Health and Safety Policy

April 2024



SCL

Service Ceilings Ltd t/a SCL Interiors
Sovereign Way,, Trafalgar Industrial Estate,
Downham Market,

Norfolk, , PE38 9SW

Table of Contents

Amendments and Review Record

1. Health and Safety General Policy Statement

1.1.
1.2
1.3.
1.4.
1.5.

The Objectives and Principals
Precautions and Planning
Information, Training and Instruction
Health, Safety and Welfare

Measuring, Monitoring, Reviewing and Auditing

2. Health and Safety Organisation

2.1.
2.2.
23.
2.4.
2.5.
2.6.
2.7.
2.8.

SCL Interiors Health & Safety Organisation Chart
Person Responsible for Health and Safety
Contract Managers

Site Managers/Supervisors/Foremen
Employees/Self Employed

Sub-Contractors

Health and Safety Consultants

Other Persons

3. Arrangements

3.1.

3.2.

3.3.

General Company Policies and Procedures
3.1.1. Accident and Reporting Policy
3.1.2. Alcohol & Drugs Policy
3.1.3. Fire Policy
3.1.4. First Aid Policy
3.1.5. Driving for Work Policy
3.1.6. Young Persons Policy
3.1.7. Safety Improvement Scheme
3.1.8. Environmental Policy
3.1.9. Equal Opportunity Policy
3.1.10. Risk Assessment Policy
3.1.11. Corporate Manslaughter/Homicide Act Policy
3.1.12. Work Safe Policy
3.1.13. Slavery & Human Trafficking Policy
3.1.14. Health Surveillance Policy
3.1.15. Protective Clothing & Equipment Policy
Office Arrangements
3.2.1. Health & Safety in the Company's Offices
3.2.2. Health & Safety (Display Screen Equipment) Regs 1992
Workplace Arrangements
3.3.1. Abrasive Wheels & Cutting Discs
3.3.2. Asbestos Containing Materials
3.3.2.1. We do not work with ACMS
3.3.3. Confined Spaces
3.3.4. Construction (Design & Management)
3.3.5. Control of Noise
3.3.6. Demolition/Strip Out
3.3.7. Electrical Safety
3.3.8. Excavation Safety
3.3.9. General Work Equipment

o 0 00 © N N o »

W W W W W W W N N DN DNDNDDNDNDDNDDNDDNDNDDNDDNDDNDDNDDNDNDNDDND--22 2 a4 a A a3 a4 A A A A A A A
N o OO A N O O © © ©W © 00 N N O W W NN DN 2 2 A A& © ©O © 0 N N o ag uaog a & b W N -

Created by Vision

Page 2 of 47



SCL

Service Ceilings Ltd t/a SCL Interiors
Sovereign Way,, Trafalgar Industrial Estate,
Downham Market,

Norfolk, , PE38 9SW

3.3.10.
3.3.11.
3.3.12.
3.3.13.
3.3.14.
3.3.15.
3.3.16.
3.3.17.
3.3.18.
3.3.19.

Hand/Arm Vibration

Lifting Operations

Manual Handling Activities

Mobile Work Equipment

Portable Appliance Testing (PAT)
Overhead & Underground Services
Protecting the Public

Site Welfare Facilities

Small Power Tools & Hand Tools

The Control of Substances Hazardous to Health

3.3.20. Work at Height
3.3.20.1. Ladders
3.3.20.2. General Tube & Fitting Scaffolds
3.3.20.3. Lightweight Mobile Towers
3.3.20.4. Mobile Elevating Work Platforms

38
39
40
41
42
43
43
44
44
45
45
46
46
46
47

Created by Vision

Page 3 of 47



SCL

Service Ceilings Ltd t/a SCL Interiors
Sovereign Way,, Trafalgar Industrial Estate,

Downham Market,
Norfolk, , PE38 9SW

Amendments and Review Record

Date

Revision

Name

01 Oct 2020 04:10

Policy Header Change: Review Date Updated,Signature Name,Signature Position

Vision Admin > SCL
Interiors Ltd

05 Nov 2020 09:07

Policy Signed

Vision Admin > SCL
Interiors Ltd

05 Nov 2020 09:08

Policy Header Change: Signature Position

Vision Admin > SCL
Interiors Ltd

05 Nov 2020 09:09

Policy Signed

Vision Admin > SCL
Interiors Ltd

05 Nov 2020 09:09

Policy Header Change: Signature Position

Vision Admin > SCL
Interiors Ltd

18 Apr 2021 01:48

Edited Electrical Safety

Vision Admin > SCL
Interiors Ltd

18 Apr 2021 01:49

Policy Header Change: Signature Position

Vision Admin > SCL
Interiors Ltd

20 Oct 2021 02:06 | Policy Signed Vision Admin > SCL
Interiors Ltd
20 Oct 2021 02:36 | Policy Signed Vision Admin > SCL

Interiors Ltd

20 Oct 2021 02:46

Policy Header Change: Signature Position

Vision Admin > SCL
Interiors Ltd

17 Mar 2022 12:53

Updated Protective Clothing & Equipment Policy: There has been a amendment to the Personal Protective Equipment at Work
Regulations, this additional information ensures your health and safety policy remains compliant

Vision Admin > SCL
Interiors Ltd

17 Mar 2022 12:54

Policy Signed

Vision Admin > SCL
Interiors Ltd

17 Mar 2022 12:54

Policy Header Change: Signature Position

Vision Admin > SCL
Interiors Ltd

17 Mar 2022 12:54

Policy Made Live

Vision Admin > SCL
Interiors Ltd

26 Oct 2022 01:49

Updated Information, Training and Instruction: Expanded to include Effective Employee Communication.

