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1. Health & Safety Policy
Policy Statement
Birdsall Services Limited recognises and accepts its responsibility as an employer for providing, as far
as is reasonably practicable, a safe and healthy environment for all its employees paying attention to:
1. A healthy working environment.
2. Adequate welfare facilities.
3. A safe place of work and safe access to it.
4. The identification and control of risk.
5. Safe arrangements for the use, handling, storage and transport of articles and substances (as
and when the need arises).
6. Ensuring that plant, equipment and systems of work are safe.
7. Providing sufficient information, instructions, training and supervision to enable all employees
to avoid hazards and contribute positively to their own health and safety at work.
8. The setting and monitoring of appropriate objectives to ensure the effectiveness of the Health &
Safety Management system and enable continual improvement.
We also accept responsibility for the health and safety of other people who may be affected by our
activities and expect full co-operation from our employees in the management of health and safety.
Neglect of responsibilities in maintaining the company’s Health and Safety Policy will be considered as
gross misconduct and dealt with in accordance with the company’s disciplinary procedures.
Responsibilities for maintaining the company’s Health and Safety Policy, and specific arrangements
for health and safety management are set out in the Health and Safety Codes and Practices Manual
and comply with statutory obligations under the Health and Safety at Work Act (1974) and associated
Regulations where applicable.
As an essential part of the company’s integrated management system, this Policy will be reviewed on
a regular basis to ensure that it continues to demonstrate effective health and safety management
practice.
The above Statement of Safety Policy expresses our company’s commitment towards Health and
Safety at work.
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2. Home Working Health & Safety Policy
Policy Statement
This Policy should be read in conjunction with the main Company Health and Safety Policies.
Birdsall Services Ltd (“the Company”) recognises and accepts its responsibilities to its employees under
the Health and Safety at Work etc Act 1974. The Company accepts this responsibility extends to the
employee’s working environment at their home, and will ensure so far as reasonably practicable:
▪

the means to maintain a safe and healthy place of work

▪

provision and maintenance of such equipment or tools as is necessary for the employee to
carry out their work

▪

safe access to and from the places of work

▪

adequate information, instruction, and training to prevent accidents and work related ill health

▪

a site assessment is carried out to ensure the safety of the employee and any other Company
staff or visitors

General Health and Safety
The overall responsibility for health and safety within the Company lies with the Directors of the
Company. The HR Director with the support of the Compliance Manager has day to day responsibility
for managing health and safety which includes staff members who work remotely.
The Company will ensure that the employee’s work area at home is set up to an adequate standard to
suit the employee, and to comply with the relevant Regulations.
The employee is responsible for ensuring that his/her working area is maintained to a satisfactory
standard and for informing their line manager if any part of the environment requires alteration.
If any part of the employee’s home is to be used for client/customer interfacing, the Company may
require (at its discretion) that specified areas are used solely for Company business activities.
Employee’s Duties:
The employee will ensure that any parts of their home designated as ‘work’ areas are maintained to
professional standards.
Working with the Company Health & Safety management, the employee shall ensure that any hazards
inherent with their work activities are properly managed, and that the same protocols as would apply
at the Company’s premises are implemented.
It will be the responsibility of the employee to ensure the safety of any visiting Company
visitors/clients/customers.
If any part of the work area becomes unsuitable by dint of the work process changing, damage or
breakdown of equipment or furniture etc, or by the employee’s physical needs, he/she must inform
their line manager as soon as reasonably practicable.
Where PPE is needed following a Company Risk Assessment, the employee is required to use it.
This policy will be reviewed annually or when there is a change in circumstances, in work practices or
the introduction of new legislation.
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3. Home Working Policy
Policy Statement
The Company recognises that its employees are its most important asset and is committed to
improving the working lives of all employees.
As far as possible, the Company operates flexible working arrangements. The home working policy is
one of the flexible working options which can be requested by employees. It has been introduced
with the aim of providing a better work life balance for all employees and to deliver on the Companies
sustainability objectives.
The Company understand that there are situations where conflict between work and home life
creates difficulties and where temporary or permanent changes to working arrangements can enable
employees to re-establish a balance. The options available in this policy can help employees to
accommodate the needs of both their home and professional lives.
The policy fits with the Company’s vision of providing the highest standards of service and achieving
greater efficiency by providing a better working environment.
Policy Aims & Benefits
This Home Working Policy aims to:
▪
▪
▪
▪
▪
▪

increase the options for flexible working arrangements
reduce costs
increase efficiency
improve recruitment
improve employee retention rates
improve company sustainability

The benefits of the policy for both the Company and its employees include:
▪
▪
▪
▪
▪
▪
▪

retention of trained employees who might otherwise have to leave for domestic reasons,
resulting in savings on the recruitment and training of new staff
reduction in office accommodation space
greater job satisfaction and personal responsibility
enhanced quality of life
greater flexibility for combining work and domestic commitments
furtherance of the Company’s Equal Opportunities Policy, for example home working can help
employees with disabilities
furtherance of the Company’s Sustainable Policy

Home Working Definition
Home working is where employees perform some or all their duties at home.
Home working can be divided into two categories:
▪

Regular home working: full-time or part-time employees with a formalised agreement to
work from home on a regular basis for the whole or a significant percentage of their working
week.

▪

Occasional or ad hoc home working: employees who work at home on an ad hoc basis,
without a formalised agreement, to carry out a specific task. The office base for these
employees will remain the Company’s office.
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General Principles
This policy applies to all employees of the Company. All employees can request formal home working
arrangements however the Company will determine which posts are suitable for home working.
The Company encourages and supports home working where it meets business needs. The HR
Director will consider the appropriateness of home working and will implement it where there are
demonstrable benefits to both the Company and its employees.
The employees line manager will regularly monitor and review home working arrangements in order
to ensure their continued effectiveness. To this end, regular contact must be maintained between the
home working employees and employees line manager.
The Company will treat all employees equitably, whether they are home, or office based.
Employees who work from home must ensure that they have a suitable environment in which they
can work. Employees must ensure that they can work free from disruption, e.g. by having adequate
care arrangements in place for dependents who may be at home during working hours.
It is the responsibility of the home working employees to inform their line manager if their home
working base changes.
Employees are entitled to apply for combinations of flexible working options.
All employees, whether working at home or at their office base, are required to comply with the
policies and procedures of the Company.
Applying for Formalised Home Working
In line with the flexible working rules introduced by the Employment Act 2002, employees can
request a variation to their terms and conditions of employment in respect of working from
home. However, employees do not have an automatic right to work from home.
To work effectively, home working has to primarily meet the business needs of the Company. Whilst
not all jobs are suitable for home working, any request will be considered on its merits.
Employees who wish to apply for home working must do so in writing to the HR Director. The written
application should set out:
▪
▪
▪
▪

the nature of the employee’s request and the reason for it
the proposed start date for the new arrangement
an explanation of how the employee thinks it will affect the Company and its business
how such effects can be dealt with.

