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Amendments

All copies of this HEALTH & SAFETY MANUAL must be kept under strict control to prevent the System from becoming unreliable. The following Procedures will ensure that the system remains current and valid.

1.
 All copies of the manual will be clearly numbered and the Holder recorded.

2.
Each page in the manual will carry its own number.

3.
The Health & Safety Representative will be responsible for all revisions and additions being recorded.

4.
Changes can be suggested by any Employee but must receive signed approval before being entered into the Manual.

5.
All changes must be recorded on the Amendments List (HSM 05, Page 05/25) and appropriate pages in each Manual changed.
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Organisation Profile

NETWORK SCAFFOLD SERVICES UK LTD supplies subcontract scaffolding Services to the Private Individuals, Commercial Scaffold applications, Municipal and Industrial across the Midland.
The company has a policy of continuous development and improvement and is dedicated to the Health and Safety Objectives as set out in this management system capable of registration to 

BS OHSAS 18001:2007.

We are a Derby-based scaffolding company with an operating depot in close proximity to the Toyota plant at Burnaston.

We predominantly provide services throughout Derbyshire and its neighbouring counties but are fully equipped to carry out work further afield when required. 

Our well-situated depot means that all major routes such as the A50, A38 & M1 are easily accessible.

Our combined lengthy experience in the scaffolding industry enables our management team and employees to fully understand customers' needs, work to given timescales and ensure that all customer requirements are met. We have a highly skilled workforce and are reliable and efficient at all times.

The Directors and staff have adopted the procedures set out in these manuals to provide a working environment that will allow the company to carry out its overall objectives within a healthy and safe environment.  

Health & Safety Policy

NETWORK SCAFFOLD SERVICES UK LTD recognises that the disciplines of health and safety are an integral part of its management function. The organisation views these as a primary responsibility and to be the key to good business in adopting appropriate Health & Safety Standards.

The organisations Health & Safety policy calls for continuous improvement in its Health & Safety management activities and business will be conducted according to the following principals:

We will:-

· Comply with all applicable laws and regulations

· Follow a concept of continuous improvement and make best use of its management resources in all matters of Health & Safety.

· Communicate its objectives and its performance against these objectives throughout the organisation and to interested parties.

· Take due care to ensure that activities are safe for employees, associates and subcontractors and others who come into contact with our work, including the general public.

· Work closely with our customers and suppliers to establish the highest Health & Safety standards.

· Adopt a forward-looking view on future business decisions that may have Health & Safety consequences.

· Train our staff in the needs and responsibilities of Health & Safety management

· Support all those who refuse to undertake work on the grounds of Health and Safety

Signed: -




Date: -

Elements and Requirements

Definitions
1   Scope  

This Occupational Health and Safety Assessment Series (OHSAS) specification gives requirements for an occupational health and safety (OH&S) management system, to enable an organisation to control its OH&S risks and improve its performance. It does not state specific OH&S performance criteria, nor does it give detailed specifications for the design of a management system.

This OHSAS specification has assisted the organisation to:

a)
Establish an OH&S management system to eliminate or minimize risk to employees and other interested parties who may be exposed to OH&S risks associated with its activities;

b)
Implement, maintain and continually improve an OH&S management system;

c) Assure itself of its conformance with its stated OH&S policy;

d)
Demonstrate such conformance to others;

e)
Seek certification/registration of its OH&S management system by an external organisation.

f)
Make a self-determination and declaration of conformance with this OHSAS specification.

g) 
This Health & Safety Manual covers the activities and functions performed by operations included in the scope.

The management system is based on BS OHSAS 18001:2007 and BS 8800.

This system also links with BS EN ISO 9001:2008 and BS EN ISO 14001 

This OHSAS specification is intended to address occupational health and safety rather than product and services safety.

2   Reference publications

Other publications that provide information or guidance are available from HSE Books. It is advisable that the latest editions of such publications be consulted. 

Definitions

3.0
Terms and definitions

For the purposes of this OHSAS specification the following terms and definitions apply.

3.1 Acceptable risk 

Risk that has been reduced to a level that can be tolerated by the organisation having regard to its legal obligations and its own OH & S Policy. 

