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DISTRIBUTION:

1.
MASTER Copy  

This page will be *re-issued by the Environmental, Health and Safety and Quality Manager, whenever pages of this manual are revised.

* Applies to holders of controlled copies of Environmental, Health and Safety and Quality Manuals only.
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The Hague Construction Limited Environmental, Health and Safety and Quality Manual and associated Operating Procedures are raised and implemented to meet the requirements of ISO 14001 : 2004, OHSAS 18001 : 2007  and ISO 9001 : 2008.

The copyright of the Environmental, Health and Safety and Quality Manual and Operating Procedures are the property of Hague Construction Limited.
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INTRODUCTION 

1.4
Company Outline and Scope of Operations
Hague Construction Limited is a civil engineering contractor in the areas of groundworks, plant hire, concrete frames, design & build and safety training.

.
The Company primarily covers the South East of England.  Work outside this area will be excluded, except in special circumstances
HCL is committed to long term customer partnership, a central feature of which is the provision of a high quality of service for all its customers based on a multi-disciplined, skill based approach, tailored to specific issues and problems of each contractual service offered. Strict adherence by the Company to Health and Safety, and Environmental Legislation is a feature of the Company’s service offered to its Clients.

We provide a qualitative, economic, and cost effective service, based on an understanding of our customer's needs and our own ability to deliver quality on time.

Address:
Hague Construction Limited,

Ashford House
Beaufort Court
Sir Thomas Longley Road 
Rochester, Kent ME2 4FA
Tel 01634 729955
Fax 01634 729966
E-mail:
information@hague construction.co.uk

Scope of Operations
The Company is a civil engineering contractor in the areas of groundworks, plant hire, concrete frames, design & build and safety training.

1.5
Manual Administration
This Manual is issued to the personnel listed on the "Page Revision Record Sheet" (Sheet 2 of this Manual), who are individually responsible for ensuring that their staff are fully acquainted with the Company's policy, procedures, standards and methods of working that are described herein. Currently there are two controlled copies used by the Company.

Further copies shall be issued by the Environmental, Health and Safety and Quality Manager who will maintain a register of recipients.

All recipients of copies which are classified as "controlled" shall be issued with all amendments and shall be responsible for incorporating such amendments in accordance with the instructions given and returning any obsolete pages to the Environmental, Health and Safety and Quality Manager, who will retain amended pages for a minimum of two years.

When Clients ask for copies they will be issued with "uncontrolled" copies, which will be so marked.  Uncontrolled manuals will not be kept current and are not recorded.

The Manual covers the requirements of three specific Standards applicable to the following areas of the Company’s activities.

a)
ISO 14001 : 2004 – Environmental System Requirements

b)
OHSAS 10081 : 2007 – Health and Safety Requirements

c)
ISO 9001 : 2008 – Quality System

The system has been developed to use ISO 9001 : 2008 as the Management System for the other two. Where there are common approaches to certain areas of activities, the ISO 9001 : 2008 systems has been used as the Management system for the other two.

Areas specific to the Environmental System and the Health and Safety Systems, not forming part of ISO 9001: 2008 are covered in sections 6 and 7 of this Manual respectively.

Design and Development of permanent works is not carried out by this company at present (see section 4.3 of this manual).  Consequently, the requirements of ISO 9001:2008 Clause 7.3 in this respect are excluded.

2.
MANAGEMENT RESPONSIBILITY

2.1
Commitment to the Environmental, Health & Safety and Quality Management System

The Management of the company will demonstrate its commitment to the Environmental, Health and Safety and Quality Management System by ensuring that the Client requirements are fully understood and carried out. In addition, a Company Quality Policy, Environmental Policy and Health and Safety Policy, plus objectives have been developed, communicated through the Company and maintained. The Environmental, Health and Safety and Quality Management System have been established, and regular reviews of the system will be carried out. These reviews will also ensure that adequate resources are maintained within the company to carry out the required services, that continuous improvement is actioned, and also that the requirements of this Environmental, Health and Safety and Quality Management System are met. 
2.2
Client Requirements

A formal, written review of Client requirements is carried out by the Company, and details of this process are as shown in the procedure. Client requirements are documented by the Company and will be adhered to unless changed. All such changes will also be documented.  

2.3
Legal Requirements

The Company operates under a number of legal requirements, and these will be adhered to at all times. The main requirements are: Health and Safety at Work, Waste Management Legislation, C.D.M., The Environmental Regulations, etc.

2.4
Quality Policy, Environmental Policy and Health and Safety Policies.

The Company has established Quality, Environmental and Health and Safety Policies, and these are shown on the following pages. They will be displayed at prominent parts of the organisation. 

These policies have been developed to suit the organisation and its Clients and have all been authorised by top management.

They provide the framework for establishing and reviewing quality, environmental and health and safety objectives, which include continuous improvement. They have also been communicated throughout the Company employees. This framework and the policies themselves are subject to regular review.

2.4
Quality Policy, Environmental Policy and Health and Safety Policies (cont)

2.4.1 
Quality Policy

It is the policy of Hague Construction Limited to supply work and services of high and consistent quality to its Clients. These will be in accordance with the Company's organisational goals, Client’s Requirements and expectations that include the needs of our Clients. This policy will be reviewed at regular intervals to ensure that it is still up to date and relevant.

The Hague Construction Limited Environmental, Health and Safety and Quality Manual defines the management organisation responsible for quality, which through periodic management reviews, ensures the suitability, achievement and maintenance of the Company's quality objectives as defined separately and in the remainder of the system, and that continuous improvement is effected. The Environmental, Health and Safety and Quality Management System implemented are defined by ISO 9001: 2008, ISO 14001: 2004, and OHSAS 10081 : 2007.

All operations shall be carried out as defined in the Manual and Operating Procedures. Deviation from the procedures must be first notified to the Managing Director. He is responsible for final approval of all changes to procedures prior to implementation.

It is part of the Company's training programme that this policy is understood, implemented and maintained at all levels in the organisation.

This statement represents my commitment, on behalf of Hague Construction Limited to the Quality Policy.
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Signed: _______________________________________

Pp Mr. P Hague — Managing Director Hague Construction Limited

Dated:  23rd April  2010
2.4.2 
Environmental Policy

Mission, Core Statement & Beliefs

We, Hague Construction Limited, provide services within civil engineering contracting. The Company is a civil engineering contractor in the areas of groundworks, plant hire, concrete frames, design & build and safety training.

We are committed to the safeguarding of the environment within which we provide services, and to the conservation of the environmental well-being of the population of that environment. Therefore we are committed to the minimising of any adverse impacts to the environment resulting from the services that we offer.

To enable us to carry this out in a systematic manner, we operate an Environmental Management System compliant with the requirements of ISO 14001:2004.

