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The Index below follows the Induction Checklist within the document PF012.3 Induction Pack please 
tick the appropriate box within PF012.3 once you clearly understand the content of the Induction 
Briefing. 
 

Should you have any questions do not hesitate to ask the Person conducting the Induction Process. 
 

Index 
 

Induction Briefing Guidance Page 

Health & Safety at Work Act 

Safety Policy Statement 

Environmental Policy Statement 

Quality Policy Statement 

Bribery & Malpractice Policy Statement 

Company Organisation 

Safety Responsibility Statement 

Alcohol & Drugs Policy Statement 

Accident & Incident Reporting 

Warning Signs 

Near Misses   

Good Housekeeping  

Hours of Work Policy  

COSHH  

Plant & Equipment 

Asbestos 

Work Safe, CIRAS & Confidential Reporting Process  

Manual Handling  

Personal Protective Equipment 

Risk Assessments/Method Statements 

Fleet Operator Recognition Scheme Certification 

Network Rail Life Saving Rules 

 

2 - 3 

4 

5 

6 

7 

8 - 9 

10 

11 

12 - 13 

13 

14 

15 - 16 

17 

18-19 

20 

20 

21-22 

22-24 

24 

24 

25 

26 

 

Further information regarding all of the above guidance can be found within the relevant Management 
Procedure and guidance issued by the Health & Safety Executive. 
 

All of the above will also be a topic of tool box talks delivered by the Company’s Site Managers and 
Supervisors who will also ensure that you have a Site-Specific Induction. 
 

Should you require any further information please do not hesitate to contact: 
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 Your Manager or Supervisor 
 Managing Director 
 Office Co-ordinator 

 

This booklet is issued to all our employees as guidance to ensure that you are working in an 
environment that is as safe as reasonably practicable and to show our commitment as a company to 
preventing accidents/ill health on our sites, in our workplace and offices. 
 
This Induction Booklet should be retained for the duration of your employment with ECS Ltd and 
referred to on a regular basis as a reminder of your duties with respect to Health & Safety; many of 
these duties are a result of the Health & Safety at Work Act 1974 a summary of that legislation follow:. 
 
General Duties under the Health & Safety at Work Act 1974 
 
The need for HASAWA 1974 (Roben’s Committee Report) 

 
 Social expectations of the workforce i.e. better working conditions. 
 Legislation to keep pace with technology. 
 Unacceptable costs of accidents and ill health (figures today put at £20.25 BN). 
 Everyone is covered. 
 Place responsibility on those who created problems at work and those who work with them. 
 Simplify Legislation. 
 Overhaul and unify existing legislation. 
 Create a controlling body (HSC). 
 To enforce the law (HSE). 

 
The Health and Safety at Work, etc Act 1974 (HSWA) came into force on the 1 April 1975. It is still the 
primary health and safety legislation in existence today, in that it lays down the broad principles for 
managing health and safety in most workplaces. The Act was brought into force following a report by 
the Lord Roben’s Committee, which included the above points.  
 
The report concluded that there was a "haphazard mass of legislation" and a lack of interest and 
involvement in health and safety on the part of both employers and employees, which was a major 
cause of accidents and ill health in the workplace. 
 
The HSWA has had a considerable impact. It applies to all employees wherever they work (with the 
exception of domestic servants in private households), while previous health and safety legislation was 
based on factories, shops and offices. The Act places emphasis on consultation and involvement, and it 
established the enforcement agency for health and safety, the Health and Safety Executive (HSE). 
 
The HSWA is also an enabling Act, i.e. it has the legal facility for regulations to be made under it. Many 
such regulations have been passed since the HSWA itself came into force. 
 
The Duties of Employers to Employees 
 
Section 2(1) “It shall be the duty of every employer to ensure, so far as reasonably practicable, the 
Health, Safety and Welfare at work of all his employees. 
 
 



  PF012.4 Induction Briefing Pack 
 

Issue: 1a Dated: January 2019 Page 3 of 26 

 

Section 2(2) gives examples of what employers should do to achieve compliance with this duty, 
including: 
 

 Provision and maintenance of safe plant and safe systems of work 
 Safe handling, use, storage and transport of articles and substances 
 Provision of information, instruction and training 
 Maintenance of a safe place of work and provision of safe means of access 
 Provision of a safe working environment and adequate welfare facilities. 

 
It is important to note that the above list includes examples of what may need to provided — it is not 
exhaustive. 
 
General Duties on Employees (s.7) 
 
The HSWA places duties not only on organisations and corporations but also on individuals. Section 7 
requires employees to: 
 

 Take reasonable care for their own health and safety and the health and safety of others who 
might be affected by their "acts or omissions" at work 

 Co-operate with their employers with regard to health and safety duties placed on the employer. 
 
The implications of this section are considerable. It means that employees can face criminal 
proceedings (prosecutions) as individuals.  
 
It also means that they have a statutory duty to take care of themselves in the workplace.  
 
Employees who horseplay, for example, and affect the health and safety of another person are likely to 
be in breach of this section and could face prosecution.  
 
Equally, an employee who refuses to wear personal protective equipment, or who refuses to follow a 
safety procedure or protocol, is also likely to be in breach of this section. 
 
Duty Not to Misuse (s.8) 
 
Section 8 places a duty on individuals not to intentionally or recklessly interfere with, or misuse, 
anything provided in the interests of health and safety. It should be noted that the duty extends to any 
person and not just employees; consequently this section places a duty on visitors. In practice, it means 
that tampering with guarding systems or alarm systems, for example, is likely to constitute a breach of 
this section. 
 
Duty Not to Charge (s.9) 
 
Employers are not permitted to charge employees for anything carried out or provided by the 
employer in pursuance of compliance with the relevant statutory provisions. Employers cannot 
charge for personal protective equipment or for training required by the HSWA or other Regulations. 
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Health & Safety Policy Statement 
 
My commitment and that of the Board Members to Health and Safety is absolute and in reflecting this 
commitment the following objectives shall be implemented within the Company: - 

To ensure a safe and healthy working environment for all employees, sub-contractors and those others affected 
by the company’s activities by prioritisation of funding and resources for safe working and systems. 

Specific responsibilities are allotted to certain Directors and Managers these are detailed within Job Descriptions 
and Safety Responsibility Statements. The responsibilities are designed to enable those individuals to develop 
suitable standards and procedures by which to meet the Safety Management System. 

Ensuring the Company goals of client satisfaction, ongoing business development and profit are not in conflict 
with good safety and industry best practice.  A good safety record is of benefit to business, while a safe and 
healthy environment protects and encourages our staff, our most important asset. 

I also believe that concern for the environment is an essential element of safety management and I shall set 
positive environmental policies supported by environmental procedures.  

Specifically, I will ensure that: 

 The Health and Safety at Work Act 1974 and all other relevant legislation is seen as the minimum 
requirement. 

 A Competent Person is appointed to ensure full compliance with legislation providing professional Safety, 
Environmental, Training, Railway Safety advice and strategy to the Board on all related matters affecting 
the Company 

 A Safety Committee meeting structure is established, aimed at including all employees and safety 
representatives 

 My Employees are requested to give their full co-operation, commitment and support to this Safety Policy 
and to this end are encouraged to suggest improvements 

 There is support for staff who abort work on grounds of safety and/or health 
 Fire and security arrangements exist and are maintained to meet legal requirements, industry standards 

and to exercise loss control 
 Arrangements exist and are applied to the identification of hazards, the assessment of risks associated 

with such hazards and the implementation of suitable control measures. 
 That First Aid facilities are provided and maintained 
 Safety information, data and trends are reviewed and used for accident prevention and continuing 

improvement of the Safety Management System 
 All Employees, including visitors and sub-contractors are given sufficient information to carry out their 

duties with the minimum of risk. 
 Work on the railway infrastructure is managed in accordance with current Railway Group and Network 

Rail Company Standards in particular NR/CS/OHS/002 Policy on Working Safely. 
 Training needs are identified and met 
 Managers demonstrate to staff our care for them, their safety, health and welfare 
 Plant and equipment, owned or hired is of a safe design and properly maintained 
 Suitable welfare facilities are provided for all staff at or near work-sites, providing shelter and messing 

facilities 
 Suitable Personal Protective Equipment is provided with training for all employees exposed to risks to 

their health and safety whilst at work 
 A robust system of self audit shall be instigated.  This will involve inspections, safety tours and continuous 

monitoring in line with the HSE guidance document HS (G)65, Safety objectives will be set annually by 
myself for my management team 

 Commitment to complying with our client’s standards whether mandated or advised 
 A procurement policy to ensure compliance with the relevant statutory requirements, Client’s Standards 

and Industry Best Practise 
 There is the provision of adequate resources to meet these commitments 
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Environmental Policy Statement 
 
The understanding of the need for environmental protection forms an integral part of the ECS Ltd’s business 
philosophy. I am committed to protecting the environment and believe that my Company has a responsibility not 
to compromise the ability of future generations to sustain their needs. 

The impact that any of our activities, those of our clients/contractors, may have on the environment is an area of 
concern. 

I will seek to reduce our consumption of non-renewable resources, and whenever practicable will select 
materials, which have the least negative impact on the environment throughout their life cycle. 

Environmental protection will have equal status to considerations for health, safety and quality.  

In confirming our commitment to protection of the environment we will treat environmental regulations that apply 
to our activities as minimum standards and where appropriate aim to better them. We will provide information to 
sub-contractors, customers and end users of our services to ensure that misuse will not be the cause of damage 
to the environment. 

Responsibility for the environmental policy and supporting statement lies with me and the Board of Directors.  

The environmental policy will be brought to the attention of all employees and will be made available to the 
general public via the company website and reviewed annually to assess its effectiveness, compliance with 
environmental law and to ensure that it reflects changing needs and circumstances. 

Whilst recognising the fundamental responsibility of the company and its employees for environmental protection, 
particular attention will be paid to the following areas: - 

Waste Management – waste will be kept to a minimum, compatible with best trade practises. Only licensed 
waste contractors will be used to dispose of waste. Our sub-contractors shall be encouraged to apply the 
principals of this policy but shall be required to ensure they comply with the minimum relevant legislation. 

Flora and Fauna in and around project locations. 

Every effort shall be made to minimise the effects of the company activity on the flora and fauna within and 
around project sites. Specific tender stage checks shall be carried out to establish site specific conditions and the 
presence of any protected and or at risk species. 

Recycling – whenever practicable materials will be purchased from suppliers who obtain products from 
replaceable sources. 

Noise/Dust Light - will be suppressed, where practical, to ensure that no nuisance is caused to neighbouring 
establishments or the general public. 

Conservation of energy – The Contract Managers shall introduce and monitor efficient and economic use of 
energy in the form of heating and lighting with the objective of reducing the use of energy.  

Training – All employees shall be made aware of the objectives of this policy and the contribution expected from 
them. Employees with high risk tasks shall be trained in the environmental aspects associated with those tasks. 

Legislative Compliance – regular environmental assessments shall be carried out to ensure compliance with 
the legislation and the application of best available practice in environmental protection. 

Environmental Objectives – will be set, monitored and reviewed to provide a management tool for my company 
to achieve the general aims set out in this policy statement and help achieve continuous improvement in our 
environment performance. 
 
All employees are equally responsible for complying with and supporting this Environmental Policy and are 
encouraged to suggest improvements to this end. 
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Quality Policy Statement 
 
The established policy of ECS Ltd is to provide to its customer’s, products and services, which are fit for 
their intended purpose and are delivered conforming with the Customers, Manufacturers and 
Company’s Quality Specifications, producing a quality product whilst maintaining customer satisfaction 
in a cost effective manner. 
 
To this end management systems and procedures are applied to meet the quality goals of the 
Company and to satisfy the requirements of BS EN ISO 9001:2008 series promoting; 
 

 High levels of customer satisfaction 

 The delivery the business commitment 

 Safe operation and protection of the reputation, value and assets of the company 

 Quality of product and service for all activities of the Company 

 A highly motivated and competent workforce who believe in ECS Ltd culture and values 

 Understanding and support of the environment within, which we work 

 Continual development of our business and internal processes 
 
Notwithstanding the above, I as Managing Director will strive to create an environment that stimulates 
innovative thinking and provide for continual improvement. Maintain awareness of and apply where 
appropriate new developments in Construction and business methods with our customer, by ensuring 
 

 We can demonstrate improvement in our service delivery and internal processes so that we will 
continual to meet and build on customer requirements and stakeholder expectations. 

 
 We can deliver the quality goals by the establishment and implementation of management 

objectives and processes, which will be monitored against the requirements of the Quality 
Management System, legislation and our customer’s requirements.   

