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HEALTH AND SAFETY POLICY

1. Aims and Statement of Intent
PB Packaging Group Ltd aim to;
e Provide and maintain a safe and healthy environment
e Establish and maintain safe working procedures amongst staff and all visitors to the site
e Have robust procedures in place in case of emergencies
e Ensure that the premises and equipment are maintained safely, and are regularly inspected

e Prevent workplace injuries

PB Packaging Group Ltd. (the ‘employer’) is committed to protecting the health, safety and welfare of all
its employees and any other persons who may be affected by its activities. Staff are protected by the
Health and Safety at Work etc Act 1974, and the associated Management of Health and Safety at Work
Regulations 1999, because they are affected by an employer’s undertaking.

Therefore, as far as is reasonably practicable, ensure that staff are not exposed to risks to their health
and safety.

complying with health and safety legislation and for ensuring the health, safety and welfare of their
employees and others who may be affected. We seek to provide and maintain, so far as is reasonably
practicable by the implementation of this policy: its Arrangements and Procedures, Risk Management
through Information, Instruction and Training:

e A positive culture and management system to ensure health and safety at work.

e Systems of work that are made safe and without risks to health, through the appropriate
implementation of this Policy, Arrangements and Procedures to manage the associated risks.

e Arrangements for the safe use, handling, storage and transport of substances and articles.

e Information, instruction, training and supervision that is necessary to ensure adequate health and
safety at work.

e A place of work that is safe and without risk to health, where everyone is aware of their
accountabilities and responsibilities.

e Adequate resources for carrying out this policy.

e Systems for identifying and assessing all hazards and risks associated with work activities including
putting in place adequate control measures.
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2. Legislation

It is the policy of this Company to ensure that all reasonable and practicable measures are taken to
ensure the health and safety of all its employees, the general public and any other person who may be
adversely affected by the Company’s operations. This policy is based on the following legislation;

The Health and Safety at Work etc. Act 1974, which sets out the general duties employers have
towards employees and duties relating to lettings

The Management of Health and Safety at Work Requlations 1992, which require employers to
make an assessment of the risks to the health and safety of their employees

The Management of Health and Safety at Work Requlations 1999, which require employers to
carry out risk assessments, make arrangements to implement necessary measures, and arrange
for appropriate information and training

The Control of Substances Hazardous to Health Requlations 2002, which require employers to
control substances that are hazardous to health

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013,
which state that some accidents must be reported to the Health and Safety Executive and set out
the timeframe for this and how long records of such accidents must be kept

The Health and Safety (Display Screen Equipment) Requlations 1992, which require employers
to carry out digital screen equipment assessments and states users’ entitlement to an eye test

The Requlatory Reform (Fire Safety) Order 2005, which requires employers to take general fire
precautions to ensure the safety of their staff

The Work at Height Requlations 2005, which requires employers to protect their staff from falls
from height

Lifting Operations and Lifting Equipment Regulations 1998 - This relates to all lifting equipment
including, electric and manual operated lifting aids.

Provision and Use of Work Equipment Requlations 1998 (PUWER) - Work equipment is any

machinery, appliance, apparatus, tool or installation for use at work (whether exclusively or not).
This includes equipment which employees provide for their own use at work. The scope of work
equipment is therefore extremely wide. The use of work equipment is also very widely interpreted
and '...means any activity involving work equipment and includes starting, stopping, programming,
setting, transporting, repairing, modifying, maintaining, servicing and cleaning'.

3. Roles and responsibilities

3.1 The Managing Director has ultimate responsibility for health and safety matters, but will
delegate day-to-day responsibility. This involves:

e Implementing the health and safety policy
e Ensure managers have the resources required

e Ensuring there is enough managers to safely supervise staff
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3.2 The nominated health and safety lead is the Site Services Manager who is responsible for
health and safety day-to-day. This person must maintain the site and equipment and ensure safe systems
are in inplace and understood by managers, supervisors and staff members (and contractors and visitors)

This should include;
e The correct information is provided to staff, contractors and visitor
e Ensuring appropriate health and safety arrangements are in place to support company policy.
e Ensuring all risk assessments are completed and reviewed.

e Ensure risks are being recorded and efforts are made to reduce risk as far as reasonably
practicable through elimination, substitution and engineering controls. When these risks are
identified and unable to be reduced to a safe level, additional controls are put in place through;
Safe systems of work, method statements, signage and PPE

e Ensuring that control measures are being implemented.

e Providing adequate safety training for staff.

