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“This document sets a base level of health and safety awareness, and through membership 

of ‘SAFEcontractor’ and ‘The Glass Charter’ our organisation will continue to develop and 

improve health and safety knowledge, standards and performance.” 
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HEALTH AND SAFETY POLICY 

 
PART 1: COMPANY POLICY 

 

1.1 Company Health and Safety Policy 

 

Prentice Glass Ltd. acknowledges and accepts its legal responsibilities for securing the health, safety and 

welfare of its employees, of sub-contractors working on its behalf and all others affected by their 

activities. The Directors of PRENTICE GLASS LTD, therefore attach great importance to Health & 

Safety of all employees and visitors to the Company, and recognises and accepts the general duties 

imposed upon the company as an employer under the ‘Health and Safety at Work Act’, and subsequent 

health and safety regulation appertaining to its operation. Our policy is to undertake such consultation 

with our employees and other concerned parties so as to ensure that we continue to provide and maintain 

safe and healthy working conditions, equipment and systems of work and to provide such information, 

training and supervision as necessary for this purpose. We also accept our responsibility for the health and 

safety of other Company personnel who may be affected by our activities at their sites. The allocation of 

duties for safety matters and the particular arrangements which we will make to implement the Policy are 

set out in this policy document. 

 

It is the duty of all employees, sub-contractors and visitors to conform to this Policy and the 

associated safety codes and regulations applicable to the Company’s activities. Exception will only 

be made in cases of site working, where as the Customer has in force a policy which reflects a 

particular importance to the operations of the particular site. In such instance the Customers policy 

will be both recognised and will supersede the policy document. 

 

Management at all levels who authorise work to be carried out will ensure that adequate health and safety 

facilities are available. All personnel with specific responsibilities for health and welfare must also ensure 

that they are adequately delegated in their absence. Whilst legal requirements must be complied with all 

times, safety can best be promoted by continual vigilance and constant re-appraisal of working methods 

by all personnel.  

 

In acknowledging that the Company management is responsible as far as is reasonably practical for all 

aspects of Health, Safety and Welfare, they cannot exercise this responsibility without the active co-

operation of all employees. The promotion of Health, Safety and Welfare at Work is to be regarded as a 

mutual objective for all employees at all levels. 

 

 

 

 

On behalf of Prentice Glass Limited:  

 

 
 

Health and Safety Officer 

 

21.01.21 
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PART 2: ORGANISATION AND RESPONSIBILITY 

 

2.1  The Directors of Prentice Glass Limited  

 

The Directors of Prentice Glass Limited recognise the requirements and accept overall responsibility for 

Health and Safety within Prentice Glass Limited, to establish policy matters relating to Health and Safety 

issues. Directors will therefore consult with either elected representatives or directly with employees, 

matters relating to workplace health and safety and ensuring that this Health and Safety Policy is 

effectively implemented throughout Prentice Glass Limited, as to: 

 

• Ensure suitable financial provision is made for and health and safety obligations; 

• To provide information, instruction and supervision for employees; 

• To understand the company policy for health and safety and ensure it is readily available for 

employees; 

• To provide adequate control of the health and safety risks arising from our work activities; 

• To provide and maintain safe plant and equipment; 

• To ensure safe handling and use of substances; 

• To ensure all employees are competent to do their tasks, and give them adequate training; to 

prevent accidents and cases of work-related ill health; 

• To set a personal example when visiting a site by wearing appropriate protective equipment; 

• To provide detailed written assessment of risks to employees and other persons; 

• To maintain safe and healthy working conditions; and 

• To review and revise this policy as necessary at regular intervals, or at points deemed necessary, 

to ensure these standards of health and safety are maintained.  

 

2.2  Prentice Glass Health and Safety Representatives 

Named persons responsible for H&S: John Mannell and Ross Jackman 

 

The Health and Safety Co-ordinators / Representatives will undertake and be responsible for: 

 

• Monitoring the implementation of the health and safety policy throughout the company and 

reviewing its appropriateness by regular safety audits / inspections carried out in various work 

places; 

• Investigating accidents and implanting corrective action; 

• Reviewing health and safety legislation and implementing any new requirements pertaining to the 

company’s undertaking; 

• Liaising with managers, employees, sub-contractors and specialists as and when appropriate; 

• Collating and reporting any accidents reportable under the Reporting of Injuries, Diseases and 

Dangerous Occurrences Regulations (R.I.D.D.O.R)  

• Assisting in the implementation of the Company’s Health and Safety Policy Responding to 

individual and group health and safety concerns, assisting in the identification, co-ordination and 

implementation of Health and Safety Training.  