This policy will be reviewed twice per annum at Management Reviews and will be updated if applicable. 

Requirements of and Communication with Interested parties

Interested Parties are our Clients, our own staff and operatives, subcontractors, regulators, the industry, and the general public. We promote environmental awareness amongst our employees and subcontractors via training programmes and we foster an open and constructive relationship with our Clients, the regulators, other operators in our industry, and the general public, about these issues.

Continual Improvement

We promote continual improvements in environmental performance by: -

· Identifying and managing such risks associated with our activities and deliver any improvements through an effective environmental management system;

· Monitoring our environmental performance, audit the effectiveness of our management systems against environmental objectives and targets, reporting on performance to our staff, subcontractors, Clients, and the general public.

· Encouraging constructive dialogue with Clients, subcontractors, staff and the general public to challenge our performance;

Prevention of Pollution

· We operate and manage all our sites in an environmentally responsible and safe manner, particularly with respect to fuel and material storage, the control of dust, litter, noise and other emissions and the prevention of pollution or damage to local watercourses and ecological habitats.

Guiding Principles

In all environmental aspects of our business, we undertake to: -

· Comply fully with laws, government guidance and industry codes of practice.

· Prevent pollution, including the releases of oil and hazardous materials, wherever we can, but if an incident occurs respond effectively to minimise impact on the environment and its population;

· Minimise and appropriately manage the waste that we generate, and reuse or recycle waste materials whenever economically feasible;

· Protect, and enhance within our contractual obligations, the environmental status of the land where we provide services;

· Require our contractors to demonstrate the same level of commitment as ourselves in the management of the environment;

· Ensure that our employees have the skills, knowledge, and resources necessary to contribute to our environmental commitments.

Coordination with Quality and Occupational Health & Safety

We carry out our environmental management within an Integrated Management System, compliant with the requirements of ISO 9001:2008, ISO 14001:2004 and OHSAS 18001 as per para (ii) of the foreword of OHSAS 18001:2007.

Local or Regional Considerations

Where landfill disposal of waste is the chosen option, we will select sites having regard to the standards of environmental management applied at these facilities and their proximity to the initial waste source.

Compliance with Legislation and other Criteria to which we subscribe
In all environmental aspects of our business, we undertake to: -

Comply fully with legal requirements, government guidance and industry codes of practice.

Responsibilities

The responsibilities for determining the Company’s policies on environmental matters including revision of this Policy, lies with the Directors of Hague Construction Limited.

The Board of Directors has appointed the Managing Director, Mr. Paul Hague, as having particular responsibility for the environment.

Each employee shall recognise personal responsibility for observing the Company’s Environmental Policy, Instructions and Procedures, and should develop an interest and enthusiasm in environmental issues.

The company Environmental Manager, together with other company Line Managers, will undertake the implementation of this Policy.

The Board of Directors has reviewed this Environmental Policy. The Environmental Manager will carry the policy forward under my direction.
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Signed: _______________________________________

Pp Mr. P Hague — Managing Director Hague Construction Limited

Dated: __23rd April  2010
2.4.3 
Health and Safety Policy

OCCUPATIONAL HEALTH & SAFETY POLICY

The Nature and Scale of Hague Construction Limited’s OH&S Risks

The Company is a civil engineering contractor in the areas of groundworks, plant hire, concrete frames, design & build and safety training.

The hazards involved in the provision of these services generate risks with respect to health and safety. Such risks could apply to our own staff, to our subcontractors, and also to the general public.

This Statement recognises our obligations under the Health and Safety at Work etc. Act 1974. In the conduct of our activities, we ensure that we: -

Identify hazards, assess the risks deriving therefrom, and, consequently, institute control measures to eliminate, or minimise their impact.

To enable us to carry this out in a systematic manner, we operate an Integrated Management System to the requirements of OHSAS 18001:2007. Our approach is that all work-related injuries and illnesses are preventable.

We have integrated occupational safety & health considerations, environmental considerations and quality management into a single management system to help our staff ensure the safety of our workforce and the public. Consequently, the integrated management system is also compliant with the requirements of ISO 9001:2008 and ISO 14001:2004, as per para (ii) of the foreword of OHSAS 18001:2007.

Continual Improvement

We promote continual improvements in occupational health and safety performance by: -

Identifying hazards and managing risks associated with our activities and deliver any improvements by an effective integrated management system;

Monitoring our occupational health and safety performance, audit the effectiveness of our management systems against health and safety objectives and targets, reporting on performance to our staff, subcontractors, Clients, and the general public.

Encouraging constructive dialogue with Clients, subcontractors, staff and the general public to challenge our performance;

Compliance with Legislation and other criteria to which we subscribe

In all occupational health and safety aspects of our business, we undertake to: -

Comply fully with (if not exceed) our legal requirements, government guidance and industry codes of practice.

Documentation, Implementation and Maintenance

Documentation, Implementation and Maintenance of the Integrated Management System is found in the Integrated Management System Manual and the associated Integrated 10 Management Procedures.

Communication with Employees

We ensure that all employees and subcontractors personnel are aware of this policy and associated Integrated Management System, and our commitment to: -

Protect the health, safety and welfare of our employees and others who may be affected by our activities.

Limit adverse effects on and adjacent to the area in which those activities are carried out.

Meet our responsibilities, as an employer, to do all that is reasonably practicable to prevent accidents, injuries and damage to health, and also, so far as is reasonably practicable:

Provide and maintain safe working environments that are without risks to health, safety and welfare.

Set standards that comply with the relevant statutory requirements relating to health, safety and welfare with regard to the effect on employees, contractors, visitors and the public.

Safeguard employees and others from foreseeable hazards connected with work activities, processes and working systems.

Ensure that when new substances, plant, machinery, equipment, processes or premises are introduced, adequate guidance, instruction, training and supervision are provided for safe methods of work to be developed.

Train all employees to be aware of their own responsibilities in respect of relevant health and safety matters and ensure they participate in the prevention of accidents and cooperate with measures taken to prevent industrial disease.

Ensure that contractors undertaking work for the Company are informed of the relevant standards required and are monitored to ensure compliance without detracting from the contractors’ legal responsibilities to comply with statutory requirements.

Promote good health amongst employees and be concerned with the prevention of occupational and non-occupational disorders and diseases.

Co-operate with appropriate authorities and technical organisations to ensure policies are updated and Standards reviewed to reflect best practice.

Undertake inspection, audit and review activities to ensure the Company’s objectives for health, safety and welfare are being met.

Interested Parties

Interested Parties are our Clients, our own staff and operatives, subcontractors, regulators, the industry, and the general public. We promote occupational safety and health awareness amongst our employees and subcontractors via training programmes and we foster an open and constructive relationship with our Clients, the regulators, other operators in our industry, and the general public, about these issues.