Monitoring contracts, and ensuring they are appropriately trained on the site's risks and hazards and have
access to personal protective equipment, where necessary.

3.3.1  Production manager must work with the Site services manager to ensure the correct Information,
instruction, training and supervision is provided to production supervisors and operators. They must
ensure an adequate amount of supervisors are present and that they understand the risks identified and
the control measures specified to help reduce them. They must ensure that all production machines are
safely maintained following manufacturer guidance and HSE PUWER - approved code of practice.
https://www.hse.gov.uk/pubns/books/I22.htm. They must ensure that factory supervisors have the correct
information to ensure that operatives carry out tasks in a safe manner with robust methods of reporting
unsafe practice or equipment. Risk assessments on machinery and guarding must be reviewed annually
and efforts made to reduce risks (as outlined in risk assessments).

3.3.2 Logistics Manager must work with the Site services manager to ensure the correct Information,
instruction, training and supervision is provided to supervisors and operatives. They must ensure an
adequate amount of supervisors are present and that they understand the risks identified and the control
measures available to help reduce them.

e Ensure that staff understand and follow the Safe Systems of
Work relevant to their role.
e Ensure staff are trained on any LOLER or PUWER equipment prior to use.
e Ensure that induction process take place for new staff and that it covers all aspects of their role

3,3.3 Office based managers (marketing, sales, accounts) must work with the Site services manager
to;

e Ensure the correct Information, instruction, training and supervision is provided to staff. They
must ensure that office staff are aware that the factory and warehouse are high risk
environments. Due to heavy materials, lifting equipment and vehicular movement induction must
take place to understand risk and correct PPE must be worn to help reduce it.
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e Ensure that the correct hygiene measures are in place in food and drink preparation areas

e Train staff on the safe use of office equipment and record that training
3.4 Supervisors

e Must understand the health and safety arrangements related to their department.

e They must monitor the staff under their supervision and ensure they are following company
procedures of risk assessments, safe systems of work, method statements, safe use of
equipment and correct use of PPE.

e Any unsafe practice must be reported to their line manager or health and safety lead.

3.5.2 Staff have a duty of care of the own health and safety and others who may be affected by what they
do and must;

e Take reasonable care of their own health and safety and that of others who may be affected by
what they do at work.

e Cooperate with management on health and safety matters
e Work in accordance with training, instructions.

e Ensure the PPE required to carry out tasks are worn and maintained. When PPE is no longer fit
for purpose due to loss, damage or wear and tear. Management must be informed.

e Inform the appropriate person of any work situation representing a serious and immediate danger
so that remedial action can be taken

e Understand emergency evacuation procedures and feel confident in implementing them

3.5.2 Contractors will agree health and safety practices with the Health and Safety Lead before starting
work. Before work begins the contractor will provide evidence that they have completed an adequate risk
assessment of all their planned work.

4. Site security

The site supervisor is responsible for the security of the site. This includes visual inspections of the site,
and for the intruder and fire alarm systems. Key holders (List of keyholders is updated with an alarm
monitoring company) will respond to an emergency. Key and Code are to be changed and updated
regularly.

5. Fire

'What to do in case of fire' is covered by separate instructions that must be reviewed annually (or after
any substantial changes) . Any special fire risks are covered by separate notices and 'NO SMOKING'
rules are to be obeyed.

The below must be maintained, tested and recorded by the Site Services Manager;

e Fire fighting equipment
e E lighting
e Means of escape
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A ‘Fire Drill’ must take place periodically, any findings to be recorded with improvements to be
implemented by management.

The company has special arrangements in place for the evacuation of people with mobility needs. Fire
risk assessments must also pay particular attention to those with disabilities.

All new employees are given verbal instructions on what to do in the event of fire. Managers must ensure
that persons under their control are conversant with the procedures.

6. COSHH

Before any new materials are purchased the person responsible for its introduction must obtain a copy of
the Health and Safety data sheet(SDS) and share with relevant persons. All manufacturers' safety
precautions are to be strictly adhered to. It is the responsibility of the managers to ensure that the relevant
information is communicated to the user.

PB Packaging Group Ltd must control hazardous substances, which can take many forms, including:
e Chemicals
e Products containing chemicals
e Fumes (e.g Bag makers)
e Dusts (e.g in Extruder filters)
e Vapours (e.g From Propanol and ink)
e Mists
e (Gases and asphyxiating gases

e Germs that cause diseases, such as leptospirosis or legionnaires disease (E.g unused outlets
and dead legs)

Control of substances hazardous to health (COSHH) risk assessments are to be completed by the
department manager and circulated to all employees who work with hazardous substances. Staff must
also be provided with protective equipment, where necessary.

