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Part 1 
 
 

Statement of Policy 
 
This is the Policy statement of Mouchel Group Plc and applies only to works involving our 
subsidiary company Mouchel (Ireland) or for works carried out in the Republic of Ireland.  

The Group Policy statement together with the specific organisation and arrangements 
sections for Mouchel (Ireland) form the Safety Statement required by the Safety, Health 

and Welfare at Work Act 2005.
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Health & Safety Policy Statement 
It is the intention of Mouchel to provide a safe and healthy working environment for all employees and others 
who may be affected by our undertakings.  Mouchel will, so far as is reasonably practicable: 
 
Control  

·  provide adequate control of the health and safety risks arising from its work activities 
·  prevent accidents, injuries and cases of occupational ill-health 
·  investigate accidents, near misses and unsafe acts or conditions to ensure corrective, preventative 

actions and opportunities for improvement are identified. 
·  maintain safe and healthy working conditions  
·  identify all risks and hazards created as a result of its work activities 
·  provide and maintain safe plant, equipment and other facilities required by employees, and others 

working under its control, to undertake their duties 
·  ensure the safe handling and use of substances in the workplace 
·  ensure the competency of all those under its control to undertake their duties 
·  ensure that legal and other occupational health and safety requirements applicable to our 

organisation are identified and recorded 
 
 
Communication, participation & consultation 

·  consult with employees, and others affected by its activities, on matters affecting their health and 
safety 

·  gain the full commitment of its stakeholders with regards to matters of health and safety 
·  communicate this policy and arrangements to all employees, and others working under its control 

and/or affected by its activities. 
·  ensure that legal and other occupational health and safety requirements applicable to our 

organisation are communicated to all employees, and others working under its control and or 
affected by its activities. 

·  promote health and safety awareness at all levels and create a positive health and safety culture 
throughout the Group 

·  promote good health and provide health counselling and education relating to the prevention of 
occupational and non-occupational disorders and diseases 

 
Training 

·  provide suitable and sufficient training to ensure the competency of employees, and others working 
under its control in health and safety matters and such training is evaluated to ensure effectiveness. 

 
Resource 

·  ensure that adequate resources for health and safety are provided across the business, including 
the use of external resources if required 

 
Continual Improvement 

·  apply processes that ensure the Company continually improves its health and safety performance 
and systems that manage health and safety.  

·  monitor and review the Company’s position on health and safety and revise this policy at regular 
intervals – at least annually – as appropriate to reflect current legislation and best practice 

·  establish and maintain measurable occupational, health and safety objectives for each level and 
function of the business. 

 
 
 
 
 
 

 
Richard Cuthbert 
Chief Executive Mouchel Group plc 
August 2009 



�

ROI Health and Safety Policy  August 2009 
Mouchel  

� �

Health & Safety Policy Statement Charter 
  
By signing this document, we are confirming our commitment to the Occupational Health and 
Safety Policy Statement of the Mouchel Group plc and all of its requirements within our individual 
business streams; 
 
       

Ian Parker 
Communications, Marketing and SHEQ Director,  
Mouchel Group plc 
August 2009 
 
 

 
  
Keith Jackson 
Managing Director, Highways,  
Mouchel Group plc 
August 2009 

 
 
 
 
Piers Clark,  
Managing Director, Regulated Industries 
Mouchel Group plc  
August 2009 

   
 

 
�
Steve Morriss,  
Managing Director, Government and Business Services,  
Mouchel Group plc 
August 2009 

 
 
 
  
 

Kru Desai,  
Managing Director, Management Consulting,  
Mouchel Group plc 
August 2009 
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Health and Safety Organisation Structure 
 
 
 
 
 

Head of  
Health, Safety 

Environment & Quality 

Health and Safety 
Advisor - Compliance 

Health and Safety 
Advisor – Occ. Health 

Business Stream 
Assurance Manager 

Business Stream 
MD 

Business Stream 
H&S Advisor 

Director for Marketing, 
Communications & 

SHEQ�

Stream Offices Stream Projects 

Office Manager 

Office Safety 
Coordinator 

Project Manager 

All Personnel 

CDM Compliance 
Advisor 

Central Function 

Chief Executive 
�

Notes  
 
This chart demonstrates 
Health & Safety and 
management reporting lines.  
 
An Office Safety Coordinator 
would only report to, and 
appointed by, a Project 
Manager where the site had 
an office. 

Directors 
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Responsibilities 
 
 
 
The Chief Executive: 
 
Overall and final responsibility for health and safety in Mouchel rests with the Chief Executive, Richard 
Cuthbert . 
 

The Mouchel Board of Directors: 
 
The Mouchel Group plc Board of Directors has a collective role for providing health and safety leadership. It 
will ensure that plc Board decisions reflect the Company’s health and safety intentions as described in the 
Statement of Policy. The plc Board will satisfy itself that it is suitably informed on all issues relevant to health 
and safety, and all issues relevant to health and safety risk management, in the Company. 

 

The Group Management Board (GMB): 
 
The Group Management Board (GMB) is the senior management team responsible for day-to-day leadership 
of the Company. The GMB takes operational and executive control of the management of health and safety 
within the Company on behalf of the plc Board of Directors. It makes funds and facilities available to allow 
the requirements of the Policy to be met; and it ensures that the Board of Directors is kept informed on 
issues relevant to health and safety risk management and overall health and safety performance. The GMB 
engages the active participation of employees in improving health and safety. Richard Cuthbert is the 
director responsible for safety on this Board. 
 

Responsibility for Implementation of Health and Safety Policy: 
 
Responsibility for day-to-day implementation of this Health and Safety Policy rests with the Director for 
Marketing, Communications and SHEQ (Safety, Health, Environment and Quality), Ian Parker . He will 
provide the Head of SHEQ with the resources and authority necessary for him to discharge his duties. He 
will liaise with the GMB; and he will secure and allocate resources and facilities as required for delivering the 
requirements of this Policy.  
 
The Director for Marketing, Communications and SHEQ is responsible for the Group SHEQ team. He also 
chairs a SHEQ Board, comprising the Head of SHEQ, the Group Environmental Manager, and the Business 
Assurance Managers for each of the business streams. 

 

Other Responsibilities: 
 
A number of other individuals have specific responsibilities in the delivery of the requirements of this policy. 
These are as given below. 
 