• Maintain contact with external advisors and legislative bodies and as a member of the Health and 

Safety Committee to take part in its deliberations and operations. 

• Assisting in the education of employees in operating safe working practices, raising awareness of 

the need for a high profile health and safety policy and procedures as a member of the Health and 

Safety Committee to take part in deliberations and operations. 
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2.2 Continued - Monitoring of the Health and Safety Policy 

 

Monitoring the effectiveness of the Health and Safety Policy is essential to maintaining a safe and healthy 

working environment and particular attention will be paid to; 

 

• The accident and ill health record of the Prentice Glass; 

• Compliance with legal requirements and Codes of Practice relating to Health, Safety and Hygiene; 

• The extent to which the Company specifies and achieves, within a given time scale, certain longer 

term objectives; 

• Making equipment and appliance safety inspections. 

 

A directive is given to management at all levels that at no time should they knowingly make a decision or 

give an instruction, if it can possibly be avoided which would endanger the health or safety of an 

employee or any other person who could be affected. 

 

Where any element of risk is recognised and voluntarily accepted by an employee, management are 

required to ensure that all precautions are taken to reduce such risks to a minimum. 

 

2.3 Employees 

 

All employees of Prentice Glass Ltd are expected to co-operate with supervisors and managers on health 

and safety matters, and to work within Section 7 of the Health and Safety at Work Act 1974 which states 

the following: 

 

It shall be the duty of every employee while at work- 

a) “…to take reasonable care for health and safety of himself and of other persons who may be 

affected by his acts or omissions at work”; and 

b) “…as regards any duty or requirement imposed on his employer or any other person by or under 

any of the relevant statutory provisions, to co-operate with him so far as necessary to enable that 

duty or requirement to be performed or complied with.”  

 

This section therefore, legally requires each employee to take care of their own safety and that of other 

persons. 

 

Whilst safety regulations must be followed, each person is responsible for ensuring that their actions 

cannot endanger other persons (whether they are working in the same area, merely passing by, or 

occupiers of nearby property etc.). Safety requires thought by everybody –  if in doubt ask what to do, 

seek advice from the person in charge 

 

Section 8 of the Health and Safety at Work Act 1974 states: 

 

 “No person shall intentionally or recklessly interfere with or misuse anything provided in the 

interests of health, safety or welfare in pursuance of any of the relevant statutory provisions” 

 

Whilst the company is committed to pursuing such policies in the interest of employees and other 

concerned parties, all employees need to clearly understand the legal responsibilities imposed on them by 

the Act in respect of actions they may take in the course of their job. 
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In order for all employees to comply with their legal duties, they will undertake and be responsible for: 

 

• Reading and understanding Prentice Glass health and safety policy and carry out their work safely 

in accordance with its requirements; 

• Ensuring that all protective equipment provided under a legal requirement is properly used in 

relation to any instruction / training given and in accordance with this health and safety policy. 

And to update Health and Safety Officer if any PPE is in need or replacing; 

• Reporting any defects to work equipment immediately to the Site Supervisor; 

• Reporting to the management any incidents, which have led or might lead to injury or damage; 

• Reporting any accidents or near misses however minor to the Site Supervisor; 

• Using the correct tools and equipment for the job in hand and in accordance with training and 

instructions; 

• To not interfere with anything provided to safeguard their health and safety; 

• To not deface or remove any notices concerned with safety or health, or to remove any warning or 

safety barrier placed at a hazard point; 

• Co-operating with any investigation, which may be undertaken with the objective of preventing 

reoccurrence of incidents. 
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PART 3: ARRANGEMENTS 

 

3.1 Communication and Collaboration 

 

Only by co-operation and consultation amongst employees and between employees and management 

within the Company and on our Customers site’s, can full benefit be obtained on health and safety matters. 