Periodical Review

It is stated, within the Integrated Management System Manual, that the Managing Director will periodically review the system at a Management Review Meeting.

Application

This Policy, supported by Instructions, Procedures and Organisational Arrangements, is to be applied to all activities carried out by the Company.

The Policy must be enforced by all Directors, Managers, Supervisors and Foremen and be observed by all employees.

Responsibilities

The responsibilities for determining the Company’s policies on occupational health and safety matters including revision of this Policy, lies with the Directors of Hague Construction Limited.

The Board of Directors has appointed the Managing Director, Mr. Paul Hague, as having particular responsibility for occupational health, and safety.

Each employee shall recognise personal responsibility for observing the Company’s Occupational Health and Safety Policy, Instructions and Procedures, and should develop an interest and enthusiasm in occupational health and safety issues.

The implementation of this Policy will be undertaken by the company Health and Safety Manager, together with other company Line Managers supported by Professional Health and Safety Advisers who will monitor compliance with the requirements and give advice on occupational health and safety matters generally.

The Board of Directors has reviewed this Occupational Health & Safety Policy. The Health & Safety Manager will carry the policy forward under my direction.
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Signed: _______________________________________

Pp Mr. P Hague — Managing Director Hague Construction Limited

Dated:    23rd April 2010
2.4.4 Company Objectives

Are we completing contracts to Specification, On Time and Within Budget?

Target - 100% compliance with the above
VERIFICATION: - Tabulation from Site File and Site Records.

Monitoring concrete cube failures from the suppliers?

Target - 50% reduction in failures year-on-year
VERIFICATION: - Collecting results weekly from the suppliers for monitoring and analysis...
Target - 100% Compliance.

VERIFICATION: - Tabulation from Waste Transfer Records, Disposal Logs.

Do all jobs have valid and applicable Method Statements/Risk Assessment on Site?

Target - 100% Compliance.

VERIFICATION: - Tabulation from Site File/Professional H&S Advisers reports

Do all Sites gain an acceptable audit grading, when inspected by our Professional Health and Safety Advisers?

Target - 100% Acceptable Audit Grading.

VERIFICATION: - Tabulation from Professional H&S Advisers reports

We are carrying out H&S site inspections monthly/fortnightly
Target-100% Compliance
VERIFICATION: - Tabulation from H&S Records

We are reducing the number of RIDDORS per employee year on year
Target - Zero HSE Notices, RIDDORS reduction by 50% each year
VERIFICATION: - Tabulation from Record of Correspondence with HSE

Are we reducing the number of days absent due to occupational health/ accidents?

Target - Reduction Year on Year in days absent due to occupational health/ accidents
VERIFICATION:-Tabulation from H&S Records

We are increasing our Monitoring and Analysis of non-conformities and end of job questionnaires.
Target- 80% increase over the year
VERIFICATION:Tabulation from site records

2.5
Quality Planning

The Company defines and documents how quality requirements are met by:-

a)
Preparation of Quality Plans in the form of Contract Files / Method Statements.

b)
Supply of all required resources, skills, processes and controls necessary to achieve the required quality, environmental control and safe systems of work.

c)
Compatibility of all processes with each other and the applicable documentation.

d)
Identification and development of any measurement requirements in line with meeting contracted requirements, including the suitability of any inspection techniques and equipment.

e)
Identification of suitable verification at suitable points.

f)
Identification and preparation of Quality, Environmental and Health and Safety Records, and clarification of acceptability standards for all aspects of service.

g) 
Maintenance of any critical equipment in providing the service.

h)
Compliance with any current legislation related to the scope of the works being undertaken.

i)
Ensuring that all audits are planned and controlled to ensure that the Environmental, Health and Safety and Quality Management System remain valid and up to date.

j)
Continuous improvement processes are implemented to update processes where applicable throughout the Company’s activities.

k)
Preparation of specific Health and Safety Method Statements and Risk Assessments to cover hazards and methods of minimising risks on all sites where the Company / Company employees are carrying out works.

l)
Preparation of Environmental Method Statements and Risk Assessments to ensure that all due care is taken to prevent contamination of the environment and effective minimisation of waste.

2.6 Environmental, Health & Safety and Quality Management System Description

2.6.1 General
This system has been created so that all employees have written guidance in the procedures and methods necessary for them to deliver a quality service to the Client. These procedures and methods will be reviewed on a regular basis to ensure that the Company keeps abreast of current technology and legislative requirements, and also implements any improvements as applicable. 

2.6.2
Responsibility and Authority
The organisation chart identifies the Management structure by which the Company controls the Environmental, Health and Safety and Quality requirements of its activities. 
Because of the relatively small size of the Administration functions of the Company, many of the tasks carried out within each area are shared. 
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a
Managing Director
Responsible for the overall management of the Company including strategic planning, development, and keeping abreast of current legislation as it affects the Company. Responsible for the day-to-day planning and market strategy of the Company, and overall direction and management of the business. Ensures that all aspects of Health and Safety, Quality and Environmental issues are met, including legislative considerations.  Reviews all major projects, capital purchases, leases, and is responsible also for reviewing and approval of all contract related purchases.  Responsible for all technical aspects of the company's services, and for dealing with all technical enquiries from external or internal sources.  Has ultimate responsibility for the implementation and operation of the Environmental, Health and Safety and Quality System. Also responsible for setting, monitoring and maintaining all Objectives set within this system. On site objectives will be the responsibility of the Site Managers.

b
Estimating Director 

Responsible for estimating, surveying, purchasing and office support, marketing, and budgetary control including systems, and administration. Responsible for reviewing all enquiries / tenders / contracts.  Works closely with the Managing Director to ensure all legislative requirements are covered for all the Company’s contracts and other works. 

c
Environmental, Health and Safety and Quality Manager (Managing Director)

Responsible for the administration of the Environmental, Health and Safety and Quality System, with specific responsibilities for preparation of all Quality, Health and Safety and Environmental Control documentation, auditing, non-conformances and document control. Directly responsible to the Managing Director for all Environmental, Health and Safety and Quality System related matters.  Also responsible for monitoring the quality of the company's services and for ensuring the safety of any works on behalf of the Company.

d
Surveyor

Responsible for preparing tenders and contact with the Client, obtaining quotations from suppliers and for liaison with the Client for all technical queries. Also responsible for calculating work for invoicing purposes, and passing this to the Surveying Director.

f
Contract Manager

Responsible for supervising the performance of the site managers under his control, and this covers operational efficiency, quality, training and health and safety. He is also responsible for ensuring that all reporting on site performance, including Company Objectives, is carried out.