Head of SHEQ 
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The Head of SHEQ, Carl Anstee , is the ‘Appointed Competent Person’ in accordance with Regulation 7 of 
the (UK) Management of Health and Safety at Work Regulations 1999 for the purpose of advising senior 
management on the measures necessary to achieve legal compliance. Reporting to the Director responsible 
for Marketing, Communications and SHEQ the Head of SHEQ will lead the Group Health and Safety team 
and will: 

·  work closely with the Heads of Environmental and Quality Management  

·  promote excellence and create a culture of best practice in health and safety  

·  monitor and review the Group Health and Safety Policy  

·  develop and communicate the Group CDM Policy 

·  develop, implement and maintain processes for hazard identification and risk management 

·  advise on project risk assessments and controls, workplace safety and operating procedures 

·  maintain knowledge of, communicate, and act upon changes in relevant H&S legislation  

·  develop and implement a Group-wide strategy for health and safety 

·  consult with staff on changes affecting workplace health and safety 

·  develop, coordinate and deliver an programme of health and safety training  

·  develop a behaviour-led safety training programme 

·  develop and maintain a framework for Group-wide H&S processes and procedures 

·  contribute to the H&S aspects of procurement and supply chain management 

·  lead on the assessment, review and operation of emergency procedures 

·  introduce, extend and maintain OHSAS 18001 certification 

·  provide accident investigation support  

·  develop and communicate an effective occupational health regime 

·  monitor and report to the relevant persons, performance across the business and verify that H&S 
processes are being followed. 

 
Safety Advisors (Group) 
Safety Advisors in the Group Health and Safety team will provide advice and training to Mouchel employees. 
Reporting to the Head of Health and Safety they will enforce compliance with this policy throughout the 
Company. They will:  

·  support the Head of Health and Safety in the review of health and safety performance  

·  participate in production, revision and implementation of documentation, systems and procedures 
communicate with the business on health and safety matters 

·  disseminate and publicise information on CDM 

·  undertake formal health and safety monitoring and audits at appropriate intervals 

·  participate in the active management and recognition of stress at work 
 
Managing Directors 
Managing Directors have overall responsibility for health and safety matters associated with their business 
stream in Mouchel. They will: 

·  Appoint Directors for their stream. 

·  Ensure that the Directors have sufficient training, support and resources to adequately discharge their 
role 

·  Ensure adequate funding for health and safety in all areas for which they have responsibility. 

·  Liaise with the Assurance Manager and the Head of Health and Safety as required. 
 
Directors  
Directors have overall responsibility for the health and safety aspects of all activities in the areas (i.e.office, 
business unit, division, site or project etc) for which they are a director. They will:  
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·  Support and direct their Business Assurance Manager (BAM)  to ensure the effective management of 
health and safety risks within their area of control; in particular, for the health and safety of employees 
and contractors with a direct reporting line; 

·  co-operate in the setting up and maintenance of the BAM’s health and safety communication chain, and 
be able to report on health and safety performance of their areas of responsibility as required; 

·  Ensure the appointment of an Office Safety Co-ordinator for their office where appropriate; 

·  Ensure adequate funding for health and safety in areas for which they have responsibility; 

·  If they wish, appoint an Office/Project Manager for their office/project in order to assist them with carrying 
out their duties under this health and safety policy; 

·  Ensure all employees within their responsibility are competent to carry out their role in a safe manner 
and without risk to health. They will carry out a training needs assessment and form training plans in 
conjunction with the BAM. Evidence of training and competence of individuals is maintained at business 
stream level. 

 
Managers: 
(For the purposes of this Policy, ‘Manager’ is defined as any person who is a Project Manager, Manager in a 
non-technical function, or a Team Leader). Managers have overall responsibility for the health and safety 
aspects of all activities in the areas for which they are accountable. They will: 

·  Ensure that all activities undertaken outside the normal working areas or our normal day to day activities 
are covered by a risk assessment and that this has been undertaken by competent persons. That such 
assessments have been communicated to all affected employees and those working under Mouchel 
control or affected by our activities. For certain risk assessments it may be necessary to gain the advice 
of the BA Team and or the Group Health and Safety Team; 

·  Ensure, where applicable, safe systems of work are followed, are adequate for the work to be carried 
out, ensure that employees and others receive suitable instruction and are competent to undertake their 
work in a safe manner and that it meets health and safety requirements. This includes manuals and 
operating instructions that include relevant health and safety information and instructions provided by 
competent persons; 

·  Identify health and safety training needs and arrange for this to be carried out; 

·  Ensure new members of staff are made aware of the specific hazards and rules relating to the their work 
upon commencement of employment; 

·  Ensure that all users of work equipment, products and articles supplied or hired for use at work are made 
aware of any relevant information and instructions which may be provided by a manufacturer or supplier; 

·  Ensure installations under their control meet recognised standards and legislative requirements during 
design, procurement, installation, test, operation and all other requirements when considering health, 
safety and the environment and adequate records are maintained; 

·  Ensure adequate levels of supervision for all staff under their control; 

·  Ensure that personnel are supplied with necessary first-aid equipment and facilities; 

·  Ensure that appropriate records are kept for all work equipment; 

·  Ensure that all work equipment hired or purchased is suitable for the purpose intended and that it is 
properly maintained; 

·  When responsible for CDM works, ensure that those acting as Designer, CDM Coordinator and, under 
exceptional circumstances, Principal Contractor have received specific training and are sufficiently 
experienced and competent to carry out their duties; 

·  Advise employees on site of any risks drawn to Mouchel's attention by other employers sharing a 
particular workplace; 

·  Take steps to ensure the competence in health and safety of any persons or contractors to whom work is 
subcontracted; 
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·  Identify personal protective equipment needs and ensure that suitable equipment is provided and used 
as required by risk assessments; 

·  Participate in the active management and recognition of stress at work; 

·  Where responsible, ensure adequate fire, first-aid and welfare provision; 

·  (When authorised by a Director) appoint an Office Safety Coordinator for their office and provide that 
coordinator with sufficient training and resources to carry out their duties; 

·  Ensure that all monthly office safety reports are completed and any subsequent findings actioned and 
monitored to completion; 

·  Ensure all accidents, incidents, dangerous occurrences or near misses are reported in accordance with 
legislative requirements and Mouchel procedures. 

