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CENTUM NI LTD has a firm commitment to 
ensure that Health and Safety is considered as 
an integral part of our business operation and 
to this end are committed to improving the 
overall standard of health and safety for all our 
operative/ subcontractor. 

The Company Directors are determined to 
recognise the value of the individual and to 
ensure that through working together, our 
‘duty of care’ to each other is exercised in order 
to protect all operative/ subcontractor, visitors 
and others who may be directly affected by our 
business. 

The Directors of CENTUM NI Ltd undertakes to, 
in so far as is reasonably practicable: 

• Establish and implement a Health & Safety 
Management System to manage the risks 
associated with our work activities;

• Provide sufficient training and resources to 
all our staff to enable them to work safely 
and to meet the current Health and Safety 
legislation;

• Carry out and regularly review risk 
assessments to identify any hazards 
associated with our work activities;

• Regularly monitor and record our health 
and safety performance;

• Communicate and consult on a regular 
basis with all our staff on all issues related 
to their health and safety at work;

• Promote an ‘open-door’ attitude to all 
health and safety issues, encouraging 
all operative/ subcontractor to play an 
active role in health and safety within the 
company;

• Maintain our work equipment to a standard 
that will ensure that risks are effectively 
managed;

• To review this policy document on an 
annual basis or when the work activities we 
engage in change. 

Health & Safety Policy Statement

____________________________  

Mr Michael McGlone (Director)  

23rd November 2017

Signed:

Date: 23/11/2017

Michael McGlone
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1.1 The Employer’s Responsibilities: 

It is a fundamental principle of this policy that 
the health, safety and welfare at work of all 
operative/ subcontractor is a management 
responsibility which ranks equally with every 
other aspect of our business. 

The management of CENTUM NI LTD is, at 
all times, directly responsible for ensuring 
that their duties, as defined in Article 4 of the 
Health & Safety at Work Order NI 1978, are 
carried out.  That is to ensure that safe methods 
and conditions of working are provided, and 
that adequate training is given to enable each 
operative/ subcontractor to work safely and 
efficiently. 

The management also have a duty of care for 
other persons i.e. any visitor or contractor on 
any premises under the company’s control or 
anyone who may be affected by work carried 
out by or for CENTUM NI LTD. 

1.2 The operative/ subcontractor 
Responsibilities: 

The Health & Safety at Work Order NI 1978, 
Article 8 & 9, require that it shall be the duty of 
every operative/ subcontractor while at work 
to: 

• Take reasonable care of their own health 
& safety and also that of any other person 
who may be affected by their acts or 
omissions at work;

• Co-operate with the duties, requirements 
and instructions, statutory or otherwise, 
on the health and safety of themselves and 
others;

• Ensure that they never, either intentionally 
or recklessly, interfere with or misuse 
anything provided in the interests of 
health, safety or welfare.

1. Roles and Responsibilities
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2.1   ORGANISATIONAL STRUCTURE OF CENTUM NI LTD

2. Organisational Structure & Responsibilities

2.1   ORGANISATIONAL 
STRUCTURE OF CENTUM 

NI LTD

N.I 
D. Millar 

 (Senior Electrician) 

D. Rankin  
(Electrician) 

UK  
S. Moore 

(Senior Electrician)

K. Traynor 
(Electrician)

Subcontractors 
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2.2   ORGANISATIONAL RESPONSIBILITIES 

2.2.1  The Director (Mr Michael McGlone) 

The Director of the company is responsible for 
the implementation of the company’s health 
and safety policy. 

He will ensure that proper provision is made to 
achieve the aims and objectives of this policy 
and will keep under review the effectiveness of 
the organisation and arrangements, ensuring 
that such changes or improvements are made 
as may be required. 

Give support to the Site Management on all 
issues relating to the Health, safety and welfare 
of operative/ subcontractor. 

2.2.2  Senior Electricians 

The Senior Electricians are responsible for 
ensuring that all aspects of the company health 
and safety policy are adhered to.  In addition, 
he/she is also responsible for: 

• Ensuring that all personnel under 
their control know and accept their 
responsibilities under the health and safety 
policy.

• Carrying out periodic safety inspections 
and recording and rectifying any problems 
or risks identified.

• Ensuring that safe systems of work for 
all operations on site are adhered to and 
ensuring that operative/ subcontractor are 
properly trained in their use.

• Ensuring that all plant and equipment 
is thoroughly examined by a competent 
person on a regular basis and ensure that 
written records are maintained.

• Ensuring that all electrical equipment 
used on site is 110v and equipped with all 
necessary guards and that the PAT register 
is up to date.

• Ensuring that all places of work have access 
and egress which are safe and without risk 
to health

• Ensuring that any accidents are 
investigated and reported, if necessary to 
the HSE, as soon as they occur.

• Ensuring that all operative/subcontractor/
visitors use the appropriate PPE for the 
area/job.

2.2.3  Operative/ subcontractor 

The company recognises that the Health 
& Safety Order NI 1978 requires operative/ 
subcontractor to take reasonable care to avoid 
injury to themselves and to others by their 
work activities.  Accordingly, the company 
requires its operative/ subcontractor to: 

• Take reasonable care of the health and 
safety of themselves and others who may 
be affected by their acts or omissions at 
work.

• Not to interfere with or misuse anything 
which has been provide in the interest of 
health, safety or welfare in compliance with 
statutory provisions.

• To use as directed, any safety or protective 
equipment provided by the company and 
must follow all safe working procedures.

• To report all personal injury, damage 
to equipment or premises and any 
circumstances which are believed to be 
dangerous, including unsafe pieces of 
equipment.

• Co-operate in the workplace with all safety 
inspections or audits.

• To attend health and safety training courses 
as required by the company.

• To co-operate with any investigation 
undertaken either for the purpose of 
preventing accidents or of accidents which 
have already occurred.

2.2.4 All Sub-Contractors

• Adhere to the Site Rules;

• Follow the method statements provided for 
their work activities;
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• Co-operate with other sub-contractors on 
site at all times;

• Take reasonable care of the health and 
safety of themselves and others who may 
be affected by their acts or omissions at 
work.

• Not to interfere with or misuse anything 
which has been provide in the interest of 
health, safety or welfare in compliance with 
statutory provisions.

• To use as directed, any safety or protective 
equipment provided by the company and 
must follow all safe working procedures.

• To report all personal injury, damage 
to equipment or premises and any 
circumstances which are believed to be 
dangerous, including unsafe pieces of 
equipment.

• Co-operate in the workplace with all safety 
inspections or audits.

• To co-operate with any investigation 
undertaken either for the purpose of 
preventing accidents or of accidents which 
have already occurred.

2.2.5 External Health & Safety Consultant 

CENTUM NI LTD has engaged the services 
of Walls Consulting Ltd as external Health & 
Safety Consultants for the company when 
required.   

Walls Consulting Ltd will provide the following 
upon request:

• Updating the company Health & Safety 
Policy documents;

• Carrying out internal audits and 
inspections; and

• Provide competent advice and assistance 
on all health and safety matters.

3. Arrangements/Safe 
Working Procedures
3.1  First Aid 

A First Aid box in accordance with the statutory 
requirements will be kept in each company 
vehicle and office at all times.  The contents 
should be checked on a regular basis to ensure 
that they are in date and that an adequate 
supply is available. 

3.2 Fire 

3.2.1  Fire Precautions

Fire precautions are defined as those measures 
put in place in advance to minimise the effect 
of any fire that may occur.  In this instance the 
following precautions should be observed:

• Provision of first strike fire fighting 
equipment in all company vehicles/
premises, i.e. fire extinguishers/blankets/
hoses;

• Maintaining a good standard of 
housekeeping throughout the site, 
offices and kitchen areas to prevent the 
accumulation of combustible material;

• Complying with site regulations as to the 
safe storage of all gases; oils and chemical 
substances in designated areas at all times;

• The safe handling and use of all gases; oils 
and chemicals;

• The implementation of a no-smoking 
policy in all premises, storage areas and 
when handling any flammable substances;

• Make sure all fire exits are kept clear at all 
times and are clearly signed;

• Make sure all fire fighting equipment is 
easily accessible at all times;

• •Ensuring that emergency procedures and 

Trained Personnel:  1 Nr First Aider

- Stephen Moore
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Colour: 

Red/Red Panel 

Red/Blue Panel 

Red/Black Panel 

Red/Cream Panel

Application: 

Paper, wood, non-electrical 

All Fires 

All Fires 

Liquid Fires

fire equipment is checked on a regular 
basis and the results recorded and retained 
on file.

3.2.2 Fire Extinguishers

As of March 1997, all fire extinguishers will be 
red in colour with a panel around the neck of 
the extinguisher in the appropriate colour to 
denote its contents:

Type:  

Water 

Dry Powder  

CO2  

Foam/AFFF  

NB:

• All fire extinguishers should be kept free 
of obstruction at all times and be clearly 
visible.

• Only fight a fire if it is safe to do so.

• Upon discovering a fire; implement the fire 
procedure immediately.

3.2.3 Fire Procedure (OFFICE)

All operative/ subcontractor:

1. Upon discovering a fire immediately 
activate the fire alarm.

2. Walk (do not run) to the nearest fire exit.

3. Make way to the ‘Fire Assembly Point’ 
which is clearly indicated at the entrance 
gate.  Make sure that you remain at a safe 
distance from the fire.

4. No one must re-enter the site until you 
have been given the all clear to do so by 
the Director or other Senior Staff.

Senior Staff Member/Office Manager:

1. Upon hearing the fire alarm, you will 
immediately dial 999.

2. When asked which service you require you 
will answer - FIRE

3. When connected, slowly and clearly give 

the following information:

This is CENTUM NI LTD 

We have a fire! 

Our address is:  41A Monaghan Street, 
Newry, BT35 6AY

4. Do not replace the receiver until 
this information has been correctly 
acknowledged.

5. Make your way to the ‘Fire Assembly Point’, 
taking with you a list of all personnel to 
enable you to carry out a roll call.

6. Liaise with the Senior Fire Officer on site 
and only give the instruction for re-entry 
onto the site upon the advice of the Senior 
Fire Officer.