3.2 Audit

Systematic, independent and documented process for obtaining “audit evidence” and evaluating it objectively to determine the extent to which “audit criteria” are full filled.

Note: Independent does not necessarily mean external to the organisation. In many cases, particularly in smaller organisations, independence can be demonstrated by the freedom from responsibility for the activity being audited.

Further guidance on audit evidence and audit criteria can be found in ISO 19011.

3.3
Accident


An undesired, unplanned event giving rise to death, ill health, injury, damage or other loss.
3.4
Continual improvement

A process of enhancing the OH&S management system, to achieve improvements in overall occupational health and safety performances, in line with the organisation’s OH&S policy.



Note: The process does not need to take place in all areas of activity simultaneously.


Adapted from ISO 14001:2004.

3.5 Corrective Action

Action to eliminate the cause of a detected nonconformity or other undesirable situation.

Note: There can be more than one cause for a nonconformity.

Note: Corrective action is taken to prevent recurrence whereas preventive action is taken to prevent occurrence.

3.6 Document

Information and its supporting medium

Note: The medium can be paper, magnetic, electronic or optical computer disc, photograph or master sample, or a combination thereof.

3.7 Hazard


A source or situation, or act with a potential for harm in terms of human injury or ill health, damage to property, damage to the workplace environment, or a combination of any of these.

3.8
Hazard identification

A process of recognizing that a hazard (see 3.7) exists and defining its characteristics

3.9 Ill Health 

Identifiable, adverse physical or mental condition arising from and/or made worse by a work activity and /or work related situation.

3.10 Incident

A work related event(s) in which an injury or ill health (regardless of severity) or fatality occurred, or could have occurred.

Note: An accident is an incident, which has given rise to injury, ill health or fatality.

Note: An incident where no ill health, injury, or fatality occurs may also be referred to as a “near-miss”, “near –hit”, “close Call” or dangerous occurrence”

Note: An emergency situation is a particular type of incident.

3.11 Interested parties
An individual or groups inside or outside the workplace concerned with or affected by the OH&S performance of an organisation.

3.12 Non-conformity

Non-fulfilment of a requirement

Note: A nonconformity can be any deviation from:

· Relevant work standards, practices, procedures, legal requirements, etc.

· OH&S management system requirements.

3.13
Occupational health and safety (OH&S)
The conditions and factors that affect, or could affect the health and safety of employees, or other workers (including temporary workers, contractor personnel), visitors and any other person in the workplace.

Note: Organisations can be subject to legal requirements for the health and safety of persons beyond the immediate workplace, or who are exposed to the workplace activities.

3.14 OH&S management system

Part of an organisations management system used to develop and implement its OH&S policy and to manage its OH&S risks.

Note:  A management system is a set of interrelated elements used to establish policy and objectives and to achieve those objectives.

Note: a management system includes organisational structure, planning activities (including for example risk assessment and the setting of objectives), responsibilities, practises, procedures, processes and resources.

3.15
OH&S Objective


These are goals, in terms of OH&S performance, that an organisation sets itself to achieve. 

Note: Objectives should be qualified wherever practicable.

Note: 4.3.3 requires that OH&S objectives are consistent with the OH&S policy.
3.16 OH&S performance

Measurable results of an organisations management of its OH&S risks.

Note: OH&S performance measurement includes measuring the effectiveness of the organisations controls.

Note: In the context of OH&S management systems results can also be measured against the organisations OH&S policy, OH&S objectives and other OH&S performance requirements.

3.17 OH&S policy

Overall intentions and direction an organisation related to its OH&S objectives as formally express by top management.

Note: The OH&S policy provides a framework for action and for the setting of OH&S objectives.

3.18
Organisation

A company, corporation, operation, firm, enterprise, institution, authority or association, or part or combination thereof, whether incorporated or not, public or private, that has its own functions and administration.

3.19 Preventive Action

The action to eliminate the cause of a potential nonconformity or other undesirable potential situation.

Note. There can be more than one cause for a potential nonconformity.
Note: Preventive action is taken to prevent occurrence. Where as corrective action is taken to prevent recurrence

3.20 Procedure

A specified way to carry out an activity or a process.

3.21 Record

A document stating results achieved or providing evidence of activities preformed.