Where a request is made to work from home under an employee’s statutory right to request flexible
working arrangements, the requirements of the Company’s Flexible Working Policy must also be
fulfilled.
The Company will consider a request for home working and may hold a meeting with the employee
within 28 days of receipt of the request. The Company will notify the employee of its decision in
writing within 14 days of the meeting.
Applications for home working will be approved at the HR Directors discretion, taking into account
the individual’s circumstances and the needs of the Company. When a request for home working has
been refused the Company will provide the reasons for the refusal in writing.
If employees feel that an application for home working has been unreasonably refused, they may
appeal against the decision in line with the Appeals procedure contained in the Company’s Flexible
Working Policy.
Employees working from home will be required to sign a Home Working Agreement before being
allowed to work from home. Approved home working arrangements will be subject to a trial
evaluation period before being confirmed.
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The Company reserves the right to review and vary existing home working arrangements and end an
existing home working arrangement if it is proving unsatisfactory.
Home working may be withdrawn from employees who abuse the system. Such employees may also
face disciplinary action under the Company’s disciplinary policy.
Selection Criteria
In determining whether to grant a request for home working the following criteria will be considered:
▪
▪
▪
▪
▪
▪
▪
▪

The suitability of the job and whether the work is capable of being undertaken at home
The impact on the level of service, efficiency and effectiveness
Whether costs incurred are reasonable
The needs of the employee for more flexible working arrangements
The suitability of the home environment
The suitability of the employee
The ability of the employee to cope with reduced social contact
Whether arrangements can be put in place for effective communication between the home
working employee and the Company

Equipment and Connectivity
The Company will provide the necessary equipment to enable employees to work effectively from
home. This will usually include:
▪
▪
▪
▪
▪

The supply of a telephone and/or broadband line, for the exclusive purpose of business use
Relevant IT equipment including PC, laptops, printer
Furniture including desk, chair, lockable drawers etc
Mobile phone where appropriate
Consumables, such as printer paper and ink, and stationary

The Company will bear the cost of installing, maintaining, repairing or replacing the equipment.
The Company reserves the right to enter the employee’s home for the purposes of maintaining and
servicing the equipment.
Equipment supplied by the Company is not for personal use. The equipment should be used
exclusively for Company business and it must not be used by anyone other than the employee.
The equipment provided will remain the property of the Company. Employees are required to return
any equipment supplied by the Company should the home working arrangement end.
Use of personal equipment for work purposes is permissible if it satisfies the necessary Health and
Safety and technical requirements.
The Company will not be responsible for maintaining employees’ own computers and equipment.
Health and Safety
The Health and Safety at Work Act 1974 applies to home working employees as well as office-based
employees. Under the Act, the Company is responsible for the health, safety and welfare of its
employees, wherever they work. At the same time employees have an obligation to ensure that they
take reasonable care not to expose themselves and others to risks to health and safety.
Prior to any employee starting home working, the Company will undertake a risk assessment at the
employee’s proposed place of work in order to ensure that it is suitable for its purpose and that the
work can be carried out safely. This may be carried out by the employee themselves. Should any
remedial work or measures be required, they must be completed prior to the employee starting to
work from home.
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The risk assessment will be reviewed on an annual basis to ensure that it remains appropriate.
Home working employees are responsible for day-to-day health and safety issues and for reporting
any concerns to the manager. Employees must take reasonable care to ensure that they work in a
safe working environment.
Failure to comply with the health and safety provisions may result in the withdrawal of the home
working arrangement and disciplinary action.
Insurance and Other Financial Concerns
Equipment supplied to home working employees is covered by the Company’s insurance policy.
Employees must take reasonable care to ensure that all equipment owned by the Company is kept
secure.
Employees will be held responsible for the loss or damage to any supplied equipment when caused by
failure to take adequate precautions to ensure its safety.
Employees working from home are covered by the Company’s Employer’s Liability policy in respect of
injury arising out of and in the course of employment at home.
It is the responsibility of the home working employee to provide adequate home buildings and
contents insurance. The Company will not accept liability for damage caused to the home or its
contents.
Home working arrangements may affect the home and contents insurance policies of the
householder. Before commencing home, working employees are required to contact their own
insurance company to advise that they will be working at home on a regular basis.
Some mortgage and rental agreements do not allow for the home premises to be used for work
purposes. It is the responsibility of the employees to inform their landlord or mortgage provider and
to obtain permission where necessary.
Employees should check with their local council as to whether business rates are payable in respect of
any part of their home used for business purposes.
The Company will not accept any responsibility for an employee who suffers any detriment, loss or
legal action as a result of not obtaining the necessary permissions from their insurer, mortgage
lender, landlord etc.
1. Confidentiality, Security and Data Protection
1.1 All employees, whether working at home or at their office base, are required to comply with
the Company’s Data Protection Policy.
1.2 Employees are responsible for ensuring the security of the Company property and all
Company information, files, documents etc. within their possession.
1.3 It is the responsibility of the line manager to determine whether the home working employee
is able to retain the security and confidentiality of information within the home. Line
managers must be satisfied that all reasonable precautions are taken to maintain
confidentiality of material in accordance with the requirements of the Company.
1.4 Data security is a particular concern for home working employees. Employees must ensure
that all information stored and accessed, including written information and that held on a
computer, is secure and cannot be accessed by other parties. Employees must take no action
which might prejudice the security of such information.
1.5 Failure to keep information secure is a serious matter and will be dealt with under the
Company’s disciplinary procedure.
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2. Hours of work
2.1 Employees working from home and their line manager are required to agree an appropriate
working pattern in the Home Working Agreement. Home working employees must ensure
that appropriate breaks are taken.
2.2 Requests from home working employees to change their hours of work will be treated in the
same way as requests from office based employees and must be agreed by their line
manager.
3. Annual and Sick leave
3.1 Requests for annual leave must be sent to and agreed by the line manager following the
normal procedure.
3.2 Employees working from home will be subject to the normal sickness absence procedures.
4. Expenses
4.1 Expenses paid for by the Company will be agreed at the outset of the Home Working
Agreement.
4.2 Further reasonable expenses incurred by the employee may be reimbursed at the
Company’s discretion, to be decided on a case by case basis.
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4. Lone Worker Health & Safety Policy
Policy Statement
This Policy should be read in conjunction with the main Company Health and Safety Policies.
Birdsall Services Limited (“the Company”) recognises and accepts its responsibilities to all its staff
under the Health and Safety at Work etc Act 1974 and its associated Regulations.
Work done by the Company sometimes demands that staff work alone or in situations where help
might not easily be available in an emergency.
The Company accepts that its responsibility extends to when the employee is working alone and away
from their normal base, and will ensure so far as reasonably practicable:
▪
▪
▪
▪

the means to maintain a safe and healthy place of work
provision and maintenance of such equipment or tools as is necessary for the employee to
carry out their work
safe access to and from the places of work, so far as is within the control of the Company
adequate information and training are provided to the employee

Definition of Lone Worker
The definition of lone worker includes (but is not limited to):
▪
▪
▪
▪
▪
▪

engineers working in plant rooms or on roofs without assistance
on-call engineers
on-call engineers working out of hours
engineers visiting domestic and commercial premises
office staff working alone or at home
people in fixed establishments where only one person works on the premises, e.g. in small
workshops, shops as well as home workers