Responsible for all technical aspects of the company's services, and for dealing with all technical enquiries from external or internal sources. Also involved in preparing tenders and contact with the Client, obtaining quotations from suppliers and for liaison with the Client for all technical queries. Also responsible for calculating work for invoicing purposes, and passing this to the Surveying Director.

g
Site Manager

Responsible for all day to day control of site activities once contracts have been awarded, and ensuring that quality standards are maintained, and for control and motivation of supervisory staff on site.  Responsible for all day to day activities on site, including control of labour and plant against agreed budgets and forecasts. Also prepares all weekly reports and monitoring requirements for Health and Safety, Environmental requirements. He is also responsible for ensuring that all reporting on site performance, including reporting of Company Objectives, as they relate to the sites, as required is carried out.  Have overall responsibility for quality of work, the implementation and control of Company Objectives and their reporting, and completion to Client's specification.  Responsible for all site materials, including receipts, recording, use and disposal. Responsible for machine maintenance and safe use.

h
Supervisor
Ensuring that site work is planned, supervised and carried out by personnel who are competent, adequately trained and instructed in the contract requirements. Identifying training requirements of all personnel and ensuring adequate provision is made to meet them. Responsible for dealing with all site based non-conformances, including carrying out of corrective actions. Establishment and maintenance of quality, Health and Safety and Environmental records and preparation of quality plans when required. Deputises for Site Manager in his absence.

j
Operatives
Responsible for the quality of their own work, as identified by supplied specifications and instructions, and for ensuring Client requirements are satisfied. Responsible for own Health and Safety, operating under guidelines operated by the Company.

2.6.3
Management Representative
Irrespective of all other duties, the Managing Director has the defined authority and responsibility for ensuring that the requirements of ISO 9001: 2008, ISO 14001 : 2004 and OHSAS 10081 : 2007 are implemented and maintained.

The Environmental, Health and Safety and Quality Manager is responsible for the day to day administration of the Environmental, Health and Safety and Quality Management System. This will include document control, auditing, reporting to management on the operation of the Environmental, Health and Safety and Quality Management System, and making sure that all Client needs are understood, and that all Health and Safety and Environmental Controls are in place and being followed. 

2.6.4
Internal Communications
Internal communications will be established by ensuring that all employees understand the Procedures and how they relate to the operating principles behind the Environmental, Health and Safety and Quality Management System. These will include an auditing process, which will involve the employees in the areas being audited having detailed understanding of the results of the audits, and where changes to the Environmental, Health and Safety and Quality Management System are required, these will be communicated to all staff having responsibility for any part of the system.

Management meetings will be held to review performance and any enhancements in performance thought to be necessary. The normal frequency of these will be twice per annum.

2.6.5
Environmental, Health and Safety and Quality Manual

The Environmental, Health and Safety and Quality Management System is a three tier system, consisting of this Environmental, Health and Safety and Quality Manual plus Operating Procedures and their respective documents. Some of these documents will be in the form of Working Instructions.

The system covers the whole operation of the Company, except finance, marketing and personnel. The Environmental, Health and Safety and Quality Manual acts as a Policy document, and is the link between the Quality Standard ISO 9001 : 2008, the Environmental System ISO 14001 : 2004 and the Health and Safety System, OHSAS 10081 : 2007, and the detailed Operating Procedures. These document the way in which the company will comply with Client requirements, the three Standards, plus other legal and operational requirements.

The Operating Procedures divided into three sections as follows:-

Administration Procedures

Management Review and Quality Audit, Document Control, Non Conformance Control and Corrective Action, and Training.

Operational Procedures

Tender and Contract Review, Process Planning and Control, Purchasing and Supplier Approval, and Calibration, training non-conformance. 

Environmental and Health and Safety Procedures

Environmental Control, and Health and Safety Procedure.

The procedure references are given on the last page in this manual.

The Company prepares fully documented Contract and Job Files which are used by the Company employees to ensure that the Company’s activities are controlled throughout the operational stages.

The system is reviewed regularly by Auditing, and Management Review processes, as well as the normal inspection of the day to day activities.

2.6.6
Control of Documents.

(a) 
Controlled documents and data are reviewed and approved by authorised personnel, prior to use.

(b) documents are reviewed as required and will be updated as necessary to remain suitable for use within the Environmental, Health and Safety and Quality Management System

(c) The relevant issues of documents and data are available at all locations where they are required in order to support the Environmental, Health and Safety and Quality Management System.

(d) Obsolete documents and data are promptly removed from all points of issue or use as this is identified.

(e) Obsolete documents, where retained for legal or knowledge purposes, are suitably identified.

The Environmental, Health and Safety and Quality Manager is responsible for maintaining a master list of documents which identify current issues of all documents.

The List of Company Documents lists all documents used by the Company to demonstrate achievement of quality requirements and the effective operation of the Environmental, Health and Safety and Quality Management System. The Procedure shows how these documents will be controlled to prevent the incorrect use of obsolete documents, and for controlling changes to them.

2.6.7
Control of Records

The Company procedures identify the records needed to show compliance with this Environmental, Health and Safety and Quality System. They also show where these are kept and how they are authorised. 

These are the records to demonstrate achievement of the required quality and effective operation of System. The quality records are the objective evidence required to show that the Company’s services meet the Client's requirements and that the Environmental, Health and Safety and Quality Management System complies with the requirements of ISO 9001 : 2008, ISO 14001 : 2004 and OHSAS 10081 : 2007.
Records are kept for a minimum of 2 years or the warranty period of goods or services supplied, which ever is greater and not destroyed unless authorised by the Environmental, Health and Safety and Quality Manager. Some contractual, medical, insurance and / or financial documents are retained for longer periods where contractually required, and details of these are covered in the Procedure. Obsolete documents are normally destroyed after a 2 year period, unless required to be held for information purposes.

Health and Safety, Environmental and Quality records will be made available to the Client or Client’s Representative at any reasonable time.  

The Company's Document and Data Control Procedure ensures that procedures are maintained to control all documents and data (e.g., reference samples, computer software, Client drawings and sketches etc.) relating to the requirements of this Environmental, Health and Safety and Quality Management System. It also ensures that:

a)
All documentation is legible, dated, clean, readily identifiable to Client and Job, and maintained in an orderly manner.

b)   
All entries are completed satisfactorily and signed or initialled and dated by the individuals involved.

c) All systems and software are updated and backed up.

2.6.8 Process Approach

IMS PROCEDURES THAT DEVELOP THE CONTINUAL IMPROVEMENT HELIX
The Company Environmental, Health and Safety and Quality System imposes the management and measurement control required on top of the normal processes adopted by the Company. Management meetings are held where Company performance is reported, discussed, and both corrective and improvement measures are agreed and implemented.

The processes used by the Company are defined in the procedures and adherence to these will ensure that the requirements of ISO 9001: 2008, ISO 14001: 2004 and OHSAS 10081 : 2007 and the Policies are met and managed. The flowchart overleaf shows these processes.

