The Challenge

A construction management consultancy was
developing ready-to-use Health & Safety document
packages for small businesses. The documents
needed to be straightforward for customers to
complete themselves while keeping the format
consistent across the package.



Scope of Work

My role was to convert the existing documents
into fillable PDFs, quality check, Handbook design,
four brochures, signage and other promotional
materials to introduce the consultancy new
products and services to customers.



The Outcome

Ready-to-use packages that customers could
download and customise with their own project
details. The documents followed a consistent
format across the range, enabling customers to
manage their health and safety in-house.



Handbook & Collaterals



The key to achieving healthy and

safe working conditions

is to ensure that health and safety

issues are planned, organised,

cantrolled, monitored and reviewed.

Everyone controlling site work has

health and safety responsibilities Gathering as much health and safety information about the proje
Checking that working conditions before work beg ilable at tend
that allowance is made for the time and resources required to deal with particular problems

and the proposed site
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Setting Up
he Site.
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The set-up of a construction site, of whatever size or scale, should be carefully planned and
resourced so that the site offers a safe environment for workers, visitors and the general public
Where appropriate, a site manager should be appointed who will be responsible for site set-up,
site facilities and site security. Necessary tasks required of the site manager should be informed
by the requirements of the Construction Phase Plan

Site Access

255 010 and arowrd ¢
ces where it may be

site foc people end
ECessary to provade dool

n how vehicies will be kept C ear of pedestriars,
tes to achieve this segregation. Doors that open onto

wing penels of windows

o wark will be done i
mits to work aré require
the construction work

training and information, in
* Provide safe
* Provide suit
vy precautions are kept in place tuning working hours and that

night-time and weekend pratection is put in place
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personal protective equipment
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Precautions in case of fire
I a fire shoud break out, peopie must be able to escape from it To achieva this, consider the points:

Means of giving warning: Set up a system to zlert pecple on site; this cou'd be a tamparery or
permanent mairs operated fire alarm (which should be tested regu arly, e.. weekiy} a kiaxor, an air
Pom or a whist e, depending oe the size and complexity of the site.

Ay waming needs to be distinctive, audible above other noise andrecognisable by everyone.

Means of escape: Plan escape routes and ensure they remain avei able and unobstructed. For work
ereas abovnor befow ground, provide well separated alternative ways to ground leve! where possble.
Protect routes by installing the permanent fire separztion ard fire doors as soon as possibe.

It is important that escape routes grve access to a safe place where people can assembie and be
accourted for. In 2 large chemical plant this may be 5 safety refuge, while or 2 small site the
jpavemant outside may be adequate.

Signswil be needed if peopie are not familiarwith the escape routes.

Ensure all extinguishers and fire fighting ecuipment serviced and marked

Provice adequate fire alarm ard communication system

Restrict smoking/naked flame

Avoid storaga of excess quantities of fammable substances atworksites

Establish storage procedures for fammabie substances

Employ and train emergercy parsonnel

o E 9 ted and isswed

Display emergency telephone numbers.

* Conduct regular fire alarm checks

 Perform peniodic testing and trial evacuations

Steps for effective fire prevention:

o Provide fi near all walding, axy-acetylens cuttirg or other sources of ignition
* Keep fire extirguishers easy to locate and reach in case of an emergency

* Never store flammable or combustible materials in common areas, staiways of exts

* Avoid spraieg of paint, solvents, or other types of flammable substances in areas with poor
ventilation to avoid build-up of fumes anc vapors |eading to explosions or fires

Store gasoline and other flammati e liguids in a safety can n a ventlated place or an approved
storage facility

Ensure that leaks or spills of f materals are

© Firstaid
First 2id car save lives, reduce pain and help an inured person make a quicksr recovery.
The minimum | for all sites is:

* Firstaid baxwith enough equipment to cope with the rumber of workers on sits

*  An zppointed person to take charge of first-aid anangements;
© Information of the

them. A notice in the site hut ts a good way of domng this.

.

or first aider andwhere o find

you choase to someone is injured or falls i
and whow| telephone for an ambu ance if ane i recuired. An appointed person should not
attempt to give first aic forwhich they have not been trainec.