General Health and Safety
The overall responsibility for health and safety within the Company lies with the Managing Director,
Paul Birdsall.
The Compliance Director, John Halls has day to day responsibility for managing health and safety
which includes staff members who work alone.
Engineers are required to complete a Dynamic Risk Assessment before commencing any work. If lone
working is deemed a risk, then adequate control measures will need to be implemented before any
work commences to reduce and/or manage any risks involved with lone working.
When carrying out a risk assessment or dynamic risk assessment, the employee will consider:
▪
▪
▪
▪
▪
▪
▪
▪
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access and egress to the place of work
any physical fitness that may be required
any medical conditions the employee may have
whether there is a risk of violence or harm befalling them
whether they need to use tools or machinery etc
what methods of communication are continuously available via people, phone or two-way
radios?
communication arranged for timed periods
if they have all the training, they need to be able to work safely in a variety of environments.
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If via the assessment lone working cannot be undertaken safely another person should be quoted for
and the reason why stated in the remedial quotation. If attending a reactive visit an additional person
should be called to attend for the duration of the visit if required.
Only those employees deemed ‘competent’ will be permitted to work unsupervised.
Confined spaces should never be entered alone and are covered under a separate policy
Employee’s Duties:
The employee will ensure that any parts of their home designated as ‘work’ areas are maintained to
professional standards.
Working with the Company Health & Safety management, the employee shall ensure that any hazards
inherent with their work activities are properly managed, and that the same protocols that would
apply at the Company’s premises are implemented.
If any part of the work area becomes unsuitable by dint of the work process changing, damage or
breakdown of equipment etc., or by the employee’s physical needs, the employee must inform their
line manager as soon as reasonably practicable.
Where PPE is needed following a Company Risk Assessment, the employee is required to use it.
Emergency procedures
No member of the Company will be permitted to work alone without their immediate line manager
(acting as their safety buddy) being fully aware of their whereabouts, and an approximate finishing
time.
The employee will be required to contact their safety buddy at pre-agreed intervals throughout the
day/job.
Contact can be made via phone call from a mobile phone, landline, email, SMS, What App message or
call, radio.
Should any employee fail to make contact as agreed the safety buddy will attempt to reach the
employee by all the other means above.
Should this be unsuccessful, the safety buddy will contact site where-ever possible and request a
check of the work area be made by security or reception staff. Request a check for the engineer’s
vehicle via CCTV or patrol.
If unable to establish that the engineer has left site, the nearest employee to that site will be asked to
attend to check on the engineer.
This policy will be reviewed annually or when there is a change in circumstances, in work practices or
the introduction of new legislation.
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5. Safeguarding Policy
Policy Statement
PURPOSE
Your role within Birdsall Services Limited relies on a mutual relationship of trust and confidence
between yourself, the Company and the client for whom the service is being provided.
Birdsall Services Ltd provides a service and maintenance service on air conditioning, heating and
refrigeration. Where work is required at schools, nursing homes or premises where there is a
placement of children and/or vulnerable adults, in such circumstances may involve contact with
children and/or vulnerable adults. The Company therefore recognises that the welfare of children
and/or vulnerable adults is paramount and takes seriously its responsibility to safeguard any children
and/or vulnerable adults on a client site with whom our employees may have contact with.
This policy aims to provide guidance, protection and rules on how to maintain this professional
relationship and avoid any situations where this is likely to be jeopardised.
Please note that a deliberate, negligent or malicious breach of this policy will be treated as a gross
misconduct, which may result in disciplinary action, potentially leading to your dismissal.
DEFINITIONS
Vulnerable Adult
Definition of ‘vulnerable adult’ means a person aged 18 years or over who is or may be in need of
community care services by reason of mental or other disability, age or illness; and who is or may be
unable to take care of him or herself, or unable to protect him or herself against significant harm or
exploitation.
Child
A child is defined as anyone under the age of 18 years.
Abuse
For the purposes of this policy abuse is defined as: “abuse is a violation of an individual’s human and
civil rights by any other person or persons.”
Abuse may consist of a single act or repeated acts. It may be physical, verbal or psychological, it may
be an act of neglect or an omission to act, or it may occur when a child/vulnerable person is
persuaded to enter into a financial or sexual transaction to which he or she has not consented, or
cannot consent. Abuse can occur in any relationship and may result in significant harm to, or
exploitation of, the person subjected to it.
POLICY
The company will not tolerate abuse in any form (either of clients, employees or anyone connected
with the company) and where abuse is suspected, or witnessed, then immediate action will be taken.
Procedure
When entering schools, nursing homes or premises where there is a placement of children and/or
vulnerable adults and the employee is required to work in areas where there is prohibited access, the
employee must be escorted by the client to the prohibited access work area and must be escorted by
the client when leaving the prohibited access work area.
A prohibited access work area is defined as an area where you may come into contact with children
and/or vulnerable adults.
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Reporting procedure
It is the duty of all employees to report to the HR Director any allegation of abuse straight away,
which is being made against you or a colleague, which is either witnessed or suspected incident of
abuse. You should clearly and promptly record all information regarding such an allegation.
Employees may be assured that their jobs will not be threatened by reporting abusive behaviour by
others (please refer to the whistleblowing policy).
Disciplinary action for violation of policy
Any employee who is found to have abused children and/or vulnerable adults on a client site or those
from a client site in any form will face disciplinary action, which may include dismissal, in addition
appropriate agencies may be notified. In addition, knowingly withholding information regarding the
abuse of any children and/or vulnerable adults from a client site by another colleague may result in
disciplinary action if found to be contrary to this policy.
General conduct and behaviour
All staff have a responsibility to act in a manner that will not bring into question the confidence in
which fellow colleagues, the client, the children and/or vulnerable adult in the care of the client or the
public in general have in their abilities to act appropriately.
In summary you should not:
Behave in a manner, which would lead any reasonable person to question your suitability to carry out
work on premises where children and/or vulnerable adults are placed.
Use language or make comments of a personal nature, which would cause (or be interpreted to
cause) embarrassment, humiliation or otherwise demean other parties.
Force or encourage colleagues or others to make unprofessional, personal comments or use of
inappropriate language, which would cause (or be interpreted to cause) embarrassment, humiliation
or otherwise demean other parties.
Social contact
Further to the above you should ensure that you do not establish or seek to establish a social
friendship or relationship with children and/or vulnerable adults placed at the client site.
It is therefore important to ensure that you take care in your language or conduct so that it does not
give rise to comment or speculation. Attitudes, demeanour and language all require care and thought,
particularly where you are carrying out works at a client site where children and/or vulnerable adults
are placed.
Client safeguarding policy and procedures
Employees of Birdsall Services Ltd working on a client site where they will come into contact with
children and/or vulnerable adults will be expected to be trained on the client’s safeguarding policy
and procedure and will be required to adhere to this.

Page | 12

Wellbeing Policies 2020

6. Occupational Stress Policy
Policy Statement
It is the policy of Birdsall Services Limited to provide and maintain safe and healthy working
conditions, equipment and systems of work for our employees and sub-contractors, and to provide
such information, training and supervision as needed for this purpose.
The company recognize that stress is the natural reaction that employees have to excessive pressure
or other types of demands placed upon them.
The company accepts responsibility for ensuring that occupational stress levels are appropriate to the
nature of the business and employee capabilities, and expect full
cooperation from our employees in the management of stress.
In order to recognize, control and monitor occupational stress at acceptable levels the company will:
▪

Provide adequate resources, training and information to enable employees at all levels to
carry out assigned tasks & responsibilities within acceptable stress levels

▪

Compile Job Descriptions for key roles, and to ensure that existing employees and new
recruits are capable of carrying out the required tasks and responsibilities

▪

Carry out Risk Assessments where there is a significant potential for occupational stress,
confirm control measures and ensure effective implementation

▪

Provide induction and ongoing job-related training for designated employees

▪

Provide Supervisors and Managers with Stress Awareness training

▪

Implement and maintain appropriate and effective communications systems at all levels

▪

Continually monitor the working environment to identify unacceptable levels of stress,
particularly during periods of change, excessive workloads or seasonal activity

▪

Provide independent counselling and support for employees suffering from the effects of
occupational stress and facilitate rehabilitation through appropriate ‘Return to Work’
programmes under supervision.

As an essential part of the company’s integrated management system, this Policy will be reviewed on
a regular basis to ensure that it continues to demonstrate effective stress management practice.

