RGB Integrated Services Ltd.


Return Home Safely

OPERATIVE HANDBOOK
Introduction:

· This Hand Book is produced to aid and guide operatives, employees and contractors of RGB Integrated Services Ltd on their Day to Day roles and responsibilities whilst on site or at the work face. The abbreviation RGB represents the full title “RGB Integrated Services Ltd.

· All persons working for, or on behalf of (self employed or subcontracted) RGB Integrated Services Ltd are considered Operatives of RGB.

· This is a live document and it is by no means the finished article. Therefore any new information gained from legislation or from lessons learnt will be incorporated into this document and it will be updated.

· This Handbook sets out the minimum standards and procedures which is expected of every operative whilst they are working for RGB Integrated Services Ltd. If these are not adhered then the person or persons will be removed from site.

· Page 3 outlines the General operational standards. Each section of the Handbook details the actions required and system to be followed.

· Operatives are encouraged to give feed back and to ask for inclusions to the Handbook. 

· Every Operative is the face of RGB Integrated Services Ltd, and their action and in-actions will determine the Clients’ opinion. It is in their and your fellow operatives interest to portray RGB Integrated Services Ltd in the best possible terms.   

· The RGB Integrated Services Ltd Working Week -Sunday 00.00 to Saturday 23.59 hrs. 

· The title Supervisor is referenced within this Handbook. The Supervisor is the person, setting you to work, monitoring the work place, the appointed person, the lead man on site and Site Person in Charge.

· All operatives and contractors working for RGB Integrated Services must be legitimate to work in Britain. Therefore you must have valid European Union Passport, Home Office Work Visa or if under the age of 21 a UK National Insurance Number.   

· This Handbook does not prevent or impede upon your statutory legal rights.
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Checklist and Submissions

	Type of Form
	Who’s Responsibility
	Frequency of Submission

	Attendance Sheet
	Every person working and visiting site for and on behalf of RGB must sign in and out of the Attendance Sheet. The Supervisor must supervise the attendance sheet.
	On completing the shift the Attendance sheet is to be forwarded to the office.

	Shift Report
	The Supervisor or the Senior operative on site must complete the Shift report.
	On completing the shift the Shift report must be sent in to the office.

	Tool Box Talks
	The Supervisor is to conduct for all the operatives. 
	Every week and to be submitted to the office.

	Plant Register
	The designated Site Supervisor.
	The end of every Month.

	Access Equipment Register
	The designated Site Supervisor.
	The end of every Month

	Weekly Site Report
	The designated Site Supervisor.
	End of every week.

	PPE Register
	The designated Site Supervisor.
	For all new operatives starting on site

	Incident Reports
	The designated Site Supervisor or the most Senior person on site
	As soon as the incident is made safe.

	Training Matrix
	The designated Site Supervisor and Office Administer.
	The end of Every Month

	Site Induction Forms
	The designated Site Supervisor.
	For all new operatives starting on site.

	Material Requisitions 
	The designated Site Supervisor.
	When required.

	Project / site Timesheet
	The designated Site Supervisor.
	In readiness for every Monday Morning.


Employee General Employment conditions

1. All Operatives must adhere to the conditions set out in this hand book.

2. All new Operative must complete five continuous shifts in order to receive five shifts of pay. The start up administration cost is estimated as being one shift for each operative. Should an Operative not complete five consecutive shift when they commence work one shift will be deducted from their pay to cover this cost. After completing five consecutive shifts the Administration cost will no longer apply. 

3. All operatives must complete and submit the Staff Detail form before commencing work. 
4. All operatives are paid hourly not on a shift rate.

5. Each employee must submit a Time Sheet for all of their time worked on a weekly bases. Unless the time sheet is submitted in timely manner – every Monday by Midday you may not be paid.

6. All site based operatives must supply their own approved working boots i.e. to EN -20345 200 JOULES S1. RGB will supply all other Personnel Protective Equipment work wear.

7. All operatives must start and finish work at the designated times.

8. When signing in you must write down RGB as your employer.

9. All permanent operatives will be subject to 90 days trial. Following the 90 days you will receive a letter “Employee contract”.