3.22
Risk 


A combination of the likelihood of an occurrence of a hazardous event or exposure(s) and the severity of injury or ill health that can be caused by the event or exposure(s). 

3.23
Risk assessment


The overall process of evaluating the risk(s) from a hazard(s) taking into account the adequacy of any existing controls and deciding whether or not the risk(s) is acceptable.

3.24
Safety

Freedom from unacceptable risk of harm. 

3.25 Workplace

 Any physical location in which work related activities are preformed under the control of the organisation.

Note: When giving considerations to what constitutes a workplace, the organisation should take into account the OH&S effects on personnel who are, for example travelling or in transit (e.g. Driving, flying, on boats and trains), working at the premises of a client or customer, or working at home.
Management System Elements

4 OH&S management system elements

4.1 General requirements

The organisation has established and maintains an OH&S management system. This system is documented, implemented, maintained and designed to continually improve the OH&S management system. This is in accordance with the requirements of the OH&S standard BS OHSAS 18001:2007 and will determine how the organisation will fulfil those requirements.

This organisation has defined and documented the scope of its OH&S management system within this manual.

4.2 OH&S policy

The organisation has an occupational health and safety policy authorised by the organisation’s top management that clearly states overall Health and Safety objectives and a commitment to improving Health and Safety performance.


The policy is:

a)
Appropriate to the nature and scale of our OH&S risks.

b)
Includes a commitment to prevention of injury and ill health and continual improvement in OH&S management and OH&S performance.

c)
Provides the framework for setting and reviewing OH&S objectives.

d)
Includes a commitment to continual improvement.

e)
Includes a commitment to at least comply with current applicable OH&S legislation and with other requirements to which the organisation subscribes.

f)
Is documented, implemented and maintained.

g)
Is communicated to all persons working under the control of the organisation with the intent that they are made aware of their individual OH&S obligations.

h)
Is available to interested parties; and

i)
Is reviewed periodically to ensure that it remains relevant and appropriate to the organisation.

Management System Elements (cont)

4.3 Planning

Continual Improvement



                                                                  








Management System Elements (cont)

4.3.1 Planning for hazard identification, risk assessment and risk control

The organisation has established and maintains procedures for the ongoing identification of hazards, the assessment of risks, and the implementation of necessary control measures.

These include:

· Routine and non-routine activities.

· Activities of all personnel having access to the workplace (including subcontractors and visitors).

· Facilities at the workplace, whether provided by the organisation or others.

· Consideration of human behaviour, capabilities and other human factors.

· Identification of hazards originating outside the workplace capable of adversely affecting the health and safety of persons under the control of the organisation within the workplace.

· The control of hazards created in the vicinity of the workplace by work-related activities that are controlled by the organisation. These maybe assessed as an environmental aspect.

· Control of infrastructure, equipment and materials at the workplace, whether provided by the organisation or others.

· The management of change or proposed change in the organisational structure, activities or materials.

· That processes exist to manage any modifications to the OH&S management system, including temporary changes, and their impacts on operations, processes, and activities.

· That processes exist to manage any applicable legal obligations relating to risk assessment and implementation of necessary controls. 

· The design of work areas, processes, installations, machinery/equipment, operating procedures and work organisation, including their adaptation to human capabilities is controlled by the organisations procedures.

The organisation ensures that the results of these risk assessments and the effects of these controls are considered when setting its OH&S objectives. The organisation has documented and keeps this information up to date.

The organisation’s methodology for hazard identification and risk assessment:-

· Is defined with respect to its scope, nature and timing to ensure it is proactive rather than reactive.

· Has provided for the classification of risks and identification of those that are to be eliminated or controlled by measures as defined in 4.3.3.
· Is consistent with the operating experience and the capabilities of risk control measures employed.

· Has provided input into the determination of facility requirements, identification of training needs and/or development of operational controls.

· Has provided for the monitoring of required actions to ensure both the effectiveness and timeliness of their implementation.

For the management of change the organisation identifies the OH&S hazards and OH&S risks associated with the changes in the organisation, the OH&S management system, or its activities, prior to the introduction of such changes.

The organisation ensures that the results of these assessments are considered when determining the controls to be used.