Stress Policy
Introduction
The Company recognises that stress at work can be harmful and can have a detrimental effect upon
both the individuals concerned and upon the business as a whole.
What is stress?
Stress is the adverse reaction people have to excessive pressures or other types of demand placed on
them. This may be due to work or factors outside work. There is a clear distinction between pressure,
which can create a ‘buzz’ and be a motivating factor, and stress, which can occur when the pressure
becomes excessive. If the excessive pressure (stress) continues for prolonged periods of time, it can
have adverse effects on an individual’s physical and mental health as well as performance at work.
‘Good’ stress
Any set of tasks, responsibilities and day-to-day problems result in pressures and demands being
placed upon almost any employee in any working environment.
Individuals accept reasonable pressures which are, in the main, considered as positive and
motivational. These pressures can provide the key to a sense of achievement and job satisfaction.
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It is only when there is excessive and unreasonable workplace pressure that it might become harmful.
It can then damage performance and undermine the health of a workforce as described below.
Harmful stress
Harmful stress levels differ for individuals, based on personality, experience, motivation and the
support received from management, colleagues, family and friends.
But where pressures build and continue for some time, the effects of stress can become more
sustained and far more damaging, leading to longer-term psychological problems and physical ill
health. Long-term stress has been associated with conditions such as high blood pressure, heart
disease, anxiety, depression, ulcers and thyroid disorders.
There can also be associated behavioural effects, such as increased anxiety and irritability, a tendency
to drink more alcohol and smoke more, difficulty sleeping, poor concentration and an inability to deal
calmly with everyday tasks and situations.
The ability to cope with high levels of stress can also be affected by events being experienced outside
of work. Situations such as bereavement, family sickness, marital or other inter-personal problems
also cause stress.
Indicators of potentially harmful stress levels to watch out for are:
▪ Pressures which are cumulative and/or prolonged
▪ Demands placed upon the individual over which he/she has lost control
▪ Demands which are conflicting – causing confusion
▪ High levels of uncertainty or under-utilization of skills
▪ Inflexible and/or over-demanding work and/or travel schedules
▪ Prolonged inter-personal conflicts; and
▪ Absences of leadership and/or understanding from managers.
Physical conditions such as noise, heat, humidity, vibration and a presence of toxic or dangerous
materials or other hazards might also increase stress levels for the employees working within that
environment.
The Company’s approach to managing stress
The Company takes the issue of stress very seriously to ensure the health and well-being of its
employees as well as the smooth running of the business. If you are feeling the effects of stress, or
suspect a colleague is stressed, please inform your manager. Your manager will examine the causes of
stress involved and together with the designated Health and Safety representative will look at ways in
which the stress can be eliminated or reduced. This will be done in full consultation with the affected
employee.
The necessary changes will be made in accordance with the cause of stress, the nature of work and
the resources available. Such measures may include:
▪
▪
▪
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Ensuring that employees’ skills, abilities and personalities match the demands of the job,
which may mean varying the type of work or work location
Improving training
Improving career structures
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7. Eye Test Policy
Policy Statement
An employee is entitled to a free eyesight test under the Health and Safety (Display Screen
Equipment) Regulations if they use Display Screen Equipment (“DSE”) as a significant part of his/her
normal work.
The requirement to provide a free sight test is not automatic, the Regulations only require an
employer to provide a free eyesight test on request from the employee.
It is Birdsall’s policy to support and encourage the proactive use of eye tests.
Criteria to be met:
▪
▪

▪
▪
▪

▪

A computer worker must be assessed as a DSE ‘User’ for any entitlement to apply
If the employee has been assessed as a user, they must obtain their manager’s authorisation
for the eye test to be given at the Company’s expense. Appointments should be arranged to
take place outside of working hours wherever possible.
The employee must bring back a receipt and the optician’s test results
The date of the eye test should be recorded on the person’s DSE assessment form
Users can request further eye tests at regular intervals after the first test (generally specified
by the optician at approximately 2 yearly intervals) or earlier, if they are having visual difficulties
that they believe is being caused by their DSE work
If the tests indicate the need for glasses (called 'special corrective appliances') for the user’s
DSE work, the Company’s liability is restricted to payment of the cost of a basic pair of frames
and lenses (plus the cost of the eye test/examination as above).

Note 1 – If, following the eye test, special corrective appliances have been specified by the optician,
and a user chooses more costly appliances - for example, designer frames or lenses, or optional
treatments not necessary for the work, the Company will contribute only that portion of the total cost
(see below) equal to the cost of the basic lenses and frame as required under the regulations.
Note 2 - The cost of normal, everyday use spectacles that are also worn for computer work, are at the
user’s own expense.
Note 3 – The Company is not responsible for any corrections for vision defects or examinations for eye
complaints that are not related to DSE work.
Where an eye test by an optometrist suggests that a user is suffering eye injury or disease, the user is
to be referred to his/her registered medical practitioner for further examination (keep a record).
Company contributions
Approval must be obtained in writing before claims are submitted. This then needs to be attached along
with the receipt to the expenses form. Currently the Company contribution towards costs are:
▪
▪

Eye test/examination: Up to a maximum of £50.00
Basic frames/lenses or contribution towards higher specification appliances, up to a maximum
of £75.00
Users that have been authorised to have an eye test/examination should arrange for it to be carried
out with an appropriate High Street optician within the Company cost criteria as above.
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8. Alcohol, Drugs & Solvent Abuse Policy
Policy Statement
Drugs, alcohol and the workplace
It is in everyone’s interest for the Company to maintain a healthy, safe and productive working
environment. This policy sets out the rules you must follow in relation to drugs and alcohol as an
employee of this Company.
It is very important that you always comply with this policy as the Company considers any breach to
be a serious matter. If you are found to be in breach of this policy, you may be dismissed without
notice or pay in lieu of notice.
Drugs
Using, possessing, selling and supplying drugs
Apart from drugs prescribed for you, or over the counter medication (both of which must be taken as
directed), you are strictly prohibited from using or possessing drugs, including ‘legal highs’:
▪ During working time
▪ Whilst on company, client or suppliers’ premises (this includes vehicles)
▪ At lunchtime or during breaks
▪ When representing the Company at business/client functions or conferences
▪ When attending company organised social events outside normal working hours
You must not sell or supply illegal drugs, prescription medication or ‘legal highs’ in the circumstances
specified above. Furthermore, it is important to remember that if you engage in activities outside the
workplace that could seriously damage our reputation; this may affect your on-going employment
with us.
Incidents involving the possession or use of illegal drugs on company premises will result in the
authorities being notified.
Attending work under the influence of drugs
You are strictly prohibited from attending work or business functions under the influence of drugs
(including ‘legal highs’) or solvents. It is your responsibility to ensure you attend work in an
unimpaired condition.
If you are taking prescription or over the counter medication, we advise you to seek advice from your
doctor or pharmacist regarding the effects this will have on you in your role and/or in the workplace.
You should also have regard to any side effects or prohibited activities detailed in the instructions,
such as drowsiness or advice that you should not operate heavy machinery.
You should advise your manager in confidence if medication may have an impact on your health and
safety or that of others. This is to enable the Company to take appropriate action where necessary.
You do not have to inform the Company of what illness the medication relates to.
Alcohol
Attending work under the influence of alcohol
You are strictly prohibited from attending work under the influence of alcohol. It is your responsibility
to ensure you attend work in an unimpaired condition.
Consuming alcohol
Without prior permission from the HR Director you are strictly prohibited from consuming alcohol:
▪
▪
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▪
▪

At lunchtime or during breaks
When representing the Company at business/client functions or conferences

Where permission is given for alcohol to be consumed, you must demonstrate responsible behaviour
and maintain a professional image and standards at all times. You must remember that the
Company’s usual code of conduct still applies. Excessive alcohol consumption or unacceptable
behaviour will not be tolerated by the Company. These rules are equally applicable to work related
social events, such as Christmas parties, where prior permission is not required to consume alcohol.
If you are permitted to consume alcohol, you must ensure that you comply with relevant legislation
including drink driving legislation.
Bringing alcohol into the workplace
Alcohol must not be brought onto company or client’s premises (including vehicles) without the prior
permission of the HR Director. The only exception to this is that you are permitted to bring alcohol
onto our premises if it has been given as a gift from a client and you comply with the Company’s gift
policy.
If you are permitted to bring alcohol onto company premises it must remain sealed and out of sight of
visitors or stored in the Server Room.
If you have personal use of a company car, you are permitted to carry alcohol in it providing this is
done in your own time and you comply with road traffic laws.
Driving whilst under the influence of alcohol or drugs
If we know or suspect that you are under the influence of alcohol or drugs, we will not permit you to
drive, whether this is your own or a company vehicle. In such circumstances we will ask that you make
alternative arrangements to get home and will reasonably assist you to do so, such as by ordering a
taxi. Where you insist on driving, it may be necessary for us to contact the police.
If you have any questions regarding this Drug and Alcohol policy, please contact your manager.
Policy on Drug and Alcohol Dependency
We acknowledge that some employees may have or may develop a dependency on drugs or alcohol.
We will endeavour to support such employees in so far as is reasonably possible in accordance with
the needs of the business and/or our health and safety duties.
This policy sets out the approach the Company will usually take where an employee informs us that
they have a drug or alcohol dependency.
Whilst this policy is aimed at assisting employees who have alcohol or drug problems, we must advise
you that the following actions are not covered by this policy and may result in your dismissal:
▪
▪