 
Business Assurance Managers  
Business Assurance Managers liaise with the Business Stream Board and the Head of SHEQ to initiate, 
administer and interpret the effective implementation of Mouchel Health and Safety Policy. The Business 
Assurance Manager will: 

·  Coordinate health and safety information and make publicly known such information throughout the 
relevant business stream; 

·  Be aware of changes in legislation which specifically affects the relevant business stream; 

·  Advise, in consultation with the Head of Health and Safety and the Business Stream Board, changes in 
legislation and the measures necessary to achieve legal compliance and effective discharge of 
Mouchel’s responsibilities; 

·  Ensure all accidents, incidents, dangerous occurrences or near misses are investigated in accordance 
with legislative requirements and Mouchel procedures 

·  Ensure that Mouchel’s Corporate Safety Policy and all corporate procedures are adhered to; 

·  Promote the safe conduct of work generally. 

·  Ensure, in liaison with the Chief Executive, Business Stream Board, the Head of Health and Safety and 
the Group Safety Advisors as appropriate; 

o review the relevant business stream’s health and safety performance, including setting future 
programmes, objectives and targets, on behalf of the business stream; 

o investigate serious accidents and dangerous occurrences within their stream and take 
appropriate action to prevent recurrence; 

o provide the relevant business stream’s information and assistance as part of ongoing Health 
and Safety strategy; 

·  Respond to suggestions or comments on ways in which Mouchel health and safety performance can be 
improved; 

·  Disseminate appropriate information relating to accidents, near misses and lessons learned 

·  Participate in the active management and recognition of stress at work 
 
Safety Advisors (Business Stream) 
Business Stream Safety Advisors assist the Business Assurance Manager in complying with their duties. 
Alongside the Business Stream Assurance Manager they provide day to day health and safety advice to all 
personnel within their stream. They will: 
 

·  Where appropriate, provide business stream specific health and safety training 

·  Disseminate and publicise group health and safety information and lessons learned 

·  Undertake formal health and safety monitoring, audits and inspections at appropriate intervals 

·  Participate in the active management and recognition of stress at work 
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Office Safety Co-ordinator  
The Office Safety Co-ordinator (OSC) aids the Office/Project Manager or Office Director in discharging their 
health and safety duties. They will: 

·  Act as a focal point for Health and Safety issues for a specified work area and carry out the monthly 
office safety report on behalf of the Office/Project managers, where requested;  

·  Ensure good housekeeping is standard practice in the work area and help maintain safe access and 
egress to the work area; 

·  Liaise with the Business Stream H&S Advisor whenever in doubt about fact, procedure or compliance; 

·  Assist, where requested, the Office/Project Managers in ensuring that office risk assessments (including 
those for display screen equipment - DSE's - and substances hazardous to health) are carried out by 
competent persons; 

·  Assist and or, where competent, carry out health and safety inductions, where requested by 
Office/Project Managers, with reference to local office procedures; 

·  To ensure that all staff and visitors are made aware of any local hazards which may pose a significant 
risk; 

·  Take responsibility for office accident reporting and ensure, where practicable, all accidents relating to 
employees or others who are based at or attached to their office are reported in accordance with 
Mouchel procedures; 

·  Assist the Office/Project Managers in ensuring that Office Fire Procedures are in place and are updated 
as necessary; 

·  Assist the Office/Project Managers in ensuring that appropriate fire-fighting appliances and equipment 
are maintained as necessary; 

·  Assist the Office/Project Managers in ensuring that adequate first-aid provisions are made for the office; 

·  Assist the Office/Project Managers in ensuring that all office work equipment (including plant such as lifts 
or boilers) is properly maintained and that appropriate records are kept; 

·  Assist the Office/Project Managers in ensuring, where it is Mouchel’s responsibility, that any contractors 
engaged to carry out building or maintenance work relating to the office are assessed for their 
competence, and; 

·  Assist the Office/Project Managers in ensuring that up to date information is provided on the office health 
and safety notice board. 

 
Employees  
Employees are required, so far as is reasonably practicable, to safeguard their own health and safety and 
ensure that their acts or omissions do not affect the health and safety of others. They are required to follow 
instructions from their superiors within Mouchel with respect to any matter of health and safety. Employees 
will:  

·  Promote health, safety and welfare at all times when at work; 

·  Ensure health, safety and welfare at all times in the areas for which they have responsibility; 

·  Comply with Mouchel systems and procedures and support the functioning of this Mouchel Policy at all 
times; 

·  Refer to and follow all applicable risk assessments and ensure that they are applicable for works within 
their control; 

·  Seek guidance from their Director, Manager and/or the Safety Advisors where there is any doubt about 
the safe working procedures to be adopted; 

·  Ensure that their working methods do not require them to take unnecessary risks; 

·  Ensure that they are competent to carry out their work and provide supervision and support where 
required; 

·  Report all defects and unsafe conditions; 

·  Report incidents which have led or may lead to injury. 
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Human Resources 
The Human Resources Department will ensure that training records and health assessment records are 
stored safely. Human Resources will:  

·  Assess and react accordingly to the information provided on the health assessment records; 

·  Make available the training records to the relevant concerned party;  

·  Participate in the active management and recognition of stress at work, and; 

·  Assist with the management of disciplinary action where necessary for breaches of health and safety 
rules or failure to comply with this Policy. 
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Arrangements 
 
Scope 
 
These health and safety arrangements and the Mouchel Occupational Health and Safety management 
system will apply to all Mouchel employees and others working under its control and or affected by its 
activities, regardless of work location and / or Business Stream. 
 
1. Communication, participation and consultation wi th employees, and others working under its 

control and or affected by its activities. 
In order to comply with the relevant legislation and encourage participation, shared knowledge and 
best practice, Mouchel will consult and communicate with employees and others working under its 
control and or affected by its activities on matters affecting their health and safety. This shall be 
achieved via the company health and safety system - mprove, through employee, contractor and or 
visitor induction, e-mail, the company intranet, through safety representatives, health and safety 
committee’s /meetings/ forums /newsletters and through the normal chain of management and 
management of contractors and service providers.  
 
In order to provide a forum for participation and the transmission and communication of health and 
safety information, health and safety is included and recorded as a standard agenda items for 
business and management meetings at all levels throughout Mouchel.  
 
Directors and Managers shall ensure that procedures are in place for receiving, documenting, 
controlling and responding to relevant communications from interested external parties. 
 
Employees are encouraged to make suggestions that may improve health and safety within the 
Company.  These may be made to Directors, Managers and Office Safety Coordinators or to any 
member of the Assurance or SHEQ Teams. 

 
Management are, where applicable, responsible for ensuring that effective consultation with Trades 
Union/Non-Trades Union Health and Safety Representatives and staff is established and maintained 
in accordance with the appropriate legislation.  
 