When determining controls, or considering changes to existing controls, consideration is given to reducing the risks according to the following hierarchy:

· Elimination

· Substitution

· Engineering controls

· Signage/warnings and/or administrative controls

· Personal protective equipment

The organisation documents and keeps records of the results of the identification of hazards, risk assessments and ensures that controls are kept up to date.

4.3.2 Legal and other requirements

The organisation has established and maintains a procedure for identifying and accessing the legal and other OH&S requirements that are applicable to it.

The organisation keeps this information up-to-date. It communicates relevant information on legal and other requirements to persons working under the control of the organisation and other relevant interested parties.

4.3.3. Objectives and programmes 

The organisation has established and maintains documented occupational health and safety objectives, at each relevant function and level within the organisation.

Objectives are quantified wherever possible.

When establishing and reviewing its objectives, the organisation considers it’s legal and other requirements, its OH&S hazards and risks, its technological options, its financial, operational and business requirements, and the views of interested parties. The objectives are consistent with the OH&S policy, including the commitment to continual improvement.

These objectives include the commitment to the prevention of injury or ill health 

The organisation has implemented and maintains a programme for achieving its objectives. Programmes include:

· The designation of responsibility and authority for achieving these objectives at the relevant function and level of the organisation.

· The means and time frame by which the objectives are to be achieved.

The programmes are reviewed at regular and planned intervals, adjusted as necessary to ensure the set objectives are achieved.

Management System Elements (cont)

4.4
Implementation and operation

4.4.1 Structure and responsibility

The roles, responsibilities and authorities of personnel who manage, perform and verify activities having an effect on the OH&S risks of the organisation’s activities, facilities and processes, are defined, documented and communicated in order to facilitate OH&S management. Accountabilities and authorities are documented and communicated

Ultimate responsibility for occupational health and safety rests with top management. The organisation has appointed a member of top management with particular responsibility for ensuring that the OH&S management system is properly implemented and performing to requirements in all locations and spheres of operation within the organisation.

That person provides reports on the OH&S system performance for top management to review and then be used as a basis for improvement on the OH&S management system.

Management provides resources essential to the implementation, control and improvement of the OH&S management system.

HIERARCHY OF HEALTH & SAFETY MANAGEMENT – REF 4.4.1

See Organisation Chart page 7

The organisation’s management appointee has defined roles, responsibilities and authority for:

a) Ensuring that OH&S management system requirements are established, implemented and maintained in accordance with this OHSAS specification;

b) Ensuring that reports on the performance of the OH&S management system are presented to top management for review and as a basis for improvement of the OH&S management system.

All those with management responsibility can demonstrate their commitment to the continual improvement of OH&S performance.

Management System Elements (cont)

Responsibilities of the *Managing Director

As the managing director of the company, Simon Cook is ultimately responsible for everyone's health, safety and welfare at work (including the public) and responsible for ensuring that:

· Adequate and effective planning, organisation, control and monitoring for safety are implemented in accordance with relevant legislation.

· Sufficient financial, labour resources and time are available to meet statutory requirements

· Employees are fully aware of this policy and their duties in relation to health and safety.

· All reported health and safety issues are reviewed and remedial action applied when necessary. 

· Everyone working for the company receives adequate instruction, information, training and supervision to achieve the requirements of this policy.

· Equipment used by the company is suitable for the job and regularly inspected and maintained.

· Contractors are competent and have adequate health and safety arrangements.

· Risk assessments are undertaken to assist in the implementation of safe systems of work. 

· Employees are consulted and their views considered prior to implementing changes that may affect their health and safety.

Accidents and dangerous occurrences at work are reported to the HSE under the 

Headings of:-

· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR).

· Competent health and safety advice and support is available. 

Responsibilities of *Safety Co-ordinator

As a *Safety Co-ordinator of the company, Rick Avery shares responsibility for ensuring there are effective arrangements, planning, organisation, control and monitoring for safety within the company and that preventative measures are maintained and legal requirements met. His /her specific responsibilities as *Safety Co-ordinator includes:

· Supporting *Owner/Managing Director Simon Cook in his/her general duty to ensure the health and safety and welfare of employees and others.

· Acting on reports from employees and others on matters of health and safety and reporting back to Director Aaron Cook and Jason Hinkley.
· Ensuring that health and safety is taken fully into account in all dealings with the company and using the competent advice available.