Being found to be under the influence of drugs or alcohol whilst at work or
Another serious breach of our policy on Drugs, Alcohol and the Workplace

In this policy, drug and/or alcohol dependency will be referred to generally as dependency.
Voluntarily seeking help for dependency
If you feel you have a dependency, we encourage you to seek appropriate professional support for this
at an early stage and to inform us of your situation. Such information will be treated in confidence.
Where you voluntarily inform us that you have a dependency, your manager will discuss your
situation with you. We have a duty to ensure your health and safety and that of others and as such
we will need to initially assess whether it is safe for you to remain in the workplace and/or continue
to carry out your full range of duties. We would like to stress that where there is no risk to health and
safety you will usually be able to remain in the workplace.
Where a risk to health and safety is identified, the Company's response is dependent on the
circumstances. It could include, but is not limited to, the following:
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▪
▪
▪

Adjusting your duties to remove the risk where it is possible and feasible to do so in
accordance with the requirements of the business
Temporarily transferring you to other more suitable work and/or a more appropriate location,
where possible and feasible to do so in accordance with the requirements of the business
Initially suspending you on basic pay pending a medical opinion regarding your condition

If the above is applicable in your case, we will discuss the situation with you.
Where medical advice is that you are unfit to attend work, or you are unfit to carry out your full
duties (and it is not possible whether for operational or other reasons for us to adjust your duties)
your absence from work will be treated as sick leave and you will be paid accordingly. The medical
opinion and the Company's response to it will be discussed with you.
Encouragement to seek treatment
Where you inform us that you have a dependency you will be counselled about the need for
treatment. Where specialist treatment is required, we will encourage you to access this to overcome
your dependency. Specialist treatment should usually be sought from the National Health Service.
However, the Company may also assist you in accessing relevant organisations.
Time off work for treatment
If you need time off work to attend treatment for your dependency and this is recommended by a
medical professional, we will treat this as sickness absence and the usual company sick pay rules will
apply. The reasons for your absence will be kept confidential.
Returning to work after treatment
As in any other case of illness, your return to work after treatment will depend on confirmation by
your general practitioner that you are fit for work. In this context, fitness for work means that your
addiction is being monitored and controlled and that you do not present a risk to either your own
safety or that of others. The opinion of the company or site appointed occupational health advisor
may be sought before agreeing to a return to work date.
Where stress is a possible contributor to your dependency, we will take the necessary steps to ensure
that any work-related causes are identified and addressed.
Following a return to work after treatment, it is essential that confidential and regular monitoring by
the Company continues.
Dependency and work performance
As an employer we require all employees to perform their duties to the required standard which will
have been communicated to you. If you have a drug or alcohol dependency this can cause your
performance at work to suffer.
Where this is the case, the Company will offer support, so far as is reasonable in accordance with the
needs of the business, to assist you to improve your performance to an acceptable level.
Any support the Company may provide under this policy is dependent on:
▪
▪

Your GP or Occupational Health practitioner diagnosing a dependency and
You recognise that you have a dependency and co-operating with treatment and
rehabilitation

Subject to operational requirements and feasibility, the support the Company may offer includes
adjusting your duties or accommodating other support recommended by a medical professional
during your treatment and for an agreed period thereafter.
If your performance does not improve, if applicable, the normal capability procedures may be followed,
which may result in your dismissal.
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9. Legionnaires Disease Policy
Policy Statement
Legionnaires’ disease is a potentially fatal pneumonia caused by Legionella bacteria. Infection is
caused by breathing in small droplets of water contaminated by the bacteria. Legionella is common in
natural water systems and can contaminate other water systems such as cooling towers, evaporative
condensers, humidifiers, pumps, heat exchangers, hot & cold-water systems, baths and showers.
Equipment and services provided by Birdsall are not considered to be a likely source of Legionella but
may be associated with customer property or equipment on which we are required to work.
Birdsall Services has a duty of care to consider the potential risks from Legionella that may affect
engineers, sub-contractors, customers and members of the public, and to ensure that systems
installed and maintained prevent the growth and multiplication of Legionella.
The policy of Birdsall Services is:
System Design and Specification
▪
▪
▪
▪
▪
▪
▪
▪
▪

Systems to be designed, installed, commissioned and maintained to control the growth or
multiplication of Legionella
Systems designed to ensure the release of water spray is properly controlled
Hot water is stored at temperatures in excess of 60° and distributed above 50°
Cold water is stored below 20°
Water temperatures are avoided that favour the growth of Legionella & other micro organisms
Systems to be designed to ensure that water cannot stagnate anywhere in the system by
keeping pipe runs short or by removing redundant pipework
Avoiding materials that encourage the growth of Legionella
Systems to be designed that are safe to use and can be cleaned and maintained satisfactorily
To provide advice and guidance to system users on effective water management to prevent
contamination

Service and Maintenance
▪
▪
▪
▪
▪
▪
▪

Identify and assess potential sources of risk from Legionella
Review system specification including schematic diagrams, pipe work runs and layout
Determine safe and correct operation of the system
Review system control methods including precautions to prevent contamination by Legionella
Recommend system improvements to reduce risk from Legionella
To provide advice and guidance to system users on effective water management to prevent
contamination or control infection
Appoint an Approved Sub contractor registered to a recognized Regulatory Body or Trade
Association to sample, treat, monitor and maintain water systems susceptible to Legionella

In the event of suspected exposure to Legionella
It is the responsibility of the Contract Director to:
▪
▪
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10. Coronavirus (COVID-19) Policy
Policy Statement
This Company Coronavirus Policy (CCP) includes all the measures we are actively taking to mitigate
the spread of coronavirus.
You are kindly requested 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. We assure you that we will always treat your private health and personal data
with high confidentiality and sensitivity.
This policy is susceptible to changes with the introduction of additional governmental guidelines. If so,
we will update you as soon as possible by email.
Scope
This policy applies to all our employees who physically work in our office and customers premises. We
strongly recommend to our remote working personnel to read through this action plan as well, to
ensure we collectively and uniformly respond to this challenge.
Policy elements
Here, we outline the required actions employees should take to protect themselves and their coworkers from a potential coronavirus infection.
Sick leave arrangements:
▪

If you have cold symptoms, such as cough/sneezing/fever, or feel poorly, request sick leave or
work from home as applicable.

▪

If you have a positive COVID-19 diagnosis, you can return to work only after you have fully
recovered and quarantined for 14 days.

Work from home requests:
▪

If you are feeling ill, but you can work, you can request to work from home.

▪

If you have recently returned from areas with a high number of COVID-19 cases (based on
CDC announcements), we’ll ask you to work / stay at home for 14 calendar days, and return
to work only if you are fully asymptomatic. You will also be asked not to come into physical
contact with any colleagues during this time.

▪

If you have been in close contact with someone infected by COVID-19, with high chances of
being infected yourself, request work / stay at home. You will also be asked not to come into
physical contact with any colleagues during this time.

▪

If you are a parent and you must stay at home with your children, request work from home.
Follow up with your manager to decide and set expectations.

▪

If you need to provide care to a family member infected by COVID-19, request work / stay at
home. You will only be permitted to return to the workplace 14 calendar days after your
family member has fully recovered, if you are asymptomatic or you have been tested
confirming you don’t have the virus. You will also be asked not to come into physical contact
with any colleagues during this time.

Travelling/commuting measures:
▪
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▪

In-person meetings should be done virtually where possible, especially with non-company
parties (e.g. candidate interviews and partners).

▪

If you normally commute to the office / workplace by public transportation and do not have
other alternatives, you can request to work from home as a precaution.

▪

If you are planning to travel voluntarily to a high-risk country with increased COVID-19 cases,
we will ask you to work / stay at home for 14 calendar days. You will also be asked not to
come into physical contact with any colleagues during this time.

▪

Avoid public transport and use alternative means to travel to and from your workplace.