It is the Office Managers/Directors responsibility to ensure that at least one health and safety notice 
board is maintained at each fixed location, located so as to be viewable by all employees.   
 

2. Safety Policy Review and Objectives 
Mouchel will monitor the effectiveness of this Policy.  Review of the safety performance of Mouchel 
and the functioning of the Policy is the responsibility of the Health and Safety Director. The Director 
will review the contents of the policy document annually, or where changes in legislation or company 
guidance requires changes to be made, and identify ways in which company safety performance can 
be improved. 
 
The Director of Health and Safety, the Head of Health and Safety and the Group Support Health and 
Safety Team shall establish corporate occupational health and safety objectives, as a result of the 
review, for relevant functions and levels within Mouchel.  
 
The objectives shall be measurable, where practicable, timely and such objectives shall ensure legal 
compliance and meet industry requirements. These objectives will reviewed at regular and planned 
intervals. 
 
The Director of Health and Safety, the Head of Health and Safety and the Group Support Health and 
Safety Team shall monitor the suitability, effectiveness, implementation and achievement of these 
objectives. 
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Business Stream Managing Directors, Business Unit Directors, Business Assurance Managers and 
Managers, in conjunction with the Business Assurance Teams, shall establish business stream 
specific occupational health and safety objectives for relevant functions and levels within those 
business streams. Such objectives shall align to, but not be restricted to, corporate objectives and be 
measurable, where practicable, timely and shall ensure legal compliance and meet industry 
requirements. 
 
Business Stream Managing Directors, Business Unit Directors, Business Assurance Managers and 
Managers in conjunction with the Business Assurance Teams shall monitor the suitability, 
effectiveness, implementation and achievement of these objectives and report these back to Group 
Health and Safety at regular and planned intervals for review. 

 
3. Compliance Management 

In order to maintain a healthy and safe working environment, competent persons will carry out any 
necessary health and safety compliance audits in order to give advice on the requirements of the 
relevant statutory provisions, compliance with this policy and health and safety matters generally. 
 
Mouchel will carry out additional formal monitoring by means of inspections at intervals appropriate 
to the work and risk. The frequency of formal monitoring will depend on the type of work and the 
foreseen hazards.  Where a need is identified, specific health monitoring will be carried out.  
 

4. Training and Information 
The Director or Manager responsible for each project or office is to ensure that any specific training 
needs are identified and appropriate training arranged in consultation with Assurance Managers and 
or Safety Advisors and, where applicable, employee representatives, so as to ensure competency of 
employees and persons working under their control.  
 
The Director or Manager responsible for each project or office is to ensure that training undertaken is 
evaluated for effectiveness and to ensure competence is defined and achieved. 
 
The Director or Manager responsible for each project or office is to ensure that, where appropriate, 
arrangements for training reflect ‘language skills’, responsibilities, abilities and literacy levels. 
 
Training records shall be established, collated and maintained by the relevant business unit. Specific 
levels of health and safety training will be decided by the business unit in consultation with 
Assurance Managers and or Safety Advisors. Training will also be provided if new technology or new 
working methods are introduced.  
 
Where specific training is required to comply with HSE or industry guidance / best practice or 
because of the level of risk involved with the work (for example confined space entry or use of 
particular plant or equipment) suitably accredited training will be provided. 
 
All new employees will be given an initial health and safety induction within one week of the 
commencement of employment and will be advised of emergency procedures on their first day.  
 
Project Managers will ensure that project and site risks, together with any appropriate preventative 
and precautionary measures, are brought to the new starter’s attention before starting work.  Those 
transferring from job to job, or site to site, will be given similar information on arrival at the new work 
location. 
 
In addition to the office health and safety and project inductions, a more detailed health and safety 
induction will be provided for all new employees within the first three months of their employment.  
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5. Accident / Near Miss Reporting 
All employees will report accidents, near misses and unsafe conditions that occur in connection with 
Mouchel work activities, or for which Mouchel could be held responsible and will be reported 
however trivial the injury or near miss may appear. 
 
All employees will report accidents, near misses and unsafe conditions via Mouchel’s Safeguard 
reporting system.  
Should access not be available to an employee or others then the relevant line manager shall 
ensure that the accident, near miss and or unsafe condition is reported via Mouchel’s Safeguard 
system on their behalf.  
 
RIDDOR reports will be made on behalf of the company by the Business Assurance Manager in 
liaison with the relevant Safety Advisor and Project Manager. 
 
Only trained and competent persons will carry out investigations of accidents, near misses and 
unsafe conditions, in liaison with the Business Assurance Managers, and if required, with a member 
of the Group Support Health and Safety Team. 
 
For accidents, near misses and or unsafe conditions that constitute a ‘Group Significant Incident’ 
only trained and competent persons shall carry out investigations and the investigation team will 
include at least one member of the Group Support Health and Safety Team, and if necessary, GMB 
member, the Head of Health & Safety, Director responsible for Health & Safety and, if required, the 
Chief Executive. 
 

6. First-Aid 
To comply with legislation, Mouchel will adopt, as a minimum, the levels of first-aid provision 
indicated in the Approved Code of Practice.  Additional provision will be made where further need is 
identified.  
 
Directors are to ensure that funds are made available to provide and maintain adequate first-aid 
equipment and suitably trained personnel.  Alternatively, they can make arrangements for facilities to 
be shared with clients or contractors.  

 
The names of those persons responsible for first-aid are to be displayed at occupied offices and 
occupied sites.  

 
7. Provision and use of Work Equipment  

Mouchel will ensure that all equipment provided, for use at work, will comply with the requirements of 
legislation. 
 
The responsible Manager/ Purchaser is to ensure that all work equipment hired or purchased for use 
by our employees is suitable for the purpose for which it is to be used. They shall also ensure that, 
where necessary, procedures are established and maintained, related to any occupational, health 
and safety risks to the goods, equipment and services purchased and or used and that such 
procedures are communicated to suppliers and or contractors. 
 
Where tools or equipment are issued to employees and/or persons working under their control, for 
their use, those employees are responsible for ensuring that the item is kept in good working order 
and that any defects are reported. 
 
The responsible Manager is to ensure that all work equipment is properly maintained, as a minimum, 
in accordance with manufacturer’s recommendations and legislative requirements, and that 
maintenance and inspection procedures are established and documented where necessary.  
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Records of servicing, inspection, calibration and statutory tests/examinations are to be maintained 
for inspection at the relevant location. 
 