 
 Personal and job related quality objectives are set and monitored for my Directors and Contract 

Managers, which will ensure that standards of quality are maintained, monitored and 
progressively improved.  

 
These arrangements and objectives will be administered by the Contract Managers utilising a 
documented Quality Management System, supervised at Director Level and assisted by the Safety & 
Assurance Consultant. I, as the Managing Director will retain executive control of the Management 
System. 
 
My Employees and Staff are expected to give their full co-operation, commitment and support to ensure 
the effectiveness of the company’s Quality objectives and policy. 
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Bribery & Malpractice Policy Statement 
 

I as Managing Director understand the prevalence of fraud and malpractice in the commercial 
environment and the negative impact it could have on ECS Ltd, its employees and clients. 
 
Neither I nor my Board Members do not condone and will not tolerate fraud or malpractice in any way, 
shape or form. 
 
The organisation requires all staff at all times to act honesty and with integrity and to safeguard the 
resources for which they are responsible. Fraud is an ever-present threat to these resources and hence 
must be a concern to all members of staff. The purpose of this statement is to set out responsibilities 
with regard to the prevention of fraud. 
 
The Bribery Act 2012 describes those actions as: theft, deception, bribery, forgery, corruption, false 
accounting and conspiracy to commit these offences. For practical purposes fraud may be defined as 
the use of deception with the intention of obtaining an advantage, avoiding an obligation or causing loss 
to another party. 
 
I will strive to: 
 

 Develop and maintain effective controls to prevent fraud 

 Carrying out vigorous and prompt investigations if fraud occurs 

 Take appropriate legal and/or disciplinary action against perpetrators of fraud 

 Take disciplinary action against supervisors where supervisory failures have contributed to the 
commission of the fraud 
 

My Directors, Managers and Supervisors will be responsible for: 
 

 Identifying the risks to which systems and procedures are exposed 

 Developing and maintaining effective controls to prevent and detect fraud 

 Ensuring that controls are being complied with 
 

Individual members of staff are responsible for:  
 

 Acting with propriety in the use of official resources and in the handling and use of corporate 
funds whether they are involved with cash or payments systems, receipts or dealing with 
contractors or suppliers 

 Reporting details immediately to the Managing Director if they suspect that a fraud has been 
committed or see any suspicious acts or events 

 
Any instances of suspected fraud or malpractice reported to the Managing Director may be made with 
full anonymity and in the strictest of confidence. They will be recorded, investigated and if necessary 
acted upon in line with the company’s Disciplinary Procedures and UK Law. 
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Safety Responsibility Statement 
 

ECS Ltd attaches the greatest importance to health and safety and will do all that is reasonably practicable 
towards achieving and maintaining it.  All relevant statutory legislation will be complied with at all times. 
 
The Health and Safety at Work Act 1974 imposes a duty of care on both the company and its employees and 
requires all employees and self employed persons to take reasonable care of themselves and others who may be 
affected by their acts or omissions.  
 
To do this it requires the assistance of all employees in promoting health and safety and everybody, whilst at work, 
has a duty to take reasonable care of their health and safety and the health and safety of other persons who may 
be affected by their acts or omissions at work. 
 
All employees are required to: 
 

 Do all that is reasonably practicable to safeguard those who work at, or visit, the company and its sites and 
are accountable for the execution of this duty. 

 
 Work in a safe manner and in accordance with Safety Instructions and where applicable use the proper 

equipment supplied for the job.   
 

 Never perform a task that is believed to be dangerous or for which you have not received appropriate 
instructions, training and the correct equipment in order to carry out the task safely. 

 
 Employees must comply with all safety arrangements, wear protective clothing and use safety equipment 

where required or directed.   
 

 When working in other industry environments follow the instructions of the Client’s representative, or other 
appointed personnel at all times when under their instruction. 

 
Non compliance with safe working arrangements, the non use, misuse of, wilful damage to or the unauthorised 
removal of protective clothing or equipment from that workplace may render a person liable to disciplinary action. 
 
Any employee injured at work must seek immediate treatment and report the circumstances of an accident.  In 
addition, employees must report to their immediate supervisors any conditions at work, which are believed to be a 
risk to health and safety of employees. 
 
All employees who are mandated to carry proof of competence or those deemed Safety Critical by ECS Ltd , must 
be in possession of current certification at all times whilst at work. 
 
Those employees or members of staff who may deputise for any other employee are also deemed to be 
responsible for the duration of the deputising period and therefore must hold the requisite certification.  
 
Rail Safety Responsibility Statements have been/will be issued to those Managers and staff who work or may work 
on the Network Rail Infrastructure. 
 
Following are the organisational details for implementing the Health & Safety Policy and are in addition to the 
specific responsibilities detailed within the Safety Management System and associated procedures. 
 
These responsibilities are designed to enable those individuals to develop suitable standards and procedures by 
which to meet the Safety Management System. 
 
Additional information relating to the company’s succession plan for short-term absences is also included within 
the Safety Responsibility Statements. 
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Duties of Operatives and Sub-contractors  

Operatives and Sub-contractors are responsible for ensuring: - 

 Safe systems of work has been established including a suitable and sufficient risk assessment and are 
aware of the control measures and other requirements prior to starting work. 

 General duties as directed under Health & Safety at Work Act 1974 and other relevant legislation. 

 Duties under the Transport and Works Act. 

 Their personal safety and ensuring all duties are carried out with minimum risk to themselves and others. 

 They do not interfere with any equipment provided for their safety and compliance with the site safety rules 
and instructions as contained within the operative’s site safety manual. 

 Comply with the Company procedures and safety rules. 

 Comply with the Company’s Drugs and Alcohol Policy 

 Drawing the Management’s attention to any shortfall in their competence or knowledge, to enable them to 
carry out their duties safely. 

 All accidents/incidents are reported in accordance with company and local procedures. 

 Ensuring all instructions cascaded down from the client or Management are implemented at their place of 
work.  

 Taking an active role in ensuring all Safety & Environmental matters are properly assessed before 
undertaking any duty. 

 Carrying out first level risk assessments and identifying and implementing control measures prior to 
starting work on site. 

 Attend Safety meeting/briefing as requested. 

 That they have sufficient knowledge/experience to carry out their duties safely and with minimum risk to 
themselves and others. 

 Report any defects in plant, equipment (including their own), scaffolding, excavations etc. to their 
Supervisor or Manager, together with details of any dangerous practices observed on the site. 

 The use of the appropriate protective equipment (i.e. head protection, eye protection, hearing 
protection, footwear etc.) or any other item of PPE identified by the risk assessment. 

 That should they feel that they lack the necessary experience, knowledge or training to do an allotted 
task they report the matter to their immediate Supervisor or Manager.  

 If they believe that a task they are required to carry out will endanger themselves or others, or there is a 
Near-miss incident they should cease carrying out the task and immediately report the situation to their 
Supervisor or Manager and if necessary invoke the Work Safe Procedure.  

In the absence of an Operative other Operatives on site with the necessary skills and competence will be briefed 
and instructed to undertake the task appointed by the Site Supervisor or the duties will be shared between other 
competent Operatives. 
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Drugs & Alcohol Policy 
 
I shall ensure that ECS Ltd will take all reasonable steps to ensure that employees and sub-contractors are made 
aware of the contents of this statement, together with the relevant sections of the Transport and Works Act 1992 
and the implications therein.   
 

Furthermore, as a responsible employer, procedures are in place to prevent, in so far as is reasonably practicable, 
any offence under the Act and a monitoring process to measure the effectiveness of such procedures. 
 

The following shall constitute instances of drug or substance misuse: 
 

 The use of prohibited drugs as defined in the Misuse of Drugs Act 1971  
 The abuse of prescribed drugs, proprietary medicines or other substances 
 The use of medication, prescribed by a doctor or advised by a pharmacist, which could affect work 

performance 
 The consumption of alcohol.  

 

It is a requirement that no employee or sub-contractor shall: 
 

 Report or endeavour to report for duty having just consumed alcohol or under the influence of drugs 
 Report for duty in an unfit state due to use of alcohol or drugs 
 Be in possession of drugs of abuse in the workplace 
 Consume alcohol or drugs whilst on duty. 

 

I and the other members of the Board will not tolerate any departure from these rules and will take the appropriate 
action in the event of any infringement.  Action may also be taken if help is refused and/or impaired performance 
continues, or in cases of gross misconduct. Where there is possession of or dealing, with drugs action may involve 
the police. 
 

There is a policy of assistance with the rehabilitation of staff with alcohol or drug related problems that voluntarily 
seek help; any person with such a problem is urged to do so.  Any disclosure shall be treated in the strictest 
confidence, subject to the provisions of current legislation.  It is accepted that relapses may occur and any 
absence for treatment and rehabilitation shall be recorded as normal sickness. Such staff must, however, seek 
assistance at the earliest possible opportunity - subsequent discovery or a disclosure prompted by impending 
screening will not be acceptable. 
 

Systems of ‘Due Diligence’ have been put in place throughout the company to ensure employees do not report for, 
or carry out work whilst under the influence of alcohol and/or drugs.  Sub-contractors must have in place such 
systems of ‘Due Diligence’ at least equal to those of ECS Ltd. 
 

A programme of screening has been put in place including procedures to: 
 

 Detect the use of drugs by both existing and potential employees 
 Detect the use of alcohol and/or drugs by any person(s) involved in an accident/incident where there are 

grounds to suspect that the actions of the person(s) led to the accident/ incident (‘For Cause’) 
 Detect the use of alcohol and/or drugs where abnormalities of behaviour prompt managerial intervention 

(which may include a request for screening). 
 

There will be liaison with other companies to facilitate the exchange of information relating to Alcohol & Drug 
screening where necessary.   
 

The full Alcohol & Drug procedure document including guidance to employees will be posted on notice boards and 
held within contract offices additionally other general information about the effects of Alcohol & Drug on safety and 
performance can be obtained via the Safety library. This policy shall be reviewed annually each year, or more 
frequently if required. 
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Accident Incident Reporting 
 

See also:  PP002 Accident/Incident Reporting & Investigation Procedure 
 

It is the responsibility of all employees to report any accident or incident that involves staff or sub-
contractors, members of the public and the client’s employees either on site or within company premises 
no matter how trivial it may seem this also applies to Road Traffic Accidents. 
 
 

Accident/Incident/Environmental 
Incident Occurs

Operatives
Make area safe i.e. Stop Rail Traf f ic!

Treat Casualty 

Inform Emergency Services if  necessary
Preserve any evidence on site

Report Accident to Site Supervisor

Manager/Supervisor
Report Accident/Incident to the:

Client

Principal Contractor
Off ice Manager

Managing Director if  casualty is seriously 

injuried, Complete Accident Report Form. 
Assist Client with Investigation, etc.

Office Manager
Complete Accident Book

Pass Accident Report Form to:

the Managing Director for his review. 
If  RIDDOR report accident to the HSE 
If  environmental report incident to EA.

Manager/Supervisor 
If  the injured person has three or more 
days of f  work inform Office Manager 

then inform of  the return to work date.

Managing Director
Initiate Accident/Incident investigation if  necessary.

Ensure HSE/EA are informed if  applicable

Report all Accidents to the Management Team

Safety & Assurance Consultant
Assist with Investigate Accident/Incident Investigation if  requested.

Complete Accident/Incident Report

Present Report to the Managing Director with Recommendations & 
Action Plan 

Cascade Lesson Learnt to Management Team

Collate Data for Trends Analysis, etc
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Health & Safety Signs 
 

Shape Meaning Safety 
Colour 

Contrast 
Colour 

Graphical 
Symbol Colour 

 

Prohibition 
a sign prohibiting behaviour likely 
to increase or cause danger (e.g. 
no smoking)  

Red White Black 

 

Mandatory 
a sign prescribing a specific 
required behaviour  

Blue White White 

 

Hazard Identification 
(a sign giving warning of a 
hazard or danger (e.g. Danger: 
electricity)  

Yellow Black Black 

 

Safe Condition 
Identifies safe condition – to 
show way to area of safety/ 
medical assistance  

Green White White 

Rectangle  
(Square or Oblong) 

 

Fire Equipment 
To indicate the location of 
firefighting equipment  

Red White White 

 

Signal Word  Meaning 

 Danger  

 

To indicate an immediately hazardous situation, which if not avoided, will 
result in death or serious injury.  
To be limited to the most serious situations.  

Warning  

 

To indicate a potentially hazardous situation, which if not avoided, could 
result in death or serious injury.  

Caution  

 

To indicate a potentially hazardous situation, which if not avoided, may 
result in minor or moderate injury.  

Marking for Dangerous Locations 
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Near Miss Reporting 
 
A 'near miss' is any incident, accident or emergency which did not result in an injury and should be 
reported in exactly the same way as an accident or incident. 
 