▪

Only use public transport if you have no other options, try to avoid peak times of travel. Leave
extra time for your journey. Keep your distance from other passengers. Wear a face mask if
you can. Use contactless payment.

▪

Avoid sharing a vehicle. If unavoidable keep to the same person and vehicle each time. Wear
face mask keep as much distance as possible, the vehicle to be kept tidy and sanitised each
time you contact any surface.

▪

When sharing, maintain good ventilation keeping car windows open and facing away from
each other may help the risk of the transmission.

▪

Anticipate more pedestrians and cyclists than usual, especially at peak times of the day. Give
cyclists and pedestrians space at standstills for example Traffic Lights. Garages, petrol
stations try to keep your distance and use contactless payment

▪

Maintain constant washing of hands with water and soap or sanitiser, each time you contact
any surface.

General hygiene rules:
▪

Wash your hands after using the toilet, before eating, and if you cough/sneeze into your
hands (follow the 20-second hand-washing rule). You can also use the sanitizers you will find
around the workplace.

▪

Cough/sneeze into your sleeve, preferably into your elbow. If you use a tissue, discard it
properly and clean/sanitize your hands immediately.

▪

Open the windows regularly to ensure open ventilation.

▪

Avoid touching your face, particularly eyes, nose, and mouth with your hands to prevent from
getting infected.

▪

If you find yourself coughing and sneezing on a regular basis, avoid close physical contact with
your co-workers and take extra precautionary measures (such as requesting sick leave).

Employees facing customers:
▪

Working in customer’s premises, you should use the customers washing facilities, hand
sanitiser or use your own sanitiser regularly.

▪

Undertake personal risk assessment of the surroundings and people you meet. If any
customers display symptoms or appear to have poor personal hygiene, operatives should
cease work, and contact their manager.

▪

Use of personal hand sanitiser should NOT replace good personal hygiene and operatives
should continue to wash their hands where possible.

▪

Employees should limit physical contact with customers, including shaking of hands.

▪

Employees should not accept any food or drink from customers / tenants
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▪

Consumption of food and drink should only be undertaken in designated areas and once
thorough hygiene measures have been undertaken.

▪

Operatives should ensure good personal hygiene after using toilet facilities.

▪

Encourage the use of conference calling for meetings and phone avoiding unnecessary
physical contact.

Government advice to managing COVID-19 in the workplace
What to do if an employee becomes unwell and believe they have been exposed to COVID-19.
Government guidelines susceptible to change with additional and ongoing changes.
▪

If someone becomes unwell in the workplace, the unwell person should be removed to an
area which is at least 2 metres away from other people.

▪

If possible, find a room or area where they can be isolated behind a closed door, such as a
staff office. If it is possible to open a window, do so for ventilation.

▪

The individual who is unwell should call NHS 111 from their mobile, or 999 if an emergency (if
they are seriously ill or injured or their life is at risk) and outline their current symptoms.

▪

Whilst they wait for advice from NHS 111 or an ambulance to arrive, they should 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 do not have any tissues available, they should
cough and sneeze into the crook of their elbow.

▪

If they need to go to the wash facilities whilst waiting for medical assistance, they should use
a separate facility if available.

What to do if a member of staff or the public with suspected COVID-19 has recently been in your
workplace
▪

No special control measures are required if a member of staff or public to be considered
whilst test results for COVID19 are awaited. There is no need to close the workplace or send
other staff home.

What to do if a member of staff or the public with confirmed COVID-19 has recently been in your
workplace
Closure of the workplace is not recommended.
▪

Management of the workplace will be contacted by the PHE local Health Protection Team to
discuss the case, identify people who have been in contact with them and advise on any
actions or precautions that should be taken.

▪

A risk assessment of each setting will be undertaken by the Health Protection Team with the
lead responsible person. Advice on the management of staff and members of the public will
be based on this assessment.

▪

The Health Protection Team will also be in contact with the case directly to advise on isolation
and identifying other contacts and will be in touch with any contacts of the case to provide
them with appropriate advice.

▪

Advice on cleaning of communal areas such as offices or toilets will be given by the Health
Protection Team.

When individuals in the workplace have had contact with a confirmed case of COVID-19
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If a confirmed case is identified in your workplace, the local Health Protection Team will provide the
relevant staff with advice. These staff include:
▪

any employee in close face-to-face or touching contact

▪

talking with or being coughed on for any length of time while the employee was symptomatic

▪

anyone who has cleaned up any bodily fluids

▪

close friendship groups or workgroups any employee living in the same household as a
confirmed case

Contacts are not considered cases and if they are well, they are very unlikely to have spread the
infection to others.
Those who have had close contact with an infected party:
▪

will be asked to self-isolate at home for 14 days from the last time they had contact with the
confirmed case and follow the stay at home guidance available at

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
▪

they will be actively followed up by the Health Protection Team

▪

if they develop new symptoms or their existing symptoms worsen within their 14-day
observation period they should call NHS 111 for reassessment

▪

if they become unwell with cough, fever or shortness of breath they will be tested for COVID19

▪

if they are unwell at any time within their 14-day observation period and they test positive for
COVID-19 they will become a confirmed case and will be treated for the infection

▪

Staff who have not had close contact with the original confirmed case do not need to take
any precautions and can continue to attend work.
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11. Company Vehicle Policy
Policy Statement
If you are authorised to use a company vehicle you must comply with the following rules. Failure to
do so may constitute a disciplinary offence.
Terms and conditions of vehicle use
General statement
Your use of company vehicles is conditional upon your behaving in a responsible manner, observing
all relevant road traffic laws including but not limited to drink and drug driving legislation and
following the rules set out in this chapter.
Licence
You are required to have a full and valid UK driving licence, a European Community equivalent, or an
international driving licence appropriate for the class of company vehicle you will drive. The Company
requires all employees to produce upon request their original valid driving licence prior to use of a
company vehicle or at any subsequent point during their employment. When requested to do so you
are also required to take the necessary steps to enable the Company to obtain evidence of your
driving record. Please contact your Manager if you require further information regarding this.
Loss of your driving licence may result in the termination of your employment if your ability to drive
on highways is a substantial part of your job.
Type of use
Company vehicles are to be used for the Company’s business purposes only. Express permission must
be obtained before a company vehicle is used for personal use. Speak to your manager if you are
unsure about this.
Use for the carriage of passengers for hire or reward is expressly forbidden and will be regarded by
the Company as constituting gross misconduct.
Physically and mentally fit
Whenever you drive a company vehicle you must have disclosed to your employer any medical
physical or mental conditions that would impair your ability to drive the vehicle in a safe and secure
manner.
Alcohol
You are expressly forbidden to drive or to be in possession of a vehicle while under the influence of
alcohol. It is your responsibility to ensure you stay below the legal drink driving limit applicable to the
part of the UK in which you are driving. A failure to comply with this requirement will be regarded by
the Company as constituting gross misconduct.
Drugs
You are expressly forbidden to drive or be in possession of a vehicle where medication prescribed for
you or over the counter medication impairs your ability to drive or where you are under the influence
of illegal or other drugs such as but not limited to ‘legal highs’.
In addition to the above, you must ensure that where you are driving in England and Wales you
comply with the Drug Driving (Specified Limits) (England and Wales) (Amendment) Regulations 2015.
These Regulations make it illegal to drive with certain drugs in your system over specified limits. The
Regulations cover specified illegal drugs and certain prescription drugs in some circumstances. If you
are in any doubt regarding the content of the regulations or your ability to drive, you must contact
your Manager before driving the vehicle. It is your responsibility to ensure you comply with the rules.
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A failure to comply with the rules regarding driving and drugs will be regarded by the Company as
constituting gross misconduct.
Smoking/Electronic Cigarettes
It is not permitted to smoke or use electronic cigarettes in company vehicles at any time.
Fuel and mileage
You will receive a company credit card/company fuel card for fuel used by you when driving your
company vehicle on company business. Use of this card for any other reason without authorisation
from your manager will be grounds for disciplinary action and may result in your dismissal.
Breakdown
You will be advised of the breakdown procedures and cover (if applicable) when you are issued with a
company vehicle. If you do not receive this information, please ask your manager.
Road fund licence
The road fund licence for each vehicle will be renewed by the Company when required. If you have
any questions regarding a vehicle’s road fund licence, please contact your Manager.
Use outside the United Kingdom
No company vehicle may be taken out of the United Kingdom without written permission from your
manager.
Vehicle security
At all times when leaving the vehicle unattended you must ensure that all windows are closed, the
ignition key removed, and the vehicle securely locked.
Lost or stolen articles
The Company accepts no responsibility for any personal articles carried in the company vehicle.
Seat belts
You and any front or rear seat passengers are always required by law to wear seat belts where they
are provided. Fines imposed for not wearing them will be your responsibility.
Parking or other fines
The Company will not under any circumstances accept any responsibility for parking or other fines
incurred by you. They are your responsibility and failure to pay them may result in disciplinary action
being taken.
Mobile phones
All employees are prohibited from using mobile phones, including hands-free mobile phones, whilst
driving or operating a company vehicle. Please stop at regular and convenient intervals to pick up any
messages you may have but be aware that it is an offence to use a handheld mobile phone unless the
vehicle is stationary with the engine switched off. If you fail to obey this requirement, we will not be
liable for any fines incurred and disciplinary action may be taken against you.