10. Each Operative is expected to achieve industry standard outputs. Failure to so is seen a contravention of your employment.

11. Each Operative will receive a verbal warning for the first contravention of employment or for not adhering to the Hand Book conditions and information. The second contravention or a more serious contravention of employment may result in a written warning. The third contravention of employment or any very serious contravention or case of gross misconduct will result in the immediate removal of employment from RGB. Depending on the circumstances, immediate removal may be necessary.  

12. Prior to payment the following must be submitted correctly to RGB Integrated Services Ltd Office.

· Signed the RGB Operatives Handbook recognition form.

· Complete RGB Staff Detail Form.

· Signed RGB Site Induction Form.

· Weekly Time sheet sent to the RGB office prior to Midday Monday.

· Invoice submitted to the RGB office prior to Midday Monday.

· Copy of the valid CIS card submitted to the RGB Office.

· Photo identification i.e. Passport or Drivers Licence.

· Proof of address.

13. If all of the above conditions are adhered Self Employed Operatives will be paid very Friday via cheque or BACs payment.

14. If all of the above conditions are adhered all Permanent operatives will be paid by the 24th of the Month.
Employee General Employment conditions (continued)

15.
Payment slips will be issued to all operatives by the 30th of every month.

16.
 Generally a Day shift / Traffic hour shift is paid based on eight hours worked. The shift rate is divided by  8 to gain your hourly rate. The Engineering hours shift is based on five hours worked. The shift rate is divided by 5 to gain your hourly rate. The Night shift is paid based on eight hours worked. The shift rate is divided by 8 to gain your hourly rate.

17. 
During an eight hour shift you are entitled to a half hour unpaid break. You are not entitled to a break during Engineering hours once the station is closed to the public. Smoking breaks are prohibited. If you leave your place for of work for other than work related activities without informing your Supervisor you will be in contravention of RGB’s company policy.

18. 
Working hours:

· Day shift / Traffic hours
– 08.00am to 16.30pm

· Night shift  


- 21.30pm to 06.00am

· Engineering Hours 

- 00.00am to 05.00am


You are expected to report to your Supervisor / Site no later than these times.


RGB retain the right to alter these hours and the operative will be advised accordingly. 

Please note; although you may only work four or five hours in an Engineering shift you will be paid the full shift rate. Correspondingly you may be asked to work / attend for longer hours than stated for a Engineering shift duration for no extra pay. Only if you extend beyond the eight hours on site are you entitled to additional payment.

19. All over time and over time rates must be agreed prior to the overtime commencing.

20. If you are late attending site / place of work then you will not be paid for the time you were late.

21. If you are not going to attend site / place of work you must inform your Supervisor 12 hours in advance. If you can’t attend due to unforeseen circumstance then inform your Supervisor at earliest opportunity. Failure to give adequate notice will result in replacing the operative, the cost of which will be deducted from the offending operative next payment.

22. You must give 14 days notice for any Holiday or Vacation leave. Failure to give adequate notice will result in replacing the operative, the cost of which will be deducted from the offending operative next payment.

23. If you are leaving RGB’s Employment you must give five days notice. Failure to give adequate notice will result in replacing the operative, the cost of which will be deducted from the offending operative next payment.

24. The Estimated cost for replacing an Operative is calculated £190.00 plus VAT, this cost may increase depending on the notice period.  

Shift Reports

· The Shift report must be filled in and sent into the office directly after the shift.

· The Supervisor or most Senior operative on site must complete the shift at the end of the working shift. 

· Please complete all sections of the shift report.

· Keep a copy of the Shift report in the Site File.

· Fax back to  - 02085739882

· E-mail – info@rgb-services.com

Attendance Sheets

· Attendance Sheets must be filled in by all operatives and signed for prior to an operative starting the shift.

· The Timesheet will be populated from the names on the Attendance sheet.

· The Station / site address must be stated on the sheet

· The start and finishing time must be stated.

· All visitors to site must sign in.

SABRE Number.

· When working on London Underground Station you must have a Valid Sabre Number:

· The Sabre Number can be obtained from Client.