Recording non-reportable near misses although is not a statutory requirement but is a mandatory 
requirement for ECS Ltd and in doing so and using the information provided is good safety management 
practice as reviewing the report (at the time and/or periodically) may help to prevent a re-occurrence.   
 

Recording these near misses can also help identify any weaknesses in operational procedures as 
deviations from normal good practice may only happen infrequently but could have potentially high 
consequences.  A review of near misses over time may reveal patterns from which lessons can be 
learned. 
 

Where a review of near miss information reveals that changes to ways of operating, risk assessments or 
safety management arrangements are needed, these changes should be put into effect. 
 
House Keeping 
 

Good housekeeping is one of the most important single items influencing safety and preventing 
accidents within the workplace. Cleaning as you go should be the rule to ensure that it does not become 
a burden or hazard. 
 

 Exclude others from work area by signage and barriers. 

 Regularly remove waste materials, debris, etc, throughout the duration of the task. 

 All stairways, passageways and gangways must be kept free of materials, rubbish, supplies and 
obstructions of any kind. 

 Materials and equipment shall be kept away from edges of hoist ways, ladder access, stairways 
and floor openings. 

 Toilets/Washing facilities to be kept clean and sanitary 

 All Flammable liquids shall be stored properly. 

 Cables, Hoses, Pipes, training leads for tools must be routed safely, to reduce tripping hazards. 

 Where it is safe to do so, wipe-up spilled liquids immediately. In other cases, follow up the 
emergency procedures. 

 Where other client operations are being undertaken adjacent to the work area the combined 
effect of your work should be considered. 

 Ensure good lighting in work area. 

 Where possible all flammable materials should be removed from any hot work area. 

 Locate scaffolding, other access equipment, tools and material sensibly and do not remove toe 
boards or edge protection when working at height and if necessary tie tools to lanyards when 
working at height. 

 At the end of the work ensure that all of the equipment, materials, signage, barriers are removed. 
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Hours of Work Policy  
 
ECS Ltd have accepted the Network Rail Policy on working time and as a consequence have now implemented 
our own policy for those staff and operatives, including sub-contractors who work or may work on the Network Rail 
Controlled Infrastructure. 
 
1. Introduction 
 
This statement sets out ECS Ltd’s policy in respect of any duties that may be impaired as a result of working 
excessive hours.   
 
ECS Ltd has taken into account Railway legislation.  Provided that employees and sub-contractors adhere to the 
provisions of this policy, they will normally be able to demonstrate compliance with the Railway Regulations. 
 
It is important, therefore, that all persons concerned are made aware of this statement and become familiar with its 
contents. 
 
2. Policy 
 
ECS Ltd will take all reasonable steps to ensure that employees or contractors are made aware of the contents of 
this statement and the implications therein.   
 
Furthermore, as a responsible employer, ECS Ltd will have in place procedures to prevent, insofar as it is 
reasonably practicable, an offence under Railway Regulations and a monitoring process to measure the progress 
of such procedure. 
 
3. Requirements 
 
It is a requirement of the company that the working time of employees and sub-contractors comply with 
the following limits. 
 
3.1 Maximum Number of Turns of Duty 
 

No more than 13 turns of duty to be worked in any 14-day period 
 

3.2 Maximum Hours Worked 
 

No more than 12 hours to be worked per turn of duty 
No more than 72 hours to be worked per week 

 
3.3 Minimum Rest Periods 
 

Minimum rest period of 12 hours between booking-off from a turn of duty to booking on for the next turn.  
In the case of employees working a regular shift pattern, which rotates or alternates on a weekly basis, the 
rest period at the weekly shift changeover may be reduced to not less than 8 hours. 

 
4. Exceptional Circumstances 

 
4.1 Exceeding working time limits 
 

In emergency situation, to cover essential work only, and provided no alternative arrangements 
can be made, the limits shown in 3.1 to 3.3 may be exceeded if authorised by a nominated 
representative of ECS Ltd. 
 
 
 

4.2 Records to be kept 
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The person authorising the variation must record the actual times worked, and the reason why such 
authority was given utilising PF008.1.  This record must be monitored and subjected to audit. 

 
5. Definitions  
 

14-day period  Any 14 successive days, starting and ending on any day of the week 
 
Hours worked  Actual (not rostered) paid hours of work, inclusive of paid 
   Travelling, walking time and paid meal breaks 
 
Week   In clause 3.2, refers to a pay bill week, i.e. Sunday to Saturday 
 
Emergency/ 
Call-Out Situations Circumstances which cannot be anticipated and which threatened serious 

disruption to the service, e.g. severe weather conditions such as fog, flooding or 
heavy snow, breakdowns, accidents or sudden illness to a key member of staff. 

 
 Essential work  Work necessary to avoid serious disruption to the service. 
 

Door to Door Time   A period of time identified as the combined total of travel time and work time. 
 
Place of Work  A location where an employee is working at the employers’ disposal 
 
Rest Location Home or other temporary place of residence where rest can be achieved 
 
Travel Time A period of time directly from rest location to place of work irrespective of terms of 

payment or modes of transport & also includes a return journey. 
 
Wakefulness  A state of consciousness and awareness. 
 
Work Activities carried out by an employee under the direction, responsibility and 

disposal of their employer. 
 
Work Time A period of time, inclusive of breaks, during which an employee is undertaking 

work activities. 
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COSHH 
 
Which, substances are involved?  
 
Those substances identified as being hazardous to health by means of swallowing, inhalation and 
absorption through the skin, with exception of asbestos and lead. These substances are covered by 
separate specific regulations. 
 
What is required of employees? These are the two main duties imposed on employees. 
 

 To make full and proper use of any control measure or article of protective clothing or equipment 
provided. Nb: a control measure may be some form of equipment e.g. Exhaust ventilation plant 
or respiratory protective equipment. 

 To tell the employer at once about any defect or fault in anything provided to the employee. 
 
These requirements are in addition to those duties imposed by the health and safety at work act 1974, 
whereby an employee must at all times: 
 

 Co-operate as regards any duty imposed on the employer in respect of health, safety and 
welfare. 

 Not intentionally or recklessly interfere with or misuse anything provided in the interest of health, 
safety or welfare. 

 
What procedures must an employee adopt? 
 

 Examine the working environment (dusts and gases) and/or the labelled information provided on 
the containers(s). 

 Ensure that the directions are complied with. 

 Ensure that the first aid and other forms of remedial action are fully understood prior to use of 
hazardous substances. This includes the possibility of spillage. 

 Consult the COSHH assessment file for further clarification of action to adopt in the use of the 
substance(s) concerned. 

 Do not use substance(s) without first putting on protective clothing and respiratory equipment, 
where necessary. 

 Ensure that substance(s) are used well within a defined working area i.e. the use of barriers 
where necessary. Remember that members of the public and other employees of the client must 
be protected. It is your responsibility to ensure the safety of third parties at all times. 

 Do not use any substance on site unless it has been approved by your Site Manager or 
Supervisor 

 
If in doubt about the use of a substance – seek advice immediately 
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COSHH Warning Signs 
 

 
 

  

Unstable Explosive Flammable Oxidising 

 

 

 
  

Compressed Gas Toxic Corrosive 

 

 
 

  

Irritant Resp. Sens/Health Environmental 
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Plant & Equipment 
 
ECS Ltd will ensure that all Plant & Equipment is fit for purpose, adequately maintained, and possesses 
minimum risk to operatives & others. 
 
Training & Competence 
 
All employees must ensure that they are authorised and competent to operate and/or maintain any plant 
or equipment they intend to use. Competent to operate and erect various items of machinery, plant and 
access equipment may be deemed to have a CITB or other equivalent standard training certificate. 
 
Suitability of Equipment 
 
All plant & equipment used for work must be suitable for its intended purpose. This will include taking 
account of any reasonably foreseeable working conditions, the existence of health and safety risks 
where equipment is to be used, and any risks, which may be associated with the equipment itself. 
 
Maintenance & Servicing  
 
Any equipment & equipment use is fit for purpose and is maintained in a serviceable condition in 
accordance with the manufacturer's recommendations. 
 
Prior to use the Operator shall undertake a Pre-use or Daily User Check of the Plant or Equipment to 
ensure that it is fit for use. 
 
Electrical Equipment should have a valid PAT Test Sticker or Label if not do not use. 
 
Mobile Tower Scaffolding 
 
Only trained and certificated Operatives should erect, alter or dismantle tower scaffolding. 
 
Asbestos 
 
Discovering the presence of Asbestos 
 
Should any operative encounter any substance that they suspect may be asbestos or if they realise that 
asbestos is present i.e. signs, hazard directory, etc, work should be suspended immediately and their 
Manager/Supervisor informed immediately. 
 
Working on or near damaged asbestos-containing materials or breathing in high levels of asbestos 
fibres, could increase your chances of getting an asbestos-related disease. 
 
When these fibres are inhaled, they can cause serious diseases which are responsible for around 4000 
deaths a year. There are four main diseases caused by asbestos: Mesothelioma (which is always fatal), 
lung cancer (almost always fatal), asbestosis (not always fatal, but it can be very debilitating) and diffuse 
pleural thickening (not fatal).  
 
Remember, these diseases will not affect you immediately but later on in life, so there is a need for you 
to protect yourself now to prevent you contracting an asbestos-related disease in the future. It is also 
important to remember that people who smoke and are also exposed to asbestos fibres are at a much 
greater risk of developing lung cancer. 
Work Safe, Confidential Reporting and CIRAS 
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ECS Ltd have provided employees with a blame free procedure for questioning and ultimately refusing 
to undertake work in such a way that is unsafe and a risk to their own and/or others’ health and safety. 
 
The procedure will also provide employees with a pathway to report Near Misses and any environmental 
issues giving concern that will have an immediate feedback process.  
 
Also if required an anonymous method of reporting safety and environmental concerns via the Company 
Confidential Reporting Process and when working in the Railway environment the Confidential Incident 
Reporting & Analysis System (CIRAS). 
 
Work Safe Process 
 
If members of staff believe that a task they are required to carry out will endanger themselves or others, 
or there is a Near-miss incident they should cease carrying out the task and immediately report the 
situation to the Person in Charge. 
 
The person in charge and the employee will; - 

 
 Reach a permanent agreement to resolve the problem and return to work, or 

 Reach a temporary agreement where work commences under controlled conditions or an 
alternative safe system of work. 

 
It is policy that every attempt will be made to resolve disputes at the lowest appropriate level of 
the organisation. The consultation of senior or on call managers will be considered as the last 
resort, not the first. 

 
If dialogue fails to produce a satisfactory outcome, the task will not be carried out and the person in 
charge will consult the Client’s Representative or their on-call Manager outside of office hours who will 
after suitable agreement either: - 
 

 Conclude the task is safe and direct a return to work 

 Amend the safe system of work to everybody’s satisfaction and arrange a return to work, or 

 Agree the task is unsafe - in this case the work site must be left safe and employees assigned to 
other work. 

 
Employees are also able to report any incident, unsafe acts, concerns and safety related issues 
confidentially using the PF009.1 Near Miss - Refusal to Work Report Form or Improvement Log Forms 
PF037.1. 
 
CIRAS is the Confidential Incident Reporting & Analysis System for the rail industry. It is an 
alternative way for anyone working on or around the railway to report safety concerns that they feel 
unable to report through company safety channels. It is an independent and confidential way to report 
safety concerns without fear of recrimination. 
 
You can now contact CIRAS by calling Freephone 0800 4101101, writing to Freepost CIRAS or texting 
07507 285887 (standard text rates apply). 
 
The following flowchart details the Work Safe and Process and should be read in conjunction with P009 
Work Safe Procedure. 
 
If in doubt do not hesitate invoke the Work Safe Process you concern will be addressed. 
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Unsafe work situation or
Near-miss

Cease work and report 
situation to Person in 

Charge

Person in charge 
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Safe System of  
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amended

Everyone satisf ied?
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Manager/Safety Advisor 
as appropriate

Safe System of  Work 
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adjusted

Work resumes Everyone 
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No

No
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Manual Handling 
 
Introduction 
 
By its nature much of the material and equipment used in construction is extremely heavy and often 
awkward in shape and size.  This coupled with the working environment means that there is a significant 
risk of accident and injury for staff involved in lifting and carrying such items, which must be properly 
controlled.  Many construction workers suffer acute injury or longer-term health effects each year from 
manual handling activities. It is therefore extremely important that all reasonable steps are taken to 
avoid this risk. 
 
What does the law say? 
 