The responsible Manager shall also ensure that work areas and the provision or work equipment are 
planned, that procedures are established and communicated that take into account organisational 
factors, operating procedures, process and human capabilities to reduce risk. Where changes to 
such arrangements and procedures are required, then the responsible Manager shall ensure such 
changes are managed, that any changes are communicated to employees and or persons working 
under their control and relevant documentation reviewed. 

 
8.  Lifting Operations and Lifting Equipment 

Mouchel understands the dangers that lifting operations and working with lifting equipment can pose 
to human life. They accept the duties and responsibilities passed on to it by legislation in managing 
and protecting its workforce and others who may be affected by lifting operations and lifting 
equipment.  
 
It is our policy no untrained or unauthorised persons are to carry out lifting operations or work with 
any form of lifting equipment where there is a significant or high risk of injury or damage as a result.  
 
Managing the purchase, inspection, maintenance, servicing and use of lifting equipment within the 
workplace and ensuring lifting equipment is being managed within buildings that either Mouchel 
owns, leases or otherwise occupies for day to day business activities is the responsibility of the 
Office Directors. On sites, this responsibility is passed onto Project Managers.  
 
Any relevant lifting equipment, inspection and testing must be carried out by a qualified competent 
person. 

 
9. Hazard Identification and Risk Management 

Mouchel places a high value on maintaining a healthy and safe working environment for all its 
employees. We are committed to providing a safe working environment that maintains and promotes 
the health and well being of all its employees. 
 
By implementing a hazard identification and risk assessment policy that fulfils all relevant legal 
duties and requirements, and based upon the HSE guidance(s) Five Steps to Risk Assessment and 
The Principles of Sensible Risk Management , we aim to control or eliminate significant hazards that 
may arise as a result of activities both inside and outside of the workplace. 
 
Many Regulations require the employer to carry out risk assessments and that the significant 
findings from the assessments are brought to the attention of those at risk. All work is to be 
negotiated for, or tendered for, taking risk assessments into account.   

 
Mouchel management shall ensure that ongoing hazard identification and the assessments of the 
risks associated with all work activities are undertaken, as required by the Regulations.  
 
Responsible Managers have a duty to focus on real risks and to protect both people and our 
business by eliminating those risks. 
 
Where we identify that risks remain and these activities cannot be avoided, we will assess the 
potential for work related ill health and or risk of injury, damage or loss from both internal and 
external activities. We will also assess the potential impact from human capabilities and other human 
factors and then reduce the likelihood of those risks occurring and the severity of the outcome to its 
lowest possible level, so far as is reasonably practicable, by the implementation of suitable and 
sufficient control measures. 
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There are a number of special operations that have specific hazards and potentially serious 
consequences.  These operations have been addressed as part of the corporate level risk 
assessment process. 
 
When surveying the actual location, method of working and devising a safe method of work, 
reference should be made to the Business Assurance Team Health & Safety Advisors for advice. 
 
Office, site and project risk assessments form the basis of a safe system of work. In more complex 
or high-risk situations, it will be necessary to produce a method statement to address the precise 
controls or methods of work.  In some cases where the risk is sufficiently high (e.g. confined spaces) 
special training and/or use of a Permit to Work will be mandatory, the manager in charge of the 
activity is responsible for ensuring this is undertaken. 
 
The following are among the operations identified as having specific hazards and potentially serious 
consequences: 

 
·  Work with asbestos-containing products 
·  Exposure to noise 
·  Use of access equipment including scaffolding, mobile towers and mobile elevating working 

platforms 
·  Lifting operations and use of plant 
·  Work in confined spaces 
·  Work in contact with sewage 
·  Ground investigations and work on contaminated land 
·  Work on highways 
·  Survey work 
·  Work on railways 
(The above list is not exhaustive.) 
 
When assessing the risks on a local basis, consideration is to be given to those which pose a special 
or significant risk (disabled, young persons under 18, pregnant women, etc.). Where young persons 
are employed or are undergoing work experience, or where pregnant women are working, then 
Managers are to seek advice from their relevant Business Assurance Team Safety Advisor/s. 
 
The Business Assurance Managers, the Head of Health & Safety and the Director responsible for 
Health & Safety will review corporate risk assessments and codes of practice at annual intervals or 
whenever it is suspected that they may no longer be valid.  
 

10. Control of Hazardous and Dangerous Substances. 
Mouchel understands and accepts its duty and responsibility to ensure that any purchase, use, 
storage, handling and transportation at work of hazardous and/or dangerous substances are 
planned and are controlled by means of an assessment process. That suitable information is 
provided on the risks from hazardous and dangerous substances and the correct action to be taken 
when using them. 
 
It is the duty of the responsible Manager to ensure that all substances that pose danger to human 
life or the environment are assessed prior to use and that all those who may be affected are 
provided adequate information and control measures to prevent that harm.  

 
11. Fire Management 

Mouchel aims to provide a healthy and safe working environment by implementing a fire 
management policy for all its employees and premises throughout the organisation.  
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By implementing a fire management and fire risk assessment policy that fulfils all relevant legal 
duties and requirements we aim to eliminate hazards and risks associated with fire. This may also 
involve rapid referrals to experts, either internal or external of the organisation. 
 
We accept that not only do we have a legal responsibility to manage risk, but also a moral one, as 
such, a fire risk assessment will be produced to comply with these legal duties and will lead to 
control measures being implemented to actively remove or reduce the risks identified. 
 
Mouchel will arrange for trained and competent persons to carry out fire risk assessments on its 
behalf. 
 
Office Managers, Project Managers and Office Directors are responsible for implementing and 
maintaining the fire control and preventative measures identified in the assessment, and to ensure 
that: 
·  A written emergency evacuation procedure is available and is practised at least twice a year 
·  There is an adequate means of escape in the event of a fire 
·  Escape routes are kept clear 
·  Sufficient fire fighting appliances are available and properly maintained. 
·  Adequate means of warning and detection in the case of a fire is available and, as such, is 

subject to a documented regime of testing and maintenance. 
·  Consultation and liaison with relevant building stakeholders i.e. Landlord, Facilities 

Managers, and Buyers/Purchasers etc with regards to fire arrangements is undertaken. 
·  The needs of staff and visitors with special requirements are taken into account. 

 
12. Lone Workers. 

Mouchel, wherever practicable, aims to prevent accidents, occurrence of injuries, ill health, and near 
misses relating to lone working and associated activities, however where these do arise, we aim to 
not only fulfil our legal responsibilities, but also to ensure that a process of learning has taken place 
and measures put in place to prevent a reoccurrence. 
 