A first aider is dergone a training course in ad atwork and
holds a carrent first aid at work certificate. A first aider can undertake the duties of an appointed
person.

() Housekeeping

Keepwork areas free from rubbish and abstructions

Maintain all floor surfaces safe, suitable ard free from slip or trip hazards
Ensure floor openings covered or otherwise fenced off

Materials are properly stacked and stored safely

Kaep all pessagoways in good conditions:

Unobstructed and clearly defined

Provide adequate lighting

Ensure clear sight!ine at breaks and cormer

A tamed v yrder?
Adequate and free from g are

Lighting dean and efficient

Mo flickesing

Maintain steady lights

Provide and mantan all emergency |ghting systems

s workers’ access to worksites well maintained?

Keep all wa'kways and stairways clear of debris and other matenia's such
2 usec boxes, wooden scrap, loase gravel, oil leakage, toals and supplies
10 prevent trigping anc shpping

Put them in @ ber or debeis area to prevert fire and tnpping hazards
Provide adequate lighting to prevert accidents

Stacing of ol materials:

Maintain 2l stairs, steps and landings:
Replace or remove wom-out or beoken steps
Koep handrai's and fencings in good repair
Keep clesr of all cbstructions

Maintain adecuate lighting

Provide and maintzin emergency lighting

Faa

Keep clear of debris and spills

Site set up Check
Information to Display

Notice Board

Get a notice board upto dispiay important
project information toyour team You can
purchase one here ecconestore.com

[ Heaith and Safety Law Poster

&3 !nsurance Certificates - Should be
placed on the rotice board

&5 Fire & Emergency Plan - Displsy the plan i &
visible place and make sure it is understood
by everyone accessing your site.

E’ ‘Traffic Management Plan - One way
systems, safe tuming spots and separate
vehicle and pedestrian routes all make for &
saber site.

Safety Signage - Health and safety signs
shoukd be displayed at the site permeter
ard around the sita.

Accidents and Emergencies Management Documents

B3 FirstAid Kt - The Health and Safety [ Construction Phase Plan - COM
(First-Aid) Regulations require 81 documert is legally required on every
employers to prowde acequate and ConStruction project so make swe you
appropriate first aid equipment, hae oo
m:mnqmﬁdpuam

can receve 3 as policy - If you employ 5 or mare

mﬂnhhﬂplhﬁqlmnyﬂm peopie you need a written heslth anc safety
ill 3t work policy and this should be easily accessible.

[’ Contract Documents - architects drawings.

Accident Book - I1's = lecal structura calculatiors, specification, the

requiremant to keep an accident scope of works.
book on your sites. Make sure this is E
Project Surveys - sarvice locations,
filled in if an any accidents occurs. suneys. ground tiongs.
~The extinguishers
mm be wmruu to the nature of
the patentia fire: PPE Protective Equipment
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Safety Records

Site Register - Sigr in/sign sheet s

needed. to provide a record of who is on Safe Methods of Work

your site at all times.
Risk Assessments - Required by law

I

Induction Forms - Before startirg work m:?;u"ha'

every person on the site needs 10 be

inducted a tecord as evidence of

this. e g E3° Method Statements - for high risk ot
complex activities sate workirg
procedures should ba documentad.

Toolbox Talks - It is your ob igatior 1o

raise health anc safety awereness with

on-site safety trainirg. Provide toolbax B3 Permits to Work - To contro! high-risk
talks from the start of your projecton a acthities or site.

reguiar basis.

Training Records - Ensure your team 15
trained and competent to do the tasks
they are given.

Site Inspections - Perform requler
checks to make sure that nules 2re
being fol owee and your site is = good
working order.

Near Miss Reports - Create o safer e
workpace with near miss reporting so P
that risks can be metigated and more fa -
senous, even fatal, incidents can be .

preventad. —-:?':
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Owner’s Manual,

Construct 1t | Health & Safety

Consulting Group.

Brochure

Interactive, easy to fill in documents €
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Package




Project Documentation



The project covered three construction
documentation packages:

Health and Safety Management, Project
Management and Administration and a Building
owner's manual.



