Issue 11, January 2011

HEALTH AND SAFETY PoLICY

“Our mission is to be a market leader through Exceptional Service & Exceptional
People.”

Consistent with this mission, the company aims to:

= Comply with all statutory provisions and other requirements we
subscribe to.

= Provide appropriate information, instruction and training with regard to

employees responsibilities and the company’s Health & Safety
arrangements.

= Ensure Health & Safety considerations are always given priority in
planning and day-to-day activities.

We are committed to continual improvement via a management system that complies
with BS 18001:2007.

The measurable way of doing this is by setting challenging objectives & targets that
support our mission.

We monitor our performance against these objectives through various activities
including inspections, audits, site tours and appropriate data gathering.

Our management team regularly review all the relevant information collected, to drive
improvement forward.

Each of our employees are responsible for ensuring that resulting processes are
adhered to.

This Policy will be available at all resident manned sites, divisional & regional offices,
and to the general public via the company website. All relevant persons working for,
or on behalf of us, will be made aware of this policy through a program of training.

This Policy will be reviewed by the management team on an annual basis or sooner if
appropriate.

Continual Improvement is built on your participation.

lan Entwisle
Chief Executive Officer
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	Company Profile
	Norland is a privately owned company established in 1984 operating throughout the UK.
	The company provides professional building services maintenance operations to the facilities maintenance and support services market within the commercial and industrial sector. To reflect distinct market needs customers are supported by dedicated business divisions.
	All technical staff are competent and, where applicable, qualified to appropriate standards.
	Introduction
	Norland have implemented an integrated management system based on the requirements of PAS99: 2006 (incorporating ISO 9001:2008, BS 18001:2007, and ISO 14001:2004) regarding the control of its mechanical, electrical, HVAC and public health services maintenance activities. The company also raises preventive maintenance programmes to meet customer requirements.
	To assist the company in achieving objectives and meeting customer requirements external resources may be used in any aspect of service provision; subcontractors are under our direct day-to-day control.
	The Scope of the Management System is: : “The installation and provision of planned and reactive mechanical and electrical building services, including the management of projects and sub-contractors, fabric, energy and ICT services.”
	Clause 7.3 of ISO 9001: 2008 (design and development) is excluded from the Norland Managed Services quality management system because the company does not design or develop goods or other products.
	Clause 7.5.5 of ISO 9001: 2008 (Preservation of Product) is excluded from the Norland Managed Services quality management system because the company does not produce or deliver physical, tangible products to its customers.
	Norland has taken the decision to provide details regarding it’s significant environmental aspects upon request. All communication will be handled in line with the requirements of Appendix 2.2E, External Parties and Customer Communication.
	Quality Policy
	“Our mission is to be a market leader through Exceptional Service & Exceptional People.”
	Consistent with this mission, the company has defined strategic goals. To offer:
	 A total solution for customers’ needs in the facilities maintenance and support services market
	 Focus on high quality performance
	 To sell at a price to deliver the customers’ requirements without compromising our quality standards.
	 Empowered & accountable people.
	 Customer & employee loyalty
	We are committed to continual improvement via a management system that complies with BS:EN:ISO 9001:2008.
	The measurable way of doing this is by setting challenging objectives & targets that support our strategy.
	We monitor our performance against these objectives through various activities including inspections, audits, site tours and appropriate data gathering.
	Our management team regularly review all the relevant information collected, to drive improvement forward.
	Each of our employees are responsible for ensuring that resulting processes are adhered to.
	This Policy will be available at all resident manned sites, divisional & regional offices, and to the general public via the company website. All relevant persons working for, or on behalf of us, will be made aware of this policy through a program of training. This Policy will be reviewed by the management team on an annual basis or sooner if appropriate.
	Continual Improvement is built on your participation.
	Ian Entwisle
	Chief Executive Officer
	Health And Safety Policy
	“Our mission is to be a market leader through Exceptional Service & Exceptional People.”
	Consistent with this mission, the company aims to:
	 Comply with all statutory provisions and other requirements we subscribe to.
	 Provide appropriate information, instruction and training with regard to employees responsibilities and the company’s Health & Safety arrangements.
	 Ensure Health & Safety considerations are always given priority in planning and day-to-day activities.
	We are committed to continual improvement via a management system that complies with BS 18001:2007.
	The measurable way of doing this is by setting challenging objectives & targets that support our mission.
	We monitor our performance against these objectives through various activities including inspections, audits, site tours and appropriate data gathering.
	Our management team regularly review all the relevant information collected, to drive improvement forward.
	Each of our employees are responsible for ensuring that resulting processes are adhered to.
	This Policy will be available at all resident manned sites, divisional & regional offices, and to the general public via the company website. All relevant persons working for, or on behalf of us, will be made aware of this policy through a program of training. This Policy will be reviewed by the management team on an annual basis or sooner if appropriate.
	Continual Improvement is built on your participation.
	Ian Entwisle
	Chief Executive Officer
	Environmental Policy
	“Our mission is to be a market leader through Exceptional Service & Exceptional People.”
	Consistent with this mission, the company aims to:
	 Comply with all statutory provisions and other requirements we subscribe to.
	 Provide appropriate information, instruction and training with regard to employees responsibilities and the company’s Environmental arrangements.
	 Ensure Environmental considerations are always given priority in planning and day-to-day activities.
	We are committed to continual improvement and the prevention of pollution via a management system that complies with BS:EN:ISO 14001:2004.
	The measurable way of doing this is by setting challenging objectives & targets that support our mission.
	We monitor our performance against these objectives through various activities including inspections, audits, site tours and appropriate data gathering.
	Our management team regularly review all the relevant information collected, to drive improvement forward.
	Each of our employees are responsible for ensuring that resulting processes are adhered to.
	This Policy will be available at all resident manned sites, divisional & regional offices, and to the general public via the company website. All relevant persons working for, or on behalf of us, will be made aware of this policy through a program of training. This Policy will be reviewed by the management team on an annual basis or sooner if appropriate.
	Continual Improvement is built on your participation.
	Ian Entwisle
	Chief Executive Officer
	Management System: Interaction of Processes
	Documentation
	The relationship between the elements of documentation of the management system is represented in the diagram below;
	A. The management system is governed primarily by safety, health and environmental legislation; in addition there are other requirements to consider, for example; Governing Bodies, Public Authorities, Trades Associations, Codes of Practice, Corporate / Company and Client requirements.
	B. Regulations, policies and procedures have a direct influence on how the organisation is managed. To ensure that requirements are met and adhered to the Integrated Policy Manual sets out the processes that the organisation follows. The QHSE Director reviews the Manual regularly and the Managing Director approves any changes. The Manual is available to all employees via the intranet (myNorland).
	C. Processes required by PAS99:2006, ISO BS EN 9001:2008, BS 18001:2007, and ISO 14001:2004 are defined and included in the appendix to this document.
	D. A-Z Rules detail the procedures in place for the various tasks conducted within the organisation with specific legislation attached to them. These are reviewed regularly and updated accordingly by the QHSE department and are available to all employees via myNorland. 
	E. Inductions, Toolbox talks, QHSE Briefings and Q3 (a publication sent to all employees quarterly) are the tools for communicating company policy, process, and legislation updates within the organisation. They are supplied in various formats to ensure that all employees are notified.
	All resources displayed via myNorland are controlled, and any documents / records printed from myNorland must be regarded as uncontrolled.
	Management Responsibility
	Management Responsibility (Continued)
	Authority, and defined responsibilities for the management system are outlined below.
	Chief Executive