7. Carry out an investigation into the cause 
of the fire, as per the procedure detailed in 
section 3.3.

3.2.4 Fire Procedure (ALL SITES)

You must follow any fire procedure as laid 
down by the main contractor/client on site.  
Where no such procedure or arrangements 
exist, follow the guidelines listed below: 

All operative/ subcontractor:

1. Upon discovering a fire immediately 
activate the fire alarm.

2. Walk (do not run) to the nearest fire exit.

3. Make way to the ‘Fire Assembly Point’ 
which will be clearly marked on site, if no 
assembly point has been designated make 
sure that you stay a safe distance from the 
fire.

4. No one must re-enter the site until you 
have been given the all clear to do so by 
the Site Foreman.

Site Supervisor:

1. Upon hearing the fire alarm, you will 
immediately dial 999.

2. When asked which service you require you 
will answer - FIRE
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3. When connected, slowly and clearly give 
the following information:

This is CENTUM NI LTD

We have a fire!

Our address is: (give relevant site address)

4. Do not replace the receiver until 
this information has been correctly 
acknowledged.

5. Make your way to the ‘Fire Assembly Point’, 
taking with you a list of all personnel to 
enable you to carry out a roll call.

6. Liaise with the Senior Fire Officer on site 
and only give the instruction for re-entry 
onto the site upon the advice of the Senior 
Fire Officer.

7. Carry out an investigation into the cause 
of the fire, as per the procedure detailed in 
section 3.3.

3.3 Welfare Facilities & Emergency 
Procedure on Site

In accordance with the Construction (Design 
& Management) Regulations (NI) 2016 and 
the Construction (Health, Safety & Welfare) 
Regulations (NI) 2007, CENTUM NI LTD will 
ensure ‘so far as is reasonably practicable’ the 
Principal Contractor on site will provide the 
following: 

Welfare Facilities

• Adequate washing and toilet facilities for 
all site operative/ subcontractor under our 
control;

• Hot and cold running water;

• Drinking water;

• Canteen Facilities;

• Provision for the regular maintenance and 
cleaning of all welfare facilities;

• Where required, provision will be made for 
additional washing and changing facilities 
where dirty work which is hazardous to 
health is carried out on site.

Emergency Procedure on Site 

An Emergency Plan specific to each site will be 
drawn up and displayed on site at all times. 

This plan will contain the following 
information:

• Name of Emergency Co-ordinator on site;

• Location of Emergency equipment on site;

• Contact details for Site Supervisor;

• Name of First Aider on site;

• Details of the nearest Accident & 
Emergency Facility; and

• Brief details on what to do in the event of 
an accident and/or fire.

In addition to the Emergency Plan, the 
following information will be displayed on site 
and brought to the attention of all operative/ 
subcontractor and subcontractors on site 
during site induction training sessions:

• Fire Evacuation Procedure; and

• ‘What to do in the case of Electric Shock’ 
Poster.

3.4 Accident and Incident Reporting 

An accident is an unplanned or uncontrolled 
event that may or may not result in personal 
injury, damage to equipment, premises or 
environment.  Accidents where no personal 
injury occurs may be referred to as incidents. 

The following categories of accident/incident 
should be reported to the management and an 
investigation carried out as per the company 
accident procedure:

• All injuries, however minor.

• Non-injury accidents.

• Incidents which result in a person being 
unfit for work for more than 3 days.

• Death or major injury.

• Dangerous Occurrences and Near Misses.

• Disease e.g. Weil’s disease, Legionnaire’, 
dermatitis, etc.
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The procedure for reporting accidents/
incidents is as follows:

• All injuries should be reported to the Site 
Supervisor.

• First Aid should be provided if appropriate.

• If further medical care is required, call the 
emergency services or take the injured 
person to the nearest A&E Department if 
they can be moved.

• Record all details of the accident in the 
company’s Accident Book. This should be 
completed by the Director/Site Supervisor.

• For accident/incident categories 3 – 6 listed 
above a report must be completed and 
sent to the Health & Safety Executive, 83 
Ladas Drive, Belfast BT6 9FR.  This report 
should be made by completing a RIDDOR 
form – which is the Reporting of Injuries, 
Diseases and Dangerous Occurrences 
Regulations (NI) 1997.  The document to 
be used in this instance can be obtained 
from the Health and Safety Executive and is 
identified as NI 2508.

3.5 Accident and Incident Investigating 

All accidents and incidents, no matter how 
minor, should be fully investigated in order to 
establish the route cause and therefore, guard 
against recurrences or prevent a more serious 
accident. 

Follow these simple steps and complete the 
Company Accident Report Form:

1. Obtain a copy of the accident book entry;

2. Obtain a copy of the RIDDOR form, if the 
accident/incident has been reported to the 
HSE;

3. Where appropriate or possible take 
photographs of the accident scene;

4. Identify all witnesses, record their personal 
contact details and take statements;

5. Ensure that all witness statements have 
been signed and dated;

6. From the above information establish the 

root cause of the accident or incident;

7. Determine a new/improved method or 
control to prevent recurrence;

8. Implement controls or any new work 
methods immediately and ensure that all 
personnel are adequately informed;

9. Record all of the above information and file.

3.6 Control of Substances Hazardous to 
Health COSHH

Using chemicals or hazardous substances at 
work can put people’s health at risk, so the law 
requires operative/ subcontractor to control 
exposure to hazardous substances to prevent 
ill health.  They must protect both employees 
and others who may be exposed by complying 
with the Control of Substances Hazardous to 
Health (Amendment) Regulations (NI) 2005. 

Hazardous substances include:

• Substances used directly in work activities 
e.g. adhesives, paints, cleaning agents;

• Substances generated during work 
activities e.g. fumes from soldering and 
welding;

• Naturally occurring substances e.g. grain 
dust;

• Biological agents such as bacteria and 
other micro-organisms.

The effects of hazardous substances can vary 
from mild skin irritations to terminal illnesses/
diseases and death.  For example:

• Skin irritation or dermatitis as a result of 
skin contact with a hazardous substance;

• Asthma as a result of developing an allergy 
to substances used at work;

• Losing consciousness as a result of being 
overcome by toxic fumes;

• Cancer, which may appear long after the 
exposure to the chemical which caused it;

• Infection from bacterial or other micro-
organisms (biological agents).

What is a substance hazardous to health under 
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COSHH (NI)? 

Under COSHH (NI) there is a range of 
substances regarded as hazardous to health:

• Substances or mixtures of substances 
classified as dangerous to health under 
the Chemicals (Hazard Information 
and Packaging for Supply Regulations 
(Northern Ireland) 2002 (“CHIP (NI)”).  These 
can be identified by their warning label 
and the supplier must provide a safety data 
sheet for them.

• Substances with workplace exposure limits;

• Biological Agents (bacterial and other 
micro-organisms), if they are directly 
connected with the work, such as with 
farming, sewage treatment, or healthcare, 
or if the exposure is incidental to the work;

• Any kind of dust if its average 
concentration in the air exceeds the levels 
specified in COSHH (NI);

• Any other substance which creates a risk 
to health, but which for technical reasons 
may not be specifically covered by CHIP 
(NI) including: asphyxiants (i.e. gases such 
as argon and helium, which, while not 
dangerous in themselves, can endanger 
life by reducing the amount of oxygen 
available to breathe), pesticides, medicines, 
cosmetics or substances produced in 
chemical processes.

It is our policy to:

• Maintain a register of all hazardous 
substances used or created within the 
business;

• Assess the risk to health from exposure 
to these substances and determine the 
control measures required;

• Record the assessments and review them 
periodically or when changes occur;

• Introduce effective control measures 
to ensure that exposure to hazardous 
substances is eliminated or reduced to the 
lowest possible level;

• Monitor the use and exposure of such 
substances within business activities;

• Inform, instruct and train operative/ 
subcontractor who will come into contact 
with or use these substances;

• Maintain in effective working order, all 
plant and equipment provided to control 
exposure to hazardous substances and 
fulfil all legal duties in relation to statutory 
examinations where required.

COSHH Assessments and Safety Data Sheets 
for all substances used within the business 
are retained in Section 5.0 of this policy and 
retained within the Head Office.

3.7  Risk Assessment 

CENTUM NI LTD recognises that Risk 
Assessments are the most important part of 
effective health and safety management. 

Risk Assessments help us to prevent accidents 
and ill health by considering the hazards that 
exist within our work activities and how we 
manage them. 

From the Risk Assessments, we can develop 
safe systems of work which, if followed, can 
eliminate or reduce the hazards inherent in our 
work activities.

It is our policy to:

• Appoint a competent person or persons to 
carry out risk assessments;

• Carry out detailed risk assessments on all 
key operations within the business;

• Ensure that any control measures identified 
are implemented;

• Inform, instruct and train operative/ 
subcontractor on the significant findings 
of the risk assessments and the control 
measures to be followed;

• Train staff in the principles of risk 
identification and the implementation of 
control measures to eliminate or reduce 
risks.

Risk Assessment Methodology: The following 
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method describes how the company 
determines those risks to the health and safety 
of operative/ subcontractor and other persons 
who may be affected. The methodology of 
assessing the risks presented is as follows: 

Assessment Key: F x S x C 

F = Frequency of Occurrence

1 = very rare – less than annually 

2 = occasional -annually 

3 = frequently - monthly 

4 = continuously - daily

S = Severity of Consequences & Business 
Risk

1 = Minor First Aid Injury 

2 = Reportable accident/incident 

3 = Serious/Multiple Injuries 

4 = Fatality

L = Likelihood

1 = Extremely Unlikely - Full control 

2 = Unlikely - Poor control 

3 = Probable - Not known  

4 = Possible - No control

Those risks to health and safety that have 
been assigned a rating of greater than 16 may 
be classed as “significant” or “high risk” and 
the company must endeavour to review the 
processes involved in order to reduce the risk 
to operative/ subcontractor or persons who 
may be affected. 

Risk Assessments are periodically updated 
to account for any new process and process 
changes.    

The Risk Assessments for all key operations 
within the company are retained in Section 4.0 
of this policy document.  

3.8 Personal Protective Equipment (PPE)

The following PPE must be worn on site at all 
times:

• Safety Footwear which has a steel toe cap 
and mid-sole;

• Hearing Protection when operating 
plant and equipment with a noise level 
exceeding 80Dba;

• Hard Hats when designated on site;

• Protective Gloves;

• Hi-Visibility Clothing.