Staff are to use and store hazardous products in accordance with instructions on the product label. Some
hazardous products are not kept in their original containers, when decanting product into a new container
they must be fit for purpose with clear labelling and product information.

Emergency procedures, including procedures for dealing with spillages,must be displayed near where
hazardous products are stored and in areas where they are routinely used.

6.1 Fumes produced during bag making must be extracted from directly above machines that have
been identified to product a dangerous level of fumes vertically to the roof into the outside atmosphere

6.2 Dust produced whilst transferring polymer from storage (e.g Silos) is built up in the filter before
being extruded. Correct PPE is to be provided to operatives. Staff must report large build ups to
management. Measures must be taken to reduce the amount of dust produced.
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Asbestos

Staff are briefed on the hazards of asbestos, the location of any asbestos on site and the action
to take if they suspect they have disturbed it

Arrangements are in place to ensure that contractors are made aware of any asbestos on the
premises and that it is not disturbed by their work

Contractors will be advised that if they discover material which they suspect could be asbestos,
they will stop work immediately until the area is declared safe

A record is to be kept of the location of asbestos that has been found on the site.

7. Equipment

All equipment and machinery is maintained in accordance with the manufacturer’s instructions,
including the recommended use of PPE. In addition, maintenance schedules outline when extra
checks should take place

When new equipment is purchased, it is checked to ensure that it meets appropriate standards
for machine guarding and moving parts.

All equipment is stored in the appropriate storage containers and areas. All containers are
labelled with the correct hazard sign and contents

7.1 Electrical equipment

All staff are responsible for ensuring that they use and handle electrical equipment sensibly and
safely

Any visitor who handles electrical appliances does so under the supervision of the member of
staff who so directs them

Any potential hazards must be reported to line managers immediately

Permanently installed electrical equipment is to be connected through a dedicated isolator switch
and adequately earthed

Only trained staff members can test plugs
Where necessary a portable appliance test (PAT) must be carried out by a competent person
All isolators switches must be clearly marked to identify their machine

Electrical apparatus and connections must not be touched by wet hands and will only be used in
dry conditions

Maintenance, repair, installation and disconnection work associated with permanently installed or
portable electrical equipment is only carried out by a competent person

7.2 Display screen equipment

All staff who use computers daily as a significant part of their normal work must have a display
screen equipment (DSE) assessment carried out.

Staff identified as DSE users are entitled to an eyesight test for DSE use upon request, and at
regular intervals thereafter, by a qualified optician (and corrective glasses provided if required
specifically for DSE use)
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7.3 LOLER Lifting Operations and Lifting Equipment Regulations 1998

This relates to all lifting equipment including, electric and manual operated lifting aids. LOLER checks are
to be carried out periodically to comply with the regulation. The correct use of LOLER related equipment
is to be followed using manufacturer operating manuals, HSE regulations and approved code of practice
or PB Packaging Group Ltd Safe System of work.

7.4 PUWER Provision and Use of Work Equipment Regulations 1998 (PUWER)

Any machinery, appliance, tool or installation for use at work (whether exclusively or not). This includes
equipment which employees provide for their own use at work. The scope of work equipment is therefore
extremely wide. Measure to consider with all work equipment are;

e Take appropriate measures to ensure maintenance operations on work equipment can be
carried out safely while the equipment is shut down, without exposing people undertaking
maintenance operations to risks to their health and safety

e Suitable means of isolating work equipment from all power sources (including electric,
hydraulic, pneumatic and gravitational energy) with appropriately identified controls for starting,
stopping and controlling it, and that these control systems are safe

e The risks from very hot or cold temperatures from the work equipment or the material being
processed or used are managed to prevent injury

e Take effective measures to prevent access to dangerous parts of machinery. This will normally
be by fixed guarding but where routine access is needed, interlocked guards (sometimes with
guard locking) may be needed to stop the movement of dangerous parts before a person can
reach the danger zone. Where this is not possible, it must be protected as far as possible and a
safe system of work used. These protective measures should follow the hierarchy laid down in
PUWER regulation 11(2) and the PUWER Approved Code of Practice and guidance

e Ensure that the use of the equipment is restricted to those people trained and appointed to use
it. Training must be recorded.All people who use, supervise or manage the use of work
equipment have received adequate training, which should include the correct use of the
equipment, the risks that may arise from its use and the precautions to take.

e Ensure work equipment is maintained in efficient working order and in good repair. Where a
machine has a maintenance log,this must be kept up to date.