The Manual Handling Operations Regulations 1992 specify what employers must do.  The principle of 
this legislation is that whenever it is necessary to move an item and there is a risk of injury, the manual 
handling hierarchy must be applied.  Starting at the top each step in hierarchy must be considered and 
moving down is only permitted where there is adequate justification.  The steps are as follows: 
 
Avoid:  Avoid having to move the item at all, e.g. have it delivered to the location it is 

required. 
 
Mechanise:  If moving it cannot be avoided, use mechanical or other means to move the item, 

e.g. forklift, motorised barrow. 
 
Manual Handling:   if it is not practicable to mechanise, or the time, trouble and cost of doing so are 

grossly disproportionate to the benefits gained, make an assessment of the risk of 
injury and consider what control measures can be applied to minimise the risk, 
e.g. splitting the load, load bearing equipment (trolleys etc), training etc. 

 
The greater the risk of injury the more detailed the assessment must be.  If the risk of injury is still 
significant after all reasonable control measures have been applied, you must go back to the top of the 
hierarchy. 
 
When is it justified to move down the hierarchy? 
 
To move down you must be able to show that it was not reasonably practicable to use the higher option; 
i.e. the time, trouble and cost would greatly exceed the benefit gained.  Obviously the bigger the risk of 
injury, the more time, trouble and cost we are expected to go to, to avoid manual handling. In making the 
judgement to move down you must consider: 
 
The object:  Weight, size, shape, material 
 
The quantity:  How many must be moved, and over what time 
The distance:   How far it must be moved 
 
The urgency:  How quickly must the job be done (the longer you know about the job the more 
you are expected to do to plan alternatives to manual handling if there is a risk of injury)? 
 
Availability of equipment:  
Whether there is equipment available to assist or can be made available within the timescale for the job. 
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Working environment: What risks there are on site such as gradients etc? 
 
People: The number of people available to assist with the lift/task and their individual 

lifting capabilities. 
 
What weight is considered safe? 
 
There cannot be a weight that is considered completely safe as this will vary depending on the 
capabilities and fitness of individual staff, and also the size, shape etc. of the object and working 
environment.  However the basic guideline for deciding whether a detailed assessment is required is 
when the weight to be lifted exceeds the relevant figure in the diagram below. If the handler’s hands 
enter more than one of the zones during the operation, the smallest weight applies.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The weights must be reduced if the number of lifts exceeds 30 per hour, or if the item has to be carried 
over a long distance or below knuckle height. 
 
This does not mean that the above weights cannot be exceeded. It means that the risk of injury is 
increased and the task must therefore be examined closely for possible improvements.  Any operation 
involving more than twice the guideline weight must not be carried out manually unless all other options 
have been exhausted.  
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Personal Protective Equipment 
 
Personal protective equipment is readily available for use. When the equipment has been specified, it 
is your legal duty to use it. The wearing of protective equipment is a condition of employment. 
 
All Employees and visitors to site must wear any protective equipment provided for designated areas. 
 
Check that equipment is suitable for your work. Loose or frayed clothing, dangling ties etc. shall not 
be worn around moving machinery etc. 
 
Report any defective equipment or equipment you think is not affording adequate protection. 
 
Hard Hats, Safety footwear is compulsory on all sites (the site rules will specify other compulsory 
PPE) and must be worn at all times. 
 
Special breathing apparatus may be required in areas where potential health hazards exist. 
 
Safety harness & Lanyards may be necessary when working at height. 
 
If you are required to move from site to site you must ensure you take your issued PPE to your new 
place of work. 
 
Risk Assessments/Method Statements 
 
By producing risk assessments for all of its undertakings ECS Ltd discharges its duty under the 
Management of Health and Safety at Work Regulations 1999 to carry out and record suitable and 
sufficient assessments of all risks to the health and safety of employees and others, arising at or from a 
work activity. 
 
The same applies for the production of method statements for all activities to ensure that potential 
hazards and risks are identified to which employees, sub-contractors, other workers on site and all those 
affected by the work activities may be exposed to whilst the works are carried out. 
 
You should be aware that different sites do have differing methods of producing and implementing Risk 
Assessments and Method Statements this is mainly due to a particular Client’s requirements, however 
not withstanding that: 
 
Your Site Managers/Supervisors are responsible for producing and then briefing Risk Assessments and 
Method Statements, and ensuring that they include all relevant information specific to the work and they 
involve the workforce at every opportunity. 
 
It is your responsibility to ensure that you do not start work until you have been briefed on the risk 
assessment and method statement and all of the countermeasures including any Permits to work are in 
Place. 
 
In some instances when undertaking routine and reactive work you will be required to complete your 
own hazard identification form and method statement. You will prior to doing this receive a full briefing 
into the process. 
 
Your Site Induction will include the Risk Assessment, Method Statement and Permit to Work process for 
that particular site. 
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Fleet Operator Recognition Scheme Certification 
 
The Company is certificated to FORS (Fleet Operator Recognition Scheme) and as such place’s certain 
responsibilities and requirements on both the Company and its Drivers 

 
The Driver induction is a fundamental part of fleet risk management. Accordingly, new drivers will 
undergo a thorough induction process before they are authorised to drive a Company Vehicle. The 
Driver induction includes the following: 
 

 Driver Responsibilities 

 Vehicle Familiarisation 

 Vehicle Checks and Fault Reporting 

 Vehicle Maintenance and Servicing Schedules 

 Tyre and Fuel Management 

 Accident Reporting Procedure 

 Vehicle security including the Prevention of the Potential for Company Vehicles to be used in an 
Act of Terrorism  

 Breakdown and other Emergency Procedures 

 Mobile Phone Policy 

 Managing Fatigue Policy 
 
Notwithstanding the above Drivers will also be subject to: 
 
Eyesight Check at: 
 

 Pre-employment or start of a specific contract 

 6-monthly 

 After involvement in a blameworthy road traffic collision 
 
Driving Licence Checks based on Driver Risk e.g. 
 

 0–5 penalty points on the driving licence – six monthly checks 
 6–8 penalty points on the driving licence – quarterly checks 
 9 or more penalty points on the driving licence – monthly checks 

 
All Company Drivers will be required to participate in the FORS E-Learning Modules during their 
employment with the Company. The Fleet Manager will send out appointment times to undertake e-
learning modules. 
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Quick Look Guide 
 
Government and Industry advice is ever changing and constantly being updated due to new scientific 
evidence. See below guides and policy addendums on the latest Government issued advice on COVID-
19 Safety Measures. 
 
 

Date Topic / 
Concern 

New Rules / Changes Date of 
Change 

23rd June 2020 Social 
Distancing 

2m social distancing has now been changed to 1m-plus. 
 
People are still recommended to maintain the 2m distance 
where possible. 
 
For those who cannot physically maintain 2m (such as 
within certain venues or certain ways of working), a new 
1m-plus distance will be in effect, as long as other safety 
measures can be put into place to reduce transmission risk 
eg face coverings, screens, extra handwashing facilities 
etc. 
 

4th July 2020 

Group 
Meetings 

Members of 2 different households can meet with no 
maximum number of people. 
 
Limit of people meeting from more than 2 different 
households remains at 6 individuals. 
 
You can be in groups of up to 30 for life events (eg 
weddings). It is against the law to gather in groups larger 
than 30 people. 
 

Person 
Tracking 

Certain venues will be expected to collect and keep the 
contact details of visitors, so they can be traced in the 
event of a fresh local outbreak of the virus. 
 

Shielded 
Persons 
(Vulnerable 
People) 

Shielded individuals can meet with other individuals 
indoors, with distancing still in place. 
 

Shielded individuals can meet with up to 6 people 
outdoors and create a ‘support bubble’ with another 
household. 
 

6th July 2020 

 
Link to Information: https://www.gov.uk/government/publications/staying-alert-and-safe-social-
distancing/staying-alert-and-safe-social-distancing-after-4-july 
 
Please note that reference to the 2m social distancing is made within the remainder of this policy, 
as this is still the preferred distance, where possible. 
 

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing-after-4-july
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing-after-4-july
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Policy Brief and Purpose 
 
Electrification Construction Services (ECS) Ltd take the health and safety of our employees and 
contractors very seriously. With the spread of the coronavirus (COVID-19) a respiratory disease 
caused by the SARS-CoV-2 virus, we must remain vigilant in mitigating the outbreak. ECS Ltd is a 
proud part of the industry and in order to be safe and maintain operations, we have developed this 
Policy to be implemented, to the extent feasible and appropriate, throughout ECS Ltd and at all of 
our sites.  
 
This Policy includes the measures we are actively taking to mitigate the spread of coronavirus.  All 
employees and contractors, operatives, sub-contractors, consultants, visitors, clients, and others 
involved in our works are required to follow all these rules diligently, to sustain a healthy and safe 
workplace in this unique environment. It is important that we all respond responsibly and 
transparently to these health precautions.  
 
ECS Ltd has also identified a team of employees and contractors, consultants and experts to monitor 
the related guidance that the authorities in the UK continue to make available.  Therefore, this Policy 
is susceptible to changes with the introduction of additional governmental guidelines. If so, this Policy 
will be updated and distributed accordingly.  ECS Ltd may also amend this Plan based on operational 
needs. 
 
The health and safety requirements of any work activity will not be compromised at this time. If an 
activity cannot be undertaken safely, it will not take place.  
 
ECS Ltd understand that emergency services are also under great pressure and may not be able to 
respond as quickly as usual. This will be taken into consideration in the planning of work activities, 
first aid, fire and emergency responses 
 
ECS Ltd have in place effective arrangements for monitoring and reviewing our compliance with 
Government and industry guidance. Site Management will also remind the workforce at every 
opportunity of the Site Operating Procedures which are aimed at protecting them, their colleagues, 
families and other people that may be affected by our works. 
 
Alongside ECS Ltd’s safety arrangements, all ECS Ltd operations whilst working on site, will also follow 
the safety procedures and arrangements set out by The Principal Contractors and Clients and within 
their COVID-19 Management Policies. 
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What is Coronavirus / Key Control Measures? 
 
COVID-19 is a new illness that can affect your lungs and airways. It’s caused by a new (novel) 
Coronavirus virus called Coronavirus SARS-CoV-2. Current evidence suggests that the virus is 
significantly more infectious than the flu that circulates every winter. Viruses can be easily spread to 
other people and patients are normally infectious until all the symptoms have gone. COVID-19 may 
survive on surfaces for up to 72 hours. A combination of good personal hygiene and management of 
social distancing can protect from infection. This is at the core of this document. 
 
Symptoms of COVID-19 
 
Infection with the virus that causes COVID-19 can cause illness, ranging from mild to severe, and, in 
some cases, can be fatal. It can take anything from 2 days up to 14 days for symptoms of coronavirus 
to appear. They can be similar to the symptoms of cold and flu.  
 
Common symptoms of coronavirus include: 

- a fever (high temperature - 38 degrees Celsius or above) 
- a cough - this can be any kind of cough, not just dry 
- shortness of breath or breathing difficulties.  

 
For the complete list of symptoms, please refer to the HSE Website. Some people infected with the 
virus, so called asymptomatic cases, have experienced no symptoms at all. 
 
Ensuring no person with symptom attends site.  If these symptoms develop whilst on-site, it is 
imperative that the individual is instructed to go home immediately and call NHS 111.  If anybody 
becomes seriously unwell on-site, the emergency services should be contacted and the individual 
made as comfortable as possible, whilst maintaining social distancing measures, if possible. 
 
Anybody displaying symptoms must self-isolate and not attend site or work for 14 days. Also, any 
person living with someone who is self-isolating or awaiting a COVID-19 test or results must restrict 
their movements or attend work for 14 days. It should be noted that recent studies have suggested 
that COVID-19 may be spread by people who are not showing symptoms. 
 
How COVID-19 Spreads 
 
The virus that causes the COVID-19 disease is spread from people in fluid and in droplets scattered 
from the nose or mouth of an infected person when the person with COVID-19 coughs, sneezes or 
speaks.  The fluid or droplets land on objects and surfaces around the infected person.  Other people 
contaminate their hands by touching these objects or surfaces and then bring the virus into contact 
with their eyes, nose or mouth by touching them with their contaminated hands. COVID-19 can also 
spread if droplets from an infected person land directly on the mucous membranes of the eye, nose 
or mouth of a person standing close to them.  
 
While people are most likely to pass on the infection when they have symptoms, current information 
suggests that some infected people spread the virus to others prior to developing or displaying 
symptoms themselves. 
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Key Control Measures  
 
The following are key control measures, as specified by the HSE, the Construction Leadership Council 
and other relevant authorities, required for managing the spread of the virus on our construction 
projects: 
 
General Health 
 
Any individuals living with “at risk groups” as defined by the authorities, must consider if there is a 
heightened risk from attending work. 
 