· Implementing the arrangements set out in this policy and monitoring the safety performance across the company.

· Ensuring that employees and self-employed subcontractors are aware of their health and safety responsibilities and comply with the requirements of the policy.

The *safety co-ordinator also has responsibilities as an employee (see section 2.6). 

Management System Elements (cont)

Responsibilities of * Competent person

The Competent Person is responsible for the implementation of the OH&S policy and has been clearly allocated responsibility. Phil Wilson
This is a mandatory legal requirement with few exceptions

Competent Person(s) have been given authority and resources, including time, to carry out their responsibilities.

Accountability rests with the Competent Person to discharge his/her responsibilities
Reporting relationships are clear and unambiguous.

Where personal appraisal systems are in place for Competent Person, performance of the OH&S management system is included in the appraisal system. 

Specific responsibilities:

· Identifying employee training needs in respect of health and safety, arranging health and safety training and keeping suitable records.

· Ensuring new employees receive suitable and adequate induction training.

· Ensuring suitable health and safety information is provided to employees.

· Ensuring that risk assessments are undertaken in the premises concerned.

· Ensuring that equipment procured by the company is suitable for the intended task, complies with statutory safety standards, is CE marked and is accompanied by statutory documentation and manuals.

· Ensuring that contractors are competent and have adequate health & safety arrangements.

· Ensuring there is adequate first aid provision in the company.

· Ensuring all accidents are entered in the accident book 

· Ensuring that fire precautions are inspected and maintained and records retained.

· Ensuring materials are stored safely and all areas are areas safe and tidy.

Responsibilities of employees and self employed sub contractors 

All employees and self-employed subcontract employees have a duty to co-operate with the employer (NETWORK SCAFFOLD SERVICES UK LTD) under the Health and Safety at Work Act 1974, the Management of Health and Safety at Work Regulations 1999 and all other related regulations. 

Any employee responsibilities detailed in the policy are also applicable to self-employed subcontractors.

All employees and self-employed subcontract employees will therefore:

· Comply with the company safety policy, site health and safety plan, risk assessments and method statements, and office rules.

· Co-operate with both employer and managers and follow instructions.

· Use the appropriate equipment for the job and not misuse it

· Keep equipment in good condition and report defects. 

· Report any accident, dangerous occurrence, ill health or condition to the safety co-ordinator or the appointed responsible person.

· Take all reasonable steps to ensure the safety of him/her and others. 

· Raise any Health & Safety concerns with the safety co-ordinator or the appointed responsible Person.

· Avoid improvised arrangements and suggest safe ways of reducing risks.

· Observe all warning notices and follow instructions

· Not interfere with or misuse anything provided for them in the interests of health, safety and welfare

· Report defective equipment to the safety co-ordinator or the appointed responsible person and do not use until it is repaired.

· Inform the *Owner/managing director if they suffer from any allergy, health problem or are receiving medication likely to affect their work ability to do normal tasks.

Any breach of these requirements is treated, as a breach of contract and appropriate disciplinary action will be taken. The taking of any reasonable action to safeguard the Health, Safety and welfare of themselves and others will not result in any form of disciplinary action.

4.4.2 Training, awareness and competence

Personnel are competent to perform tasks that may impact on OH&S in the workplace, by means of suitable training, experience, assessment and supervision.

The organisation has appointed a competent person and has established and maintains procedures to ensure that its employees working at each relevant function and level are aware of any dangers to themselves, colleagues and others. These include:

-
The importance of conformance to the OH&S policy and procedures, and to the    requirements of the OH&S management system.

-
The OH&S consequences, actual or potential, of their work activities and the OH&S benefits of improved personal performance.

-
Their roles and responsibilities in achieving conformance to the OH&S policy and procedures and to the requirements of the OH&S management system, including:

· Emergency preparedness and response requirements (see 4.4.7).

· The potential consequences of departure from specified operating procedures.  

Training procedures take into account differing levels of:

· Responsibility, ability, language skills and literacy


· Risk.

The organisation maintains associated records of appropriate education, training and experience.

4.4.3 Participation, Consultation and Communication

4.4.3.1 Communication

The organisation has procedures for ensuring that pertinent OH&S information is communicated to and from employees and other interested parties including contractors and other visitors to the work place.

