
escape route; there are fire extinguishers of fh@apriate type; and the Employee /
Visitor is trained and confident in use of fire ieguishers. Employees should not tackle
fires larger than a burning wastepaper basketthdf Employee / Visitor considers it
unsafe to tackle the fire, s/he should evacuategthmises immediately by the shortest
possible route, go to his / her designated assepdilyt and report to the Designated

Employee.

2.2 An Employee / Visitor who hears the fire alashould leave the building

immediately and report at his / her assembly poifhtthere is time, Employees should
close all doors and windows. Employees and Visitaust not stop to collect personal
belongings. Employees / Visitors should not ufis linless instructed to do so by the
emergency services. An Employee / Visitor whonisilift when the fire alarm sounds

should stop at the next floor and get out.
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2.3 Employees and Visitors must remain in theileagsy point (or move to any other
area when directed by the Designate Employee organey services) until authorised to
re-enter buildings.

2.4 On completion of evacuation, the Designated IBygge must be able to confirm that
all Employees and Visitors evacuated the premises /aor whether there are any

remaining Employees and Visitors within the premiard, if so, their identity.

2.5 Every event of fire shall be reported to ancbrded in writing by the health and
safety officer(immediately after the event) who shall report thishe Health and Safety
Executive, as required by law. Any fire outbreakymbe investigated and suitable
procedures and / or arrangements put in placeeweept the future occurrence of similar

incidents.

3. Fireextinguishers

3.1 Prompt and correct use of fire extinguishers mevent a fire from spreading. The
correct type of fire extinguisher must be usedavoid increased risk and danger to the
operator. Training in use of fire extinguishers nimey arranged througthe health and
safety officer. Water and water-based extinguishers must never be used on electrical

fires.

3.2 A water type (silver, red or silver band ordhbn red) extinguisher should be used
for all carbonaceous materials (eg wood, paperjdaletc). A foam type (cream / cream
band or label on red) extinguisher should be usedcarbonaceous material and
flammable liquids (eg petrol or oil). Carbon dio&i(black / black label or band on red)
extinguisher or a fire blanket should be used terlattrical fires, flammable liquids and

gasses, solvents, petrol, oil and similar materidlglry powder (blue / blue band or label

on red) or halom (green / green band or label dhegtinguisher can be used on all fires.
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BOMB ALERT PROCEDURE

1. Anyone receiving a bomb threat or discoverirsgigpicious object / vehicle should
inform the emergency services on 999 immediatetyramain in the vicinity and make

him/her-self known to the first security personaelving on the scene.

2. If a bomb threat is received, it is importantrioto:
2.1 get answers to the questions “where is the Botwhat time will it go off”;
“what kind of a bomb is it”; “why are you doing jtand “do you have a
codeword”;
2.2 assess the gender, age group, accent aneftaied (eg intoxicated or
irrational) of the caller;
2.3 identify any noticeable background noise /rdigton (eg traffic);

2.4 assess whether the call is from a public, neatilprivate telephone.

3. If a suspicious object or vehicle is identifidund, it is important to:
3.1 note its exact location and easily recognisataetifying features (eg
registration number, name markings);
3.2 advise those present in the immediate vicitoitglear the area and remain at a
safe distance;

3.3 detail in one’s mind why suspicion was aroused.

4. Under no circumstances should anyone touch a suspicious object or vehicle.

5. Mobile phones and radio transmitters must natdssl near a suspicious object /

vehicle.

EMERGENCY FIRST AID TREATMENT
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1. It is the responsibility of the health and sgafefficer to maintain adequately stocked
first aid boxes; obtain (or make arrangements ttiop first aid supplies; select and
provide training to Appointed Person(s) (who takarge in case of injury / illnesand

post a full list of their location and internal pfenumbers and the location of first aid

box(es) next to the first aid box

2. First aid box(es) are located in the main officEmployees are required to familiarise
themselves as to the exact position of the fidtax nearest to them and the name of the
person responsible for it . Mobile Employees shatty with them a first aid kit suitable

for treating minor injuries.

3. Where necessary, Appointed Person(s) (who takege in case of injury / illness)
shall be called to the scene of an accident / entigdvhere they will assess the situation
quickly and safely; call for appropriate help (aificduitably trained and certified give
early, appropriate and adequate treatment in aldereder of priority); arrange for any
injured person to be taken to hospital, see a damtayo home (as appropriate); and
ensure that an accident / incident report is cotadland returned to the health and safety
officer and that any Accident Book is filled in. Unleserhis an imminent threat to life,
an injured person should not be moved except byathbulance service or a suitably

qualified person .

REPORTING OF ACCIDENTS

1. Any accident at work or in connection with wdskhether involving an Employee,
Visitor or other person, whenever and wherevecduos onTOPS’s premises) must be
reportedimmediately and fully to the health and safety offidérst verbally and then in
writing) who shall arrange for the accident to beeistigated and for a written report to

be prepared.
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2. It is the responsibility ofhe health and safety officés report to the HSE’s Incident

Contact Centre or local office of the Health ande8aExecutive the incidents described

in clauses 2.1-2.4 below, in the manner prescrilyeldw:
2.1 any accident (whether involving an Employeesitdr or other person,
whenever and wherever it occurs ®@PS’s premises) arising out of or in
connection with work and resulting in death or majgury (eg amputations,
most fractures and major dislocations; temporarypermanent loss of sight;
serious injuries from electrical accidents; mosjunies leading to loss of
consciousness; acute illness which results fronosxe to harmful substances or

biological agents; injuries following an assaultairk);

2.2 any accident (whether involving an Employeesitdr or other person,
whenever and wherever it occurs ®@PS’s premises) arising out of or in
connection with work and resulting in injury redog hospitalisation for more
than 24 hours or any other injury which resultafnEmployee being absent from
work for more than 3 days (including non work dagdder the day of the

accident;

2.3 any dangerous occurrence (whether involving=amployee, Visitor or any

other person, whenever and wherever it occurs oRI® premises). Examples
of dangerous occurrences include (but are notdinib) collapse, overturning or
lift / lifting equipment failure; electrical shodircuit or overload causing fire or
explosion; unintended collapse of any building toucture under construction, a
wall or floor in a work place; explosion or fireuwsaing suspension of normal work

for over 24 hours; accidental release of a substariich may damage health;

2.4 any reportable work-related disease which anpl&yee suffers (eg
occupational dermatitis, skin cancer or acne; Idisgases such as occupational
asthma and asbestosis; infections such as hepdtibgrculosis and tetanus;

occupational cancer and hand-arm vibration syndyome
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3. Every report (to the health and safety officad @o the Incident Contact Centre /
Health and Safety Executive) must include the dat®e and place of injury, disease or
occurrence; personal details of those involvedabdef description of the nature of the

event / disease.
4. Record of any reportable injury, disease or damgs occurrence shall be kept by the

health and safety offican the appropriate Accident Book for at least 3rgeaom the

date of the record.
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