Travel 
 
Anybody returning to the UK should refer to national advice issued by the authorities, including the 
Home Office. 
 
Hand Hygiene 
 
Ensuring that everyone is washing their hands regularly and thoroughly or sanitizing. ECS Ltd will 
ensure that sufficient facilities are provided and maintained to allow this to happen. 
 
Social Distancing 
 
Ensuring that all employees and contractors, operatives, sub-contractors, visitors and consultants 
maintain a 2-metre (2m) separation insofar as possible while working; when using welfare facilities 
including toilets, canteens, drying rooms etc; when signing in upon arrival at work and when 
participating in site inductions, daily briefings and toolbox talks.  ECS Ltd also promote social 
distancing when travelling to and from work via public transport or private and commercial vehicles, 
as well as in their daily lives, in order to limit exposure. 
 
Cough Etiquette / Respiratory Hygiene 
 
Ensuring that people cough / sneeze into sleeve or elbow, always cover up and dispose of tissues 
promptly and wash their hands. 
 
Cleaning 
 
Ensuring that all frequently touched objects and all surfaces that are regularly exposed / in the 
working area, are regularly cleaned and disinfected. 
 
These control measures are further elaborated within this document and all employees and 
contractors, operatives, sub-contractors, consultants, visitors, clients and others involved in our 
works are required to take personal responsibility and to ensure that they advise ECS Ltd and their 
respective employer of any symptoms immediately. 
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Health and Safety Documentation 
 
All project health and safety documentation has been reviewed to ensure that the documentation is 
aligned with the measures as outlined by the authorities and general / standard health and safety 
requirements, considering the constraints of COVID-19.  
 
ECS Ltd have documented a specific COVID-19 Plan for each project site in line with this Policy and in 
consultation with the Client for each project. The resulting information is included within the 
Construction Stage Health and Safety Plan for each project and considers and addresses the level(s) 
of risk associated with the project and tasks that are performed on site.  
 
On each project, ECS Ltd, in consultation with other contractors, will appoint COVID-19 Compliance 
Officer(s) as necessary depending on the size, scale and complexity of the project. 
 
The following are areas that sub-contractors are required to address, prior to returning to work on 
ECS Ltd sites. 
 
Insurance  
 
Before commencing activities onsite, sub-contractors are advised to contact their insurance broker 
or insurance advisor for direction. 
 
Safety Statement  
 
It is advised that sub-contractors review their Safety Statement and associated risk assessments, 
considering COVID-19. 
 
 

Risk Assessments / Method Statement (RAMS) 
 
Risk assessments and method statements for all work on site should be reviewed by all sub-
contractors  to address the risk of COVID-19 and the associated control measures required. Particular 
emphasis will be required on ‘closeworking’, i.e. where persons work within 2m of each other (2m 
being the HSE recommended separation for social distancing). 
 
Daily Briefings Documents 
 
ECS Ltd have updated briefing documents such as Daily Safe Starts, Task Briefings, Toolbox Talks and 
other equivalent documents to reference COVID-19 and specifically social distancing and hand 
hygiene.  Sub-contractors are required to ensure that they and their operatives familiarise 
themselves with all site procedures and attend all site briefings when requested. 
 
Induction 
 
ECS Ltd will require all employees and contractors, visitors, clients and others involved in our works 
to attend the updated site induction prior to commencing work on-site or carrying out any surveys 
or visits.  This will be provided upon arrival at site and all site operatives will be required to complete 



 
COVD-19 Policy & Guidance – Site Operations – Sept 2020 

Page | 7  

 

a pre-commencement questionnaire and all visitors will be required to fill out the pre-arrival 
questionnaire. 
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Site Management 
 
Site Management and Supervision 
 
For the purposes of this Policy, anyone with management and supervisory responsibilities is classified 
as Site Management. 
 
Responsibilities of Site Management for COVID-19 
 
ECS Ltd Site Management must risk assess and manage safety and health hazards in the workplace. 
In the context of the application of the requirements of this Policy, responsibilities include managing 
and instructing site operatives and sub-contractors on the various control measures and compliance. 
 
Agility 
 
ECS Ltd will request all project teams to stay agile as new information comes available that may 
change our approach in procedures, processes or PPE. 
 
Pre-Planning for works 
 
Site Management are responsible for ensuring that all personnel on site, including sub-contractor 
management / staff have been made aware of the specific requirements of the site specific 
Construction Phase Plan. Specifically: 

- To ensure that a member(s) of the management team is appointed as the C-19 Compliance 
Officer. 

- To ensure that appropriate personnel from the sub-contractors are appointed as C-19 
Compliance Officer(s). 

- That the Site Induction has been undertaken by all site personnel when arriving on the site. 
Ensuring that non-compliant personnel are not permitted on site. 

- That all individuals returning to site have completed a COVID-19 Questionnaire / self 
declaration. This must be completed and submitted by each individual at least 2 days in 
advance of returning to site.  The questionnaire is designed to seek confirmation that the 
individual has no symtoms of COVID-19 and is not awaiting a COVID-19 test or results. 

- The inclusion of COVID-19 as a hazard in all sub-contractor Risk Assessment and Method 
Statements (RAMS) for their work activities. 

- To ensure that the RAMS are effectively reviewed, approved and communicated. 
- To ensure that all site facilities are sufficient to allow for the social distancing and hygiene 

requirements as detailed within this Policy and to take appropriate immediate action where 
they are not. 

 
On-Site 
 
ECS Ltd Site Management responsibility includes assessing various work scenarios to ensure that the 
key requirements such as worker distancing and hygiene/PPE controls are being implemented. This 
may involve discussions with the project Client and the Principal Designer. It will involve conducting 
regular site walks and inspections. ECS Ltd will encourage, where possible, the continuity of sub-
contractors and their operatives for ease of contact tracing purposes. 
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All ECS Ltd site operatives must also ensure they follow specific prodecures set to them by The 
Principal Contractors and Clients. 
 
Site Workers 
 
It is vital that each operative and sub-contractor knows how to work safely during this period and 
understands the requirements of their task specific RAMS. Site Management will coach and guide 
workers during the workday to ensure that they are fully compliant with the requirements. 
 
All ECS Ltd site operatives must also ensure they follow specific prodecures set to them by The 
Principal Contractors and Clients. 
 
Management Approach 
 
ECS Ltd Site Management’s main priority is ensuring that this Policy and the site specic Construction 
Phase Plan is implemented at all levels and at all times with the cooperation of all stakeholders – 
Clients, the Principal Designer, sub-contractors, operatives, suppliers and consultants. 
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Practical Arrangements 
 
Travelling to Site 
 
Where a worker exhibits any signs of COVID-19 or has been exposed to a confirmed case, they must 
not travel to work.  Wherever possible, individuals should travel to site alone using their company 
vehicle or their own means of transport. 
 
Where public transport is the only option, then regular toolbox talks outlining how to reduce the 
possibility of infection will be provided by Site Management. 
 
If individuals have no option but to share transport: 

- Journeys should be shared with the same individuals and with the minimum number of people 
at any one time. 

- Good ventilation (i.e. keeping the windows open) and facing away from each other may help 
to reduce the risk of transmission. 

- The vehicle should be cleaned regularly using gloves and standard cleaning products, with 
particular emphasis on handles and other areas where passengers may touch surfaces. 

- Face coverings should be worn. 
 
It is also important to understand the following guidelines by which individuals should or should not 
travel to work as outlined below. 
 

Social distancing  All operatives in the construction industry should follow the guidance on 
staying alert and safe.  

Self-isolation  Anyone who either has a high temperature or a new persistent cough or 
is within 14 days of the day when the first member of their household 
showed symptoms of Coronavirus (Covid-19) should not come to site, 
but must follow the guidance on self-isolation. 

Person at increased 
risk  

Anyone who is clinically vulnerable to Coronavirus (Covid-19) is advised 
to stay at home as much as possible and if they do go out, take particular 
care to minimise contact with others outside their household. 

Persons defined on 
medical grounds as 
extremely 
vulnerable  

Anyone identified as extremely clinically or extremely vulnerable will be 
advised by their health authority and must follow the guidance on 
shielding and protecting people who are clinically extremely vulnerable 
from Covid-19. 

Living with a person 
in one of the above 
groups  

Anyone living with a person who is at increased risk of severe illness, or 
an extremely vulnerable person who is shielding from Coronavirus 
(Covid-19), should stringently follow the guidance on social distancing 
and minimise contact outside the home. 

If someone falls ill  If a worker develops a high temperature or a persistent cough while at 
work, they should: 

- Ensure their manager or supervisor is informed 
- Return home immediately 
- Avoid touching anything 
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- Cough or sneeze into a tissue and put it in a bin, or if they do not 
have tissues, cough and sneeze into the crook of their elbow. 

They must then follow the guidance on self-isolation and not return to 
work until their period of self-isolation has been completed. 

 
ECS Ltd Site Management will ensure that the following arrangements are in place on site: 

- Parking arrangements for additional cars / vans and bicycles. 
- Providing hand cleaning facilities at entrances and exits. This will be soap and water wherever 

possible or hand sanitiser if water is not available. 
- How someone taken ill would get home. 

 
Social Distancing in Vehicles 
 
Social distancing is advised when travelling in vehicles to/from work and when in site vehicles and 
operating mobile plant. 
 
Suggested arrangements are as follows: 

- Single occupancy of vehicles is preferable. 
- Sit as far apart as the vehicle allows. 

 
The following infographic shows the recommended maximum road vehicle occupancy as detailed 
within the industry guidance. 
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Other Control Measures for Vehicle Use 
 
Individuals should not enter a work vehicle with others if they have any symptoms or have had 
contact with a confirmed case of COVID-19. 
 
ECS Ltd guidance for minimising the potential transmission of COVID-19 are as detailed within the 
industry guidance: 

- Requesting all individuals to use personal transport to reduce numbers travelling in work 
vehicles. 

- It is advisable to limit the “churn” of people travelling together (i.e. try to ensure the same 
individuals travel and work together day after day). 

- When entering (and leaving) all vehicles the driver should clean all common areas that are 
liable to be touched including the external door handles, keys and other internal furnishings. 

- Keep windows at least partially open. 
- Keep personal items (PPE, clothes, lunch boxes etc.) separate. 
- Wiping/cleaning down of contact points should be done using antibacterial wipes or a wet 

cloth with soap application, or equivalent. 
- Dispose of used wipes/cleaning materials in a designated bin/sealed bag and wash hands for 

at least 20 seconds. 
- If availing of public transport, sit down to minimise contact with frequently touched surfaces, 

handles, roof straps, isolation bars etc. 
- Carry hand sanitiser (at least 60% alcohol) and use it regularly throughout your journey. 

 
Site Access and Egress Points 
 
The potential for cross contamination is higher at site entry and exit points and where there are high 
levels of surface contact points such as in welfare areas, site walkways, stairs access etc. 
 
ECS Ltd will adhere to the following guidance: 

- Stop all non-essential visitors to sites. 
- Staggered start and finish times to reduce congestion and contact at all times. 
- All site access and egress points will be configured to enable social distancing. 
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- Having multiple entry points depending on site numbers and if it is feasible at the particular 
site. 

- Site Sign-In Supervisors to record all names rather than having multiple persons signing-in 
using shared pen/booklet. 

- The introduction of one-way systems, where possible whilst maintaining safe routes of egress 
in the event of an emergency. 

- Allowing plenty of space between people waiting to enter site. 
- The use of signage, such as floor markings, to ensure 2 metre distance is maintained between 

people when queuing and reminding individuals not to attend site if they have symptoms of 
Coronavirus (Covid-19) and to follow guidelines. 

- Remove or disable entry systems that require skin contact (e.g. fingerprint scanners). 
- Require all workers to wash their hands for 20 seconds using soap and water when entering 

and leaving the site. 
- Regularly clean common contact surfaces, particularly during peak flow times. 
- Reduce the number of people in attendance at site inductions and consider holding them 

outdoors wherever possible. 
- Where loading and offloading arrangements on site will allow it, drivers should remain in their 

vehicles. Where drivers are required to exit their vehicle, they should wash or sanitise their 
hands before handling any materials. 

- Have arrangements in place for monitoring compliance. 
 
The following infographics have been taken from the industry guidance. 
 
Site Sign-In Supervisors 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
COVD-19 Policy & Guidance – Site Operations – Sept 2020 

Page | 14  

 

Controlled Site Access 
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Hygiene 
 
Good hygiene and hand washing 
 
ECS Ltd have provided the following guidance and all site personnel should follow this advice and 
encourage others to follow this advice too. 
 