· You must have the Sabre Number for working on a Station and a Sabre for working on the Track. This may be the same number.

· You must obtain the Sabre Number prior attending site.

PICER Forms

P – Person

I – In

C – Charge

E – Evacuation 

R – Register.

· This PICER form is used for all LUL Stations. The Supervisor must ask the Station Supervisor for the form prior to commencing work. 

· The PICER Form must be completed by all attending operatives and SPC  / Supervisor before Engineering hours commence preventing no lost of productive time. Submit the completed form in a timely order.

· The PICER Form is to detail the SABRE No.

· On completion of the shift the PICER form is to be signed off by the SPC / Supervisor to confirm all operatives have left site and areas of work have been left in a clean and tidy condition and station can open to the public.

· Copies of the Completed PICER are to sent to the RGB Office.


· 
· 
· 
· 
· 
· 
Frustrated Access Forms / Delays to working.

· Should you be prevented for accessing you place of work or be prevented from working please inform your Supervisor / Manager immediately. 

· The following are examples of being frustrated access and delayed to working.

1. Invalid SABRE Number.

2. Another Contractors working in your area.

3. Unable to use Access Equipment.

4. Incorrect material and equipment.

5. The Client / Site Manager / Station Supervisor prevents you from working.

6. The Drawings and Specification are incorrect.

7. Waiting on other Trades to complete their work.

· The Supervisor or Senior person on site are to complete a FAR for every Frustrated Access or Delay for the Site. This form must be forwarded to the Company office at the end of every shift.

· Blank Frustrated Access / Delayed Access Forms are to be found in the Appendices section of this document. 

Method Statement

· A method Statement must accompany every activity you conduct whilst on Site or at the work face.

· The Supervisor or Senior will have a copy of the approved method statement to hand whilst on site.

· The Method Statement will detail the following information:



The Scope of works.

The persons who wrote, reviewed and approved the Method Statement



Contact details.



Emergency procedures.



Drawings and specifications applicable.



Fire Fighting Procedures.



Evacuation procedure.



Any special conditions or precautions. 

· The Method Statement is the single most important document on site and must be adhered.

· Should you think the method Statement is incorrect please advise your Supervisor.

· You will be briefed on the contents of the Method Statement and asked to sign your name as acknowledgement you understand plus you will comply.

· Should you not carry out or comply with the recommendations of the Method Statement you will be putting you and your operatives Health at risk.

· If you have any queries, concerns or you just need confirmation please ask your Supervisor to clarify. Please do not assume. It is your responsibility under the Law (the Health and Safety Act) to protect yourself and your co worker.

Scope of Works / Drawings / Specifications

· Every project will have a Scope of works. Drawings and Specifications may accompany the Scope of Works.

· Ask your Supervisor if there is any Drawings and Specification to aid you instructed works.

· It is the person instructing you responsibility to ensure you have the correct Drawing and Specification.

· If you suspect the drawings and Specification are inaccurate you must inform the Supervisor immediately.

· You are expected to maintain a professional standard of work.

· The Minimum standards work must be to in accordance with latest Edition of BS7671 – 17th Edition of the Institute of Electrical Engineers.

Risk Assessments

· All site activities will be Risk Assessment.

· A Risk Assessment is a detailed look at the dangers involved in all site based activities. It weighs up the dangers faced on site and the actions to be taken to limit and reduce these risks.

· The Supervisor or Senior Person on site will brief you on the risks and the counter action to be taken.

· The Risk Assessment are normally incorporated / included into the Method State. You will be asked to adhere and comply with its findings.

· Should you not carry out or comply with the recommendations of the Risk Assessment you will be putting you and your operatives Health at risk.

· The Risk Assessment my not detail or include every activity on site therefore you and your Supervisor are permitted to make an onsite risk Assessment. Your findings and recommendation are to be written on to the Risk Assessment. All operatives involved in that activity must be briefed prior to work commencing.    

· If you have any queries, concerns or you just need confirmation please ask your Supervisor to clarify. Please do not assume. It is your responsibility under the Law (the Health and Safety Act) to protect yourself and your co worker.