All of the above PPE is available from the 
Director/Site Supervisor for all direct operative/ 
subcontractor.  Sub-contractors must provide 
PPE as required. 

If any employee fails to comply with the 
above instruction and/or misuses or 
deliberately damages company property, in 
this instance, PPE, then the company, under 
the Management of Health and Safety at 
Work Regulations (NI) 2006, can proceed with 
disciplinary action, which could result in an 
employee being dismissed. 

A PPE register is maintained for each operative/ 
subcontractor at the company’s Head Office.  

3.9 Care in the Sun 

Over recent years medical reports have been 
released on the damaging effects of the sun 
on the skin especially that of construction 
workers, who are particularly at risk due 
to the prolonged exposure. All operative/ 
subcontractor are advised to use suitable sun 
barrier creams at all times and that clothing 
should be worn at all times on site to protect 
skin from the adverse effects of the sun. 

NB:  Excessive exposure to the sun can cause 
skin cancers.

3.10 Manual Handling 

Manual handling tasks should be planned in 
advance and safe lifting techniques applied.  
This will reduce the risk of injury.   

Where possible, work should be organised 
to minimise the amount of manual handling 
necessary.  For example, parts and accessories 
should be off-loaded and positioned as close 
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to the work area as possible.  This will reduce 
the amount of bending and manual handling 
necessary to carry out the work.

Ensure that the surrounding work area is kept 
clear of all rubbish and trip hazards at all times. 

The following six-point method for the safe 
lifting of loads should be employed:

1. Proper Hand Hold:  Grip the load with the 
palms of your hand, not the finger tips.  
Don’t change your grip while carrying.   
Use gloves if the surface is rough, sharp  
or greasy.

2. Foot Position:  Feet should be about hip 
width apart, one foot slightly in front of 
the other and pointed in the direction of 
intended travel.

3. Straight Back:  This does not mean vertical, 
but means that the bones of the spine are 
kept in line and not twisted or bent.  The 
lifting operation should be carried out 
smoothly.  Any sudden increase or release 
of pressure, or twisting motion of the spine, 
can cause damage.

4. Lift in stages:  For example, if a load is 
resting on the ground, it should be raised 
smoothly to knee level first and then to 
the carrying position.  The order should be 
reversed when setting down the load.

5. Positioning of load:  Hold weights close to 
the body.  Use the strong leg muscles to 
lift the load, not your back.  If the load has 
rough edges, sharp points or is dirty, use 
some form of protection between it and 
your clothes e.g. overalls; aprons, or the like. 
NEVER hold loads away from your body.  
Remember to keep your back straight.

6. Carrying loads:  Don’t let the load obstruct 
your view.  Make sure that the route is clear 
before you start to move.

3.11 Housekeeping

A large number of injuries are caused by slips, 
trips and falls within the workplace. 

The number of such injuries/incidents could 

be greatly reduced by maintaining the site and 
associated buildings in an orderly manner at all 
times. 

Some suggestions for the introduction of good 
housekeeping:

• Spillage of wet/dry substances and items

• Try to prevent the spillage in the first 
place;

• Clear away any spillages immediately;

• Guard any spillages which cannot be 
cleared immediately.

• Uneven ground

• Where possible, eliminate the use of 
rough ground for work areas.  Some 
activities may be better moved to 
suitable concreted areas;

• Keep rough ground as level as possible.  
In some cases, regular levelling may 
be needed to remove ramps, areas of 
subsidence, deep vehicle wheel ruts, 
etc;

• Pedestrian routes over rough ground 
should be suitably designated, marked 
and maintained.

• Unsuitable footwear

• Safety boots should be worn by all 
persons within the site, see section 3.8.

• Trailing cables, hoses, etc.

• Where possible, reposition electrical or 
water outlets to minimise the need for 
trailing cables and hoses; 

• Use suitable cover for all pipes and 
cables.

• Poor Lighting

• Provide suitable and sufficient internal 
and external lighting throughout the 
site.

• Slippery Surfaces

• Treat all slippery surfaces with 
appropriate grit/proprietary floor 
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treatments.

Many accidents occur when people are 
carrying objects and their ability to balance is 
lessened.  Where this work activity takes place, 
then thought should be given to eliminating 
the need for carrying, see section 3.10 on 
Manual Handling.

3.12 CDM (NI) 2016 –Contractor’s 
Responsibilities

The revised Construction Design and 
Management Regulations (NI) 2016 state that a 
Contractor must:

• Not carry out construction work in relation 
to a project unless satisfied that the client 
is aware of the duties owed by the client 
under these regulations;

• Plan, manage and monitor the construction 
work carried out by them or by workers 
under their control, to ensure that, so far as 
is reasonably practicable, it is carried out 
without risks to health and safety;

• Liaise with the Principal Contractor and all 
other contractors involved in the project;

• Comply with the parts of the Construction 
Phase Health and Safety Plan which relates 
to the work being undertaken on site;

• Where there is only one contractor on the 
project, they must prepare, develop and 
implement a suitable and sufficient written 
plan and site rules – this will take the form 
of the Construction Phase Health and 
Safety Plan, in accordance with Regulations 
12(2), which must be in place before the 
construction phase begins;

• Ensure that all contractors receive the  
information/parts of the plan that are 
relevant to them and the work activities 
they are carrying out;

• Ensure that suitable welfare facilities are 
provided from the start and maintained 
throughout the construction phase of the 
project;

• Check the competency of all persons 

appointed on site i.e. sub-contractors;

• Ensure that all workers have site inductions 
and any further information and training 
needed for the work;

• Ensure that workers are consulted at all 
stages of the project and relevant Risk 
Assessments and Method Statements 
relayed to them;

• A contractor must not employ or appoint 
a person to work on a construction 
site unless that person has, or is in the 
process of obtaining, the necessary skills, 
knowledge, training and experience to 
carry out the tasks allocated to that person 
in a manner that secures the health and 
safety of any person working on the 
construction site.

• A contractor must provide each worker 
under their control with appropriate 
supervision, instructions and information 
so that construction work can be carried 
out, so far as is reasonably practicable, 
without risks to health and safety. 

• The information provided must include—

• (a) a suitable site induction, where 
not already provided by the principal 
contractor;

• (b) the procedures to be followed in the 
event of serious and imminent danger to 
health and safety;

• (c) information on risks to health and 
safety— (i) identified by the risk assessment 
under regulation 3 of the Management 
Regulations, or

• (ii) arising out of the conduct of another 
contractor’s undertaking and of which the 
contractor in control of the worker ought 
reasonably to be aware; and

• (d) any other information necessary to 
enable the worker to comply with the 
relevant statutory provisions.

• A contractor must not begin work on a 
construction site unless reasonable steps 
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have been taken to prevent access by 
unauthorised persons to that site.

• A contractor must ensure, so far as 
is reasonably practicable, that the 
requirements of Schedule 2 are complied 
with so far as they affect the contractor or 
any worker under that contractor’s control.

• Liaise with the Principal Designer regarding 
the ongoing design of the project and flag 
up any concerns;

• Ensure that the construction site and all 
plant and equipment stored within the 
boundaries are secured;

• Provide relevant information to the 
Principal Designer for the purposes of 
preparing the Health and Safety File.

3.13 Working at Height

New regulations regarding working at height 
came into operation on 11th July 2005 – Work 
at Height Regulations (Northern Ireland) 2005. 

In these regulations  

“Work at height” means –

(a) work in any place, including a place at 
or below ground level;

(b) obtaining access to or egress from such 
place while at work, except by a staircase in a 
permanent workplace;

“Working platform” –

(a) means any platform used as a place of 
work or as a means of access to or egress from 
a place of work;

(b) Includes any scaffold, suspended 
scaffold, cradle, mobile platform, trestle, 
gangway, gantry and stairway which are so 
used.

“Ladder” includes a fixed ladder and a step 
ladder 

All work at height is subject to risk assessment; 
refer to relevant Risk Assessment in the 
Company Risk Assessment File.   

It is our policy to:

• Carry out a risk assessment for every job 
to determine the likely risks of working at 
height;

• Provide a safe system of work for all 
operative/ subcontractor;

• Implement appropriate control measures 
as identified in the risk assessments to 
minimise the risk of falling from height;

• Provide instruction, information and 
training to all staff who may be required to 
work at height;

• Ensure that an appropriate means of access 
to height is provided at all times.

• All work at height must be carried out from 
a suitable and sufficient working platform 
as detailed in the following sections.

NB: The use of mobile phones while working 
at height is strictly prohibited on all company 
sites.

3.13.1 Safe Use of Working Platforms 

NB: Refer to relevant Risk Assessments when 
following this procedure. Working Platforms 
must:

• be suitable and of sufficient strength and 
rigidity for the purpose or purposes for 
which it is intended to be used or is being 
used;

• be so erected and used as to ensure that its 
components do not become accidentally 
displaced so as to endanger any person;

• provide adequate edge protection to 
ensure that persons cannot fall from the 
working platform;

• when altered or modified, to be so altered 
or modified as to ensure that it remains 
stable; and

• be dismantled in such a way as to prevent 
accidental displacement.

Ensure that a safe means of accessing the 
working platform is in place at all times. 

A working platform and any supporting 
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structure must not be loaded so as to give 
rise to a risk of collapse or to any deformation 
which could affect its safe use. 

NB:  The use of mobile phones while working 
at height is strictly prohibited on all company 
sites.

3.13.2 Safe Use of Scaffolding 

NB: Refer to relevant Risk Assessments when 
following this procedure. 

Before mounting any scaffolding on site ensure 
that the following issues have been addressed: 

Scaffolding should only be erected by a 
competent and trained scaffolding contractor. 

Ensure that all scaffolding is properly managed 
throughout the site and that the scaffolding is 
inspected by a competent person (in this case 
the trained scaffolder) as follows

• after erection and before being used for the 
first time;

• after any substantial alteration;

• after any weakening or destabilising event; 
and

• at intervals of not more than 7 days.

The results of the above inspections should be 
recorded and retained within the Contract Site 
File for the duration of the project. 