REFERENCE PROCEDURES

Procedures 1 - 10


2.6.8
Process Approach


In each of the Procedures above, there are documents, which confirm that the Process is working. These documents are referred to within each Procedure and listed on the last page of each Procedure. They are also summarised on the List and Description of Company Documents.

2.7
Management Review

The Environmental, Health and Safety and Quality Management System adopted by Company is a documented three tier system based upon ISO 9000 : 2008, ISO 14001 : 2004, and OHSAS 10081 : 2007 Standards, i.e. the Environmental, Health and Safety and Quality Manual, Procedures and Documents. In addition, there are also Work Instructions, which the quality related, matters within the Company. The documented system incorporates:-

2.7.1 Review Meeting requirements

2.7.2 Previous Review actions/status

2.7.3 Legal Issues

2.7.4 Client complaints and results of Client feedback/satisfaction processes.

2.7.5 Internal and external audits of all Procedures and the Environmental, Health and Safety and Quality Manual.

2.7.6 Supplier and sub-contractor approval review.

2.7.7 Review of all non-conformance and preventative action.

2.7.8 Review of all other Company test, inspection and sign offs.

2.7.9 As a result of the above, a review of the system to establish whether any modifications and / or improvements are required.

2.7.10 A review of management responsibilities.

2.7.11 A review of competency and training.

2.7.12 A review of current resources to establish whether any changes are required.

2.7.13 Checks on Health and Safety and Environmental requirements as they apply to the Company’s activities.

2.7.14 Checks on industry requirements as they apply to the Company’s activities.

2.7.15 Review of quality, health and safety, and environmental objectives, as these relate to both the Policy documents and the stated objectives.

2.7.16 Recommendations for continuous improvement

REFERENCE PROCEDURES
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Non Conformance Control and Corrective Action

Environmental Control Procedure

Health and Safety Procedure

These reviews are documented and reviewed, at least once per year, in a minuted meeting between the Managing Director and the Environmental, Health and Safety and Quality Manager, plus any other members of the Management team thought necessary. At these meetings, the Managing Director shall sign to state,

· That all necessary corrective action was taken.

· The continuing suitability and effectiveness of the Environmental, Health and Safety and Quality Management System has been maintained.

· That the system has been reviewed with respect to continuous improvement, future enhancements and possible technological / legal changes, and continues to be suitable and effective.

· The Company Objectives have been reviewed and any action thought necessary to support these has been taken.

· That all applicable legislation has been reviewed and corrective action has been taken to ensure that all Standards which the Company must work within are being followed.

REFERENCE PROCEDURES
Management Review and Quality Audit

Non Conformance Control and Corrective Action

Environmental Control Procedure

Health and Safety Procedure

3.
RESOURCE MANAGEMENT

3.1
General
The Managing Director will determine and provide, in a timely manner, the resources needed by the company to establish, maintain and improve this Environmental, Health and Safety and Quality Management System.

3.2
Human Resources
3.2.1
Assignment of Personnel
The Company's Operating Procedures ensure that its resource requirements are identified in terms of trained management and staff necessary to meet the specified needs of the company and its Clients.

3.2.2
Competence, Training, Qualification and Awareness of Personnel
The Company ensures that only trained personnel are assigned for management duties, performance of work and checking activities which include internal quality audits. These resources are detailed and explained in the Company Operating Procedures and Work Instructions, where used.

Where specific qualifications are required by the Company’s activities, proof of such qualifications will be retained. 

Awareness of the requirements of this Environmental, Health and Safety and Quality System will be achieved by training of personnel and checks on work to ensure they understand and operate the Environmental, Health and Safety and Quality Management System.

The Company maintains documented procedures for identifying the training needs and providing for the training of all personnel activities affecting quality. Training time will be made available to provide executive management with the tools and techniques needed for full understanding and participation in the operation and evaluation of the Environmental, Health and Safety and Quality Management System.

Training records are maintained that identify and list tasks and functions that call for acquired skills that could affect the quality of the service supplied to the Client. The procedure covers how this training is recorded and measured.

REFERENCE PROCEDURE
Training

3.3 Information
All employees carrying out tasks will be provided with access to controlled documentation. This will include Procedures, Contract and Job Files, Health and Safety and Environmental information and Quality Plans. These will define their tasks and the checks required to show compliance with the requirements of this Environmental, Health and Safety and Quality Management System. They will also be supplied with details of the documents required. 

3.4 Infrastructure
All staff will be supplied with equipment, which will enable them to carry out the tasks required of them. 

3.4.1 Workspace and Associated Facilities

Office Staff will be housed in modern office accommodation with all facilities maintained by the Company. Minimal protective equipment is required by staff but will be provided and maintained if and when necessary.

Site staff will be accommodated in accommodation supplied either by the Client or the Company. This will be maintained as defined in the Client documentation and will be to an acceptable standard. Any communication devices will be provided as well as protective clothing. 

All work done either on Company premises or on site will be maintained in line with current Health and Safety standards. Environmental controls in force on sites will be adhered to and will be in line with current legislation.

3.4.2 Equipment, Hardware and Software

Any equipment required for the carrying out of duties will be provided by the Company. No personal equipment will be used. Hardware and Software will be provided by the Company, will be suitable for the purposes required, and will be maintained by the Company.

3.4.3 Maintenance

All equipment will be maintained by the Company, and repaired or replaced as necessary. 

3.4.4 Supporting Services

The Company will provide all supporting services, or will arrange these through Approved Suppliers where not covered by Office functions. 

3.5 Work Environment

3.5.1 Health and Safety Conditions

The Company operates within Health and Safety and Environmental requirements which apply to all parts of the Company. 

3.5.2 Work Methods
The company operating procedures define how work is carried out, and what regulations and other legal requirements must be followed. In addition, all work will be covered by Health and Safety at Work, C.D.M., Waste Disposal and Environmental Legislation. All documentation associated with the Company’s activities will be approved by the Company prior to commencing work.

3.5.3 Work Ethics

The Company operates under all current legislation, and operates both equal opportunities and non-racial discrimination employment policies.

3.5.4 Working Conditions

Working conditions throughout the company are maintained to provide employees with acceptable working conditions in line with Company policies, Health and Safety and Environmental Requirements. There are no working conditions at Head Office where employees are expected to be subject to hazards.

On site, company employees will be housed in portacabin type accommodation which gives a good working environment. All required protective clothing required by site rules and Client requirements will be supplied and maintained by the Company.
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Process Planning and Control

Environmental Controls

Health and Safety

4
PROCESS MANAGEMENT

4.1
General
The Company plans and identifies all service activities and ensures that these processes are carried out under controlled conditions. The procedure and associated Work Instructions where applicable, ensure that work is planned and scheduled to control the use of materials, equipment, processes, personnel, utilities and work environment. Controlled conditions include documented Job Files and Orders, Risk Assessments and Method Statements defining the service to be provided, and the conditions under which the Company will expect its employees to work and minimise risk of contamination and / or other effects to the environment.