 

In order to meet the legal requirements for the Safety Representatives and Safety Committees Regulations 

and the Heath and Safety (Consultation with Employees) Regulations, Prentice Glass Limited will 

communicate and consult with all employees on the following issues: 

 

• The content of this policy 

• Any rules specific to a site or job 

• Changes in legislation or working best practice 

• The planning of Health and Safety Training 

• The introduction or alteration of new work equipment or technology 

 

This communication and consultation will take place directly with the employees via regular safety 

meetings to discuss the formulation of health, safety and welfare arrangements and to propose ways of 

reviewing and improving existing practices as and when deemed necessary, details of the outcomes of 

such meetings will be circulated throughout Prentice Glass. 

 

3.2 Training 

 

All employees are given training appropriate to their responsibilities in accordance with Management of 

Health and Safety at Work Regulations. Training will be provided for the following situations: 

 

• Induction training for new employees (Health and Safety Awareness, company procedures etc.) 

• The introduction or modification of new/existing machinery or technology 

• A  change in employee position/work activity or responsibility 

 

Individual members of the management team are also additionally responsible for the day-to-day 

instruction of employees on any job involving an element of risk and ensuring that all employees are 

conversant with relevant operational instructions for their work undertakings. 

 

Training is also specifically provided for work with hazardous substance, use of PPE and manual 

handling. Any training provided by Prentice Glass will be formally recorded with a hard copy kept on file. 

 

A programme of refresher training will be undertaken to keep employees up to date with legislation and 

industry best practice.  

 

3.3 Risk Assessments 

 

Operatives of Prentice Glass Ltd or the Health and Safety Co-ordinator / Representative will carry out and 

record formal risk assessments. In addition, general risk assessments are carried out continuously by 

employees throughout their work, to continually increase awareness of staff for every day hazards. 

Hazards are considered and work methods established to minimize the risk of injury to themselves and 

others affected by their work. Where the employee does not have sufficient knowledge about a specific 

hazard, such as work in confined spaces, they will take further advice from the H&S Co-ordinator / 

Representative if required. The head of the Prentice Glass Limited ensures operators are provided with 

appropriate instruction and training on Risk Assessments. 
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3.4 Method Statements 

 

Formal method statements (safe working procedures) will be prepared in writing where the risk is 

particularly high. The method statements will provide site specific information on the task to be 

undertaken including site set up, chain of responsibility and will detail a clear sequence of work that 

would be followed in order to undertake the given task safely. Although not provided for all jobs where 

task are repetitious it is essential that staff are adequately trained for the method used to complete tasks.  

 

3.5 Co-operation with Clients 

 

Employees will always familiarise themselves with client procedures when first attending site, in 

particular general site access, emergency procedures and high risk work activities including permit to 

work systems. Clients site procedures and specific instructions will be followed at all times.  

 

3.6 Welfare Facilities 

 

Wherever possible arrangements will be made with the Client and/or Principle Contractor for use of 

Welfare facilities at sites under their management. As a minimum the following requirements will be 

adhered to: 

 

• Toilet/washing facilities accessible on site 

• Eating/rest facilities accessible on site 

 

As stated in our RAMS Prentice Glass have prepared site boxes which include kettle and facilities for hot 

drinks. However we are aware that not all sites allow you to have food or beverages on site and that 

sometimes the only necessary provision of Welfare for jobs which are short duration is to find local 

eateries or shops in the vicinity of works.  

 

3.7 Work Equipment 

 

All work equipment (including Electrical equipment) used at work, as part of the Company’s undertaking 

will comply with the Provision and Use of Work Equipment Regulations (P.U.W.E.R.) 

 

Before new equipment is introduced into the working environment, an assessment will be made by 

Richard Mannell or John Mannell in order to ascertain that equipment is suitable for its intended use.  

 

No employee will use work factory based equipment for which they have not received training.  

 

Lifting equipment will not be used by an employee without the correct training.  

 

No employee will knowingly misuse work equipment or remove any guards that are in place to minimise a 

specified risk. 

 

All work equipment will be maintained and inspected at suitable intervals either internally by a competent 

person or by specialist external companies. The frequency of work equipment maintenance or inspection 

will be based on manufacturer’s guidance and industry best practice. Any maintenance / inspections 

undertaken on company equipment will be formally recorded with a hard copy left on file.  

 

If any faults or damage are found on any equipment, stop using the work equipment and report the fault to 

your Site Supervisor. 
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3.8 Personal Protection Equipment (P.P.E.) 