ECS Ltd will: 

- Allow regular breaks to wash hands 
- Provide additional hand washing facilities (e.g. pop ups) to the usual welfare facilities, 

particularly on a large spread out site or where there are significant numbers of personnel on 
site, including plant operators 

- Ensure that adequate supplies of soap and fresh water are readily available and kept topped 
up at all times 

- Provide hand sanitiser (minimum 60% alcohol based) where hand washing facilities are 
unavailable 

- Regularly clean the hand washing facilities 
- Provide suitable and sufficient rubbish bins for hand towels with regular removal and disposal. 

 
Toilet Facilities 
 
ECS Ltd will: 

- Restrict the number of people using toilet facilities at any one time and use signage, such as 
floor markings, to ensure 2 metre distance is maintained between people when queuing. 

- Enhance the cleaning regimes for toilet facilities, particularly door handles, locks and the toilet 
flush 

- Portable toilets will be cleaned and emptied more frequently 
- Provide suitable and sufficient rubbish bins for hand towels with regular removal and disposal. 

 
Eating and Rest Areas 
 
Whilst there is a requirement for construction sites to provide a means of heating food and making 
hot drinks, a pandemic is an exceptional circumstance and workers attending site canteens should 
be advised where possible to bring a packed lunch and flask to help eliminate transmission points on 
microwaves and water pour points etc. 
 
In addition, ECS Ltd will: 

- Increase the number or size of facilities available on site if possible. 
- Ensure that the capacity of each canteen or rest area is clearly identified at the entry to each 

facility, and where necessary, Site Management will supervise compliance with social 
distancing measures. 

- Stagger break times to reduce congestion and contact at all times 
- Ensure that drinking water facilities provided will have enhanced cleaning measures of the 

tap mechanism introduced. 
- Ensure the frequent cleaning of surfaces that are touched regularly, using standard cleaning 

products e.g. kettles, refrigerators, microwaves 
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- Ensure that hand cleaning facilities or hand sanitiser are available at the entrance to any room 
where people eat and should be used by workers when entering and leaving the area. 

- Ensure that a distance of 2 metres is maintained between users wherever possible. Seating 
and tables will be reconfigured to reduce face to face interactions. 

- Ensure that crockery, eating utensils, cups etc. are not be used unless they are disposable or 
for individual use only and washed and dried between use. 

 
Changing Facilities, Showers and Drying Rooms 
 
ECS Ltd will: 

- Consider increasing the number or size of facilities available on site if possible 
- Based on the size of each facility, determine how many people can use it at any one time to 

maintain a distance of two metres 
- Restrict the number of people using these facilities at any one time 
- Introduce staggered start and finish times to reduce congestion and contact at all times 
- Introduce enhanced cleaning of all facilities throughout the day and at the end of each day 
- Provide suitable and sufficient rubbish bins in these areas with regular removal and disposal. 

 
Cleaning to Prevent Contamination  
 
ECS Ltd will ensure that enhanced cleaning procedures are be in place across all sites to prevent cross 
contamination, particularly in communal areas and at touch points including: 
 

- Taps and washing facilities 
- Toilet flush and seats 
- Door handles and push plates 
- Handrails on staircases and corridors 
- Lift and hoist controls 
- Machinery and equipment controls 
- All areas used for eating thoroughly cleaned at the end of each break and shift, including 

chairs, door handles, vending machines, food preparation and eating surfaces. 
- Communications equipment 
- Keyboards, photocopiers and other office equipment 
- Rubbish collection and storage points increased and emptied regularly throughout and at the 

end of each day 
- Regular cleaning of site welfare facilities, handrails and touch points undertaken. 

 
Tools, Equipment and Plant 
 
To prevent cross-contamination, ECS Ltd will ensure, where possible, that: 

- All tools and equipment are properly sanitised to prevent cross contamination. 
- Arrangements are in place for one individual to use the same tool, equipment and plant as 

much as possible.  
- Cleaning material will be made available for all tools, plant and equipment to be wiped down 

with disinfectant between each user, where it is not possible for that tool, equipment or plant 
to be used by only one person. 
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- Organise work practices to eliminate or reduce transmission points and coach site personnel 
on the same. 

- Cabs and touch points of site vehicles and plant (MEWPS, Excavators, Cranes, etc.) are 
thoroughly cleaned and a cleaning regime by plant operatives maintained daily. 

 
Disposable gloves  
 
Following the industry guidance, ECS Ltd advise all individuals to not wear disposable gloves in place 
of washing hands. The virus can get on gloves in the same way it gets on hands. Also, hands can 
become contaminated when when gloves are taken off.  
 
Disposable gloves are worn in medical settings. They are not as effective in daily life. Wearing 
disposable gloves can give a false sense of security.  
 
A person might potentially: 

- sneeze or cough into the gloves - this creates a new surface for the virus to live on 
- contaminate themselves when taking off the gloves or touching surfaces 
- not wash their hands as often as they need to and touch their face with contaminated gloves. 

 
Face Masks 
 
Following the guidance issued by the authorities, it is considered that using masks is unlikely to be of 
any benefit if the wearer is not sick. Sick people will be advised by their doctor when to use a mask.  
 
Current guidelines from the HSE do not recommend the wearing of face masks and/or the 
undertaking of temperature testing at work; the preferred approach is to ensure social distancing 
and good hygiene measures.  
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Social Distancing 
 
Refer to ‘Quick Look Guide’ for the latest Government advice. 
 
What is social distancing?  
 
Social distancing, or physical distancing, is a set of interventions or measures taken to prevent the 
spread of a COVID-19 by maintaining a physical distance between people and reducing the number 
of times people come into close contact with each other. In order to slow the transmission rate of 
COVID-19, a social distancing of 2m is recommended by the HSE. 
 
Work Planning to Avoid Close Working 
 
In line with guidance from the authorities, where the social distancing guidelines cannot be followed 
in full in relation to a particular activity, ECS Ltd have considered whether that activity needs to 
continue for the business to operate, and, if so, take all the mitigating actions possible to reduce the 
risk of transmission between staff.  
 
All ECS Ltd sites and work will be planned and organised to avoid crowding and minimise the risk of 
spread of infection by following the guidance and the arrangements contained within this Policy.  
 
Site Management will remind the workforce (e.g. at daily briefings) of the specific control measures 
necessary to protect them, their colleagues, families and others that they may come into contact 
with.  
 
Hierarchy of Controls  
 
For all activities that mean that individuals are not able to work whilst maintaining a two metre 
distance, the work process will be risk assessed using the hierarchy of controls below, as detailed by 
the Construction Leadership Council, and against all other sector-specific guidance.  The results of 
risk assessments will be shared with the workforce. 
 

Eliminate - Workers who are unwell with symptoms of Coronavirus (Covid-19) 
should not travel to or attend the workplace. 

- Rearrange tasks to enable them to be done by one person, or by 
maintaining social distancing measures (2 metres) 

- Avoid skin to skin and face to face contact 
- Stairs should be used in preference to lifts or hoists and consider one 

ways systems 
- Consider alternative or additional mechanical aids to reduce worker 

interface 
Site Meetings 

- Only absolutely necessary meeting participants should attend 
- Attendees should be at least two metres apart from each other 
- Rooms should be well ventilated / windows opened to allow fresh 

air circulation 
- Consider holding meetings in open areas where possible 
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Reduce Where the social distancing measures (2 metres) cannot be applied: 
- Minimise the frequency and time individuals are within 2 metres of 

each other 
- Minimise the number of individuals involved in these tasks 
- Individuals should work side by side, or facing away from each other, 

rather than face to face 
- Lower the capacity of lifts and hoists to reduce congestion and 

contact at all times 
- Regularly clean common touchpoints, doors, buttons, handles, 

vehicle cabs, tools, equipment etc. 
- Increase ventilation in enclosed spaces 
- Individuals should wash their hands before and after using any 

equipment 

Isolate Keep individuals: 
- Together in teams e.g. do not change people within teams 
- In teams that are as small as possible 
- In each team, away from other workers where possible 

Control - Introduce an enhanced authorisation process 
- Provide additional supervision to monitor and manage compliance 

PPE Sites should not use RPE for Coronavirus (Covid-19) where the two metre 
social distancing guidelines are met. 

- Coronavirus (COVID-19) needs to be managed through social 
distancing, hygiene and the hierarchy of control and not through the 
use of PPE 

- Workplaces should not encourage the precautionary use of extra 
PPE to protect against Coronavirus (COVID-19). 

Behaviours The measures necessary to minimise the risk of spread of infection rely on 
everyone in the industry taking responsibility for their actions and 
behaviours. 
 
ECS Ltd encourage an open and collaborative approach between Site 
Management, operatives and sub-contractors on site where any issues can 
be openly discussed and addressed. 

 
To assist with social distancing, ECS Ltd will ensure the following for each site:  

- A one-way system on access routes throughout the site where possible. 
- Increasing access points where possible - this may help establish a one-way system.  
- Where a one-way system is not possible, consider widening pedestrian routes so social 

distancing can be maintained on main site walkways. 
- Providing marked up walkways where possible so that these can help give an indication of 

what 2-metre spacing looks like. 
 
Close Working 
 
ECS Ltd have considered guidance provided by the authorities relating to particular risks associated 
with Covid-19 for short-term work that must be completed where individuals are less than 2 metres 
apart (<2m).  The following section details our arrangements for this. 
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Elimination of Close Working 
 
Elimination of close working is preferable and should be the first choice for all works, where possible. 
 
Site Management and sub-contractors requesting operatives to work closer together than 2m will 
ensure that that all other available options have been explored first and that all arrangements are 
documented within the RAMS for that particular activity. 
 
ECS Ltd consider the following as the stages of the construction process where tasks involving 
working within 2m can be eliminated /mitigated.  All sub-contractors should also follow this guidance 
when planning and assessing works on site: 

- Design – sections of materials are: 
o 2.5m long or longer OR 
o Materials can be installed by an individual (lightweight/ fixings are simplified 
o Mechanical means for lifting and access can be used while keeping construction 

personnel more than 2m apart. 
- Planning for work: RAMS / Planning / Sequencing / Coordination / Communication – All tasks 

should be planned in advance and a Safe System of work established that follows the 
hierarchy of controls and eliminates, where possible, individuals working within 2m of each 
other. 

- RAMS must consider elimination of work within 2m as the first priority. Where this is not 
possible the RAMS must detail the control measures for individuals working closer than 2m 
apart on the task. 

 
Where tasks cannot be performed without individuals working within 2m of each other, the following 
requirements must be followed: 

- No worker has symptoms of COVID-19. 
- The close contact work cannot be avoided. 
- PPE is present in line with the RAMS / Risk Assessment (full face shield etc). 
- An exclusion zone for that work will be set up pre-task commencement. 
- Prior to donning appropriate work gloves, personnel shall wash / sanitise their hands 

thoroughly 
 
Following assessment that the task has to be completed within the 2m zone, and review of controls, 
Site Management will issue a permit for that task or activity.  This will aid in contact tracing, should 
the need arise. 
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Gang and Shift Safety 
 

Temperature Checks 
 
ECS Ltd Management have arranged that each gang (roughly 8 people) will approach the 
‘temperature check van’ at a time, to prevent mixing gangs of operatives and minimizing exposure. 
 
Temperature checks will be conducted at the start of each shift. Anyone who presents with a high 
temperature will be sent home and advised to self-isolate and gain medical advice. 
 
 

Self-Questionnaire and Declaration 
 
Prior to each block of shifts (usually 4 shifts per week), each ECS Ltd operative is required to complete 
a COVID-19 Self Questionnaire. This is to establish whether they have had any symptoms or been in 
contact with any who has symptoms or been identified as a confirmed case. 
 
 

Personal Protective Equipment Procedures 
 
Whilst working with Mobile Elevated Work Platforms, which will usually consist of two operatives 
within the cage, each operative will be required to wear a face mask during this close working period.  
 
Hands are also to be sanitised regularly whilst close working. 
 
PPE Policy 
 
The procedure for wearing PPE is as follows: 
 

1) Putting PPE on: 
 

a) Put mask on 
b) Sanitise hands 
c) Put gloves on 

 
2) Removing PPE: 

 
a) Remove gloves 
b) Remove mask 
c) Sanitise hands 

 
This is to ensure that there is no contamination when putting on or removing PPE. 
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First Aid and Emergency Service Response 
 
COVID-19 infects people through contact with the mucous membranes. First Aiders must think of 
these as being the mouth, nose and eyes. It does not infect through the skin. 
 
The greatest element of risk for a First Aider is transfer of the virus to the mucous membranes by 
contact of contaminated hands (including contaminated gloved hands) with the eyes, nose or mouth.  
The key interventions to manage this risk are to minimise hand contamination, avoid touching your 
face and clean your hands frequently with soap and water or alcohol-based hand gel. 
 