Where the conditions of service delivery or its associated tasks require staff to work alone, individual 
staff members and Directors / Managers have a duty to assess and, where practicable, prohibit lone 
working and or reduce the risks which lone working presents. 

 
13. Display Screen Equipment (DSE) 

Mouchel understands that the use of Display Screen Equipment (DSE) has the potential to cause 
harm to the user if not controlled and managed.  
 
Mouchel aims to control this issue by ensuring the completion of a user assessment carried out at 
the workstation. All DSE users will carry out a specific DSE assessment relevant to the equipment 
being used.  
 
Once completed, a trained and competent assessor will identify any issues which have the potential 
to cause harm and address them by reporting them to the users’ manager immediately with 
suggested remedies or referring them to the relevant Safety Advisor for further assistance. It is the 
relevant line managers’ responsibility to ensure that this process, as outlined above, is undertaken. 
 
To aid in compliance and prevention of ill-health, all DSE users are entitled, and encouraged to 
undertake free eye examinations and, where identified for the specific use on DSE, free eye wear. 
 
It is the employee’s responsibility to ensure any issues regarding their DSE use are relayed to their 
line manager or the trained and competent DSE assessors.  

 
14. Occupational Road Risk 
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Mouchel, wherever practicable, aims to prevent accidents, occurrence of injuries, ill health, and near 
misses relating to occupational vehicular use and or travel. However where these do arise, we aim 
to not only fulfil our legal responsibilities of reporting, but also to ensure that a process of learning 
has taken place and measures put in place to prevent a reoccurrence. 
 
Mouchel’s “Company Vehicle Policy” sets out the requirements for the use and maintenance of cars 
and light commercial vehicles provided by the company for the use of employees. The particular 
responsibilities of those employees identified as the keeper of a company vehicle or vehicles are set 
out in the policy. The responsibilities of all employees who use a company vehicle are also 
described.   

 
Mouchel vehicles will be maintained at the manufacturer’s recommended service intervals.  Keepers 
and users of company vehicles are responsible for carrying out routine checks as specified in the 
vehicle’s documentation and the Company Vehicle Policy. They are responsible for reporting any 
defects that are hazardous or could prevent the vehicle from being roadworthy. No employee is 
permitted to drive a vehicle thus deemed not to be roadworthy   Drivers of company vehicles are 
expected and informed to drive in a safe, non-aggressive and considerate manner in compliance 
with road traffic legislation. Particular care is to be exercised when carrying passengers on company 
business. 
 
Mouchel management shall ensure that company vehicles and their drivers conform to the Group 
‘Smokefree Workplace’ policy and the Smokefree Law 2007. 
 
No person driving on company business will be expected to travel an excessive distance or to travel 
for an excessive time. Where necessary, support will always be given to sensible journey planning 
and for the costs of overnight accommodation. This will be monitored and enforced by the user’s 
manager. 
 
Hand-held mobile phones are not to be used whilst driving. 

 
15. Stress 

Mouchel places a high value on maintaining a healthy and safe working environment for all its 
employees and it recognises its duty of care extends to mental health as well as physical health at 
work. We are committed to providing a supportive working environment that maintains and promotes 
the health and well being of all its employees. 
By implementing a stress management policy based around the HSE’s management standards for 
all employees throughout the organisation, we aim to control or eliminate stress within the 
workplace. This includes improving the organisational environment through effective and sensitive 
management; enabling individuals to cope successfully with the demands and pressures of work, 
and providing support for employees whose health and well being are affected by stress. 
Where ever possible we aim to eliminate stress, however where we identify that a stress related 
illness has occurred, we aim to ensure that we provide rapid referrals to experts, either internal or 
external of the organisation, and reduce the risk of long-term ill-health and absence as a result. It is 
accepted that early diagnosis and treatment has a huge affect on how successfully stress, once 
identified, can be treated. 
We accept that not only do we have a moral responsibility to manage stress within our organisation, 
but also a legal one. As such, a risk assessment will be produced to comply with these legal duties 
and will lead to control measures being implemented to actively remove or reduce the risks 
identified. 
 

16. Drugs and Alcohol 
Alcohol and drug misuse detrimentally affects the abilities of the individual to carry out their duties in 
a safe and competent manner, thus increasing the risks to themselves and others. It is the intention 
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of Mouchel that any instance of a worker found to be under the influence of alcohol or drugs will be 
deemed as gross misconduct and subject to strict disciplinary action. 
However, Mouchel accepts an individual’s dependence on alcohol or drugs is an illness and the 
same provisions and treatments will be given in these cases as to any other illness 
 

17. Contractual Duties and Contractors  
Mouchel will be required, at times, to employ contractors in the course of its operations. When 
required we will ensure that they are competent to carry out such tasks in a safe and effective 
manner.  
 
We understand that it is the responsibility and duty of Mouchel to control and monitor the work 
activities of the contractors and communicate and inform on matters of health and safety. We aim to 
achieve this through the use of our vender assurance procedure and active contractor management. 
The primary responsibility in managing contractors will rest with the contractor Hiring Manager.  
 
All Directors and Managers are to ensure that any company employees managing or supervising 
works are fully aware of the terms of the contract and the responsibilities held by Mouchel, and that 
they have sufficient competence and confidence to identify the correct course of action. If at any time 
there is any doubt about the correct action required, advice is to be taken from Project Managers. 
 
Subcontractors who are to be directly engaged by Mouchel will be vetted to assess their health and 
safety management systems, competence and resources before their engagement. 
 

18. CDM Compliance and Safety in Design 
Directors and Managers responsible for the management of construction works are to ensure that 
those employees who carry out work as Designer, Project Supervisor (Design Stage) and Project 
Supervisor (Construction Phase) have received specific training in their duties.  Directors and Line 
Managers must also ensure that they have sufficient experience and understanding to ensure that 
their duties are carried out in a competent manner.  
 
Directors and Managers are to ensure that in accordance with the Safety, Health and Welfare at 
Work (Construction) Regulations 2006, all Mouchel staff at work on construction sites, as defined by 
the above regulations, are in possession of a valid FÁS Safe Pass Card.  
 
The guiding principle for all designs prepared by Mouchel will be to design to avoid risks to health 
and safety so far as is reasonably practicable, to reduce risks at source where avoidance is not 
possible, and to include relevant information with the design.  Only persons competent to produce 
designs will be permitted to do so. 
 