Environmental Responsibilities

· Under the Law we all have responsibilities to protect the Environment. Failure to so will could lead prosecution.

· The following is guide list of for protecting the Environment.

All rubbish is to be removed from site and disposed in a control manner.

All rubbish being removed must be recorded in the RGB Waste Record    
Sheet.



Noise is to be kept to minimum.

Not to waste energy by leaving electrical items unnecessarily switched on.



All surplus material be removed and site stored correctly.

No liquids are not to be poured down drains or poured on to the ground.



Do not unnecessary block Pedestrian routes. 

· If you have any queries, concerns or you just need confirmation please ask your Supervisor to clarify. Please do not assume. It is your responsibility under the Law (the Health and Safety Act) to protect yourself and your co worker.

· Please refer to RGB’s Environmental Policy. 

Tool Box Talks

· Tool Box Talk are briefing sheets on good site procedures and maintaining Health and Safety.

· Tool Box Talks will be conducted at the work face, factoring in the site conditions.

· The Tool Box Talks will be conducted every week as a minimum. 

· Every on site operative will be briefed and the operative will be asked to sign acknowledging they understand and will adhere.

· There is a RGB Integrated Services Ltd Tool Box Talk pack which each Supervisor will have in their possession

Site Induction Forms

· Prior to starting work on site every operative will need to read and sign acknowledging they will comply with the recommendation and site conditions.

· The Site Induction form is a generic document which will include any special site conditions and regulations.  

· If an Operative is found not to be complying with conditions set out in the Site Induction Form they will receive a verbal warning. Should the same Operative continue to not comply they will be removed from site and all pay is immediately suspended.

· A copy of the induction form is in the appendices of this Handbook.

PPE equipment

Personnel Protective Equipment

· The minimum Personnel Protective Equipment is Steel Toe cap, steel sole ankle high boots. Operatives are responsible to supply their boots.

· Prior to starting on site every operative will be instructed as to which PPE is required to be worn whilst working.

· RGB Integrated Services will issue each operative the required PPE to allow them conduct work.

· On London Underground Sites every person must wear the Protective Boots, Orange High Visibility Vest, Hard Hat, Gloves and Eye protective Goggles.

· On Network Rail Sites every person must wear the Protective Boots, Orange High Visibility Vest, Hard Hat, Gloves and Eye protective Goggles.

· On general Construction sites every person must wear the Protective Boots, Yellow High Visibility Vest and Hard Hat.

· Failure to wear the PPE is putting you and your operative’s health at risk.

· Should an Operative not be wearing the required PPE they will get one verbal warning. If the same Operative is found not to be wearing the PPE and second time they will asked to leave site with pay.

· The PPE issued to you is company property and must be maintained in good order and not missed laid. If an Operative is found to be abusing, damaging or miss laying the PPE it will be taken from them and cost of replacement will be deducted from the next wages.

· If the PPE is damaged, worn in the course of your work or accidentally mislaid please ask and seek replacement.

· Do not carry out any activities unless you are wearing the appropriate PPE. Ask your Supervisor or refer to the Method Statement as the PPE requirements.

· The following is the general standard required for PPE.


Boots 


-   EN 20345            


Goggles

–  EN 166 1.F


High Visibility Vest. -  EN 471 and EN 510


Gloves

 – EN 388


Hard Hat

 – EN 397

Company Polices

RGB Integrated Services has the following policies which must be adhered by all Operatives. The following is a list of all Company Policies which are contained in the appendices section of this Handbook.

When an Operative takes possession of this handbook they accepting to adhere to all of company’s policies.

· Health and Safety Policy

· Environmental Policy

· Drug and Alcohol Policy

· 
· Work Place Harassment Policy. 

· Discrimination Policy

Accident Book

All Site Supervisor are furnished with Site Supervisor Packs and contained within is an Accident Box.

Should an Operative suffer any injury (minor or major) whilst working on RGB Integrated Services Ltd site or the work place it is the Operatives and the Supervisor responsibility to fill in the Accident Book after the injury is adequately dressed / repaired.

The Accident Book is the Operatives record of the incident and subsequent actions taken.