Ensure that scaffolding is only altered by the 
trained and authorised scaffolder on site. 

Ensure ‘Do not use’ warning notices are 
available and used on unsafe or partially 
erected/dismantled scaffolds. 

Ensure that safety hats are provided and worn 
on all scaffolding work. 

NB:  The use of mobile phones while working 
at height is strictly prohibited on all company 
sites.

3.13.3 Safe Use of Ladders 

NB: Refer to relevant Risk Assessments (4.7) 
when following this procedure. 

There are very strict rules governing the use 

of ladders in the work place under the new 
established ‘Work at Heights Regulations 
(Northern Ireland) 2005. 

In particular:

• All work at height carried out from ladders 
and step ladders should be light work and 
kept short duration work only (1/2 hour).

• Work which requires both hands must not 
be carried out from a ladder. A safe working 
platform must be erected and used.

• All ladders to be used must be constructed 
of sound material and be free of defects.

• Before mounting a ladder carry out a visual 
check of each rung and sides to ensure that 
it is sound.

• All ladders should be properly secured at 
the top and bottom during all work.

• Ladders must extend at least 1.05m above 
the landing stage.

• Ensure that the pitch of the ladder is 
adequate, i.e. 300mm (1ft) out for every 
1.21m (4ft) of height.

• Ladders must be placed on a firm footing to 
avoid settlement or slipping.

• Use both hands when ascending and 
descending the ladder.

• Never over-reach. This is the most common 
cause of falls from ladders.

• Under no circumstances must broken or 
damaged ladders be used.

• NEVER tie two short ladders together to 
make a longer one.

• NEVER carry heavy or large loads on a 
ladder.

Details of all ladders must be regularly 
checked, and the details included in the 
Company Ladder Register.  

NB:  The use of mobile phones while working 
at height is strictly prohibited on all company 
sites.

3.13.4 Safe Use of Step Ladders 
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NB: Refer to relevant Risk Assessments (4.8) 
when following this procedure. 

There are very strict rules governing the use 
of ladders in the work place under the newly 
established ‘ Work at Heights Regulations 
(Northern Ireland) 2005. 

In particular:

• All work at height carried out from step 
ladders should be kept to a minimum and 
to short duration work only (maximum 30 
minutes).

• Work which requires both hands must not 
be carried out from a ladder. A safe working 
platform must be erected and used.

• All ladders to be used must be constructed 
of sound material and be free of defects.

• Before mounting a step ladder carry out a 
visual check of each foot and rung of the 
step ladder and the sides to ensure that it is 
sound.

• Ensure there is sufficient space to fully open 
step ladder.

• Ensure step ladder is locked in position.

• Ensure step ladder is placed on a firm, level 
ground.

• Floors should be clean and not slippery.

• Never work off the top two steps of a step 
ladder unless you have a safe hand hold on 
the steps or a suitable guard rail is fitted to 
the step ladder.

• Avoid side-on working.

• Do not over-reach – make sure that your 
navel stays within the stiles of the ladder 
and keep both feet on the same rung 
throughout the task.

• Under no circumstances must broken or 
damaged step ladders be used.

• NEVER carry heavy or large loads on a step 
ladder. 

Details of all ladders must be regularly 
checked, and the details included in the 

Company Ladder Register.  

NB:  The use of mobile phones while working 
at height is strictly prohibited on all company 
sites.

3.13.5 Mobile Elevating Work Platforms 
(MEWPs) 

NB: Refer to relevant Risk Assessments (4.6) 
when following this procedure. 

MEWPs are types of ‘plant’, or equipment that 
facilitate working at height. They consist of a 
working platform on an extending structure 
and chassis with controls for operation. 

We use the two basic types of MEWPs – ‘booms’, 
such as cherry pickers, which have both static 
and mobile forms, and ‘verticals’, such as scissor 
lifts, that can also be static or mobile. 

The following factors are considered when 
using a MEWP:

• It should be maintained regularly, have a 
current certificate of Thorough Inspection 
within the last six months and be safe to 
use. Procedures should be in place in the 
event of machine failure.

• The MEWP must only be operated by 
trained and competent persons

• It must never be moved in the elevated 
position

• It must be operated on level and stable 
ground with consideration being given for 
the stability and loading of floors.

• The tyres must be properly inflated, and the 
wheels immobilised.

• Outriggers should be fully extended and 
locked in position

• Due care must be exercised with overhead 
power supplies, obstructions and adverse 
weather conditions.

• Warning signs should be displayed, and 
barriers erected to avoid collisions.

• Drivers of MEWPs must be instructed in 
emergency procedures, particularly to 
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cover instances of power failure.

• All workers on MEWPs should wear safety 
harnesses.

NB:  The use of mobile phones while working 
at height is strictly prohibited on all company 
sites.

3.14 Temporary Work At Height

We recognise that staff who work at height 
may be vulnerable to falling. We understand 
that around half of all fatal injuries recorded 
over the past five years have been as a direct 
result of falling from a height. We recognise 
that particular care is required to provide safe 
systems of work for operative/ subcontractor 
who are required to work above ground level, 
and that detailed and comprehensive risk 
assessments must be maintained in order to 
ensure that adequate precautions are taken. 

It is our policy to:

• Undertake preliminary assessment of every 
job to determine the likely risks of working 
at height.

• Provide a safe system of work for staff.

• Undertake detailed specific risk assessment 
where conditions require unusual 
precautions.

• Implement appropriate controls as 
identified in the risk assessment to 
minimise risks of falling from height.

• Provide appropriate information and 
training to all staff that may be required to 
work at height.

• Ensure that appropriate means of access to 
height are provided at all jobs.

3.15 Asbestos Management

We recognise that breathing in air containing 
asbestos dust can lead to asbestos-related 
diseases. These are mainly cancers of the chest 
and lungs. 

It is our policy to:

• Take reasonable care to locate materials 

that are likely to contain asbestos;

• Assume that any material contains asbestos 
unless there is evidence that it does not;

• Keep an up-to-date written record on the 
location of these materials;

• Monitor the condition of these materials;

• Assess the risk of exposure from asbestos 
and presumed-asbestos materials;

• Prepare and implement a management 
plan to control these risks;

• Ensure the written record on the location 
of asbestos materials is brought to the 
attention of persons who need to know e.g. 
building maintenance workers, contractors 
etc.;

• Only allow work on asbestos, including 
its removal to be carried out by suitably 
trained and equipped persons;

• Only allow work on asbestos insulation, 
asbestos coating and insulating board, 
including sealing and removal, to be done 
only by a contractor licensed by HSE;

• Ensure that if asbestos is inadvertently 
disturbed, the offending work is 
immediately stopped, the affected area 
vacated and sealed off and urgent advice 
sought from our Health and Safety 
Consultant.

3.16 Electrical Installations 

NB: Refer to relevant Risk Assessments (4.3) 
when following this procedure/guidance. 

The following guidance and preventative 
measures should be used when carrying out 
any electrical installations and work:

• Underground cables should be located and 
exposed prior to work taking place in the 
near vicinity;

• Cables in walls and under floors should 
be located and exposed prior to any work 
taking place in the near vicinity;

• Only trained and qualified electricians 
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should be allowed to work on electrical 
cables and especially where there is doubt 
about the supply being connected;

• All electrical equipment should be isolated 
by a competent electrician prior to work 
commencing;

• Locks should be placed on all circuits to 
prevent accidental installation of power;

• All electrical apparatus should be tested 
at intervals as indicated in the specific 
requirements for work equipment;

• It is advisable to fit Earth Leakage Circuit 
Breakers (ELCB) to all equipment or 
supplies;

• Work on electric supplies and adjacent to 
“Buzz Bars” should be carried out under a 
permit to work procedure;

• Portable electrical supplies equipment 
should be reduced in voltage to a 
maximum of 110 volts;

• Where hand lamps are used, voltages 
should be reduced as low as possible - 
below 110 volts, but preferably 25 volts;

• Portable extension leads should be 
checked daily by the user and any defects 
reported to the site manager/foreman 
immediately and the equipment withdrawn 
from service;

• All portable and temporary leads should be 
positioned as high as possible to prevent 
damage from site traffic and reduce 
tripping hazards for pedestrians and other 
workers on site;

• All connections and fittings should be 
checked on a daily basis;

• Welders should ensure that earth 
connections are securely attached and in 
good condition;

• The Director/Senior Electricians should 
ensure that an emergency procedure 
for electric shock is established and 
implemented and that the procedure 
is communicated to all operative/ 

subcontractor on site;

• All portable equipment should be double 
insulated and fed from a

• 110-volt centre-tapped earth supply;

• Any work on or near “live” electrical 
equipment must be undertaken by 
competent electricians and a specific risk 
assessment and permit to work procedure 
will be required.

3.17 Safe isolation procedure

This section details how safe isolation should 
be carried out generally, certain sites may 
differ. Should you, for any reason, find that 
you are unable to adhere to this procedure 
when attempting to de-energise a circuit then 
you should contact the Director or the Senior 
Electricians immediately. 

Please note that notices and padlocks for 
locking off miniature circuit breakers (MCB’s) 
are available in our store.  

Should you notice that someone has made 
a deliberate attempt to re-energise a locked 
off circuit you should report this to the 
Senior Electricians for the main contractor 
and also the Director (Mr Michael McGlone) 
immediately. This procedure must be followed 
when de-energising circuits regardless of how 
brief this may be.
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Check with the 
occupier/user that 
it is acceptable to 
isolate the circuit/
equipment.

Fit appropiate lock 
off device and locks. 
Person carrying out 
works to retain key.

Fit warning label 
for isolation and 
identified work.

Verify the circuit/
equipment is isolated. 
Use the approved 
voltage indicator 
device to verify circuit 
is dead. Test between 
all conductors Line-
Line, Line-Neutral, 
Line-Earth, Neutral-
Earth

Select an approved 
voltage indicator 
device, this must be 
verified:

• On a known supply

• On a proving unit.

Verify the circuit/
equipment is 
functional. Use the 
approved voltage 
indicator device 
to verify circuit/
equipment, if 
the circuit is not 
operational, dead 
testing may be 
required to verify the 
circuit.

Identify 
suitable 
means of 
isolation.