Those preparing designs will alert clients to the duties they may have under the Safety, Health and 
Welfare at Work (Construction) Regulations and follow the designer's duties as defined within the 
Regulations. 
 
Where problems arise or there are lessons to be learned from any construction project, any 
employee who acts as Designer or Project Supervisor is encouraged to bring such information to 
the notice of their Manager so that the information can be disseminated throughout the Company.  
To assist with this activity, Mouchel Ireland will appoint a representative for the Company.  The 
Construction Design and Supervision Representative will be Project Supervisor (design stage) or 
experienced Project Managers and their role is to identify and communicate issues of relevance to 
the Company as a whole via the SHEQ Team.  This activity is similar to near miss reporting and is 
protected by the Company's declared 'no blame' culture. 
 
More detailed information regarding appointments as designer and project supervisor, procedures, 
systems and training is available as a supplement to the Group UK Construction (Design and 
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Management) Procedures, which are available on the Company Intranet and form part of the Group 
Health and Safety Policy. 
  

 
19. Electrical Safety 

Mouchel understands the dangers that electricity and working with electricity can pose to human life. 
We accept the duties and responsibilities passed on to us by legislation in managing and protecting 
our workforce and others who may be affected by electricity.  
 
It is our policy no untrained or unauthorised persons are to work on any form of live electrical 
equipment where there is a significant or high risk of electrocution or injury as a result.  
 
Managing the purchase, inspection, maintenance, servicing and use of electrical items within the 
workplace and ensuring electrical wiring systems / supply is being managed within buildings that 
either Mouchel owns, leases or otherwise occupies for day to day business activities is the 
responsibility of the Office Directors. On sites, this responsibility is passed onto Project Managers.  

 
20. Working at Heights 

Mouchel understands the dangers that working at height can pose to human life. They accept the 
duties and responsibilities passed on to it by legislation in managing and protecting its workforce and 
others who may be affected by working at height activities 
 
It is our policy no untrained or unauthorised persons are to carry out working at height activities or 
work with any form of access equipment and or working platform where there is a significant or high 
risk of injury or damage as a result.  
 
The relevant Directors and Managers shall manage the purchase, inspection, maintenance, 
servicing and use of access equipment and or working platform within the workplace.  
 
Any access equipment and or working platform, inspection and testing must be carried out by a 
qualified competent person. 
 
All working at height activities must be accompanied by a risk assessment. The relevant Directors 
and Managers are responsible for ensuring risk assessments are in place and may require the input 
from the relevant Health and Safety Advisor or employee carrying out the task. 
 

21. Asbestos 
Mouchel understands the dangers that asbestos fibres pose to human life. They accept the duties 
and responsibilities passed on to it by legislation in managing and protecting its workforce and others 
who may be affected by asbestos.  
 
It is our policy that no persons working for Mouchel carry out any works on or in areas where 
asbestos fibres may be airborne in dangerous quantities.  
 
Managing or ensuring asbestos is being managed within buildings that either Mouchel owns, leases 
or otherwise occupies for day to day business activities is the responsibility of the Office Director; on 
sites, this responsibility is passed onto Project Managers.  
 
We presume the presence of asbestos within premises/sites until otherwise confirmed by a 
competent person. 
 

22. Smoking 
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It is the policy of Mouchel that smoking is prohibited in all offices and enclosed workplaces.  
Responsibility for enforcement of smoking controls lies with the appropriate Office or Project 
Manager. 

 
23. Manual Handling 

Mouchel understands the risk of injury presented by manual handling operations. Where possible 
Mouchel will eliminate the need for manual handling operations, where this is not possible these 
operations will be assessed and significant findings recorded.  
 
All employees are to undergo basic training in manual handling activities and more detailed and 
specific training will be undertaken by those identified in need. The relevant manager is responsible 
to ensure that suitable and sufficient assessments are in place to adequately control manual 
handling activities. 

 
24. Confined Spaces 

Mouchel acknowledges the dangers to life when carrying out its activities in confined spaces.  
 
Mouchel will ensure before any activities are carried out within confined spaces a suitable and 
sufficient risk assessment is carried out and the activity is planned, carried out and led by trained 
and competent persons. All those planning and carrying out confined spaces activities will have 
undergone specific training in this type of activity and work to the practices prescribed in legislation 
and Approved Codes of Practice. The Line Managers in charge of such activities will ensure that this 
is carried out. 

 
25. Visitors 

We endeavour to ensure that all those who visit our offices or site locations enjoy their visit and their 
health or safety is not compromised at any time. All visitors to Mouchel will be escorted at all times 
by a competent employee of Mouchel and be made known of any foreseeable significant risks 
before they undergo their visit.   

 
26. PPE 

Situations will exist where, despite implementing reasonably practicable precautions to eliminate or 
minimise hazards to employees, Personal Protective Equipment (PPE) will be necessary to 
safeguard the Health, Safety and Welfare of employees.  
 
Mouchel, through their responsible managers, will provide suitable and sufficient PPE were an 
assessment has identified it as a 'last resort' to protect against risks to health and safety.   
 
Engineering controls and safe systems of work to remove the risk will always be considered first. 

 
27. Occupational Health 

Mouchel places a high value on maintaining a healthy and safe working environment for all its 
employees and/or others. We are committed to ensuring that the potential for ill health arising from 
activities or premises controlled by Mouchel, or exposed to as a result of activities carried out by 
Mouchel, are minimised at source to the lowest level that is reasonably practicable.   
 
Mouchel will always aim to attain and maintain the highest possible standard of occupational health 
and wellbeing for all employees and others who may be affected by its activities.  
 
Mouchel recognises the importance of integrating the continuous improvement of health and 
wellbeing into the organisational activities and will aim to ensure early identification and 
management of occupational ill health ranking it equal with other operational considerations. 
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Mouchel will provide internally or obtain externally competent specialist occupational health advice, 
assistance and services to all its employees.  Such support is extended to all others in situations 
where they are carrying out activities that could pose a risk to their health as part of their activities 
being undertaken under the control of Mouchel. 
 
Occupational health issues will be controlled by the Human Resources Department and/or Group 
and Business Assurance health and safety teams.  