As the primary responsibility of a First Aider is to preserve life, first aid should be administered if 
required and until the emergency services attend.  If, as a First Aider, you can avoid close contact 
with a person who may require some level of first aid, do so. This, of course, will not be possible in 
the event of having to provide emergency lifesaving measures such as an incident of cardiac arrest, 
heart attack, choking, stroke. 
 
ECS Ltd will ensure that when planning site activities, the provision of adequate first aid resources is 
determined, documented and communicated to all relevant parties on site. 
 
Emergency plans, including contact details, will be kept up to date and consideration will also be 
given to potential delays in emergency services response, due to the current 
pressure on resources. 
 
Where possible, ECS Ltd will consider preventing or rescheduling high-risk work or providing 
additional competent first aid or trauma resources. 
 
Key Control Measures for ensuring the adequate provision of First Aid and Emergency Response will 
be as follow: 

- Standard infection control precautions are to be applied when responding to any first aid 
incident in the workplace. Hand washing with warm water and soap or an alcohol-based hand 
gel must be performed before and after providing any first aid treatment. 

- Any person presenting with symptoms consistent with COVID-19 should be treated as a 
suspected case. 

- In such cases, move the individual to a first aid room / isolated room to minimise the risk of 
infection to others. 

- Only one First Aider is to provide support / treatment, where practical. 
- Additional PPE (enclosed eye protection and FFP3 mask if available) should be worn by First 

Aiders when responding to all first aid incidents where close contact cannot be avoided. 
- A mask should also be available to give to the individual receiving the first aid, if they are 

displaying symptoms consistent with COVID-19, to limit droplet dispersion. 
- If you suspect a person has experienced a cardiac arrest, do not listen or feel for breathing by 

placing your ear and cheek close to the person’s mouth. If you are in any doubt about 
confirming cardiac arrest, the default position is to start chest compressions only until help 
arrives. To iterate the point, a person in cardiac arrest should have compression only CPR 
applied. 
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- For persons with minor injuries (cuts, abrasions, minor burns) - where practical, a First Aider 
should avoid close contact and advise the injured party what steps to take in treating their 
injury. 

- No reusable equipment should be returned to service without being cleaned /disinfected 
appropriately.  

 
PPE Requirements  
 
ECS Ltd will ensure that the following PPE is available for responding to first aid incidents:  

- Disposable gloves (nitrile/latex) 
- FFP3 or FFp2 Face masks  
- Disposable plastic aprons 
- Enclosed eye protection  

The First Aider must ensure that the mask covers both the mouth and nose and is fitted correctly to 
create an adequate seal to the face. Following first aid treatment, disposable PPE and any waste 
should be disposed of appropriately and reusable PPE cleaned / disinfected thoroughly.  
 
First Aiders should wash hands thoroughly with warm water and soap before putting on and after 
taking off PPE.  
 
Site Management and First Aiders must ensure that all PPE stock is replenished as appropriate.  
 
Management of Meetings and Site Surveys 
 
All meetings, where possible, are to be conducted virtually using on-line systems for remote meetings 
unless it is absolutely necessary to meet face-to-face or to attend site to conduct investigative work 
and surveys. 
 
In these circumstances, ECS Ltd will ensure that only the necessary people will attend site and that 
the meetings are as small as possible ensuring the mandatory 2m distance apart. The meeting time 
should be kept as brief as possible. 
 
Additionally, where site surveys need to be conducted and the site environment allows it, the 
surveyor / consultant should arrange for access to the site and conduct the survey alone.  In any 
circumstances, the 2m social distancing guidelines must be followed when on-site. 
 
When site meetings are required, only the absolutely necessary participants should attend; 
attendees should be 2m apart from each other; rooms should be well ventilated to allow fresh air 
circulation and consideration should be given to holding meetings in open areas where possible. 
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Management of Deliveries 
 
ECS Ltd Site Management will: 

- Ensure that all delivery transactions enforce physical distancing. 
- Agree a delivery protocol with suppliers and waste removal companies. 
- All deliveries must be planned with allocated times for collections / appointments / deliveries. 
- Make arrangements for paperless delivery acceptance and acknowledgements with suppliers 

to ensure materials management and material reconciliations are accurate. 
- ensure that hand washing facilities are available in convenient to set down and goods inward 

locations. 
- ensure there are appropriate sanitising arrangements at points of site access, egress and set 

down areas for raw materials and stock. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
COVD-19 Policy & Guidance – Site Operations – Sept 2020 

Page | 25  

 

COVID-19 Compliance Officer 
 
ECS Ltd will ensure that a COVID-19 Compliance Officer is appointed for each project site.  We 
understand that it is important that the right candidate is appointed/ selected as a COVID-19 
Compliance Officer. Projects will be assessed to determine how many COVID-19 Compliance Officers 
are required depending on size, environment, number of personnel and the work activity to be 
monitored.  
 
Social distancing compliance is the responsibility of everyone. A backup must be available in the event 
of a COVID-19 Compliance Officer going on training, annual leave or being off sick. Details of the 
assigned COVID-19 Compliance Officer will be communicated at site induction, site briefings and on-
site safety notice boards. 
 
Role of a COVID-19 Compliance Officer 
 
The role of a COVID-19 Compliance Officer is to monitor day to the site activities to ensure social 
distancing and hygiene rules are being maintained to protect health and reduce the spread of the 
COVID-19 virus. 
 
COVID-19 Compliance Officers are key personnel and should be clearly identifiable on-site with a 
distinguishable hi-vis vest. 
 
The person undertaking the role will receive training in what the role will entail. 
 
Ensuring compliance to the 2m social distancing rule and good hygiene is not the sole responsibility 
of the COVID-19 Compliance Officer. Their role is supported by all Site Management, sub-contractors 
and their details must be communicated to all individuals on-site. 
 
The COVID-19 Compliance Officer must not put themselves at risk while carrying out their duties and 
they will be provided with the support structure and framework within the organisation to be 
effective in preventing the spread of COVID-19.  This structure will be regularly audited and managed 
to ensure it works and protects all onsite. Failure to take it seriously could result in an outbreak of 
COVID-19 onsite. 
 
Responsibilities of a COVID-19 Compliance Officer  
 
ECS Ltd understand that the guidance details that the COVID-19 Compliance Officer’s responsibilities 
and duties fall broadly into the following categories: 

- Proactive day to day duties 
- Reactive emergency duties 

 
The proactive day to day duties of a COVID-19 Compliance Officer are as follow: 

- Ensure that all personnel onsite complete relevant COVID-19 Questionnaires / Declarations. 
- Being a constant onsite presence to monitor compliance with social distancing of 2 metres 

between all personnel onsite (with the exception of planned close working). In instances 
where there is non-conformance with social distancing the COVID-19 Compliance Officer is to 
intervene. 
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- Maintain a log of regular monitoring of COVID-19 controls on site. 
- Ensure there is sufficient up to date signage erected onsite to educate all personnel about the 

COVID-19 controls on site. 
- At all times promote and coach good hygiene practices to all personnel onsite. 
- Ensure regular cleaning of welfare facilities, handrails, door handles, etc. is undertaken. 
- Ensure hand wash liquid/soap and hand sanitisers are replenished as required. 
- Check hot water and hand drying facilities are available onsite. 
- Make representations to site management with regards any COVID-19 concerns raised by site 

personnel to the COVID-19 Compliance Officer. 
- Ensure site personnel are adhering to staggered break time schedules and limiting numbers 

in canteens, drying rooms and smoking areas cognisant of the 2-metre social distancing 
guideline. 

-  Ensure site personnel leaving site at designated breaks remove their site PPE and continue 
to adhere to social distancing guidelines. 

- Report any areas of non-compliance to site management and ensure these are addressed. 
- Consider provision of additional controls for exceptional circumstances 
- Keep up to date on HSE guidelines. 
 

While the main role of the C-19 Compliance Officer is to prevent the spread of COVID-19 onsite, there 
is the potential where an individual onsite may experience COVID-19 symptoms and where the 
COVID-19 Compliance Officer needs to react. 
 
The Reactive COVID-19 Compliance Officer duties are as follow: 

- Informing site management if there is a confirmed case or if they have been made aware of 
an individual with COVID-19 symptoms. 

- Isolating an individual with symptoms in an isolation room/segregated area away from other 
personnel. 

- Following site protocol for individuals with COVID-19 symptoms. (i.e. send home, inform them 
to contact GP). 

- Assisting in contact tracing should there be a confirmed case of COVID-19. 
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Cases on Site 
 
Suspected COVID-19 Cases On-site 
 
If there is a suspected COVID-19 Case on-site, or if an operative or individual on site becomes unwell 
and believe they have been exposed to COVID-19, ECS Ltd will follow the guidance detailed by the 
authorities, as below: 

- If someone becomes unwell in the workplace with symptoms such as cough, fever, difficulty 
breathing, the unwell person should be removed to an area which is at least 2 metres away 
from other people.  If possible, a room or an area must be found where they can be isolated 
behind a closed door.  If it is possible to open a window, do so for ventilation. Request that 
the individual wear a face mask to prevent contamination of area and close by personnel. 

- The individual who is unwell should call their doctor and should outline their current 
symptoms. Whilst they wait advice, ideally, they should be in isolation or as a minimum 
remain at least 2 metres from other people. They should avoid touching people, surfaces and 
objects and be advised to cover their mouth and nose with a disposable tissue when they 
cough or sneeze and put the tissue in a bag or pocket then throw the tissue in the bin. If they 
don’t have any tissues available, they should cough and sneeze into the crook of their elbow. 
If they need to go to the bathroom whilst waiting for medical assistance, they should use a 
separate bathroom if available. 

- Closure of the workplace is not recommended. 
- Site Management may be contacted by the health authorities to discuss the case, identify 

people who have been in contact with them and advised on any actions or precautions that 
should be taken. 

- A risk assessment of each setting may be undertaken by with the health authorities with the 
lead responsible person. Advice on the management of staff and members of the public will 
be based on this assessment. The health authorities will also be in contact with the affected 
individual directly to advise on isolation and identifying other contacts and will be in touch 
with any of these contacts of the case to provide them with the appropriate advice. 

 
Confirmed COVID-19 Cases On-site 
 
If a confirmed case is identified on-site, the health authorities will provide ECS Ltd with advice, which 
will then be provided to all relevant personnel. 
 
These personnel include: 

- Any individual in close face-to-face or touching contact 
- Any individual talking with or being coughed on for any length of time while the affected 

individual was symptomatic 
- Anyone who has cleaned up any bodily fluids 
- Anyone in close friendship groups or workgroups 
- Anyone living in the same household as a confirmed case 

 
Those who have had close contact will be asked to stay at home for 14 days from the last time they 
had contact with the individual with the confirmed case and follow the home isolation guidance. 
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All individuals advised to self-isolate will be actively followed up by the health authorities and if they 
develop new symptoms or their existing symptoms worsen within their 14-day observation period 
they should call their doctor for reassessment. 
 
Any individuals who have not had close contact with the individual originally confirmed as a positive 
case do not need to take any precautions and can continue to attend work. 
 
Close contact is defined by the HSE as spending more than 15 minutes face-to-face contact within 2 
metres of an infected person, living in the same house or shared accommodation as an infected 
person. 
 
Return to Work Process 
 
ECS Ltd have consulted the relevant authorities and have adopted the following guidance for all 
individuals returning to work in the event of them either being a suspected / confirmed case of 
COVID-19 or a known “close contact” of an individual who is a confirmed or suspected case.  This 
protocol must be followed to ensure they are fit to return to work by means of self-declaration. 
 
Their Fitness for Work will be considered from two perspectives: 

- Does their illness pose a risk to the individual themselves in performing their work duties? 
- Does their illness pose a risk to other individuals in the workplace? 

 
The following steps will be followed, in line with current public health advice: 

- Any worker who has displays symptoms consistent with COVID-19 must stay away from work, 
self-isolate and contact their GP by phone as part of the triage process. 

- They must also notify ECS Ltd and their Employer. An individual will be classified as either a 
suspected or confirmed case, based on HSE decision to test or the outcome of  that test. 

- An individual who is a known close contact with a confirmed or suspected case may be 
contacted by the health authorities through any relevant contact tracing process. Advice 
regarding self-isolation for a period of 14 days since their last “close contact” with a 
confirmed/suspected case must be followed. 

- An individual must only return to work if deemed fit to do so and upon approval of their 
medical advisor and having coordinated with ECS Ltd Management. 