Identify the type 
of supply system 
TN-S- Double-pole 
main switch TN-C-S 
Double-pole main 
switch TT - DP 
Isolation - All circuits 
and equipment.

Isolate circuit/ 
equipment by:

• Switching off

• Double-Pole, three- 
phase Isolator

• Circuit-Breakers

• Withdrawing fuse.

Re-check the 
approved voltage 
indicator device is still 
functional

• On the same known 
supply as Step 4.

• On the same 
proving unit as 
Step 4.

Circuit/equipment 
should be safe to 
carry out the work. 
Always remain vigiant 
and re-check with 
voltage indicating 
device when moving 
away and returning 
to the circuit/
equipment.

Locate and identify the circuit/
equipment to be isolated.

Step 1

Step 8

After completing the 
work, inspect and 
test in accordance 
with Part 6 BS 7671 
(dead tests).

Remove locking off 
devices, locks and 
labels and restore 
electrical supply.

Complete testing 
(live tests). 
Commission circuit 
equipment.

Complete and issue 
appropriate test 
certificates/reports.

Step 1 Step 2 Step 3 Step 4

Step 9

Step 10

Step 4

Step 5
Step 6

Step 2

Step 7

Step 11

Step 12

Step 3

Processing for re-energising the circuit/equipment

satisfactory?

satisfactory?

satisfactory?

yes yes

yes

no

no

no
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3.18   Safe Use of Electrical Power Tools

NB: Refer to relevant Risk Assessments when 
following this procedure.

1. Before commencing operation of any 
hand- held electrical powered equipment/
machinery carry out a quick visual check to 
ensure that it is in good condition;

2. Also check blades, drill bits or other tool 
attachments and ensure that chuck keys 
are removed before switching on;

3. Use good quality accessories which are 
within the equipment’s capabilities;

4. For electrical drills ensure you use the 
correct size and type of drill for the work to 
be carried out;

5. Where possible, that the power source is as 
close to your work area as possible, to avoid 
the need for electrical cables to trail along 
the floor;

6. If this is not possible, ensure that measures 
are put in place to protect the cables from 
damage and ensure that they are visible to 
help reduce the risk of trips;

7. While using the equipment avoid over 
reaching; work at awkward angles and the 
use of excessive force;

8. Stay alert when using electrical tools and 
avoid distractions;

9. Switch off and disconnect equipment from 
the power source when not in use.  Never 
leave a tool running;

10. Disconnect the equipment using the plug, 
never pull the lead when disconnecting;

11. Carry all tools safely and store in a safe 
place when not in use.

3.19 Safe Use of Hand Tools 

NB: Refer to relevant Risk Assessments when 
following this procedure.

Hand Tools refer to all manual hand tools used 
e.g. hand saws, screwdrivers, Stanley knives, 
hammers, chisels, etc.

1. Before commencing use of any hand tools 
carry out a quick visual check to ensure that 
the tool is in good condition and fit for the 
purpose;

2. Only use good quality hand tools provided 
by or approved for use by CENTUM NI LTD;

3. Use hand tools suitable for the job and the 
environment and use as per instruction or 
training given;

4. Do not use excessive pressure which could 
result in damage to you, the material or the 
hand tool;

5. When not in use, ensure that hand tools 
are properly stored this will reduce the risk 
of damage and prolong the working life of 
the equipment; it will also reduce the risk of 
slips and trips in the work area;

6. When working at height ensure that tools 
are secured in a tool belt or tool box;

7. Where there is a risk of contact with live 
electrical installations, insulated hand, tools 
must be used;

8. Carry all hand tools with sharp edges 
pointed downwards, or where applicable 
blades or sharp edges retracted;

9. Do not leave tools on working platforms, 
scaffolding or lying around the work area at 
down times or at the end of the day.

Personal tools

It is the responsibility of each operative/ 
subcontractor to equip themselves with a 
range of hand tools. Screwdrivers, pliers and 
side cutters should be rated to withstand 415 
volts, with protective sheath running the full 
length of the shaft. If the sheath becomes 
damaged the screwdriver is not to be used 
near, or working on, live cables. Insulating tape 
or any other form of tape should not be used 
to repair or replace damaged sheath. Hammers 
are to be checked regularly to ensure the head 
of the hammer is secure and in no danger of 
coming off. All tools are to be in reasonable 
condition otherwise you may be asked to 
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dispose of inadequate tools by the health & 
safety manager or officer.

3.20   Abrasive Wheels 

NB: Refer to Risk Assessment in the next 
section when following this procedure. 

Severe friction burns, crushed fingers and loss 
of eyesight are common injuries arising from 
accidents which occur when using abrasive 
wheels.   

The main hazards arise from the ejection of 
pieces of the wheel or work material, contact 
with the wheel and the trapping of fingers 
between the wheel and the work material. 

The following safety steps will help to prevent 
most accidents at grinding wheels:

1. The Grinding Machine:

• All machines must be stable e.g. bench-
mounted machines should be bolted or 
similarly secured to the bench).

• A notice should be displayed on the 
machine stating the maximum speed of its 
spindle within each of its operating speeds.

• Efficient means of starting and stopping 
the machine should be readily accessible to 
the operator and clearly identified.

2. Guarding the Machine:

• The wheel should be guarded to such an 
extent that only the minimum area of the 
wheel necessary for the work to be done is 
exposed.

• Fixed transparent guards should be fitted 
for protection against ejection.

3. Wheel Selection:

• The wheel selected must be suitable for 
the jobs in which it will be used – as a 
general rule – soft wheels are used on 
hard materials and hard wheels on soft 
materials.  However, manufacturers should 
be asked for advice and guidance on 
selection.

• The following factors should be considered 

when selecting the wheel:

• the type of machine on which it will be 
fitted;

• the speed of the machine or spindle - this 
must never exceed the maximum speed of 
the wheel;

• the material to be used on the machine;

• the finish required;

• the area of contact between the work piece 
and the wheel.

4. Inspection:

• On receipt of a wheel, it should be carefully 
inspected, cleaned with a soft brush and 
examined for damage.

• A ‘ring’ test should be carried out as part of 
the examination – this involves striking the 
wheel with a non-metallic tool such as a 
screwdriver handle, if the wheel is sound a 
clear ring will be heard.  If the ring is dead, 
then the wheel is cracked and should not 
be used.

5. Storage:

• Wheels should be stored in a cool, dry area.

• Suitable racks or bins should be provided, 
and precautions should be taken to prevent 
the wheels rolling or falling over.

6. Wheel Mounting: 

• This must be done by a competent person 
who has been properly and adequately 
trained and then appointed by their 
employer.

• A register of appointed persons must be 
kept.

• Abrasive wheels should only be mounted 
on the type of machine for which they 
were designed, and it is essential that the 
speed of the spindle does not exceed the 
maximum speed marked on the wheel –for 
wheels less than 55mm in diameter their 
safe maximum speed should be displayed 
next to the machine.
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7. Operation:

• Operators must be properly trained, and 
they should not wear loose clothing such 
as ties or jewellery which could become 
entangled.

• Guards should always be in place and 
suitable face protection should be worn if 
fixed transparent guards are not provided.

• The floor space around the machine should 
be kept free of obstructions and slippery 
substances.

• The machine should only be used by one 
person at a time and should not be kept 
running when not in use.

• In order to prevent the work material 
jamming between the work-rest and the 
wheel, the work-rest should be positioned 
as close as possible to the wheel wears.

• The work-piece should be held firmly and 
should be moved across the face of the 
wheel so that the wheel wears evenly, for 
small jobs clamps or similar devices can be 
used.

3.21   Hot Works 

NB: Refer to Risk Assessment in the next 
section when following this procedure. 

Hot work is the process which can be a 
source of ignition when flammable material 
is present or can be a fire hazard regardless 
of the presence of flammable material in the 
workplace.   

Hot works includes cutting, welding, brazing, 
soldering and any process involving the 
application of a naked flame. Drilling and 
grinding should also be included where a 
flammable atmosphere is potentially present. 
It should therefore be done under the terms of 
a hot work permit, the only exception is where 
hot work is done in a designated maintenance 
area suitable for the purpose. 

Typical controls include:

• Isolation of the area

• A suitable fire extinguisher nearby

• Prompt removal of flammable waste 
material

• Atmospheric monitoring

• Provision and use of adequate PPE

• Provision of suitable equipment including 
lighting and tools

• Adequate level of supervision; and

• The damping down of nearby wooden 
structures such as floors.

3.22 Hired Plant & Machinery

Where the company needs to hire plant or 
equipment the manufacturer’s guidelines and 
conditions of use should be strictly adhered to.  

Only trained and authorised persons will 
be permitted to operate mobile plant and 
equipment. 

Risk Assessments will be compiled to cover any 
new plant and equipment introduced onto site. 

operative/ subcontractor should exercise 
care when operating all such equipment and  
should familiarise themselves with the safety 
devices on each piece of equipment before 
commencing use of the equipment. 

Should an employee be found to be using 
plant and equipment inappropriately they will 
be issued with a written warning.

3.23   Maintenance/Inspection/Examination 
of Plant & Equipment 

3.23.1 Maintenance & Inspection 

Regular maintenance and inspections must be 
carried out on all plant and equipment used 
within the company. 

Maintenance on Plant and Equipment must be 
carried out by competent and suitably trained 
individuals.   

Maintenance records will be retained on file at 
the company head office. 

Regular inspections will be carried out on all 
plant and equipment.  Any defects will be 
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reported to the site management immediately, 
who in turn must ensure that the defect is 
rectified. 

Records of these inspections will be retained 
on file at the company head office. 

An inspection on Plant and equipment is 
usually carried out by the operator of the 
plant or equipment, or by another designated 
person. 

3.23.2 Lifting Operations & Equipment 

The requirements of the Lifting Operations 
and Lifting Equipment Regulations (NI) 1999 
(LOLER) are as follows: 

That lifting equipment provided for use at work 
is:

• Strong and stable enough for the particular 
use and marked to indicate safe working 
loads.  Similarly, the load and anything 
attached e.g. timber pallets, lifting points, 
must also be suitable;

• Positioned and installed to minimise any 
risks of injury e.g. from the equipment or 
the load falling or striking persons;

• Used safely, i.e. the work is planned, 
organised and performed by competent 
persons;

• Visibly marked with any appropriate 
information to be taken into account 
for its safe use, e.g. safe working loads.  
Accessories, e.g. slings, clamps etc should 
be similarly marked; and

• Subject to ongoing, thorough examination  
and, where appropriate, inspection by 
competent persons.