 
28. Emergency Preparedness, Planning and Reporting 

Directors and Managers shall ensure through communication, participation and consultation 
employees shall understand what to do in case an emergency situation arises in the premises or site 
in which they work.  
Each person shall determine, before any emergency occurs, the location of the telephones, the fire 
alarms, the emergency fire exits and the fire fighting equipment, and the location of first aid 
materials, in the area of the building where they normally work. If appropriate, the whereabouts of 
other emergency equipment, such as breathing apparatus and emergency control valves and 
switches, etc., should also be known. 
Serious incidents involving the company, its people, its clients, and others affected by its actions are 
classed as Group Significant Incidents (GSI’s). Instructions on the procedure to be followed if a 
Group Significant Incident occurs will be made available to all staff through the Mouchel intranet, the 
Rough Guide to Mouchel, on office and site notice boards and on credit-card sized information cards 
that will be issued to staff.  
 
A Crisis Management Policy sets out the requirements and processes for dealing with Group-
Significant Incidents. The full-time members of the Crisis Management Board are: 
 

·  The Chief Executive 
·  The Director of Marketing, Communications and SHEQ 
·  The Company Secretary 
·  The Human Resources Director 

 
All employees shall ensure they understand the procedures for reporting a Group Significant Incident 
(GSI’s).  
 
For non GSI’s, Directors and Managers shall ensure that procedures are in place to manage and 
report emergencies to all those who may be affected.   
All emergency preparedness, plans and systems shall be reviewed by relevant management for 
effectiveness and implementation in accordance with the risk profile of the relevant business stream 
or units. 
 

29. Workplace environment 
Directors and Managers in control of workplaces shall ensure that at all times the environment that 
they and others in their control work, is a safe and healthy environment.  
Employees shall ensure that they protect the health, safety and welfare of both themselves and 
others by reporting unsafe acts and conditions and maintaining good housekeeping standards at all 
times. 
Hazards shall be identified, reported and immediately controlled through regular inspections and 
audits and diligence by all working within the workplace. These inspections and audits will focus on 
both safety factors and welfare issues. 
 

30.  Vibration. 
Directors and Managers in conjunction with Business Assurance Teams shall identify any work 
activities and or work equipment, that may expose employees and or those under their control to 
hazards and risks related to hand arm vibration and or whole body vibration. 
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Where these risks and hazards are identified and recorded, Directors and Managers shall ensure, 
where reasonably practicable, these activities are prohibited. Where this is not reasonably 
practicable, Directors and Managers in conjunction with Business Assurance Teams shall ensure 
that procedures and control measures are implemented, enforced and monitored to control this risk 
to levels determined by legislation and industry best practice. 
 

31.  Noise. 
Directors and Managers in conjunction with Business Assurance Teams shall identify any work 
activities and or work equipment that may expose employees, external parties and or those under 
their control to hazards and risks related to noise 
Where these risks and hazards are identified and recorded, Directors and Managers shall ensure, 
where reasonably practicable, these activities are prohibited. Where this is not reasonably 
practicable, Directors and Managers in conjunction with Business Assurance Teams shall ensure 
that procedures and control measures are implemented, enforced and monitored to control this risk 
to levels determined by legislation and industry best practice. 
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Health and Safety Policy 
 

Appendix 1 
 

Mouchel Safety Rules 
 
 
All procedures and policies within Mouchel must be strictly observed at all times.  Wilful disregard 
of any Mouchel safety rules, procedure or policies may be considered as gross misconduct and 
result in immediate dismissal.  All employees are instructed that they have a legal duty to comply 
with and report failings in health and safety arrangements put into place by Mouchel. 
 
The use of Personal Protective Equipment (PPE) must always be identified as a last resort in 
controlling risk. Where PPE is identified as being required to be worn or when the law or site rules 
require its use – it must be suitable and sufficient, stored correctly and damage, loss or theft of 
PPE must be reported immediately to line management.   
 
No person shall intentionally or recklessly interfere with or misuse anything provided in the 
interests of health, safety or welfare.  
 
All work equipment is to be kept in good repair and is to be used in accordance with 
manufacturers' instructions and any training received.  Any defects are to be reported promptly and 
the equipment is to be taken out of service.  Work equipment is only to be used by authorised 
persons. 
 
All injuries, near misses or unsafe acts or conditions, no matter how slight, must be reported to the 
injured persons Line Manager immediately or via the Safeguard system available on Mportal. 
 
Untidy areas and careless methods of working create unacceptable risks and must be avoided at 
all times. 
 
It is the intention of Mouchel that any instance of a worker found to be under the influence of 
alcohol or drugs will be deemed as gross misconduct and subject to strict disciplinary action. 
 
Mouchel will comply with the requirements of the Working Time Regulations.  No one shall 
knowingly be permitted or required to work while his or her ability or alertness is so impaired by 
fatigue, illness, temperature or other cause that might expose the individual or others to injury.  
 
Horseplay and other acts, which may endanger the safety or well being of employees or other 
persons, are prohibited. 
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Health and Safety Policy 
 

Appendix 2 
 

Office Safety Rules 
 
 
This Appendix to the Safety Policy is a supplement to the safety rules set out in Appendix 1 and 
outlines the safety rules that must be observed by all employees working in offices. These have 
been derived from our corporate risk assessments.  

 
·  Furniture and equipment must be arranged and planned so as to avoid injury. 
 
·  Filing cabinets must not be overloaded. 
 
·  Wall storage and racking system must be securely anchored to prevent their movement or 

tipping, and must not be overloaded. 
 
·  Where access to high upper storage shelves is necessary, steps or other safe access 

equipment must be provided and used. 
 
·  Cables and leads are to be safely routed and secured.  
 
·  Floor coverings must be securely fastened and free from excessive wear. 
 
·  At the end of each working day, non-essential electrical appliances are to be switched off and 

where feasible, appliances should be unplugged. 
 
·  Any equipment defects must be reported to the line management and/or Safety Advisors. 
 
·  Shredders and guillotines must be adequately guarded at all times.  
 
·  Only suitably trained personnel are permitted to operate specialised machinery and equipment 

e.g. shredders or waste disposal units. 
 
·  Floors and working areas are to be kept tidy. Passageways are to be kept clear. 
 
·  Fire exits must be kept clear at all times. 
 
·  All employees must be made aware of fire procedures, arrangements and provisions local to 

the office they are currently working in as soon as is practicable. 
 
·  Fire doors must be kept shut and are not to be wedged open. Where there is a requirement to 

have a fire door open, a suitable and sufficient propriety device must be fitted. 
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Appendix 3 

 
Further Information  

 
 
 
 
Further information, guidance, procedures and policies which form part of or enhance this policy 
can be found on the company’s mprove intranet site. 
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