USE BY OTHER DRIVERS
Sole use by employee
If the company vehicle has been provided solely for your use, it is your responsibility to see that the
vehicle is not driven by anyone else. If in doubt, you must seek clarification from your manager.
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Use by another driver
If you have received authority for someone else to drive the company vehicle, you should use your
best endeavours to ensure that he/she observes the policies and rules set out in this section and
complies with licencing procedures as set out at the beginning of this chapter.

CONDITION OF VEHICLE
Cleanliness
The company image is important and is reflected through you and through any company property
including company vehicles. It is therefore your responsibility, where a company vehicle has been
entrusted to you, to keep its exterior and interior clean, ensuring all rubbish and waste is removed
from the vehicle daily.
Maintenance
It is your responsibility to ensure that the vehicle entrusted to you is properly serviced and
maintained, consistent with any manufacturers and service warranty. Further, you are to ensure that
the vehicle is always in a roadworthy condition.
Random checks
We reserve the right to conduct random checks to ensure that these policies are being observed and
to repossess the vehicle if they are not.
No fixtures or alterations
No fixtures such as aerials, roof racks, towing apparatus, stickers or similar may be attached to
company vehicles without prior written permission.
Before returning the vehicle to the Company, it should be restored to the condition it was in when
first received by you, subject to normal wear and tear.
No change or alteration may be made to the mechanical or structural specification of any company
vehicle.

INSURANCE
Fleet policy
All company vehicles are covered by a fleet insurance policy and the terms of this policy must be
strictly observed. For security reasons, the Company keeps certificates of insurance.
Securing vehicles and contents
All company vehicles should be kept locked when not in use, and all contents should be stored out of
sight, preferably in the boot. Additionally, you should ensure that any company vehicle is parked in
well-lit areas in clear public view.
If a vehicle is stolen, the Company is required to satisfy the insurance company that there has been
no negligence. If you have not observed this policy, we will hold you responsible for any resulting loss
that would not have been covered by the insurance.
Reporting loss
In cases of loss, whether of the vehicle and/or its fittings or contents, you must inform the Company
immediately. Full details of the contents of the vehicle must be itemised and given to the Company.
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ACCIDENTS
Reporting accidents
You must notify the Company immediately if there has been an accident, no matter how trivial. If the
accident is serious the Company can decide for the vehicle to be recovered and alternative transport
arrangements to be provided for you.
Additionally, within 24 hours you must provide the Company with a written accident report detailing
the incident and cause. Wherever possible the following should appear on the report:
▪

Name(s) and address(es) of the third-party driver(s) and the name(s) and address(es) of their
insurer(s)
▪ Names and addresses of all passengers in the company vehicle and in any third-party
vehicle(s)
▪ Names and addresses of all witnesses
▪ Particulars of the attending police and/or emergency services
The report must be accompanied by a detailed sketch showing the relative positions of the vehicles
before and after the accident, together with the details of the nearby roads. Details should include
whether they are major or minor roads and as many relevant approximate measurements as possible.
Contributory fault for loss, accident or damage
Whilst the Company appreciates that accidents and/or incidents may happen, where it is found by the
insurer that your behaviour has contributed to the accident we may require you to repay, either
through deduction of wages or any other method acceptable to us, any costs incurred by the
Company.
Where you are held responsible by the insurer for any accident, incident or damage, then we reserve
the right to deduct the excess on the insurance policy as a minimum and possibly the total costs of
the accident and/or damage from your wages.

REPLACEMENT, RETURN AND REPOSSESSION OF COMPANY VEHICLES
Replacement
At a time to be decided by the Company, and at its sole discretion, the vehicle will be replaced with a
vehicle from the existing fleet or a new vehicle, depending on availability at the time of replacement.
The model and make are at the Company’s discretion.
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12. Company Safe Driving Policy
Policy Statement
As a conscientious employer whose work often involves travelling, Birdsall is committed to reducing
the risk of work related road traffic crashes and collisions.
We understand that the following legislation applies to us:
▪
▪
▪
▪
▪
▪
▪
▪
▪

Health and Safety at Work Act 1974
Management of Health and Safety at Work Regulations 1999
The Workplace (Health, Safety and Welfare) Regulations 1992
Road Traffic Acts supported by the Highway Code
UK Domestic Drivers’ Hours Rules
Tachograph Regulations
The Road Transport (Working Times) Regulations 2005
The Road Vehicles (Construction and Use) Regulations 1996
Corporate Manslaughter and Corporate Homicide Act 2007