ADMINI
STRATION PROJECT MANAGEMENT

* This package consist of 54 documents including these below:

PROJECT MANAGEMENT
AND ADMINISTRATION
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Contractor Attendance Record Sub-Contractor Contract ;urveys and Administration
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HEALTH AND SAFETY MANAGEMENT PACKAGE 1 SECTION 1 Project Directory
v Parties to the project

01. com 2015 08. External Safety Inspection O H

1 Pre - Construction Information File 8.1 External Consultant Scely Inspection §w SECTION 2 Description of the works

2 Constucton Phase Healh ond Safey Pon 8.2 e 2 Site address and location plan, Description of the works
1.3 F10 Cerificate 8.3 Fire Safety Consultants Report 2 i
114 CDM Exdemal Reports 8.4 Asbesios Repor 2 = Design information
02. Legal Company Documents ., R SECTION 3 "
21 09, scafiold end ! / location of the services
2] lagdl Conpony Docyrers 9.1" Intemal Scaffold Inspection Report
22 Company leath and Solely Policy 9.2 Internal Tower Inspection Report n
23 Company Environmental Policy 93 Lodgers ond Siops Inspaction (L] % SECTION T
2.4 Company Procedur 4 SECTION 4 Residual Hazardous and Future Risk
25 Axccgff ond Drugs ot Work Polcy &8 ol Porser Ctfica Z & Services Isolation Points, Residual Risk, Hazardous Materials
2.5 Equal Opportunifies Pols 9.6 Extemal Scaffold Inspection Reports s
27 Hoath, Sefaty and Wellore Policy =
S 20 SECTION 5 Specification and “ As-Built* Drawings

10. Hand and Arm Vibration
03. Contractor Staff File 11.1 Hand and Arm Vibration Register SECTION 6 Finishes and Equipment Details
3 \ 5‘ te Induction Reg . Floor, doox, Stairs, Lighting, Kitchen, Bathrooms, Wardrobes,
33 PPc f" o "“;ﬁ’eﬂg e 11. Permits tonncky, Windows, Doos, Fnishias, P, Scnsory; Exdaricl
34 Em 11.1 Permit Register Pack - 8 documents | Finishes and Decoration
13 SR omanca E}«ppm\;u‘ Fom
3.6 Time Sheet/Sickness Raport 12. il Assessmerd SECTION 7 E ik
04. Sub - Contractor File 12.1 Manual Handling Assessment Register Fire Selection/Alarm/Fighling Measures
- Comparimentalisation Drawings
2 2 sm Cm ractor S‘w'e nduc jclica} Register 13. Risk and ' Emergency Evacuation Procedure
tactor Induction File Assessment and Method Statemen
43 S ¥ Gualiication 13.1 RAMS Package - ( 32 documents ) - Maintenance of Fire Profection to Structure
Questionnaire Fire Risk Assessment
4.4 Conwactor’s Evaluation Form 14. ol of Sub "
Control of Substances Hazardous to Heal . . . .
05. Emergency Procedures 14.1 COSHH - [ 40 documents | SECTION 8 W
leaning Structure
2 Eemency It Focsdaerl - HighRisk Maintenance Issves
Pl 15. Contractor ToolBox Talk File - Specalist Maintenance Requirements
bR pigs 15.1 ToolBox Manuals - [ 18 documents | B e s
. Fire ures
6.1 Conshuction Fire Safety Management Plan - Method Statements and Future Works
62 C:mwcnon Site ruid sk Assessment 16. Accident and First Aid Procedure - Cleaning Requirements
6.3 Fire ite Procedures 16.1 Environmental Incident Repor ) ;
6.4 Fighting Eqmpﬂm Fire 16.2 Record of Injuries and lliness under 3 days SECTION 9 Tests, Inspections Certificates and Records
85 i Alam nspacion 16.3 Internal Accident Report Form S
6.6 Fire Inspection Register 16.4 Internal Accidant Investigation Report X X
" . 16.5 Accident Witness Statement SECTION 10 Warranties and Maintenance Agreements
07. Company Site Safety Inspections \o c First Aid Treatment Record nerdl Schedules
7 1 Site Manager Health and &z'e‘y Inspection m 4 ?\éﬁ Cr)‘éwszso'?eaw Form
Site Hoarding Site Inspex .