	The ultimate responsibility for the service provided to customers rests with the Managing Director. The Managing Director approves the companies Quality, Safety, & Environmental Policies, sets the objectives and ensures the provision of the necessary management resources and authority for implementation of the policies and for the achievement of objectives.
	Assuming ultimate responsibility for health and safety within the business the managing director ensures that equal importance is applied to health and safety as to other business functions. And ensures that adequate professional resources are in place to enable compliance with statutory requirements.
	Finance Director

	Overall responsibility for procurement and the effective financial accounting systems and reporting for the company. Responsible for ensuring financial management process and related resource is established. Responsible for ensuring the requirements of the integrated management system are implemented within all areas of the Finance Director’s control.
	Divisional Managing Director(s)

	Assuming ultimate responsibility for health and safety within the divisions the divisional managing director ensures that equal importance is applied to health, safety and the environment as to other business functions. And ensures that adequate professional resources are in place to enable compliance with statutory requirements.
	Divisional Sales Director(s)

	Overall responsibility for all sales and marketing activities within their divisions, and for ensuring the requirements of the integrated management system are fully and correctly applied within their area of responsibility. Responsible for supervising and preparation of all tenders for new contracts, including the correct interpretation of the client's specification or requirements and the accurate costing of the tender.
	Human Resources Director

	Responsible for the establishment of people management process and procedure in order to enable the intent of the integrated management system requirements to be fully implemented. This is the board appointed director with responsibility for Health & Safety. In addition to the establishment and provision of related training, the Human Resources Director has responsibility for monitoring, analysis and reporting on all related metrics. Ensures records are monitored and maintained regarding competence requirements of the Norland team. Monitor and analyse trends relating to absence and health and welfare related issues. Provide professional guidance and assistance on recruitment, selection and performance topics.
	Business Unit Directors and Managers

	Responsibility for the profitable and efficient operation of contracts and for the appointment of sub-contracted services and suppliers related to those contracts. Responsible for ensuring that integrated management processes are fully and correctly applied and for ensuring that new contract or contract variations are accurately and correctly recorded in the appropriate manner. Acknowledge their responsibility for integrating health, safety and the environment into business functions. Ensuring that adequate team resources are made available to effectively implement this policy. Ensure staff are adequately trained and competent to undertake their duties. Implement adequate means of communicating health and safety issues to their teams and undertake regular meetings with direct reports and members of their teams. Encourage co-operation amongst members of the team and clients. Carry out regular inspections in areas of responsibility, record findings, feedback and actions. Set and monitor personal objectives for their direct reports with the aim of continual improvement in Health, Safety and Environmental performance. Adequately manage, control and monitor contractor activities, including agency staff. Management of necessary related activities regarding additional registration or professional bodies that the organisation is registered with i.e. NICEIC, and for professional technical support in implementing the requirements of the integrated management system
	Quality, Health & Safety, and Environmental Director