 

Appropriate personal protection equipment will be issued to employees as and when necessary for work 

activities. A log of PPE will be kept by Prentice Glass as a record of staff usage. All staff will know 

location of the PPE in the event any management are not available to issue.  

 

Training will be provided for employees on the safe use, storage and maintenance of the relevant 

equipment before issue and a written record detailing what PPE has been issued will be signed by the 

employees on receipt of the equipment and the hard copy left on file.  

 

Employees have a legal duty to wear PPE as specified in relevant site rules, risk assessments and method 

statements. Failure to do so will lead to disciplinary action being taken, that may result in the termination 

of employment with Prentice Glass Limited. 

 

Any defects or malfunction of PPE must be reported to John Mannell or other suitable member of staff in 

his absence. 

 

3.9 Hazardous Substances 

 

The risks associated with hazardous substances are considered for all work activities. Alternative less 

harmful substances are used wherever possible. In case of risks to health, PPE is provided and used by 

employees, and health surveillance undertaken where necessary. 

 

In line with the Control of Substances to Health Regulations (COSHH). Suitable written assessments of 

potential health risks created by work involving substances hazardous to health shall be made and the 

exposure of the company’s employees to such substances controlled or prevented.  

 

Due to the nature of glazing and methods used in installation of glass the COSHH data should not change 

on a regular basis so it is important that Prentice Glass make annual assessments of compounds so that any 

alteration in composition are not missed and risk is lowered.  

 

Procedures for the safe storage and handling of flammable or dangerous substances shall be specified and 

detailed instructions issued for specific substances or processes. 

 

It is the responsibility of all employees handling any substances to ensure that the correct methods and 

procedures are followed in respect to transport, storage, use and re-labelling as appropriate. 

 

Vessels containing flammable or otherwise harmful substances must not be placed in positions where 

accidental spillage or breakage would cause danger to persons or leakage into drains or other waterways. 

Instructions for the storage and use of any substance which is in any way toxic, caustic or otherwise 

potentially harmful shall include warnings to persons of such dangers and safety documentation must give 

clear advice on antidotes, treatment and any other special details as appropriate. 

 

An inventory of substances and materials hazardous to health is held at the head office on COSHH 

labelled folders.  

 

3.10 Asbestos 

 

Prentice Glass will arrange for staff to have Asbestos Training and when needed carry out annual refresher 

training so that the risks and methods of identifying various forms of asbestos are maintained by site 

operatives.  
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When carrying out site surveys it is important that the risk of asbestos is looked at. In situations where 

there are risks of asbestos (for example removal of soffits or bay windows) then the age of the building 

should be considered. In circumstances where a risk is deemed high then a demolition survey may be 

required to ensure that both employees and residents or site agents are not put at risk.  

 

On sites where it’s known that asbestos is present, before any work commences employees are to make a 

request to view the site-specific asbestos register and ensure that there is no risk in their work area. The 

position and condition of any asbestos that may be in the area where you will be working should be noted 

within the asbestos register. If asbestos is noted within your potential work area, contact the Health and 

Safety Co-ordinator for further instruction.  

 

Due to the nature of our works on older building, there could be a risk of exposure to asbestos, although 

minimal. If, during your works, you see a fibrous material that you think may be asbestos, you should: 

 

• Stop work immediately; 

• Prevent and dust/fibres being released e.g. turn off power tools, minimise air movement etc; 

• Evacuate the immediate area and prevent access by others e.g. the public 

• Inform those responsible for the premises and the Health and Safety Co-ordinator, so that the 

necessary sampling can be arranged 

• Do not return to that area until informed that it is safe to do so 

 

Remember, if you are uncertain as to the content of the material, stop work and seek advice.  

 

3.11 First Aid & Accident Reporting 

 

Adequate first aid provision will be made at every place of work occupied by Prentice Glass. Each first aid 

box shall be suitably marked and be easily accessible to all employees at all times when they are at work. 