The Procedures detail:-

a
the use of suitable equipment capable of producing work consistent with the specified requirements and the operations to be performed.

b
tools and test equipment to be used.

c
the requirements for operational checks, calibration and set-up of equipment.

d
precise methods of inspection.

e
environmental conditions to be maintained during work and inspection.

f
instructions for workmanship and safe systems of work that provide clear and precise criteria for acceptable and unacceptable service / product.

g
the type, and sequence, of inspection procedures carried out by the work gangs and supervisory checks during and after work completion.

h
responsibilities for establishing, issuing and controlling workmanship criteria.

i
All Health and Safety requirements will be specified and adhered to.
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Tender and Contract Review

Process Planning and Control

Environmental Controls

Health and Safety

4.2
Client Related Processes

4.2.1
Identification of Client Requirements

The Company has documented procedures that describe how Client requirements are understood, and how the company ensures that all necessary information is identified and obtained. 

4.2.2
Review

The procedure details how the Company reviews the statement of requirements for commencement of activities. It also covers how requirements are reviewed and amended by :-

a)
Persons / departments in the company on contract matters are defined.

b) Complete requirements are defined and documented. 

c) Changes to the contract are resolved and documented. Where the requirements are amended and recorded, changes are reviewed and, on acceptance, are correctly communicated to all affected areas.

d) The Company has the capability in meeting contractual requirements.

e) The requirements of the contract are understood and unambiguous.

f) Any requirements not specified in the order are considered and actioned.

g) Any regulatory and / or legal requirements are dealt with.

h) Any after sales service items are defined on acceptance of instructions.

i) Any environmental requirements to be satisfied.

j) Any Health and Safety requirements / Method Statements / Risk Assessments to be prepared and adhered to. These activities will be carried out whether specified by the Client or not.
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Tender and Contract Review

Environmental Controls

Health and Safety

4.2.3
Client Communication
The Company will establish communication links with the Client to ensure that all aspects of the Company’s operations as they relate to the provision of services are established maintained and improved as necessary.

The procedures will define what communications are required and how they are carried out.

The Company will provide its Clients with any relevant information as required.

Processes will be established to deal with queries and complaints and also the responses to such queries and complaints.

4.3
Design and Development

As all jobs are based upon Client drawings and requirements, there are no design elements involved with this Environmental, Health and Safety and Quality System, and so are not covered by this Environmental, Health and Safety and Quality Management System.

The only design related items are temporary design activities all of which are destroyed before completion of the works, and form no part of the end product or service, and these form a minor part of this system. The methodology of handling this design work will be covered in the procedure.

4.4
Purchasing

4.4.1
General     
The Company ensures that all bought services and materials conform to requirements, including Health and Safety and Environmental requirements.

4.4.2
Evaluation of Sub-Contractors

The Company evaluates and selects all sub-contractors and suppliers on the basis of their ability to meet sub-contract requirements, including quality, Health and Safety and Environmental requirements, and maintains records of acceptable sub-contractors and suppliers. The selection of a sub-contractor or supplier and the control exercised by the Company is dependent on the type of product or service.

4.4.3
Purchasing Data

Purchase Orders are raised for all products and services purchased and include information to ensure that the Supplier is given full information as to the requirements. The Procedure details how and what information will be entered on Purchase Orders to adequately define requirements.

4.4.4
Verification of Purchased Product

a)
Company Verification

From time to time, Hague Construction Limited may request access to the sub-contractor's / supplier's premises for the purpose of Quality, Health and Safety and Environmental verification of bought in materials or products. The Company will give the sub-contractor or supplier reasonable notice of such a visit so that the inspection equipment necessary will be made available.

b)
Client Verification

When a Client elects to carry out verification at the sub-contractor's or supplier's premises or at the Company premises, such verification shall not be used by the Company as evidence of effective control of quality by the sub-contractor or supplier.

C)      SiteVerification

Only the persons stated on the register of approved staff (AHQ 010) are to check deliveries and are responsible for checking that the concrete mix is correct. Details are then recorded on the structural concrete placing records.
REFERENCE PROCEDURE
Purchasing and Supplier Approval 

4.5
Operations Requirements

4.5.1
General
The Company plans and identifies the work and services and ensures that these are carried out under controlled conditions.

The Procedure ensures that work is planned and scheduled to control and approve the use of personnel, work environment and quality of work.

Controlled conditions include procedures defining the manner of the operations. These conditions include those required to satisfy Quality, Health and Safety and Environmental requirements.

The Procedures detail:-

a)
The use of suitable employees capable of carrying out and completing the work consistent with the specified Client requirements.

b)
Operations to be performed.

c)
Precise methods of work.

d)
Responsibilities for establishing, issuing and controlling operations documentation.

e)
Documentation covering Risk Assessments and Method Statements for both Health and Safety and Environmental requirements, which will form part  of the Contract Documentation.

(f)
Feedback from Clients as to level of satisfaction.
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Process Planning and Control

Environmental Controls

Health and Safety

4.5.2
Identification and Traceability

Identification processes are maintained by the Company primarily to ensure that all elements of work are able to be identified throughout the process.

The Company maintains procedures for identifying jobs and contracts from applicable documents, during all stages of work, inspection and control.

Traceability to original contract and materials are defined. Should Clients wish to utilise the existing traceability procedure or modify it to meet specific requirements, the Company would be most willing to discuss traceability needs.

Inspection Records are completed with signatures of designated personnel.

4.5.3
Client Property
The Company maintains documented procedures for the control, verification, storage and maintenance of Client supplied products provided for processing by the Company.

Where the Company receives uses or stocks products supplied by a Client, they will be segregated. Any reject, scrap, loss or excess products will be notified to the Client, and then further action will be carried out at the instruction of the Client.

The only Client owned materials normally handled by the Company on a regular basis are drawings and specifications and the handling of these is described in the procedures.

4.5.4
Handling, Packaging, Storage, Preservation and Delivery

4.5.4.1
General
The Company maintains documented procedures for the handling, storage, packaging, preservation and delivery of its materials and equipment.

4.5.4.2
Handling
The Company provides methods of handling service materials / equipment that prevent damage and deterioration, during all phases of storage, and construction. The Company's handling is shared between its employees and qualified sub-contractors, operating as specified by the Company.

4.5.4.3
Storage

The Company provides secure storage areas to prevent damage or deterioration of product pending use or delivery, or stock rooms are provided. Appropriate methods for authorised receipt and the despatch to and from these areas is stipulated.