Once completed the Accident Book sheet must be forwarded to RGB Integrated Services Ltd office where it will be kept on file for 10 years. Operatives are entitled to keep a copy for your records.

Notification of Incidents.

All Incidents no matter what size, no matter if any injuries accrued or near miss must be documented and recorded in the Incident Record. The Supervisor has blank copies of the form “Notification of Incidents”. A copy of the same form is contained in the appendices of this handbook. 

Should an Operative see or witness an incident on site which doesn’t necessary result in injury or damage but constitutes poor working practises, the operative are encouraged to complete the form and submit to the Supervisor or submit directly to RGB Integrated Services Ltd Management.

An Operative can submit the Notification of Incident animosity and your privacy will be respected.

Training and Training Matrix.

RGB Integrated Services Ltd will only employ an Operative in the job role as per the training they have received and passed. If an Operative knows and feels they are unqualified to carry out the activities requested of them it is Operatives responsibility to notify the Supervisor. 

It is the operatives responsibility to ensure all of their training certificates are up to date and available for inspection on site.

If RGB Integrated Services Ltd requires an Operative to attend a training course then RGB Integrated Services will pay for the course and for the attendance at the course. Should operative fail or not pass the course them RGB Integrated Services Ltd will not pay.

The Supervisor will keep and update Monthly Training Matrix. When complying and updating the matrix the Supervisor will seek evidence from Operatives of their training certificates.  

The upkeep and maintenance of the training certificate is each Operatives  responsibility. Should the training certificate not be readable then the Operative  will be removed from the task requiring the certificate.

Workmanship / Standards.

The minimum standard acceptable is the 17th Edition of the IEE BS7671.

When working in different environments, different standards are expected. London Underground and Network Rail have higher installation standards.

An operative must make themselves aware of the standard and the Supervisor will advise accordingly. 

RGB will not accept poor workmanship.

Should an Operative produce poor workmanship they will be asked to rectify on their own time. For clarification RGB will not be paid for any Operatives when they are making good their poor workmanship. Should the poor workmanship be reported or found after the Operative has left RGB’s employment then the cost of rectifying will be deducted from the last payment.

If the Operative refuses to make good the poor workmanship then they will be removed from site and the cost of making good will be deducted from their next pay. 

Insurance Details

RGB Integrated Services Ltd has the following insurance in place to protect it Employees and the Public:
1, Public Liability Insurance.

2. Employers Liability Insurance. 

Policy Numbers ;  BH COM 6644170

Please note all sub-contractors (RGB Sub-contract) must have their adequate insurance in place prior to start working on any RGB Integrated Services Ltd project. Please contact RGB Management for clarification on this matter.

If an Operative works under the direct Supervision of RGB Integrated Services Ltd then RGB’s insurance will cover them.

The insurance will not cover vandalism or wilful neglected.

Drug and Alcohol testing.

Alcohol or drug abuse by employees and sub-contractors can adversely affect the safety and health of themselves or others. Therefore it is Company policy that any person known to be, or suspected of being, affected by alcohol or drugs must be referred to the appropriate manager, who will arrange for the person to be removed from the workplace. 

Any person who is taking a course of medication that may affect them at work must report this to a Director. 

Failure to comply with screening or other requirements may be regarded as gross misconduct and may lead to disciplinary action, summary dismissal or termination of contract.
Requirements
Unless specified otherwise, the Company will adopt and adhere to the following requirements for all personnel:

All employees must not:

Report for work if they are under the influence of alcohol or drugs;

Possess any alcohol, drugs or other such substances whilst on duty;

Consume alcohol, drugs or other such substances whilst on duty.

In order to comply with item 1 above, employees should not consume any alcohol at all in the 8 hours before starting work. Also they should ensure that in the 16 hours prior to that, they have not consumed more than 7 units of alcohol.

Note:
7 units of alcohol are approximately 3 pints of beer/lager of medium strength or equivalent. Stronger beers may exceed the 7 unit limit in only 2 pints.
Testing
All personnel may be subject to testing for alcohol or drugs. Testing may be initiated:

Before starting work (Pre-Employment)

On suspicion (For Cause)

Post incident

Random/unannounced.