 

• Head Office – the first aid box is located within  

o the welfare facilities section (Downstairs Kitchen) 

o Top of the stairs in between both offices 

o Spares stored in Directors office 

• On Project Sites – wherever possible arrangements are made with clients/principle contractors to 

use their first aid facilities. Where it is not possible, a member of the project team will be 

nominated as the appointed person for first aid and a first aid box supplied, which will contain 

adequate supplies for the total number of employees on site. On occasions in which first aid 

provisions are not suitable, a fully stocked first aid box is provided and installed on every 

company vehicle. 

 

All accidents MUST be reported to your Site Supervisor and the details recorded in the accident book 

(held at the office). Serious accidents where hospital treatment is required must be reported to the Health 

and Safety Advisor as soon as possible after the incident.  

 

3.12 Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (R.I.D.D.O.R.): 

 

It is the Directors responsibility that RIDDOR - Reporting of Injuries, Diseases and Dangerous 

Occurrences Regulations 2013 is complied with. Certain accidents are reportable to the HSE’s Incident 

Contact Centre using their online portal and in line with the RIDDOR policy. 

 

All accidents / injuries will be investigated by senior management and any action taken as a result of an 

investigation will be formally recorded.  
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3.13 Manual Handling 

 

Manual handling risks are considered prior to each work activity. The method of work is adapted to 

minimise manual handling risks wherever possible, including use of alternative lifting and carrying 

methods. Our employees are advised not to manually handle loads which they feel incapable of moving 

safely. 

 

3.14 Fire Safety and Emergency Procedures 

 

It is Prentice Glass Ltd policy to take account of fire hazards in the workplace. All employees have a duty 

to conduct their operations in such a way as to minimize the risk of fire. This involves compliance with 

the ‘No Smoking Policy’ keeping combustible materials separate from sources of ignition and avoiding 

unnecessary accumulation of combustible materials. 

 

It is the responsibility of all persons carrying out the induction and the training of new employees to 

ensure that such persons are fully acquainted with any fire hazards in the work place and fire procedures. 

 

Each employee must be familiar with layout of the work environment and escape routes from their place 

of work. 

 

On discovering a fire: Raise the alarm in accordance with Prentice Glass fire procedures. 

 

When on site, operatives are responsible for keeping their working areas safe from fire, ensuring that any 

risks are kept to an absolute minimum and that safe emergency procedures are understood by all site 

workers.  
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PART 4: GENERAL 

 

4.1 Safe Working Practices 

 

In accordance with Prentice Glass different operations, specific information on safety matters will be set 

down accordingly as relevant. However, many principles of safe working practice are common to any 

situation and the following rules in particular are to be observed. 

 

• It is the duty of all persons to be conversant with and to observe and obey all notices, signs and 

regulations concerning safety and welfare, applicable to their occupation and place of work at any 

particular time. 

• Fire is a major risk – employees must observe any ‘No Smoking’ areas and flammable goods warnings. 

They must also participate in any fire drill that is organised by either Company and/or Customer whilst 

on their site. 

 

4.2 Obstructions 

 

No employee shall leave and products, materials, equipment tools or other items in or on a designated 

gangway, corridor, staircase or other entrance or exit, where obstructions could occur to the passage of 

people or vehicles. 

 

Where it is necessary to temporarily extend a cable, hose pipe or other obstruction across working areas, 

such obstructions must be secured and/or clearly marked with warning barriers, flags or other appropriate 

devices or done only within the work area which is demarcated for Prentice Glass operatives.  

 

Before any inspection cover is removed, or low level hazard created it must be surrounded by a protective 

barrier of suitable size, strength and visibility to protect persons from danger. 

 

4.3 Purchase of Goods and Materials 

 

In considering the purchase of any goods or materials on behalf of Prentice Glass, it shall be the 

responsibility of the person specifying the goods to ensure as far as is reasonably practicable that they are 

fit for the purpose required and that the supplier is fully aware of the use to which they will be put. 

 

Where appropriate, full instruction on use, special precautions etc. must be obtained from the suppliers 

with the goods or materials. 

 

The purchaser of any goods or materials for use by Prentice Glass will be aware that suppliers, importers 

and manufacturers have an obligation to provide Prentice Glass Limited with all the information relating 

to the use of their goods or materials under Section 6 of the Health and Safety at Work etc 1974. 

 

4.4 Testing of Plant 

 

The Departmental Controllers, have been delegated with the responsibility for ensuring that all plant and 

equipment that is subject to inspection regulations is inspected on the basis as specified, be it annual or 

more frequent and that records of such is subject inspections are satisfactorily maintained. 