LOLER (NI) ’99 covers all lifting equipment 
including any equipment used at work for 
lifting or lowering loads, including attachments 
used for anchoring, fixing or supporting it. 

The regulations cover a wide range of 
equipment including, cranes, fork-lift trucks, 
hoists, mobile elevating work platforms and 
vehicle inspection platform hoists. 

The definition also includes lifting accessories 
such as chains, slings, eyebolts, etc. 

Certificates of Thorough Examination of Lifting 
Equipment are retained on file in the main 
office. 

A Lifting Equipment Register is maintained for 
all equipment currently held by the company. 

NB:  Where lifting equipment/accessories 
have been hired from an external source, 
the company must ensure that copies of all 
relevant statutory certificates are received and 
retained on file.

3.24 Waste Management on Site 

General housekeeping: 

It is the collective responsibility of all 
employees to ensure sites are kept reasonably 
tidy. Special attention should be paid to 
entrances and exits. Corridors and passages 
should also be kept clear at all times. Not only 
will this minimise the chance of a trip or fall but 
it will also allow safe passage of site workers 
and visitors to carry out their activities. Routes 
should also be kept clear for safe passage in 
the event of a fire or other emergency. 

Rubbish / Waste: 

All rubbish should be removed from site at the 
earliest opportunity. If there are no rubbish 
facilities on site, then operative/ subcontractor 
should return waste to the rubbish cart in our 
store where it will be properly disposed of. 
Excess rubbish lying about can present a fire 
hazard as well as increasing the chances of 
an accident occurring. Employees should be 
particularly mindful of leftover food being left 
on site as this will attract vermin. Cigarette 
butts should be disposed of in an ashtray or 
other place where there is no chance of fire. 
End of life bulbs should be handled with care 
and disposed of properly, either on site or 
returned to our stores. This should be done 
with regard to our general COSHH assessment, 
contained within this policy. Special attention 
should be taken to prevent the bulbs from 
breaking in transit.  
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Pollution: 

All reasonable precautions will be taken 
to prevent pollution on site. Under no 
circumstances should any materials or 
rubbish be burned on site. Measures are to be 
undertaken to prevent or minimise airborne 
materials (e.g. dust from works) affecting 
operative/ subcontractor, co-workers, site 
visitors or members of the public. These 
measures are detailed within this policy on 
our general COSHH assessment. Operative/ 
subcontractor should also familiarise 
themselves with our site-specific risk 
assessment and also the main contractor’s site 
rules before commencing work.

3.25   Site Safety Health & Environmental 
Inspections 

CENTUM NI LTD recognises the importance 
of maintaining a safe working environment 
for their operative/ subcontractor.  To this end 
the Proprietor or Site Supervisor will carry out 
periodic safety inspections on all construction 
sites under the control of CENTUM NI LTD. 

Safety Inspections will be unplanned, and any 
issues or problems highlighted will be rectified 
as soon as possible.   

The Site Safety Inspection is a unique 
opportunity for the company to ascertain if 
the safe working procedures and site rules are 
being adhered to. It is a basic inspection, which 
takes the form of completing a ‘tick’ sheet 
and noting down areas that need particular 
attention.

3.26  Display Screen Equipment 

Display screen equipment (DSE) is defined as 
‘any alphanumeric or graphic display screen, 
regardless of the display process involved’.  
This type of equipment can be found in many 
areas of industry and commerce, with the most 
common uses within CENTUM NI LTD being 
word processing or CAD for viewing drawings 
and schematics for site. 

The regulations which covers display screen 
equipment, not only covers the screens, but 

all associated equipment, e.g. desk, chair, 
telephone, printer, modem, software, etc. as 
well as the lighting and general environment 
around the workstation. 

The main hazards presented by display screen 
equipment are generally as a result of the way 
in which it is used rather than in the equipment 
itself, such as incorrect posture, incorrect 
positioning of equipment, and/or prolonged 
use. 

Incorrect use as detailed above may result in ill 
health such as pains in the arms, neck, wrists, 
hands and fingers, and temporary eyestrain 
and headaches, fatigue and stress. 

The following guidelines should be followed 
when using Display Screen Equipment to 
help reduce the likelihood of such symptoms 
occurring:

• The Keyboard should be separate from the 
screen with adjustable tilt;

• Keep your wrists straight, elbows at 90 
degrees and arms parallel to the floor;

• The Screen/Monitor should be positioned 
at a comfortable angle and distance;

• Adjust the brightness/contrast/distance/
angle of the screen to suit you and ensure 
that it is not causing any eye fatigue;

• Position the screen at right angles to 
the window and avoid any glare from 
fluorescent lights, if necessary fit an 
antiglare cover over the screen;

• Ensure the screen is kept clean at all times.

• The Desk should be large enough to allow 
you to change position and have sufficient 
work area around the keyboard and screen;

• The desk should provide sufficient leg room 
to allow you to sit comfortably.

• The Chair should be uncluttered and have 
adjustable height and back rest;

• The chair should have good lumbar 
support;

• The chair should be set at the correct 
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height and allow the feet to rest on the 
floor or on a foot rest at all times;

• Ensure that you are sitting properly on the 
chair, back should be straight and arms 
should rest at right angles to the desk.

• Organise your work activities to ensure that 
you are not using the DSE for prolonged 
periods, a general rule is to take a 5 
-10-minute break away from the screen to 
do another task e.g. photocopying, filing, 
telephoning every hour.

• Ensure that the office environment is well 
ventilated at all times.

• For all users of this equipment, free eye 
and eyesight tests are available. Please 
contact Mr Michael McGlone for further 
information. 

• Ensure that the floor area around your 
work station and in the office generally 
is kept clean and clear of any obstacles 
which may result in an accident, e.g. boxes; 
cables; bins; documents; books; loose floor 
coverings etc.

3.27 Use of Mobile Phones

As stated at the beginning of this policy 
document CENTUM NI LTD have a legal duty 
to protect the health and safety of their 
employers.  This includes the use of mobile 
phones within the company construction sites 
and premises.   

It is strictly prohibited to use a mobile phone as 
follows:

• While working at height;

• Where the answering and use of a 
mobile phone will result in a breach of 
concentration resulting in an unsafe act;

• Where the answering and use of a mobile 
phone will interfere with the person’s safety 
or the safety of others; 

• While driving a company vehicle; and

• While operating company plant and 
equipment e.g. telescopic handlers, 

diggers, etc.

Any breaches of this policy will be subject to 
disciplinary action being taken against the 
offender.

3.28 Smoking Policy

Smoking is strictly prohibited in all company 
buildings, site offices, canteens, toilets and any 
buildings under the company control. 

Persons who wish to smoke must do so outside 
these areas and ensure that the cigarette/
cigar/pipe and match are distinguished and 
disposed of in an appropriate manner. 

Any breaches of this policy will be subject to 
disciplinary action being taken against the 
offender.

3.29 Drugs & Alcohol Policy

This policy applies to all staff and also includes 
sub-contractors and visitors inside and outside 
of normal working hours. 

The purpose of this policy is to outline our 
responsibility for and commitment to all our 
staff to ensure a safe and healthy workplace.  
CENTUM NI LTD want to ensure all staff have a 
work environment which is free from alcohol 
and drug use/abuse. 

At CENTUM NI LTD:

• We expect all staff to report fit for duty for 
scheduled work and be able to perform 
assigned duties safely and acceptably 
without any limitations due to the use 
or after-effects of alcohol, illicit drugs, 
non-prescription drugs or prescribed 
medications or any other substance.

• We have a zero intolerance for team 
members who arrive at work under the 
influence of alcohol or drugs and/or whose 
ability to work is impaired in any way by 
reason of the consumption of alcohol or 
drugs, or who consume alcohol or drugs on 
company premises/site.

• We strictly prohibit the use of, unlawful 
manufacture of, sale, purchase, offer to 
purchase or sell, transfer, distribution, 
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consumption or possession of drugs or 
alcohol on company premises/sites.  To 
this end the company reserves the right 
to conduct searches for drugs or alcohol, 
including, but not limited to, searches of 
lockers, filing cabinets, desks, vehicles, 
etc which are under company control.  
Any drugs or alcohol found as a result of 
such a search will be confiscated and the 
occupant or user of the object searched 
will be subject to disciplinary action as per 
company procedures.

• We recognise the fact that a certain 
percentage of any population may develop 
the disease of chemical dependence.  We 
also recognise that dependency on alcohol 
and/or drugs can be successfully treated 
and therefore encourage all staff with drug 
or alcohol dependencies to seek help.

• We encourage all staff that have been 
prescribed medications which may have 
an effect on their ability to carry out their 
work to inform senior management of 
this as soon as it occurs, so that adequate 
measures/controls can be put in place 
to safeguard the individual and others 
affected at work.

3.30 Stress at Work Policy

Workplace stress is a health and safety issue 
and as such we recognise the importance of 
identifying and reducing workplace stressors. 

This policy applies to everyone in the company.  
The Director is responsible for implementation 
and ensuring that the necessary resources are 
available. 

The Health and Safety Executive defines 
stress as ‘the adverse reaction people have to 
excessive pressure or other types of demand 
placed on them’.  This makes an important 
distinction between pressure, which can be a 
positive state if managed correctly, and stress 
which can be detrimental to health. 

At CENTUM NI LTD we will endeavour to:

• Identify all workplace stressors and conduct 

risk assessments to eliminate stress or 
control the risks from stress.

• Consult with operative/ subcontractor 
on all proposed action relating to the 
prevention of workplace stress.

• Provide training for all managers and 
supervisory staff in good management 
practices.

• Provide confidential counselling for staff 
affected by stress caused by either work or 
external factors.

• Provide adequate resources to enable 
managers to implement the company’s 
stress management policy.

• Ensure good communication between 
management and staff.

• Ensure that all staff is fully trained to 
discharge their duties effectively.