	Appreciating the main requirements of legislation that apply to the business. Maintaining the corporate safety & environmental management system documentation. Establishing a health and safety consultation group. Investigating accidents and incidents as appropriate. Providing a consultancy of health and safety and environmental advice to all members of the Norland Managed Services Ltd team. Preparing and issuing regular bulletins regarding Health and Safety at work. Arranging specific health and safety training requirements. Maintaining a register of Health and Safety competencies. Auditing the extent of compliance with the requirements of legislation and policy. Monitoring health and safety performance across the business. Reviewing and revising the Health and Safety & Environmental policy framework documents.
	Procurement Director & Managers

	Have responsibility to achieve from goods and services acquired by the company, the lowest cost for least risk and greatest added value. This to be achieved through the implementation and management of procurement processes, which are subject to ongoing monitoring and review, to enable continuous improvement. To ensure appropriate arrangements are developed and implemented for the pre-qualification and vetting of suppliers and sub contracted services to enable Health and Safety & Environmental compliance. To maintain the necessary liaison arrangements with company insurance services.
	Management Representative

	The company has appointed a Quality, Health, Safety and Environment Director as management representative with the authority and responsibility for ensuring that the organisation maintains a management system suitable to its operations and that the system is implemented, monitored analysed and developed as appropriate. The QHSE Director’s responsibilities include: -
	 Control over the maintenance and issue of the Integrated Policy Manual system documents
	 Management of a suitable schedule of internal audits and the recording of relevant information.
	 Coordinating the necessary action to rectify any non-conformances.
	 Undertaking reviews of the management system and analysis and reporting of metrics.
	 Control of local amendments and updates relating to national and international standards.
	 Co-ordinating an annual top management review of the integrated management system.
	QHSE Champions

	The company has appointed Quality, Health, Safety and Environment champions to support regional teams with additional and specific duties which support the organisation in achievement of its Management System and QHSE objectives.
	The QHSE champion’s responsibilities may include; providing advice and guidance, systems support, reviewing documentation, carrying out inspections/audits and training, monitoring performance and providing reports. 
	QHSE champions will be provided with training commensurate with their role. Mandatory training will be defined on the organisations training matrix.  
	Employees

	All employees while at work are required to:
	 Take reasonable care for their own health and safety and of other persons who may be affected by their acts or omissions.
	 Co-operate with their employer (or any other person) in enabling their compliance with the requirements and duties placed on them by the relevant legislation [from Health and Safety at Work Act 1974].
	 Familiarise themselves with the company Health and Safety, Environmental and Quality Policies and arrangements and ensure they understand the relevant procedures and rules relating to their specific job.
	 Comply with the company and client rules and legislation at all times.
	 Use environmental and safety equipment, devices and protective clothing as appropriate and when required to do so. Report any defects in respect of these provisions.
	 Report all safety and environmental incidents, dangerous occurrences, hazards, and near miss events.
	 Comply with any other measures in relation to their environment, safety and welfare at work.
	For a summary of Key Functional Responsibilities to the management system, refer to Appendix 1 to this manual.
	 and correctly applied. Also ultimately responsible for the appointment of resources to enable successful contract operations and for the monitoring of c
	Control of Records
	Records providing objective evidence that the management system is being complied should be handled as follows;
	 Individual contracts produce a variety of records according to the requirements of the business and the client. 
	 These are identified using the organisation’s Log Book system. Indices for the Standard Log Books (in a 6 log book format for residential sites, and a 2 log book format for mobile sites) are available on myNorland and must be applied at all sites. 
	 To retrieve records where alternative arrangements for filing are applied at a site, details must be included in the QHSE Management Plan (OP9), and a cross reference to the actual location of a record must be inserted in the appropriate place within the log book.
	 Unless otherwise stated within the QHSE Management Plan (OP9), access to log books is open to all employees and client representatives.
	 ‘Log Book’ information must be maintained in such a way as to prevent loss or deterioration.
	 With the exception of statutory retention periods, all records must be retained for 5 years.
	 No records can be destroyed without the written authorisation of the appropriate Department Head. Additionally, a register of withdrawn archives shall be maintained by each contract / Business Unit.
	 The central server is backed up daily to protect against the loss of electronic records. All corporate documents / quality documents and records to be saved onto the NMS Server. The use of any local electronic storage should be in compliance with IT Department Policy available via myNorland.
	References
	The organisations arrangements for complying with the requirements of the appropriate management system standard can be found by cross referencing the clause title on the table below.
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