Any individual found to be under the influence of alcohol or drugs, or in any way in contravention of this procedure, will be immediately suspended from all work and removed from site. Authority to work for RGB Integrated Services Ltd in any capacity will be suspended until a full investigation has been completed.

Where such investigations find that this procedure has been contravened, disciplinary proceedings may follow and where appropriate, dismissal may result. In such cases, the individual will not be permitted to work for RGB Integrated Services Ltd in any capacity thereafter and may be reported to other bodies, such as the British Transport Police as appropriate. Where an individual is not dismissed and, if applicable the individual may be required to participate in on-site screening programmes or referred for examination by a doctor to determine the person’s continued suitability for employment.

Where individuals are selected for ‘Random/Unannounced Testing’, they may continue to work following such testing. However if a positive (fail) result is returned, the Company disciplinary procedures may be invoked.

Where individuals are required to undergo ‘Pre-Employment Screening’, they shall not be offered contracts of employment until a negative (pass) result has been returned.

Where individuals are required to participate in ‘for-cause screening’, for example after an incident or suspicion, those persons shall not be allowed to resume work until a negative (pass) result has been returned.

If the Company obtains a positive (fail) result for any D&A screening it will inform the NCCA immediately.

*National Competency Control Agency* (*NCCA*). This is the railway industry body which controls railway competences and the certification of competence thought the Sentinel card scheme. 
Promoting Health and Safety
Alcohol, drugs and other substances have an obvious potential for causing death and serious injury arising from the poor performance of one or more individuals under the influence of such substances.

This policy aims to ensure that no-one is allowed to attend work in a condition such that their performance or judgement may be unsafe.

However the Company also recognise that alcohol, drugs and other substances can lead individuals into chronic conditions where the addictive nature of the substance and the behavioural changes which can occur develop into distressing and difficult long-term habits.

If any individual is concerned that they may be at risk of chronic health problems arising from their use of alcohol, drugs or other substances, they should be encouraged to seek help.








Fire Extinguishing and Evacuation Procedures.

Before any Operative begins working on site they will be advised of the Site Evacuation procedure and Staff Assembly Points. Please make sure you understand the Evacuation procedure. In the event of an Evacuation please make yourself known once you arrive at the Staff Assembly Point.

All work sites must be furnished with Fire Extinguishing Equipment. The type of Fire Extinguisher will be stated in the Method Statement. The common Fire Extinguishers is the 9 litre C02, 5 litre Foam and a Fire Blanket.

The supply and maintenance of Fire Extinguishers is the responsibility of your Employer or the Site Management. If you are unaware of the Fire Extinguishers location or if you are concerned for its correct operational please inform your Supervisor immediately. 

Do not misuse the Fire Extinguishers they are for life and property protection. 

House Keeping

· The Golden Rule is to treat the work site / clients premises as if it is your own property. 

· RGB expect each operative to keep the areas clean, tidy and Safe.

· At the end of the shift the work site must cleared of all material, all tools and plant stored, all rubbish picked up and the Area dusted, swept and Vacuumed.

· Stores area is also to be kept clean. 

· When returning plant our material back to the Stores area they are to be stored / shelved in the correct area. 

· RGB will not accept any throwing of material, lumping / piling of material or abandoning of material and plant.

· Any material or plant found to be damaged due to your actions or inappropriate actions will be repaired or replace at the accountable Operative cost.

· Inappropriate Action constitutes the following actions but not limited to:
· Throwing

· Dropping

· Breaking.

· Not use in the manner set out in the manufacturers details.

· Not storing the designated area.

· Not returning it to the designated area.

· RGB will deduct the cost of replacing or repairing any material or plant from the Operative found responsible.

· Any person found stealing / removing material, tools or plant from site will be immediately removed from site. A full investigation will be conducted. Depending on the results of the investigation.

Hazardous Substances

COSHH – Control of Substances Harmful to Health.


Many of the liquids, materials and substances used in or day to day activities can be harmful to our health if not treated in accordance with the manufactures guide lines.


Typical substances are water, cutting compound plus dust. The list is not limited to these substances. 