Employee involvement and consultation arrangements are documented and interested parties informed.

Employee’s are:-

· Consulted where there are any changes that affect workplace health and safety;

· Represented on health and safety matters; and

· Informed as to who is their employee OH&S representative(s) and specified management appointee – Competent Person (see 4.4.1).

Communications from external interested parties are received, documented and responded to as required.

4.4.3.2 Participation, Consultation

The organisation has established and maintains procedures for the participation of workers by their involvement in:

· Appropriate hazard identification

· Risk assessments

· Determination of controls

· Appropriate involvement in incident investigation.

· The development and review of policies and procedures to manage risks.

4.4.4 Documentation

The organisation maintains management system documentation, which includes:

· The OH&S policy.

· A description of the scope of the OH&S management system.

· A description of the main elements of the OH&S management system, interaction and reference to related documents.

· Documents including records required by the OH&S standard.

· Documents including records determined by the organisation to ensure effective, planning, operation and control of processes that relate to the management of the OH&S risks.

The organisation has established and maintains information, in a suitable medium such as paper or electronic form



4.4.5 Control of documents

The organisation has established and maintains procedures for controlling all documents and data required by this OHSAS specification to ensure that:

a)
They can be located;

b)
They are periodically reviewed, revised as necessary and approved for adequacy by authorised personnel.

c)
Changes and the current revision status of documents are identified.

d)
Current versions of relevant documents and data are available at all locations where operations essential to the effective functioning of the OH&S system are performed.

e)
Obsolete documents and data are promptly removed from all points of issue and points of use or otherwise assured against unintended use.

f) Archival documents and data retained for legal or knowledge preservation purposes or both are suitably identified.

g) Documents of external origin that are determined by the organisation to be necessary for the planning and operation of the OH&S management system are identified and their distribution controlled.

4.4.6 Operational control


The organisation has identified those operations and activities that are associated with identified hazards where control measures are needed to manage the OH&S risks. The organisation has planned these activities, including maintenance, in order to ensure that they are carried out under specified conditions by:

a) Having operational controls that are applicable to the organisation and its activities and these controls are integrated into the overall OH&S management system.

b)
Establishing and maintaining controls related to the identified OH&S risks of goods, equipment and services purchased and/or used by the organisation and communicating relevant controls and requirements to suppliers and contractors.

c)
 Establishing and maintaining documented procedures to cover situations where their absence could lead to deviations from the OH&S policy and the objectives.

d)
Stipulated operating criteria where their absence could lead to deviations from the OH&S policy and objectives.

e)
 Establishing and maintaining procedures for the design of workplace, process, installations, machinery, operating procedures and work organisation, including their adaptation to human capabilities, in order to eliminate or reduce OH&S risks at their source.

4.4.7 Emergency preparedness and response

The organisation has established and maintains plans and procedures to identify the potential for, and responses to, incidents and emergency situations, and for preventing and mitigating the likely ill health and injury that may be associated with them.
The organisation reviews its emergency preparedness and response plans and procedures, in particular, after periodical testing and the occurrence of incidents or emergency situations.

The organisation periodically monitors and tests such procedures where practicable.

In planning its emergency response the organisation has taken into account the needs of relevant interested parties, e.g. the emergency services and neighbours.

4.5
Checking 

4.5.1  Performance measurement and monitoring

The organisation has established and maintains procedures to monitor and measure OH&S performance on a regular basis. These procedures provide for:

· Both qualitative and quantitative measures, appropriate to the needs of the organisation.

· Monitoring of the extent to which the organisation’s OH&S objectives are met.

· Monitoring the effectiveness of controls (for health as well as for safety).

· Proactive measures of performance that monitors compliance with the OH&S management programme, operational criteria and applicable legislation and regulatory requirements.

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

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

Where monitoring equipment is required for performance measurement and monitoring, the organisation has established and maintains procedures for the calibration and maintenance of such equipment. Records of calibration and maintenance activities and results are retained.

Management System Elements

4.5.2 Evaluation of compliance

4.5.2.1 

The organisation has established a procedure to meet its commitment to comply with applicable legal requirements. This procedure has been implemented and compliance is maintained.

The organisation maintains records of the evaluation of this procedure.