 

All such plant and equipment shall not be used after the expiry of its current certificate of inspection and 

shall be immobilised until duly inspected and certified fit for use only by a person with the authority to 

confirm its fitness for use. 
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All such plant shall be clearly marked with any maximum safe working loads or pressure limits and with 

any other relevant information required for safe use. 

 

4.5 Vehicles 

 

It is the duty of every employee who may be authorised to drive any vehicle owned or hired by Prentice 

Glass Limited, to ensure that the vehicle is in safe condition before starting any activity and/or journey 

and to complete any vehicle records that may be required. 

 

Every driver must be acquainted with such instructions and regulations concerning the safe and correct use 

of the particular vehicle before starting any activity and/or journey and for insuring that the vehicle is 

maintained in a safe and road worthy condition. Any major defect or persistent problem must be reported 

without delay.  

 

Any accidents involving Company owned or hired vehicles of what ever nature or cause must be reported 

without delay. 
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PART 5: PUBLIC SAFETY AND VISITORS 

 

5.1 Public Safety 

 

The safety of members of the public and other contractors is considered at all times whilst on site. Any 

work area that could place others at risk due to the actives of Prentice Glass Ltd will be closed off by 

appropriate means (e.g. safety signage, bollards, tape, hoarding) in order to restrict access. 

 

5.2 Visitors 

 

Persons other than employees are not permitted on Prentice Glass premises unless duly authorised. The 

following general rules must be observed; 

 

• Signage is to point visitors to reception 

• All visitors must be met at reception and only allowed to proceed into buildings etc. when 

accompanied by a member of staff; visitors must observe safety regulations in force for the area they 

visit. 

• Deliveries – drivers and other persons making deliveries must remain at the goods handling point and 

not be allowed to wander into buildings unaccompanied. 

• If people are to stay on Prentice Glass Limited site unaccompanied then they are to have a site 

induction highlighting the location of toilets, escape routes and assembly points.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Prentice Glass Limited  

Health and Safety Policy   14 

PART 6: SUBCONTRACTORS 

 

6.1 Sub-contractors 

 

All Sub-Contractors will be provided with a relevant copy of the Prentice Glass Limited Health and Safety 

Policy. (Sub-Contractors) will acknowledge receipt and their understanding of the need to comply with its 

contents. 

 

Where outside companies and/or sub-contractors are required to carry out work on Company premises, it 

is the responsibility of the relevant member of management to ensure that safe working practises are 

observed. 

 

Attention must be given to; 

• Defining the scope and duration of work to be carried out and the number of the Sub-Contractor’s staff 

involved and the exact nature of the work and any hazardous operations (e.g. open flames) involved. 

• The need to remove Company staff or property from working areas during such operations and the 

need to shut off or protect; electrical, gas services etc. 

• Security arrangements if Contractors are not under Company supervision or are working different 

hours etc. 

 

Sub-contractors are instructed primarily on the basis of their technical capability, though due regard is also 

taken of health and safety. Serious breaches of health and safety and the contractor’s capability for 

specific risks will be taken into account during the selection process.  

 

6.2 Sub-contractors Activities 

 

Activities that we sub-contract include: 

• New installations of glass 

• Replacement of glass 

• Locksmiths 

• Shutter Installation and repairs 

• Operation of plant 

• Auto-door specialist 

• Specialist access and lifting solutions 

• Specialist Filming of glass 

 

Sub-contractors health and safety arrangements are assessed by requesting the following documents: 

• Safety Policy 

• Any related qualifications or training that may be required 

• Risk assessments 

• Certification of membership to relevant Health and Safety Organisations, Sub-Licenses or 

Industry Federations 

• Insurance schedule indicating level of Employers and Public Liability 

 

We monitor sub-contractors activities by the following means: 

• Provision of Risk Assessments and Method Statements for jobs of high risk 

• And through feedback from trusted customers whom operate of national level 

 

Due to the complexities of sub-contracting and monitoring of Health and Safety, we do not allow any 

work to be sub-contracted beyond our immediate list of used contractors. If there was a case in which this 
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was needed, our sub-contractors would have to inform Prentice Glass management and ensure that they 

meet the requirements of our written Health and Safety Policy.  