The Method Statement for which operatives are working in accordance with contains COSHH Assessments. Items which maybe harmful to operatives health are identified. If an operative swallows, inhales, ingests, absorbs the substance via a cut or through you eyes the immediate and long term care actions are listed. As your employer, RGB will have provided preventive and reactive measures as identified in the assessment.


If an Operative is working with, along side, drilling or cutting into a substances that you are unfamiliar with please ask the Supervisor for the COSHH information. If the information is not readily available then an On-Site Risk Assessment can be carried out. This risk assessment must be recorded / written down and the operatives agrees to work to the safe working procedure.


If an Operative comes across, drill, break or suspect you are working on Asbestos please inform the Supervisor or Site Management immediately.  Please note the exact area, down the tools, stand back from the area and do not allow other persons to come near the area.


If an operative have or suspect they may have swallowed, inhaled or ingested a dangerous substance please insure follow the remedial actions as set out on the COSHH Assessments. Finally insure it is written down and recorded in an Incident Form.  

Working at Height.


Once an operative leaves the ground to work via Ladders or Scaffolding be it fixed or mobile you are deemed to be Working at Height.  


When Working at Height an operative must always maintain the three point contact rule.


If an operative is working off a Step Ladder or Ladder they must keep two feet and one hand firmly attached to the Ladder. To Work with two Hands another person must be employed to Foot the ladder.


Once an operative goes above 1600mm (five feet) from the floor you must utilise a Scaffolding  - Mobile tower. The Mobile Access Tower must be erected in accordance with the Manufactures details. Do not use the Mobile Access Tower unless it is erected correctly. The Supervisor will inspect and Sign off to state it is safe to use. A designated person may be employed to inspect and sign off.


Only qualified persons can build / erect a Fixed Scaffolding. Do not access a fixed scaffolding unless it is safe to do so. An operative can identify in one of two ways if Mobile Tower is safe to access / utilise – 1. The Supervisor instructs you or 2. a “Scaff Tag” is placed upon it and it states it is safe to use plus the expiry date hasn't passed.


If you notice or suspect the quality or adequacy of the Access Equipment please do not use it and bring it to the attention of the Supervisor.


Any Operative found to be knowingly misusing, abusing or damaging the Ladders or Access Equipment will be removed from Site. Disciplinary Action will commence immediately. Any damage or cost suffered as a result of the foul action will be reimbursed to the RGB. 

Vehicles and Plant.


All Vehicles and Plant used by the operative to conduct their works are to be treated with respect.


The Operative must return the Vehicle and Plant back in the same condition they receive it. If you notice damage on receiving the Vehicle or Plant you must notify your Supervisor ASAP. 


Any Operative found to be knowingly misusing, abusing or damaging the Vehicle or Equipment will be removed from Site. Disciplinary action will commence immediately.


Any damage of cost suffered as a result of your action will be re-imbursed to RGB. 


At the end of the shift or on completing the task the Vehicle or Plant must be returned back the Storage Area. If the vehicle or plant is lost or stolen whilst in the operatives possession you will be held responsible. The cost of replacement may be re-imburshed from the operative.


All 110v, 230v and 400v Plant must display a valid PAT label if not please notify the Supervisor ASAP. Do not use the plant until a valid PAT label is placed upon it.


Please refer to the Method Statement when using any plant, Any special conditions or requirements will be identified in the Method Statement.


Unless the operative is competent in the use and the safety features of the plant then they are not to use it.  Seek advice from the Supervisor.

Appendices – Blank Forms.

· Operative Handbook Acceptance Form.

· Site Induction Form.

· Notification of Incidents.

· Blank Staff details forms.

· Blank Time Sheets

· Blank Invoices

· RGB Integrated Services Ltd – Health & Safety Policy.

· RGB Integrated Services Ltd – Drug & Alcohol Policy.

· RGB Integrated Services Ltd – Environmental Policy

· RGB Integrated Services Ltd – COSSH Policy. 

· RGB Integrated Services Ltd – Work Place Harassment Policy.

· RGB Integrated Services Ltd – Discrimination Policy
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