4.5.2.2

The organisation has established a procedure to meet its commitment to comply with other requirements to which it subscribes. This procedure is implemented and compliance is maintained. This maybe combined with 4.5.2.1 

4.5.3 Incidents investigation,, non-conformity corrective and preventive action 
4.5.3.1 Incident investigation
The organisation has established and maintains procedures for:

· Determining underlying OH&S deficiencies and other factors that might be causing or contributing to the occurrence of incidents.

· Identify the need for corrective action.

· Identify opportunities for preventive action.

· Identify opportunities for continual improvement

· Communicate the results of such investigations.

· To ensure that the investigations are preformed in a timely manner.

The organisation has implemented and records any changes in the documented procedures resulting from corrective and preventive action.

Any identified need for corrective action or opportunities for preventive action are dealt with in accordance with the relevant parts of 4.5.3.2

Management System Elements

4.5.3.2 Non-conformity corrective and preventive action.

The organisation has established and maintains a procedure for dealing with actual and potential nonconformity and for taking corrective action and preventive action.

The procedure defines:

· How nonconformity (ies) and actions are taken to mitigate OH&S consequences.

· How nonconformity (ies) are investigated to determine their cause and the actions to be taken in order to prevent reoccurrence.

· The evaluation of the need for action(s) to prevent nonconformity and the implementation of action(s) designed to avoid occurrence

· The recording and communicating the results of the corrective action(s) and preventive action(s) taken.

· The review arrangements to monitor the effectiveness of the corrective action(s) and/or preventive action(s) taken.

Where the corrective or preventive action(s) identifies new or changes hazards or the need for new or changed controls, the procedure requires that a risk assessment be carried out prior to implementation.

Any necessary changes arising from corrective or preventive action are recorded in the OH&S management system.

4.5.4 Control of Records

The organisation has established and maintains procedures for the identification, maintenance and disposition of OH&S records, as well as the results of audits and reviews.

OH&S records are legible, identifiable and traceable to the activities involved. OH&S records are stored and maintained in such a way that they are readily retrievable and protected against damage, deterioration or loss. Their retention time is established and recorded.

Records are maintained, as appropriate to the system and to the organisation, to demonstrate conformance to this OHSAS specification.

Management System Elements

4.5.4 Internal Audit

The organisation has established and maintains an internal audit programme and procedures for periodic OH&S management system audits to be carried out, in order to:

a) determine whether or not the OH&S management system:-

· Conforms to planned arrangements for OH&S management including the requirements of this OH&S standard.

· has been properly implemented and maintained

· Is effective in meeting the organisation’s policy and objectives.

b) Reviewing the results of previous audits.

c) Provide information on the results of audits to management.

The audit programme, including any schedule, is based on the results of risk assessments of the organisation’s activities, and the results of previous audits. The procedures cover the scope, frequency, methodologies and competencies, as the responsibilities and requirements for conducting audits and reporting results.

Wherever possible, audits are conducted by personnel independent of those having direct responsibility for the activity being examined.

4.6 Management review

The organisation’s top management reviews the OH&S management system at planned intervals, to ensure its continuing suitability, adequacy and effectiveness. The management review process ensures that the necessary information is collected to allow management to carry out this evaluation. This review is documented.

The management review has addressed the possible need for changes to policy, objectives and other elements of the OH&S management system, in the light of OH&S management system audit results, changing circumstances and the commitment to continual improvement. 

Input to management reviews include:

· Results of internal audits and evaluations of compliance with applicable legal requirements and other requirements to which the organisation subscribes.

· The results of participation ands consultation.

· Relevant communications from external interested parties, including complaints.

· The OH&S performance of the organisation.

· The extent to which objectives have been meet

· Status of incident investigations, corrective actions and preventive actions.

· Follow up actions from previous management reviews

· Changing circumstances, including developments in legal and other requirements related to the OH&S system.

· Recommendations for improvements.

The Outputs from management review meetings are consistent with the organisation commitment to continual improvement and include any decisions and actions related to possible changes to:

.

.Outputs from management reviews including:

· OH&S performance

· OH&S policy and objectives

· Resources

· Other elements for the OH&S management system.

Relevant outputs are available for communication and consultation.
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