This Driving Policy applies to all employees and Directors who drive in connection with Company
employment whether it is in their own vehicle, a fleet vehicle or a vehicle hired by the Company.
This Policy will be given to all employees who drive on Company business.
The purpose of this Policy is to set out how the Company will ensure that all those who drive on
Company business are acting in line with both the Health and Safety Law and Road Traffic Legislation.
This Driving Policy will be reviewed / updated as needed annually, and any changes made known to all
driving staff.
All staff who drive on Company business whether they use a company vehicle or their own, will be
required to produce their Driving Licence every six months, or on request, to prove continued
entitlement to drive the class of vehicles they are required to use. All drivers will be deemed to have
consented to permit their employer to contact the DVLA to check for any endorsements every six
months or if unsafe driving practices are suspected.
Failure to produce the driving licence when requested may result in disciplinary action being taken.
Employees are required to inform their line manager of any Road Traffic Accidents (RTA) involving
Company vehicles as soon as it is safe to do so, whether any damage is sustained to the Company
vehicle. All staff are required to follow the procedures set out in sub-clause 9.6.
All employees must inform their line manager of any driving penalties either received or pending
within 5 working days of notification.
Parking Tickets/Fines
If parking tickets are given to any Company vehicles whether they are being used for Company
business, the driver/keeper of the vehicle is to ensure that the office is informed as soon as
reasonably practicable. Failure to do so may result in the employee being held liable for extra costs
over and above the original fine.
Drink and Drugs including Medicines
The Company operates a zero-tolerance drink and drug driving policy.
All drivers must report any pending prosecutions and/or cautions immediately, regardless of whose
vehicle they were driving at the time. Failure to do so will result in disciplinary action.
Any driver prosecuted for such offences will be subject to the disciplinary procedure which may result
in dismissal.
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All employees are encouraged to report concerns about colleagues with regards to drink or drugs as
soon as possible. This can be done anonymously if necessary.
Any driver who believes that they may be over the drink drive limit must inform their line manager.
They must not drive. They may be given alternative duties if available or be required to take annual
leave. Should this become a regular occurrence, disciplinary action may take place.
Any driver found to be affected by illegal drug use will face disciplinary procedures as well as
prosecution by the Police.
Any driver taking prescription or over the counter medicines must ensure that they are still fit to
drive. Many prescription/over the counter medicines can have a serious effect on the ability to
concentrate and can contribute to accidents. Such medication may include cold remedies, some
cough medicines, pain relief – especially those including opiates, and antidepressants which may
cause muscle spasms.
Any driver whose abilities are found to be impaired through drugs, whether legal or illegal, may be
prosecuted.
Any driver who may be unfit to drive must inform their line manager immediately. They must not
drive.
Drivers’ Responsibilities
All drivers are legally responsible for the roadworthiness of their vehicles. If the tyres are bald or the
lights do not work etc. it is the driver who will receive penalty points and fines.
Drivers of Company vehicles are required to carry out basic maintenance on their vehicles, such as
ensuring oil and coolant levels, tyre pressures etc. are all correct.
Any defects identified must be reported to the Company immediately. The Compliance Manager will
ensure the fault is recorded. The employee must complete a vehicle defect form as soon as the
defect is found. The completed form must be handed to the Compliance Manager as soon as possible.
Verbal reporting of a defect without completing a defect form is not acceptable.
All reported defects will be dealt with promptly. The Company will not permit un-roadworthy vehicles
to be used.
Grey Fleet
Any employees driving their own vehicle on behalf of the Company will be required to present their
insurance certificate and MOT certificate (if applicable) on an annual basis. The employee must
ensure that their vehicle is insured for business use.
Any employee driving their own vehicle must ensure that it is kept in a safe and roadworthy condition
at all times. The management accept that employees may be without their vehicle when repairs are
necessary to keep the vehicle in a safe and roadworthy condition. However, employees must give as
much notice as possible so that alternative arrangements can be made.
Mobile Phones
The mobile phone is now seen as an essential means of work communication. However, it is illegal to
use a handheld mobile phone while in control of a vehicle, whether it is mobile or stationary i.e. in
traffic. If caught, you can get an automatic fixed penalty notice which will get 3 penalty points on your
licence and a fine of £100.
Your case could also go to court and you could be disqualified from driving and get a maximum fine of
£1,000.
All drivers/vehicles will be provided with hands-free kits; however, a mobile phone should only be
used when it is necessary. You are permitted to use hands-free phones and sat navigation when you
are driving, but if the police think you are distracted and not in control of your vehicle you could still
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get stopped and penalised. If you are involved in an accident and there is a possibility that you were
not concentrating due to phone use, for example, you may also be charged with ‘driving without due
care and attention’, or worse.
Whenever possible, mobile phones should be switched off while driving and a message facility used.
Messages should only be picked up and responded to when it is safe to do so.
Drivers must not dial out or send or read texts while in motion. (This includes hands free kits.) They
should find a safe place to stop before making any calls.
Where there is a passenger or ‘drivers mate’ in the vehicle they should be responsible for all
communication however, all driver distractions must be kept to an absolute minimum.
Drivers must report faulty hands-free sets immediately. These will then be repaired or replaced as
soon as possible. Drivers will not be permitted or encouraged to use a handheld mobile phone while
they have no hands-free kit.
Any driver failing to adhere to the mobile phone policy will be subject to disciplinary proceedings.
Satellite Navigation Systems
Satellite Navigation Systems can be a useful tool for drivers; however, they can also be a dangerous
distraction.
All destinations should be entered while the vehicle is stationery in a safe place. All drivers should
stop if it is necessary to take their eyes of the road to check routes.
They should be positioned so as not impair vision. They should not be positioned where they are likely
to cause injuries in the event of a collision.
All vehicle distractions should be kept to a minimum and it is the responsibility of the driver to ensure
that that they are not likely to be distracted.
Journey Planning
The management will ensure that appointments are scheduled to a realistic timetable and are
planned to consider the essential need for adequate rest periods. Any employee who feels that their
timetables/schedules are unrealistic, and they need to take risks or break speed limits to complete
them must voice their concerns with their line manager as soon as possible.
The management will monitor weather conditions and will reschedule deliveries and/ or
appointments etc. if conditions become too dangerous for the drivers.
Drivers must ensure that their personal lives do not cause them to come to work tired. Driver fatigue
is a well-known cause of accidents.
Vehicle Maintenance
All drivers are required to carry out basic maintenance on the vehicle for which they are responsible.
They should check oil, water, tyre pressures and windscreen washer fluid weekly.
In winter months, drivers are reminded that they must have a clear windscreen before setting off.
Peering through a small section while the screen de-mists is not acceptable. Ensure that all your
windows are clear/free of ice/snow etc. before moving off.
The management will ensure that all vehicles used on behalf of the Company are regularly inspected
and strictly maintained using at least the manufacturer’s recommended service schedules (and if
applicable, in accordance with Operator licence requirements).
Emergency Procedures
Breakdown
▪
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▪
▪
▪
▪
▪

Switch on your hazard lights
If it is safe to do so, drop your speed, continue driving and try to pull off the road completely,
or onto a straight section of road
If you must stop on a road, display your emergency triangle at least 45 metres behind your
vehicle (do not do this on a motorway)
Do not attempt to fix your vehicle yourself by the roadside. Call your employer’s designated
breakdown service
Switch off your engine and wait in a safe place, away from traffic

Calling for Help
▪

If possible, use the nearest emergency phone. On motorways, blue and white marker posts
show the direction of the nearest phone. The phones connect directly to the police control
centre and are numbered so that you can be easily located. If using your mobile phone, refer
to the blue rectangular Driver Location Signs, which detail the road number (e.g. M1),
direction of travel and precise location.

Motorway Breakdown Procedures
If your vehicle develops a problem on the motorway:
▪

Leave at the next exit if possible and stop at the next service area

▪

If you must stop immediately, pull onto the hard shoulder and stop with wheels turned to the
left, away from traffic

▪

Park as close to the left as possible and try to stop near an emergency phone

▪

Put on your hazard lights and turn on side lights in poor visibility

▪

DO NOT use your warning triangle on the hard shoulder

NEVER attempt repairs yourself
Waiting for Help
▪

If you must stop on the hard shoulder:

▪

Get out of the vehicle

▪

Make sure you and all passengers exit the vehicle on the left-hand side

▪

Walk off the road – up the embankment if there is one, or climb over the crash barrier into a
field if possible

▪

NEVER try to cross lanes to the other side of a motorway.

Be prepared
▪

Carry a charged mobile phone (switched off and out of reach while driving)

▪

Carry an emergency kit, including warm and high visibility clothing, a torch, water and a
reflective triangle

▪

Call the office and the Company breakdown service and await instructions

Accident
If a vehicle being used on Company business is involved in an accident (RTA) the following steps are to
be taken:
▪

Stop your vehicle in a safe location

▪

DO NOT admit liability

▪

Call the emergency services if anyone is injured or if property is damaged
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▪

If the police attend the scene, note the reporting officer’s name, identity number and station

▪

Note information about the accident, exchange details with third parties and take the names
and contact details of witnesses

▪

Third parties are obliged to give you their name, the vehicle registration number and
insurance details under section 170 of the Road Traffic Act 1988

▪

If a camera is available, photograph the scene from different angles

▪

Take pictures of the vehicles involved and of the damage to your own and third party
vehicles/property

▪

Contact your line manager as soon as you are able.

Employees must prioritise:
▪

Their own safety

▪

The safety of anyone else involved

▪

The safety of other road users

Severe Weather
Winter can bring extremes of weather from dense fog to snowfall that closes major roads. The
Company will monitor weather conditions and will attempt to ensure so far as reasonably or
operationally practicable that no-one is sent on a journey that may take them into a severe weather
front.
The Company will ensure that all vehicles supplied by the Company have been properly maintained
and prepared for bad weather.
It is incumbent on the drivers of all vehicles to make sure they have adequate cold weather
protection with them – warm coats, gloves and blankets etc. in case they are stranded.
All drivers are reminded that if they are stranded by snow etc., they should remain in their vehicle
unless instructed to leave by the emergency services.
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