- When an individual is symptom-free and are deemed fit to return to work, the key criteria 
are: 

o 14 days since their last “close contact” with a confirmed/suspected case and where 
they have not developed symptoms in that time, or 

o 14 days since the onset of their symptoms and 5 days since their last fever (high 
temperature), or 

o They have been advised by a GP / healthcare provider that they can return to work. 
- ECS Ltd Site Management should confirm the relevant criteria above with the individual and 

write down their responses. 
 
Cleaning Spaces with Suspected / Confirmed Cases 
 
ECS Ltd are aware that it is recommended that cleaning an area with disinfectant after a suspected 
coronavirus (COVID-19) case has left will reduce the risk of passing the infection on to other people 



 
COVD-19 Policy & Guidance – Site Operations – Sept 2020 

Page | 29  

 

 
Where possible, an area may be kept closed and secure until 72 hours has passed for cleaning as the 
amount of virus living on surfaces will have reduced significantly by 72 hours. 
 
For cleaning purposes, the responsible personnel will wear a face mask, disposable or washing up 
gloves. These, along with any waste materials from the area, should be double-bagged, then thrown 
away in the regular rubbish after cleaning is finished 
 
The cleaning protocol will be: 

- Using a disposable cloth, first clean hard surfaces with warm soapy water. Then disinfect 
these surfaces with the cleaning products you normally use. Pay particular attention to 
frequently touched areas and surfaces, such as bathrooms, grab-rails in corridors and 
stairwells and door handles. 

- If an area has been heavily contaminated, such as with visible bodily fluids, from a person 
with coronavirus (COVID-19), consider using protection for the eyes, mouth and nose, as well 
as wearing gloves and an apron. 

- Wash hands regularly with soap and water for 20 seconds, and after removing gloves, aprons 
and other protection used while cleaning. 

- Use disposable cloths or paper roll and disposable mop heads, to clean all hard surfaces, 
floors, chairs, door handles and sanitary fittings, following one of the options below: 

o use either a combined detergent disinfectant solution at a dilution of 1,000 parts per 
million available chlorine or 

o a household detergent followed by disinfection (1000 ppm av.cl.). Follow 
manufacturer’s instructions for dilution, application and contact times for all 
detergents and disinfectants or 

o  if an alternative disinfectant is used within the organisation, this should be checked 
and ensure that it is effective against enveloped viruses. 

- Avoid creating splashes and spray when cleaning.  
- Any cloths and mop heads used must be disposed of and should be put into waste bags as 

outlined below. 
- When items cannot be cleaned using detergents or laundered, for example, upholstered 

furniture and mattresses, steam cleaning should be used.  
- Any items that are heavily contaminated with body fluids and cannot be cleaned by washing 

should be disposed of. 
- If possible, keep an area closed off and secure for 72 hours. After this time the amount of 

virus contamination will have decreased substantially, and you can clean as normal with your 
usual products. 

- Waste from possible cases and cleaning of areas where possible cases have been (including 
disposable cloths and tissues):  

o Should be put in a plastic rubbish bag and tied when full.  
o The plastic bag should then be placed in a second bin bag and tied.  
o It should be put in a suitable and secure place and marked for storage until the 

individual’s test results are known. Waste should be stored safely and kept away from 
children. You should not put your waste in communal waste areas until negative test 
results are known or the waste has been stored for at least 72 hours. 

o If the individual tests negative, this can be put in with the normal waste 
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o If the individual tests positive, then store it for at least 72 hours and put in with the 
normal waste. 
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Policy Review and Management 
 
This Policy has been compiled by Health and Safety Consultants for ECS Ltd and will be reviewed for 
continuing suitability and effectiveness at regular intervals and as required and appropriate. 
 
The information contained within this policy has been obtained from the Construction Leadership 
Council, the HSE, the Government website and other relevant authorities. 
 
ECS Ltd Site Management are responsible for ensuring that this policy is effectively established, 
implemented and maintained throughout ECS Ltd. The Management Team are responsible for 
ensuring that all operatives receive training and information on the implementation of this policy.  
Sub-contractors, visitors and any other relevant individuals will be provided with a copy of this Policy 
and must ensure strict adherence to it at all times. 
 
This Policy, including any changes, will be communicated to all persons working under our control 
and shall be made available via email to all interested parties.   Hard copies will be retained on each 
operated site. 
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Guidance for Site Workers (COVID-19) Briefing Register 
 

I have read/been briefed on the Site Workers policy, have understood the contents and will 
comply fully with any requirements specified 

 

Name (please print clearly) Signature Date 
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Record of Amendments 
 

Date Revision Amended By Amendments Made / 
Comments 
 

Approved By 

8th June 2020 A D Sharma – Health, 
Safety & CDM Consultant 

First Issue  

23rd June 2020 B R Mitchell – Health, 
Safety & CDM Consultant 

Addition of ‘Quick Look 
Guide’ due to updated 
Government advice 

 

18th 
September 
2020 

C R Mitchell – Health, 
Safety & CDM Consultant 

  

     

 
 

Shane Williams - 
Managing Director ECS
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I am as the Managing Director is committed to compliance with all relevant EU and Member State laws 
in respect of personal data, and the protection of the “rights and freedoms” of individuals whose ECS 
Ltd collects and processes in accordance with the General Data Protection Regulation (GDPR).  
 
Compliance with the GDPR is described by this policy, the Personal Information Management System 
(PIMS) Manual and associated documentation such as the Information Security Policy. 
 
This policy applies to all Employees, Staff and interested parties of ECS Ltd such as External Providers. 
Any breach of the GDPR PIMS will be dealt with under our disciplinary policy and may also be a criminal 
offence, in which case the matter will be reported as soon as possible to the appropriate authorities.  
 
Partners and External Providers working with or for ECS Ltd, and who have or may have access to 
personal data, will be expected to have read, understood and to comply with this policy. No third party 
may access personal data held by the Company without having first entered into a data confidentiality 
agreement, which imposes on the third party obligations no less onerous than those which ECS Ltd is 
committed, and which gives ECS Ltd the right to audit compliance with the agreement. 
 
Anyone processing personal data must comply with these 6 Principles of Good Practice. These 
principles are legally enforceable. To this end, I fully endorse and ensure that my Company will adhere 
to the 6 Principles of Data Protection, as set out within the General Data Protection Act 2018. 
Summarised, the principles require that personal data shall be: 
 

1. Processed lawfully, fairly and in a transparent manner in relation to individuals  

2. Collected for specified, explicit and legitimate purposes and not further processed in a manner 
that is incompatible with those purposes; further processing for archiving purposes in the public 
interest, scientific or historical research purposes or statistical purposes shall not be considered 
to be incompatible with the initial purposes;  

3. Adequate, relevant and limited to what is necessary in relation to the purposes for which they 
are processed;  

4. Accurate and where necessary, kept up to date; every reasonable step must be taken to ensure 
that personal data that are inaccurate, having regard to the purposes for which they are 
processed, are erased or rectified without delay;  

5. Kept in a form which permits identification of data subjects for no longer than is necessary for 
the purposes for which the personal data are processed; personal data may be stored for longer 
periods insofar as the personal data will be processed solely for archiving purposes in the public 
interest, scientific or historical research purposes or statistical purposes subject to 
implementation of the appropriate technical and organisational measures required by the GDPR 
in order to safeguard the rights and freedoms of individuals; 

6. Processed in a manner that ensures appropriate security of the personal data, including 
protection against unauthorised or unlawful processing and against accidental loss, destruction 
or damage, using appropriate technical or organisational measures. accordance with the rights 
of data subjects under the Act 

 
The GDPA provides conditions for the processing of any personal data. It also makes a distinction 
between personal data and 'special category' data.  
 
Personal data is defined as any information relating to an identified or identifiable natural person. 
Special category data is defined as personal data consisting of information as to: 
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 Racial or ethnic origin  
 Political opinion 
 Religious/philosophical beliefs  
 Trade union membership  
 Physical or mental health or condition  
 Sexual life or sexual orientation 
 Biometric data 

 
Therefore, I will ensure that ECS Ltd will, through appropriate management and strict application of 
criteria and controls that include:  
 

 Use personal data in the most efficient and effective way to deliver a better service  
 Strive to collect and process only the data or information which is needed  
 Use personal data for such purposes as are described at the point of collection, or for purposes 

which are legally permitted  
 Strive to ensure information is accurate  
 Not keep information for longer than is necessary  
 Securely destroy data which is no longer needed  
 Take appropriate technical and organisational security measures to safeguard information 

(including unauthorised or unlawful processing and accidental loss or damage of data)  
 Ensure that information is not transferred abroad without suitable safeguards  
 Ensure that there is general information made available to the public of their rights to access 

information  
 Ensure that the rights of people about whom information is held can be fully exercised under 

the General Data Protection Regulation 
 These rights include: 
 The right to be informed 
 The right of access to personal information 
 The right to request rectification 
 The right to request erasure  
 The right to restrict processing in certain circumstances  
 The right to data portability 
 The right to object to processing  

 
The Company’s core Business of Specialist Labour Supply for the Rail Industry means that the 
Company is not: 
 

a) A Public Authority 
b) An Organisation that engages in large scale systematic Monitoring 
c) An Organisation that engages in large scale processing of Sensitive Personal Data 

 
Therefore, there is no requirement to appoint a Data Protection Officer notwithstanding that I will appoint 
an individual at the appropriate senior level with specific responsibility for data protection within the 
Company;   
 

 
 
Charles McLauchlan 
Managing Director 
ECS Ltd                                                             January 2020                             
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Transportation is vital for the on-going operation of my business and my commitment to the quality of 
service to our customers.  It represents a significant proportion of the company’s operating costs and 
environmental impact “greenhouse gas emissions” (“GHG”).   
 
This policy is consistent with our sustainability strategy and supports our vision by helping us to operate 
our business, as market leaders, in a responsible manner.   
 
I aim to ensure that we effectively and safely manage and operate our logistics functions whilst 
minimising pollution and wastage through measurable and sustainable improvement.    
 
This policy, its associated manual and procedures apply to our fleet of Commercial Vehicles (LGV) and 
cover our direct and indirect environmental impacts and ensure compliance to the Road Traffic Act. 
 
To this end I shall ensure that management systems and procedures are applied to: 
 

 Meet the requirements of the Road Traffic Act and the requirements of Fleet Operators 
Recognition Scheme  

 The setting of targets that are appropriate to the nature and scale of our operations. 

 Monitor and measure performance of our Logistics operation. 

 Consider, engage and communicate with all interested parties where applicable. 

 Establish, monitor and measure continual improvement initiatives in relation to the Fleet 
 
In order that we achieve our targets I shall ensure: 
 

 Invest in the latest vehicles to improve vehicle and environmental performance  
 Use the latest tracking and routing software to improve efficiency  
 Deliver driver training through the use of telematics to target key issues this shall focus on mpg, 

harsh braking and harsh acceleration 
 Investigate best practice and alternative fuels when appropriate 
 The continual improvement of the suitability, adequacy and effectiveness of the Fleet 

Management System 
 This Policy Statement and associated documentation is reviewed annually. 

 
Notwithstanding the above I shall strive to create an environment that stimulates innovative thinking, 
safe driving and provide for continual improvement. Maintain awareness of and apply where appropriate 
new developments in Road Vehicle Technology and Fleet Management. 
 
The Company’s fleet of vehicles shall be managed by the Fleet Manager utilising the documented 
information within the Fleet Management Manual.  
 
Leadership and accountability by myself at the highest level and assisted by the Management Team. I, 
as the Managing Director shall maintain executive control of the Fleet Management Manual. 

 
 
 
Charles McLauchlan 
Managing Director  
ECS Ltd                           Date:  January 2020 
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1. RECOUPMENT OF TRAINING FEES  

The Company may undertake to pay for external training courses and/or further 

education which are of direct benefit to you and the Company(Electrification 

Construction Services LTD). You agree that if the Company provides such 

funding you will repay Electrification Construction Services LTD regardless of 

pass or failing the course. 

• Failure to attend booked courses will incur full costs of course 

• Payments will be divided equally across 10 weekly payments whilst 

working for Electrification Construction Services LTD and deducted from 

payments due to be made to you. 

• If you are no longer carrying out works for the company the remaining 

balance will be deducted from your final invoice/payment due. Where this 

remaining balance is not recovered through the final payment then the 

Company will invoice you for the outstanding payment and this will be  

This Agreement will be governed and construed in accordance with the laws of 

England and Wales. 

I acknowledge receipt of this summary and I accept the terms of the Training 

agreement.  

 

Signed for and on  
behalf of (Insert your company name if applicable)……………………………………. 

Signed:………………………………………………………. 

Print name: ………….………………………………………. 

Position:……………………………………………………… 

Date:………………………………………………………….. 
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