8. Lone working

Lone working may include:
e Late working
e Weekend working
e Site manager duties
e Site cleaning duties

Potentially dangerous activities should not be undertaken when working alone. If there are any doubts
about the task to be performed then the task should be postponed until other staff members are available.

The lone worker must ensure that they are medically fit to work alone.
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9. Working at height

We will ensure that work is properly planned, supervised and carried out by competent people with the
skills, knowledge and experience to do the work. Working at height equipment must be maintained and
inspected periodically

In addition:
e Staff will wear appropriate footwear and clothing when using ladders

e Chairs are not to be used as ladders! Correct working at height equipment is to be selected for
each task.

e Contractors are expected to provide their own ladders for working at height
e Before using a ladder, staff are expected to conduct a visual inspection to ensure its safety

e Access to high levels, such as roofs, is only permitted by trained persons

10. Manual handling

Staff should receive regular training (Internal or outsourced) to improve mlt is up to individuals to
determine whether they are fit to lift or move equipment and materials. If an individual feels that to lift an
item could result in injury or exacerbate an existing condition, they will ask for assistance. Workplace
layout must consider risks associated with manual handling with efforts to reduce risk through design.

PB Packaging Group Ltd will ensure that proper mechanical aids and lifting equipment are available and
maintained, and that staff are trained in how to use them safely.

Manual handling risks are to be assessed using a Mac tool.

11. Smoking, Drug and alcohol
11.1 Smoking is not permitted anywhere on the premises. This includes the delivery yard.

11.2 Being under the influence of alcohol or drugs can seriously impair an individual's judgement and
reactions leading to an increased risk of accidents and injuries occurring.

No employee, worker or contractor shall report or try to report for work when unfit due to alcohol or drugs
(whether illegal or not) or to

substance abuse;

be in possession of alcohol or illegal drugs** in the workplace;

supply others with illegal drugs** in the workplace

supply others with alcohol in the workplace

consume alcohol or illegal drugs or abuse any substance whilst at work.

Whether an employee is fit for work is a matter for the reasonable opinion of management.
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12. First Aid & Infection prevention and control

We follow national guidance published by Public Health England (PHE) when responding to infection
control issues. We will encourage staff to follow this good hygiene practice, outlined below, where
applicable.

12.1 Handwashing
e Wash hands with liquid soap and warm water, and dry with paper towels or hand dryers
e Always wash hands after using the toilet, before eating or handling food
e Cover all cuts and abrasions with waterproof dressings
12.2 Coughing and sneezing
e Cover mouth and nose with a tissue
e Wash hands after using or disposing of tissues
e Spitting is discouraged
12.3 Personal protective equipment

e Wear disposable non-powdered vinyl or latex-free CE-marked gloves and disposable plastic
aprons where there is a risk of splashing or contamination with blood/body fluids (for example
during First aid)

e Wear goggles if there is a risk of splashing to the face
e Use the correct personal protective equipment when handling cleaning chemicals
12.4 Cleaning of the environment
e Clean the environment, including high touch areas and equipment, frequently and thoroughly

e When spillages occur, clean using a product that combines both a detergent and a disinfectant
and use as per manufacturer’s instructions. Ensure it is effective against bacteria and viruses and
suitable for use on the affected surface

13. New and expectant mothers

Risk assessments will be carried out whenever any employee notifies their line manager that they are
pregnant.

14. Accident and near miss reporting

14.1 First Aid

The following arrangements have been introduced to ensure that employees who are injured or become ill
at work can be given immediate treatment until the arrival of the Ambulance Service. The arrangements
also provide for the treatment of minor injuries and illnesses at work. A number of employees are trained
first aiders and are equipped with a first aid kit box. First Aiders are responsible for keeping their first aid
kit box stocked with the statutory contents. The requirements of the Health and Safety (First Aid)
Regulation 1981 are complied with in these arrangements.

In emergency dial 999.
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14.2 Accident record book

e An accident form will be completed as soon as possible after the accident occurs by the member
of staff or first aider who deals with it (including as much detail as possible).

e Records held in the first aid and accident book will be retained for a minimum of 3 years, in
accordance with regulation 25 of the Social Security (Claims and Payments) Regulations 1979,
and then securely disposed of.