73 Sl ooae SECTION 11 Miscellaneous

pection
7.4 Project Weekly Fwo Inspections
7.5 Daily Plant inspection
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Unauthorised entry to this site is SITE SAFETY COVID-19
strictly prohibited STARTS HERE | manpatoRY

ALL PERSONNEL MUST COMPLY WITH THE HEALTH AND SAFETY PLAN FOR
WARNING CONSTRUCTION IN PROGRESS THE CONSTRUCTION PHASE WHICH IS AVAILABLE FOR INSPECTION IN THE
Parents are advised to warn children of the danger SITE OFFICE, FAILURE TO COMPLY WITH THE PLANS
ofentering constructionisites WILL RESULT IN BEING PROHIBITED FROM SITE

ALL PERSONNEL MUST COMPLY WITH PHISYCAL DISTANCING AT ALL TIMES

Approved Personal Protective VE=E QO

Equipment must be worn at all time @ n
distancing & open for ventilation

O om0 il

G H ===

APPROVED PERSONAL PROTECTIVE EQUIPMENT MUST BE WORN

©@00000

CDANGER D I | N o No FACE MASK, NO JOB !




SITE SAFETY STARTS HERE!
S= Hig clothing
SPEED LIMIT must be worn
All visitors Safety helmets Safety Footware Hi-viz must Eye Protection Jll Hand Protection
ml::;e%g: = must be worn must be wom be worn must be worn must be worn rotective boots
p! NO ACCESS for must be worn
unauthorised
CAUTION NOTICE TO PARENTS oo DANGER personnel Safety helmets
: : AND PUBLIC R LT must be worn
Site Traffic in progress 0 R

BUILDING SITES CAN BE DANGEROUS
THE COMPANY ACCEPTS NO LIABILITY report to
MAXIMUM WHATSOEVER FOR ANY PERSONAL NO site office
INJURY RECEIVED OR PROPERTY unauthorised be worn
1SS RE| 1[I DAMAGE CAUSED WHILST ON THIS SITE access
Heavy plant

machinery operate
THINK SAFETY! THINK SAFETY! THINK SAFETY!

on this site
@ o= First Aid Station

(1)

All visitors

must report to

reception Safety helmets Safety Footware Hi-viz must Eye Protection Hand Protection|
must be worn must be worn be worn must be worn must be worn

CAUTION NOTICE TO PARENTS DANGER LIS Eyewash Kit
i j Constructi k
Site Traffic AND PUBLIC on:l ;t::;g:s:or

BUILDING SITES CAN BE DANGEROUS
THE COMPANY ACCEPTS NO LIABILITY

MAXIMUM WHATSOEVER FOR ANY PERSONAL
INJURY RECEIVED OR PROPERTY unauthorlsed —
SPEED LIMIT DAMAGE CAUSED WHILST ON THIS SITE access

Biohazard Kit Burns Kit

THINK SAFETY! THINK SAFETY! THINK SAFETY!




NO HATS

NO BOOTS

@

Safety Footware NO unauthorised
must be worn access

®

Eye Protection Ear Protection Hi-viz must
must be worn must be worn

SITE SAFETY STARTS HERE!
o= SITE SAFETY

Safety helmets

must be worn

|

NO HI-VIS
NO JOB ON SITE!

SITE
SPEED LIMIT

Protective boots
NO ACCESS for must be worn
unauthorised
personnel
Safety helmets
must be worn
All staff must

warn children of the dangers of entering this site
report to e .
ite offi afety glasses mus
S eo e @ Safety helmets must be worn
Heavy plant

H lothi t
""":"‘“t‘;?; gﬁ:rate St el ® Unauthorised entry to this site is strictly forbidden

Under the Health & Safety at Work Act 1974 all persons entering the site must comply with all
regulations under this act.

Safety signs and procedures must be observed and personal protection and safety equipment
must be used at all times.

All visitors must report to the site office and obtain permission to proceed on to the site or any
work area.

Construction work in progress. Parents are advised to
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