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HEALTH AND SAFETY POLICY  
 
 

1. General Statement of Policy 
 

It is the policy of Contracts Support Services Limited: 
 

• To provide adequate control of the health and safety risks arising from 

our work activities; 

• To consult with our employees on matters affecting their health and 

safety; 

• To provide and maintain safe plant and equipment; 

• To ensure safe handling and use of substances; 

• To provide information, instruction and supervision for employees; 

• To ensure all employees are competent to do their tasks, and to give 

them adequate training; 

• To prevent accidents and cases of work-related ill health; 

• To maintain safe and health working conditions; and 

• To review and revise this as necessary at regular intervals. 

• When undertaking Rail Industry working activity, will endeavour to 

support the Railway Group Safety Plan and Network Rails Policy 

Statements and Requirements. 

2. Duties and responsibilities 
 

2.1 The allocation of duties for safety matters, the identity of competent 
persons appointed with particular responsibilities, and the 
arrangements made to implement this policy are set out herein and 
in associated health and safety documented records. 

 
2.2 Company’s responsibility 

 

It is the duty of management to ensure the following: 
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• Providing and maintaining systems of work that are safe and 
without risk to health; 

 

• Ensuring safety and absence of risks to health in connection 
with handling, storage and transport; 

 

• Providing information, instruction, training and supervision; 
 

• Maintaining all places of work in a safe condition; 
 

• Providing and maintaining a safe working environment. 
 

2.3 Employee responsibility 
 

All employees and workers have a duty in law to act responsibly and 
to take reasonable care for the health and safety at work of both 
themselves and their colleagues. This duty can be carried out by: 
 

• Working safely and efficiently; 
 

• Using any protective equipment provided and meeting 
statutory obligations; 

 

• Reporting incidents that have lead to injury or damage; 
 

• All such incidents must be recorded and copied to the Quality 
Control Manager using the Internal Incident Report Form (QF-
703). Any failure to adhere to the Company Health and Safety 
Policy and Procedures will be considered a serious disciplinary 
offence and is one which may lead to dismissal; 

 
• Adhering to the Company procedures for securing a safe 

workplace. Individuals will be nominated to undertake health 
and safety duties as required. 

 

2.4 Risk Assessment 
 
The Company’s responsible officers will undertake regular risk 
assessments following the guidelines contained in the Risk 
Assessment Guidelines (QA-702). 

 

2.5 Accidents 
 

The Company is obliged by law to keep a record showing details of 
all accidents, which occur on the premises. Therefore all accidents, 
however minor, to both employees and customers must be reported 
immediately. If any accidents are serious enough to warrant 
hospital treatment these must also be reported to the local 
authority. A RIDDOR form must be completed. 
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2.6 Security 
 

If you are responsible for setting the alarm, failure to set the alarm 
may result in disciplinary action being taken. 

 

2.7 Fire 
 

The evacuation procedures laid down in the event of a fire or any 
other emergency situation must be observed. All staff must be 
aware of the location of the emergency exits, assembly points and 
first aid kit. Procedures to be carried out in the event of a fire or 
emergency will be found on the notice board. 

 

2.8 Specific Responsibilities 
 

Ultimate responsibility for health and safety rests at director level, 

with delegation of duty to managerial employees.  Those named 
must be fully aware of their duties, details of which should be 
included in their job description. 
 

1. Overall and final responsibility within the organisation rests with 
 

Name: Linda Miller 

Status: Chief Executive 

Location: 10/12 Manor Street 

 
2. Person responsible for execution of the policy at all premises: 

 

Name: Linda Miller 

Status: Chief Executive 

Location:  10/12 Manor Street 

 
3. Person who will deputise 

 

Name: Elaine Blanche 

Status: General Manager 

Location: 10/12 Manor Street 
 

4. Employees must rectify risks to health and safety themselves where 

possible.  Failing this, the risk must be reported straight away to the 

appropriate person named above. 