In order to detect deterioration the condition of product in stock is assessed at appropriate intervals.

4.5.4.4
Packaging
The Company controls packing, preservation and marking processes necessary to ensure and maintain conformance to client requirements. In the case of asbestos and related materials, all current legislative requirements will be adhered to with respective packaging and labelling requirements.

4.5.4.5
Preservation
The Company employs appropriate methods for preservation and segregation of products when such product is under the company's control.

4.5.4.6
Delivery
Most of the Company's work results in services being carried out on the Client site, by Company personnel, and so delivery of final product(s) does not apply. All materials are delivered to site under the control of the Company are handled in such a way as to minimise damage.

Waste materials are handled however, and these require safe delivery to approved Waste Sites, handled under current legislation. The Company is responsible for maintaining records of all deliveries of waste from Company sites.

The documented procedure ensures that identifiable, acceptable work carried out under safe systems of work, in a suitable condition, and also with minimum adverse effect on the environment, is received by the Client.

4.5.5
Validation of Processes

Each job is thoroughly inspected by qualified staff before hand over to the Client. The Company does not carry out processes which cannot be verified. All verified inspections are recorded as described in the procedures.

4.5.6 Control of Measuring and Monitoring Devices

4.5.6.1
General
The Company maintains documented procedures to control calibrate and maintain measuring and test equipment used to demonstrate the conformance of the service to specified requirements. Equipment is used in a manner which ensures that measurement uncertainty is known and is consistent with the requirement measurement capability.

4.5.6.2
Control Procedures
The procedures ensure inspection, measuring and test equipment:-

a)
Is identified and used in a suitable environment

b)
Has the necessary accuracy and measurement capability

c)
Is calibrated / adjusted at regular intervals

d)
Calibration records are kept which enable inspections to be verified

e)
Is handled / stored to maintain accuracy and fitness for purpose.
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Calibration

5.
MEASUREMENT, ANALYSIS AND IMPROVEMENT

5.1
General

The requirement of this Environmental, Health and Safety and Quality Management System is to ensure that the Company will define, plan and implement measurement, analysis and improvement methods to ensure that the system continues to support the organisation policy and goals.

The Company will use whatever techniques and methods that are relevant, and will use the results to report to Management meetings for agreement and to obtain improvements to the system.

5.2
Measurement and Monitoring

The system is monitored in four ways – system checks by Client feedback and internal auditing processes, monitoring of processes, quality work in process and completed, and feedback from staff. These measurements apply equally to Quality, Health and Safety and Environmental requirements.

5.2.1
Measurement and Monitoring of System Performance

5.2.1.1
Measurement of Client Satisfaction

Client satisfaction will be measured formally as a result of final signing off of each job. The Company monitors Client complaints and deals with them as soon as possible, and then discusses them at Management Reviews.

A Client Satisfaction Questionnaire is also sent to select Clients on an ad hoc basis to request input on Company services from its Client base. The handling of this process is described in the procedures.

5.2.1.2
Internal Audit

The Company maintains procedures that define how it carries out planned and documented internal quality audits to verify that the Environmental, Health and Safety and Quality System is functioning correctly. Audits are scheduled on the basis of the importance of the activity to be audited and are carried out by personnel who do not have direct responsibility for the activity being audited. The results of internal quality audits are a part of management review activities. The results of audits are recorded and discussed with personnel having responsibility for the area audited, so that timely corrective action can be taken. Implementation and effectiveness of the corrective action taken is followed up and recorded.

5.2.2
Measurement and Monitoring of Processes.

Most of the Company’s processes are relatively simple and therefore do not need monitoring with test equipment, but monitored by management processes weekly.

The Company maintains documented procedures to define the inspection and testing activities to ensure specified requirements are met. Each job is subject to regular inspections, and these will be recorded. 

5.2.2.1
Receiving Inspection
The Company receives materials for own use in providing the services for the Client. Verification is in accordance with procedures.

The amount and nature of receiving inspection is dependent upon the Company’s experience with the supplier or contractor and the critical nature of the work being carried out.

5.2.2.2 
In - Process Testing and Inspection
The company inspects and tests product as required by the documented procedures. Work is not continued until the required inspection and tests are completed except when released under concession conditions. Any concession release does not preclude the documented inspection and test requirements, and in any case, agreement with the Client must be obtained in writing.
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Process Planning and Control

Purchasing and Supplier Approval

5.2.2.3
Final Inspection and Testing

The Procedure ensures that:-

(a)
all specified inspection and tests, including those specified either on completion of work or in-process, have been carried out and that the results meet the specified requirements.

(b)
There is evidence of conformance of the finished job to the specified requirements.

(c)
No work is handed over until all of the above activities have been satisfactorily completed and the associated data and documentation is available and authorised. This would include information related to Quality, Health and Safety, and Environmental documentation, plus Client verification should this be a contractual requirement.

5.2.3.4
Inspection and Test Records
The Company maintains records that give evidence that the products have passed Goods Inward and all In-Process and Final Inspection checks, with defined acceptance / rejection criteria. In the case of radiation and formwork activities, some inspection records will be retained by the Client, Client representative or company representative, in line with the contract documentation.

REFERENCE PROCEDURES

Process Planning and Control

Health and Safety

Environmental Control

5.3.1
General

The Company maintains documented procedures to control non conformances which will also include health and safety and environmental problems, procedural errors, possible post completion Client complaints, or complaints from third parties about Company services.

Non-Conforming work and services will be identified and, where practical, identified. Details of the non-conformance are documented, dated and agreed by the individual reporting the non-conformance.

5.3.2
Review and Disposition of Non-Conforming Work
The Managing Director has the responsibility and authority for deciding what to do with non-conformances. The following courses of action are available:-

a)
Correct or adjust 

b)
Accept under concession

c)   
Re-assign
d)
Reject
The Company policy is to always provide services to satisfy the Client's requirements and the Company is not prepared to consider concessions under any situation.
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Non Conformance Control and Corrective Action

Management Review and Quality Audit
5.4
Analysis of Data for Improvement

The Environmental, Health and Safety and Quality Management System will be used to improve the overall performance of the operation by dealing with common problems or trends as follows:

5.4.1
The effectiveness of the Environmental, Health and Safety and Quality Management System

5.4.2
Process operational trends and implement continuous improvement. These are defined in detail in the Management Review Procedure

5.4.3
Client Satisfaction

5.4.4
Conformance to Client requirements

5.4.5
Conformance to all applicable legislation as operated by the Company.
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Management Review and Quality Audit

Environmental Control

Health and Safety
5.5
Improvement

5.5.1
General
The Company maintains procedures for recording and implementing corrective and preventative actions (in proportion to the size of the problems and associated risks) to eliminate the causes of non-conformances.