14.3 Reporting to the Health and Safety Executive

The Site Services manager will keep a record of any accident which results in a reportable injury, disease,
or dangerous occurrence as defined in the RIDDOR 2013 legislation (regulations 4, 5, 6 and 7) And report
these to the Health and Safety Executive as soon as is reasonably practicable and in any event within 10
days of the incident. Reportable injuries, diseases or dangerous occurrences include:

e Death
e Specified injuries. These are:
o Fractures, other than to fingers, thumbs and toes
o Amputations
o Any injury likely to lead to permanent loss of sight or reduction in sight
o Any crush injury to the head or torso causing damage to the brain or internal organs
o Serious burns (including scalding)
o Any scalping requiring hospital treatment
o Any loss of consciousness caused by head injury or asphyxia

o Any other injury arising from working in an enclosed space which leads to hypothermia or
heat-induced illness, or requires resuscitation or admittance to hospital for more than 24
hours

e Injuries where an employee is away from work or unable to perform their normal work duties for
more than 7 consecutive days

e Where an accident leads to someone being taken to hospital
e Where something happens that does not result in an injury, but could have done

e Near-miss events that do not result in an injury, but could have done. Examples of near-miss
events relevant to schools include, but are not limited to:

o The collapse or failure of load-bearing parts of lifts and lifting equipment
o The accidental release of a biological agent likely to cause severe human illness

o The accidental release or escape of any substance that may cause a serious injury or
damage to health

o An electrical short circuit or overload causing a fire or explosion
Information on how to make a RIDDOR report is available here:

How to make a RIDDOR report, HSE
http://www.hse.gov.uk/riddor/report.htm
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15. Training
Staff are provided with ongoing health and safety training relevant to their role.

Staff who work in high risk environments training on regulations, safety systems and toolbox talk are to be
recorded and maintained periodically.

16. SLIPS STRIPS & FALLS

To reduce as far as practicable the risk of slips, trips and falls for staff and visitors staff must;

e clear any liquid spills using the correct method. Mops, wet vac, cloths, spill kits containing
absorbent pads or granules. Staff using COSHH related liquids must be trained on the correct
cleaning and disposing methods.

e |eaks must be reported immediately.

e Cables must not trail across the floor. Cable management systems are to be used. (e.g. Cable
protector ramps when there is no alternative to trailing cable along flooring)

Good housekeeping is considered to be a basis for our safety programme in which everyone must play a
part. The following are essentials:

. Gangways are to be kept clear.
. Storage of work in progress and materials are to be safe at all times.
. Washrooms and toilets are to be kept to an acceptable standard.
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Employees found to be in breach of this policy will be subject to the Disciplinary Procedures operated by
the Company. Each case will be judged on the individual circumstances and may lead to the following

action(s) :-

a) Verbal Warning or

b) Written Warning or

c) Immediate Dismissal, without warning, for acts of Gross Misconduct.

The following Specific Health and Safety Guidelines should be noted:

1. It is the duty of all employees to abide by the Company’s policy and organisation, to accept and
carry out their individual responsibilities to ensure that all work is carried out in a safe manner.

2. All employees with specific responsibilities for health and safety must ensure that all legal and
statutory requirements are adhered to at all times.

3. The Company carries out many operations where safety must be a prime consideration and
where the full satisfaction of legal requirements may not necessarily be sufficient. Therefore all
employees who authorise work to be carried out at any time must ensure that all aspects of health and
safety are taken into consideration fully when formulating their instructions.

4. The Company has in force a number of standing instructions regarding site operations, which
shall be amended, added to as may be necessary from time to time. These standing instructions on
correct and safe methods of working must be known and adhered to by all employees concerned.

5. The Company will ensure that adequate facilities exist for effective consultation on matters of
health and safety between management and employees’ representatives in its effort to reduce and control
accidents, unsafe or unhealthy situations.

6. Whilst the Company accepts its prime responsibility for ensuring the health and safety of its
employees, it is expected that all employees accept and fulfil their legal duties under sections 7 and 8 of
the Health and Safety at Work Act 1974, wherein they are required to take reasonable care for their own
health and safety and that of others who may be affected by their acts or omissions. They must
co-operate with management and any other persons to enable them to comply with statutory
requirements imposed on them and not to interfere with or misuse anything provided in the interests of
health and safety.

7. Information in respect of all legal requirements, Approved codes of practice, guidance notes and
Company Safety Policy can be obtained from the Health and safety representative.

Jon Lomax
1 Jan 2021
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