 

5. Person responsible for investigating accidents and dangerous 
occurrences 

 

Name: Linda Miller 

Status: Chief Executive 

Location: 10/12 Manor Street 
 

3. First Aid 
 

The Company has a First Aid Policy (QL-702) which all employees must be 
familiar with.  A number of its employees hold First Aid qualifications and 
the company will continue to arrange first aid training to address any 
perceived shortfall in provision.  First aid boxes are provided in all offices 
and are regularly reviewed to ensure that they are complete.  First Aid 
requirements must be met every working hour of the day for all employees 
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whether working at the designated establishment or away.  Employees 
must be made aware of the provision, and records must be kept of 
treatment administered.   
 

4 Emergency Services Dial 999 

 
Nearest Hospital with a casualty department 

 

Broomfield Hospital, 
Court Road, 
Broomfield, 
Chelmsford, 
Essex CM1 7ET 
01245 362000 
 
Police Station 
 
Braintree Police Station, 
Blyth’s Meadow, 
Braintree, 
Essex CM7 3DJ 
0333 333 4444 
 
Fire Station 
 
Braintree Fire Station, 
Railway Street, 
Braintree, 
Essex CM7 3JD 
01376 576000 

 
5. Fire Safety 
 

The Company has a Fire Safety Policy (QL-701) which all employees must 
be familiar with.   

 

1. Facilities 

Number/location of escape routes: Displayed on notice boards in 

each office 

Number/location of fire extinguishers: In Each building on each floor 

Number/location of fire alarms: Zonal map displayed in Sales 
Office 

 

2. Fire Safety Officer 

 Name: Shelley Powell 

 Status: Trainer 

 Location: Star House, Rayne Road, 
 

 

3. Fire Drills 

Frequency: Quarterly 

Responsibility of: Shelley Powell 
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4. Rules/Procedure in the Event of a Fire 

 

These are included in the company’s Fire Routine Procedure (QA-703) 
which all employees should become familiar with. 

 

6. Smoke Free 
 

In order to comply with legislation introduced on 1st July 2007, the 
company introduced a Smokefree Policy (QL-702) which all employees 
should become familiar with.  The main issues arising from the 
introduction of the law are: 
 

 England became smokefree on Sunday 1st July 2007.  The law was 
introduced to protect employees and the public from the harmful effects 
of secondhand smoke; 

 It is against the law to smoke in virtually all enclosed public places, 

workplaces and public and work vehicles.  There are very few 
exemptions from the law; 

 Indoor smoking rooms in virtually all public and workplaces are no 
longer allowed; 

 Managers of smokefree places have legal responsibilities to prevent 
people from smoking; 

 The law requires no-smoking signs to be displayed in all smokefree 
premises and vehicles; 

 The law applies to anything that can be smoked.  This includes 
cigarettes, pipes (including water pipes such as shisha and hookah 
pipes), cigars and herbal cigarettes; 

 Failure to comply with the law is a criminal offence.  Penalties and fines 
for smokefree offences are set out below: 

 
o Smoking in smokefree premises or work vehicles – a fixed penalty 

notice of £50 imposed on the person smoking or a maximum fine 
of £200 if prosecuted and convicted by a court; 

o Failure to display no-smoking signs – a fixed penalty notice of 
£200 imposed on whoever manages or controls the smokefree 
premises or vehicle or a maximum fine of £1,000 if prosecuted 
and convicted by a court; 

o Failing to prevent smoking in a smokefree place - a maximum fine 
of £2,500 imposed on whoever manages or controls the 
smokefree premises or vehicle if prosecuted and convicted by a 
court; 

 

 Local councils are responsible for enforcing the law.  They will offer 
information and support to help businesses meet their obligations 
under the law. 

 
7. Training 
 

Good training will ensure that employees are competent to carry out their 
tasks, thus reducing risk to health and safety.  In hazardous situations 
special training may be required. 

 

Person(s) Responsible for Training 

Name: Shelley Powell 
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Status: Trainer 

Area of training: Health and Safety, Fire Safety, First Aid 

Location: Star House, 38 Rayne Road CM7 2QP 

 

Person(s) Responsible for Special Training 
Name: Elaine Blanche 

Status: General Manager 

Area of training: Smokefree 

Location: CSS House, 10-12 Manor Street 

 
 

 18th May 2026                                                      
 
 Date Chief Executive 
 