• Ensure that all staff is provided with 
meaningful development opportunities 
within the company.

• Monitor workloads to ensure that people 
are not overloaded.

• Monitor working hours and overtime to 
ensure that all staff is not overworking.

• Monitor holidays to ensure that all staff is 
taking their full entitlement.

• Ensure that bullying and harassment is not 
tolerated within the company.

• Be vigilant and offer additional support to 
staff who are experiencing stress outside 
work e.g. bereavement, separation, illness, 
etc 
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3.31 Harassment Policy

As part of its overall commitment to 
equality of opportunity, CENTUM NI LTD is 
fully committed to promoting a good and 
harmonious working environment where 
every operative/ subcontractor is treated with 
respect and dignity and in which no worker 
feels threatened or intimidated because of 
his/her age, disability, marital status, political 
opinion, race*, religious beliefs, sex or sexual 
orientation.  The aim of this policy and the 
accompanying procedure is to prevent 
harassment, provide guidance to resolve 
any problems should it occur and prevent 
recurrence. 

Harassment at work in any form is 
unacceptable behaviour and will not be 
permitted or condoned.  Sexual, sectarian and 
racial harassment, as well a harassing a disabled 
person on account of disability, constitute 
discrimination and are unlawful under the sex 
discrimination, fair employment, race relations 
and disability legislation.  Harassment may also 
be a civil offence; a criminal offence and it may 
contravene health and safety legislation. 

Harassment detracts from a productive 
working environment and can affect the health, 
confidence, morale and performance of those 
affected by it, including anyone who witnesses 
or knows about the unwanted behaviour.  This 
can have a direct impact on the profitability 
and economic efficiency of the organisation. 

Harassment is inappropriate behaviour at 
work and will be treated by this organisation 
as misconduct, which may include gross 
misconduct warranting dismissal.  All 
operative/ subcontractor must comply with 
this policy. 

DEFINITION OF HARASSMENT 

Harassment is unwanted conduct related 
to age, disability, marital or family status, 
sex, sexual orientation, race or ethnic origin, 
religious belief or political opinion affecting the 
dignity of women and men at work or creating 
an intimidating hostile, humiliating, disturbing 

or offensive environment.  This can include 
unwelcome physical, verbal or non-verbal 
conduct.  Such behaviour is unacceptable:

• Where it is unwanted, unreasonable and 
offensive to the recipient

• Where it is used as the basis for 
employment decision

• Where it creates a hostile working 
environment

Some examples are given below but many 
forms of behaviour can constitute harassment.

• Physical conduct ranging from touching to 
serious assault

• Verbal and written harassment through 
jokes, racist remarks, offensive language

• Gossip and slander, sectarian songs, threats, 
letters

• Visual displays of posters, graffiti, obscene 
gestures, flags, bunting or emblems or any 
other offensive material.

• Isolation or non-co-operation at work, 
exclusion from social activities.

• Coercion, including pressure for sexual 
favours, pressure to participate in political / 
religious groups.

• Intrusion by pestering, spying, following 
etc.

It should be noted that it is the impact of the 
behaviour which is relevant and not the motive 
or intent behind it.

operative/ subcontractor RIGHTS

All operative/ subcontractor have the right 
to work in an environment that is free from 
any form of harassment.  CENTUM NI LTD 
fully recognises the right of operative/ 
subcontractor to complain about harassment 
should it occur.  All complaints will be dealt 
with seriously, promptly and confidentially.  A 
copy of the complaints procedure is attached. 

This procedure does not replace or detract 
from the rights of operative/ subcontractor 
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to pursue a complaint under the sex 
discrimination / race relations / disability 
discrimination legislation to an industrial 
tribunal in the case of sexual harassment / 
racial harassment / harassment on the grounds 
of disability, and under the fair employment 
legislation to the Fair Employment Tribunal in 
the case of sectarian harassment.  A complaint 
must be lodged within three months from 
the date of the alleged act of sex, disability or 
racial discrimination.  For religious or political 
discrimination, a complaint must be lodged 
within three months from the date when the 
person first knew, or might reasonably be 
expected to have first known, of the act of 
discrimination or within six months from the 
date the act occurred, whichever is earlier. 

Every effort will be made to ensure that 
operative/ subcontractor making complaints 
and others, who give evidence or information 
in connection with the complaint, will not 
be victimised.  Victimisation is discrimination 
contrary to the Disability Discrimination Act 
1995, the Fair Employment and Treatment 
(Northern Ireland) Order 1998, the Race 
Relations (Northern Ireland) Order 1997 and 
the Sex Discrimination (Northern Ireland) 
Order 1976.  Any complaint of victimisation 
will be dealt with seriously, promptly and 
confidentially.  Victimisation will result in 
disciplinary action and may warrant dismissal.

OPERATIVE/ SUBCONTRACTOR 
RESPONSIBILITIES

All operative/ subcontractor have a 
responsibility to help ensure a working 
environment in which the dignity of operative/ 
subcontractor is respected.  Everyone must 
comply with this policy and employees should 
ensure that their behaviour to colleagues 
and customers does not cause offence and 
could not in any way be considered to be 
harassment. 

operative/ subcontractor should discourage 
harassment by making it clear that they 
find such behaviour unacceptable and by 
supporting colleagues who suffer such 

treatment and are considering making a 
complaint.  They should alert a manager or 
supervisor to any incident of harassment 
to enable this organisation to deal with the 
matter. 

MANAGERS’ & SUPERVISORS’ 
RESPONSIBILITIES 

Managers and supervisors have a duty to 
implement this policy and to make every effort 
to ensure that harassment does not occur, 
particularly in work areas for which they are 
responsible.  Managers and supervisors have 
responsibility for any incidents of harassment 
of which they are aware or ought to be aware.  
If harassment does occur, they must effectively 
deal with the situation. 

Managers and supervisors should:

• Explain the organisation’s policy to their 
staff and take steps to promote awareness 
of the procedure for dealing with 
complaints. Ensure that each member of 
staff has access to a copy.

• Be responsive and supportive to any 
member of staff who makes an allegation 
of harassment, provide clear advice on 
the procedure to be adopted, maintain 
confidentiality and seek to ensure that 
there is no further problem of harassment 
or victimisation after a complaint has been 
resolved.

• Set a good example by treating all staff and 
customers equally and with dignity and 
respect. 

• Be alert to unacceptable behaviour and 
take appropriate action.

• Ensure that staff knows how to raise 
harassment problems.

THE ORGANISATION’S RESPONSIBILITIES

CENTUM NI LTD will ensure that adequate 
resources are made available to promote 
respect and dignity in the workplace and 
to deal effectively with complaints of 
harassment.  This policy and procedure will 
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be communicated effectively to all operative/ 
subcontractor and the organisation will ensure 
that all operative/ subcontractor and all 
managers and supervisors are aware of their 
responsibilities.  Appropriate training will be 
provided including training on induction and 
management courses. 

Individuals will be appointed to provide advice 
and assistance to operative/ subcontractor 
who are subject to harassment. The name of 
these designated advisers will be made known 
to all employees.  The organisation will ensure, 
where possible, that operative/ subcontractor 
can raise complaints, should they wish, with 
someone of their own gender, religion, race, or 
who is aware of disability issues.  All complaints 
of harassment will be dealt with promptly, 
seriously and confidentially. 

Managers, supervisors and designated advisors 
will receive appropriate training so that 
they can perform their roles sensitively and 
effectively.  In addition, those playing an official 
role in any formal complaints procedures will 
receive appropriate training. 

REVIEW 

CENTUM NI LTD will monitor all incidents of 
harassment and will review the effectiveness of 
this policy and procedure annually. 

DEALING WITH COMPLAINTS OF 
HARASSMENT 

Any operative/ subcontractor who believes 
that he/she has suffered any form of 
harassment is entitled to raise the matter 
through the following procedure. 

This procedure does not replace or detract 
from his/her statutory duties under sex 
discrimination, fair employment, disability 
discrimination or race relations legislation. 

THE INFORMAL STAGE 

This stage is appropriate where the operative/ 
subcontractor simply wants the behaviour to 
stop, where the harassment is not serious or 
where it has not been repeated. 

Operative/ subcontractor can seek to resolve 
matters informally by:

• Approaching the alleged harasser directly 
making it clear to the person(s) harassing 
the operative/ subcontractor that the 
behaviour in question is offensive, is not 
welcome and should be stopped.

• Approaching the alleged harasser with the 
support of a colleague.

• Approaching the alleged harasser with 
the support of a supervisor/manager or 
designated adviser. 

If it is too difficult or embarrassing to do this 
personally, operative/ subcontractor may 
request a supervisor, manager or designated 
adviser to approach the alleged harasser on 
their behalf.

Designated Advisers have been appointed to 
provide operative/ subcontractor with advice 
and assistance.  An adviser can be contacted 
at any stage of informal or formal procedures.  
The names and locations of advisors are 
listed at the end of this procedure together 
with telephone numbers where they can be 
contacted on a confidential basis.  The adviser 
will provide support to assist with the informal 
resolution of the problem.  The adviser can also 
provide support during formal procedures but 
will not conduct formal investigations. 

Alternatively, members of staff may phone the 
confidential Harassment Helpline for advice 
and assistance  

Where an operative/ subcontractor seeks 
the support of a supervisor he/she will be 
sensitively informed that their role at the 
informal stage can only be one of support or 
assistance. 

The operative/ subcontractor will be advised 
that,

• A formal investigation and possible 
disciplinary action can only take place if the 
complaint is investigated under the formal 
procedure.
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• A written record of the action taken will be 
made to assist with any formal proceedings 
that may arise if the behaviour does not 
stop. Failure to maintain such a record will 
not invalidate proceedings at the formal 
stage.

All reported incidents of harassment will be 
monitored and in the event of any patterns 
emerging, management may wish to initiate 
its formal investigation and take remedial 
action where this proves to be necessary.  
Additionally, there may be situations where 
the seriousness of a complaint warrants formal 
proceedings. 

THE FORMAL STAGE 

The formal complaints procedure is 
appropriate if the harassment is serious, if the 
person making the complaint prefers this, or 
if the harassment continues after the informal 
procedures have been used. 