5.5.2
Corrective Action
The Procedure ensures that:-

(a)
Effective handling of Client complaints and reports of service non-conformances are carried out.

(b)
The causes of non-conformances are investigated and recorded.

(c)
Controls are applied to determine the necessary corrective actions and their effective implementation.

5.5.3
Preventative Action

The Procedure ensures that:-

(a)
Relevant sources of information relating to processes, quality records, and non compliance with current legislation and Client complaints are analysed to detect and eliminate potential causes of non-conformance 

(b)
The steps to deal with problems requiring preventative action are determined and implemented.

(c)
Controls are applied to ensure preventative actions are taken

(d)
The relevant information and changes in procedures are submitted for Management Review and recorded.

All Non-Conformance reports raised will be discussed at Management Review Meetings to ensure that corrective and preventative actions are effective.
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6.
ENVIRONMENTAL System Specific Details

Certain of the elements covered in this manual for environmental control are also part of ISO 9001: 2008, and are mentioned in the relevant sections. The topics mentioned below are the elements in ISO 14001: 2004 which are not fully covered in the Quality Standard.

6.1
Objectives and Targets 

The Company Management will establish performance targets for its various Environmental Aspects. These targets will include both environmental targets for Head Office environments and for site based work. These targets will be issued and maintained and will be identified in the Procedure. These targets are reviewed and updated as necessary.

6.2
Environmental Management Programmes

Environmental Improvement Programmes will be developed which will be managed by designated employees, having achievable targets, who are supplied with sufficient resources and timeframes to complete the programmes.

6.3
Emergency Preparedness and Response

The Company will include in its operations (particularly on site), the facility for dealing with spillages and potential cases of environmental contamination. These procedures will be prepared and relevant personnel trained in the carrying out of any requirements of the procedures. In general, these will form part of the Risk Assessments incorporated into the Contract Documents.

6.4
Monitoring and Measurement

The Company will document the areas which will be subject to measurement in its environmental system objectives and targets which will be subject to regular inspections.

Any measurement equipment used in confirming these targets will be owned and employed by Approved Suppliers who will be responsible for using and reporting results, and also for ensuring that their equipment is calibrated where applicable and that the calibration records are made available to the Company.
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6.6
Register of Environmental Aspects

A Register of Environmental Aspects will also be maintained by the Company. This will identify all of the elements of the activities of the Company that interact with the environment. This register will be held by the Environmental, Health and Safety and Quality Manager.

6.7
Updating of Environmental Aspects

Environmental Aspects will be seen to be changing over time in relation to changes in priorities between Legislation, Company Environmental targets and objectives. The Procedure explains how these will be done.

6.8
Communications

External communications with respect to the running of the Environmental System will be implemented. The Environmental Policy will be included in Company promotional material as well as being available on the Company’s website. These will include the communication pertaining to environmental aspects.

In general, the Company’s advertised Environmental Conditions of operation will be determined by the Company and could be different for each Contract dependant upon the work being carried out. However, the Company will publicise those elements which are common to all activities.

The Environmental, Health and Safety and Quality Manager will be responsible for all updates to this material
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7.
HEALTH AND SAFETY SPECIFIC SYSTEM DETAILS

Certain of the elements covered in this manual for health and safety are also part of ISO 9001: 2008, and are mentioned in the relevant sections. The topics mentioned below are the elements in OHSAS 10081 : 2007 which are not fully covered in the Quality Standard.

7.1
Planning for Hazard Identification, Risk Assessment and Risk Control

The Company Management will ensure that procedures are in place for the identification of hazards and the assessment of risks associated with these identified areas. Having identified the hazards and risk, the Company will then apply and implement controls to ensure that safe systems of work are implemented to minimise risks to employees, sub-contractors, Clients and / or visitors to the Company’s areas of work, whether owned by the Client or not. These controls will apply to both routine and non routine activities.

How these assessments and controls are designed and implemented and controlled is shown in the Procedure.

7.2
Legal and Other Requirements

The Company has established procedures for identifying and accessing the legal and other OH&S requirements that are applicable to it. The Procedures describe how this information will be kept up-to-date, and communicated where relevant, to its employees and other relevant interested parties.

7.3
Objectives

The Company has established documented occupational health and safety objectives, at each relevant function and level within the organization. In formulating these, the Company has considered its legal and other requirements, its OH&S hazards and risks, its technological options, its financial, operational and business requirements, and the views of interested parties. The objectives are quantifiable, and consistent with the OH&S policy, including the commitment to continual improvement.

The Managing Director has prime responsibility for setting and maintaining these objectives, and they will be monitored through Management Reviews. For site based objectives, the Site Managers are individually responsible for maintaining and achieving the performance improvements.

7.4
Emergency Preparedness and Response

The Company has established and maintains plans and procedures to identify how it deals with the responses to incidents and emergency situations, and for preventing and dealing with any likely consequent illness and injury that may be associated with them.

The Company will review its emergency preparedness and response plans and procedures, in particular after the occurrence of incidents or emergency situations. Testing of such procedures where practicable will be carried out.

7.5
Performance measurement and monitoring

The Company has established procedures to monitor and measure OH&S performance on a regular basis. These procedures provide for:
· Qualitative and quantitative measures as appropriate.

· monitoring of the Company’s OH&S objectives

· proactive measurement of performance that monitor compliance with the OH&S management programme, operational criteria and applicable legislation and regulatory requirements;

· reactive measures of performance to monitor accidents, ill health, incidents (including near-misses) and other historical evidence of deficient OH&S performance

· Recording of data and results of monitoring and measurement sufficient to facilitate subsequent corrective and preventive action analysis.

Where monitoring equipment is required for performance measurement and monitoring, the Company has established a procedure for the calibration and maintenance of such equipment. Records of calibration and maintenance activities and results shall be retained.
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Management Review and Quality Audit

Non Conformance Control and Corrective Action

Health and Safety

8.   
COMPANY OPERATING PROCEDURES
Administration Procedures

1.
Management Review and Quality Audit Procedure

2.
Document Control Procedure

3.
Non Conformance Control and Corrective Action Procedure

4.
Training Procedure

Operational Procedures

5.
Tender and Contract Review Procedure

6.
Process Planning and Control Procedure

7.
Purchasing and Supplier Approval Procedure

8.
Calibration Procedure

Environmental and Health and Safety Procedures

9.
Environmental Control Procedure

10.
Health and Safety Procedure

11.      Statutory Inspections

12       Emergency procedures
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Process (Contract)
Planning

Health and Safety  Planning

IMS Inspection
and Audit

CLIENT SATISFACTION

Competence
& Training

Purchasing
and Supply

An illustration of  the Helix in action

Process (Contract)
Control



SecondSite Property
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