It should be raised through the formal 
complaints procedure as follows: 

The Director has been given responsibility for 
proceedings at the formal stage.  Individuals 
may raise complaints with the Director or, if 
appropriate, another member of management 
or individual designated for this purpose.  
Where possible, operative/ subcontractor 
will be able to bring a complaint in the first 
instance to someone of their own religion, 
gender or race, or who is aware of disability 
issues, if they so choose. 

Managers carrying out investigations at the 
formal stage should not be connected in any 
way with the allegation that has been made. 

The Personnel Officer (or other representative 
of management) will assist throughout the 
procedure.  He/she will attend all meetings 
and maintain a written record of proceedings 
including the investigation and any outcome.  
The Manager conducting the investigation will 
check all records to ensure accuracy. 

INVESTIGATION UNDER THE FORMAL 
PROCEDURE 

Time Limits 

The following procedure details time limits for 
the completion of each stage of the procedure.  
If any of these time limits are not possible then 
both parties will be informed of the revised 
timescale. 

The procedure will be completed within 
20 working days of the complaint having 
been received.  Where this is not possible 
the procedure will be completed as soon as 
practicable. 

Making a Complaint 

Complaints should be raised as soon as 
possible following an act of alleged harassment 
so that the matter can be dealt with swiftly and 
decisively. 

While it is preferable that a complaint should 
be made in writing to the manager this will not 
preclude the investigation of a complaint made 
verbally. 

The Manager will acknowledge the receipt 
of the complaint and arrange to meet the 
Complainant within 3 working days. 

Initial Meeting with the Complainant 

The Manager will meet the Complainant to:

• Clarify and formally record the nature of 
the complaint and that it is being handled 
under the formal procedure.

• Ensure that the Complainant is aware of the 
next stage of the procedure.

• Advise that the Complainant has the right 
to be accompanied and/or represented 
at the investigatory meeting by another 
person.

Avoiding Contact between Complainant and 
Alleged Harasser 

The issues of avoiding contact between 
Complainant and the alleged harasser must 
be considered before action is taken to 
inform the alleged harasser of the complaint.  
The Manager will take appropriate action 
concerning avoiding contact following 
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discussion with the Complainant.  Both parties 
should also be advised that there should be 
no communication between them directly or 
indirectly, in relation to the complaint. 

Where a case of serious harassment has 
been alleged, consideration will be given 
to precautionary suspension of the alleged 
harasser to enable investigation to proceed.  
An individual who is going to be suspended 
must be formally advised of this at a meeting 
with the Manager concerned.  The individual 
will have the right to be accompanied and/or 
represented at this meeting by another person. 
Informing the Alleged Harasser

• The Manager will meet with the alleged 
harasser and:

• Outline the nature of the complaint

• Confirm that it is being handled under the 
formal procedure.

• Ensure that the individual is aware of the 
next stages of the procedure

• Advise that the alleged harasser has 
the right to be accompanied and/or 
represented at the next stage of the 
procedure by another person.

Following this meeting the Manager will write 
to the alleged harasser outlining the nature of 
the complaint and setting a date for a formal 
meeting to be held within 5 working days of 
the complaint being received. 

The investigation should include the following 
as a minimum: 

Whilst the Manager and the Personnel Officer 
(or other representative) will seek to resolve 
the matter as quickly as possible, the meetings 
with all involved need not necessarily follow 
immediately after each other.  Every effort 
will be made to have held all necessary 
meetings within 10 working days of the date 
the complaint was received.  Where this is not 
practicable the Complainant and the alleged 
harasser will be so advised.

The purpose of these meetings is to establish 

the facts.  All those giving information to 
the Manager and Personnel Officer (or other 
representative) do so privately and not in the 
presence of any other person involved in or 
present during the alleged incident.  A record 
of all meetings will be kept.  All evidence 
provided to assist with the investigation will 
be treated as confidential to the investigation 
subject to any statutory requirements.

Meeting With Person Alleging Harassment  

The Manager and Personnel Officer (or other 
representative) will meet with the person 
alleging harassment and consider both what 
they have to say and any other related matter.  
The person alleging harassment will have the 
right to be accompanied and/or represented at 
this meeting by another person. 

Meeting With the Alleged Harasser 

The Manager or Personnel Officer (or other 
representative) will meet with the alleged 
harasser and hear what he/she has to say about 
the alleged incident(s) and any other related 
matter.  The alleged harasser will have the right 
to be accompanied and/or represented at this 
meeting by another person.  This will not be 
the same person who accompanies and/or 
represents the Complainant.

Meeting With Anyone Who Can Assist With 
The Investigation 

The Manager or Personnel Officer (or other 
representative) will meet anyone who can 
assist with the investigation.  This may 
include supervisors and co-workers and 
may also include anyone who observed the 
Complainant’s demeanour immediately 
before and after the alleged incident(s) or 
any colleague with whom the Complainant 
discussed the alleged incident(s).  Each 
individual will be asked to outline what 
happened. 

The Manager or Personnel Officer (or other 
representative) will meet the Managers/
Supervisors of both the Complainant and 
alleged harasser to establish if there has been 
any history of previous conflict between them 
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and/or with other parties. 

The Manager or Personnel Officer (or other 
representative) may then wish to have 
further meetings to clarify or gain additional 
information. 

Consideration of Information 

Having obtained all the information possible, 
the Manager will consider whether the 
organisation’s disciplinary procedure should be 
invoked or some other action taken. 

Reporting the Facts 

The Manager undertaking the investigation 
should prepare a written report outlining the 
facts, indicating his/her findings, and whether 
the disciplinary procedure should be invoked 
or other action taken.  Where the Manager has 
not the authority to take the necessary action, 
this report will be forwarded to the appropriate 
level of management 

Decision on Disciplinary Action 

The Manager or Personnel Officer (or other 
representative) will then decide either:

• To initiate the organisation’s agreed 
disciplinary procedure against any party as 
appropriate

and/or

• To take no further action or to take any 
other appropriate management action e.g., 
the provision of training or counselling.

Communicating the Decision 

Having made a decision on the most 
appropriate course of action this will be 
communicated in writing to both the person 
who has complained and the person against 
whom the complaint was made.

After The Investigation Is Complete 

Consideration of Transfer 

(a) Redeployment If Disciplinary Action Is Taken

Where a complaint has been upheld the 
Complainant may wish to avoid any further 
contact with the harasser.  Should the harasser 

remain in employment with the organisation 
and where it is agreed that further contact 
between the individuals concerned would 
be unacceptable, every effort will be made 
to facilitate this wish.  Consideration should 
always be given to relocating the harasser in 
the first instance and where transfer of the 
Complainant occurs it should not lead to any 
disadvantage to him/her. 

(b) Redeployment Where Disciplinary Action 
Has Not Been Taken

Even where a complaint is not upheld, or, for 
example, where the evidence is inconclusive 
consideration may still be given, where 
practicable, to the voluntary transfer of one of 
the operative/ subcontractor concerned. 

Training and Counselling 

Training and/or counselling will be offered 
to the person who has been harassed and to 
the harasser.  Where a complaint has not been 
upheld training and/or counselling may also 
be offered.  This will be provided by a trained 
member of staff or by an external provider, as 
appropriate. 

Further Meetings 

The Manager will meet the individual who has 
alleged harassment on a regular basis to offer 
support and to ensure that no harassment or 
victimisation has occurred.  This action will be 
undertaken even where a complaint has not 
been upheld. 

The Manager of the harasser will be 
responsible for ensuring that the harasser is 
made fully aware of the organisation’s policies 
on equal opportunities and harassment and of 
the law relating to these matters.



Centum NI Ltd- Health & Safety Policy – November 201734.

CENTUM NI LTD complaints of harassment as outlined in this harassment policy should be 
related to:

Sex:

Sex:

Name:

Further information on how to deal with harassment can be obtained from 

Status:

Status:

Address:

Name:

Name:

Contact Address:

Contact Address:

Telephone:

Telephone:

Fax:

Telephone:

e-mail:

Website:

Male:

Male:

The Equality Commission for Northern Ireland 

Director:

Director:

Equality House, 

Michael McGlone:

Michael McGlone:

7-9 Shafesbury Square,

Belfast,

BT2 7DP

028 9050 0600

www.equalityni.org/

028 9033 1544

information@equalityni.org

0

0
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3.32 Use of Company Vehicles

If you drive any company vehicle i.e. a company 
car or van the following guidelines should be 
strictly adhered to at all times:

1. Ensure that the vehicle is in a roadworthy 
condition every day, paying particular 
attention to:

• Lights

• Brakes

• Steering

• Tyres

• Horn

• Direction indicators

• Windscreens clean and unobstructed

2. Ensure that any ladders or other such items 
which have to be transported on the roof of 
work vans are properly secured.

3. Ensure that you and all passengers always 
wear seat belts.

4. Drive carefully, keeping to specified speed 
limits and giving due consideration to all 
other road users.

5. Never disregard the Highway Code.

6. Never use a hand-held mobile telephone 
whilst driving.

7. Never consult maps or other documents 
whilst driving.

8. Never leave a stationary vehicle in a 
position where it can cause a hazard or 
inconvenience to other road users.

9. Never allow any other person, unless 
authorised by the management of the 
company, to drive a company vehicle.

10. Promptly report any defects/issues found 
on vehicles directly to the Director.

11. Always report any road traffic accident, no 
matter how trivial it may seem.

12. Always keep the vehicle clean, both the cab 
and rear cargo areas.

3.33 Sub-Contractor Approval

The term ‘sub-contractor’ applies in 
the broadest sense to any individual or 
organisation that enters into an agreement 
with us to provide services. 

It is our policy to:

• Assess, as far as is reasonably practicable, 
the competence of contractors prior to 
finalising contractual agreements;

• Whenever possible, use contractors that are 
members of a trade association relevant to 
their work;

• Request Health and Safety Information 
from the contractor that is relevant to 
their activities on our sites; see Contractor 
Competence Questionnaire.

• Meet with the contractor prior to starting 
work to:

• Establish rules and guidelines for their 
operations;

• Provide information on other activities 
which may present a hazard to them;

• Communicate emergency actions, 
including fire, first aid and accident 
reporting arrangements;

• Define work areas and work schedules.