VISION Partner > SCL
Interiors Ltd

26 Oct 2022 01:50 | Policy Signed VISION Partner > SCL
Interiors Ltd
26 Oct 2022 01:50 | Policy Signed VISION Partner > SCL

Interiors Ltd

26 Oct 2022 01:50

Policy Header Change: Signature Position

VISION Partner > SCL
Interiors Ltd

26 Oct 2022 01:50

Policy Made Live

VISION Partner > SCL
Interiors Ltd

26 Oct 2022 01:58

Edited Information, Training and Instruction

VISION Partner > SCL
Interiors Ltd

26 Oct 2022 01:59

Policy Signed

VISION Partner > SCL
Interiors Ltd

26 Oct 2022 01:59

Policy Header Change: Signature Position

VISION Partner > SCL
Interiors Ltd

26 Oct 2022 01:59

Policy Made Live

VISION Partner > SCL
Interiors Ltd

05 Jun 2023 01:44

Policy Signed

VISION Partner > SCL
Interiors Ltd

05 Jun 2023 01:44

Policy Header Change: Signature Position

VISION Partner > SCL
Interiors Ltd

05 Jun 2023 01:44

Updated Construction (Design & Management): This Section has been reviewed to include more detail around the roles and
responsibilities within the Construction(Design & Management) Regulations. This update will replace existing wording
entirely.

VISION Partner > SCL
Interiors Ltd

05 Jun 2023 01:44

Policy Made Live

VISION Partner > SCL
Interiors Ltd

05 Jun 2023 01:53

Edited Contract Managers

VISION Partner > SCL
Interiors Ltd

05 Jun 2023 01:53

Policy Signed

VISION Partner > SCL
Interiors Ltd

05 Jun 2023 01:53

Policy Header Change: Signature Position

VISION Partner > SCL
Interiors Ltd

Created by Vision

Page 4 of 47



SCL

Service Ceilings Ltd t/a SCL Interiors
Sovereign Way,, Trafalgar Industrial Estate,

Downham Market,
Norfolk, , PE38 9SW

Date

Revision

Name

05 Jun 2023 01:53

Policy Made Live

VISION Partner > SCL
Interiors Ltd

16 Oct 2023 09:14

Policy Signed

VISION Partner > Service
Ceilings Ltd t/a SCL
Interiors

16 Oct 2023 09:14

Policy Header Change: Signature Position

VISION Partner > Service
Ceilings Ltd t/a SCL
Interiors

16 Oct 2023 09:14

Policy Made Live

VISION Partner > Service
Ceilings Ltd t/a SCL
Interiors

19 Apr 2024 08:19

Updated Information, Training and Instruction: Removed highlights in Paragraphs

VISION Partner > Service
Ceilings Ltd t/a SCL
Interiors

19 Apr 2024 08:19

Updated Contract Managers: Updated the PPE Regulations to reflect the correct date.

VISION Partner > Service
Ceilings Ltd t/a SCL
Interiors

19 Apr 2024 08:19

Updated Site Managers/Supervisors/Foremen: Updated Legislation date

VISION Partner > Service
Ceilings Ltd t/a SCL
Interiors

19 Apr 2024 08:19

Updated Employees/Self Employed : Updated legislation date

VISION Partner > Service
Ceilings Ltd t/a SCL
Interiors

19 Apr 2024 08:19

Updated General Tube & Fitting Scaffolds: Remove reference to TG20:13 and replaced with TG20:21. Also removed auto
highlighting in bullet points.

VISION Partner > Service
Ceilings Ltd t/a SCL
Interiors

19 Apr 2024 08:20

Policy Signed

VISION Partner > Service
Ceilings Ltd t/a SCL
Interiors

19 Apr 2024 08:20

Policy Signed

VISION Partner > Service
Ceilings Ltd t/a SCL
Interiors

19 Apr 2024 08:20

Policy Signed

VISION Partner > Service
Ceilings Ltd t/a SCL
Interiors

19 Apr 2024 08:20

Policy Header Change: Signature Position

VISION Partner > Service
Ceilings Ltd t/a SCL
Interiors

19 Apr 2024 08:20

Policy Made Live

VISION Partner > Service
Ceilings Ltd t/a SCL
Interiors

Created by Vision

Page 5 of 47




Service Ceilings Ltd t/a SCL Interiors
Sovereign Way,, Trafalgar Industrial Estate,
Downham Market,

Norfolk, , PE38 9SW

1. Health and Safety General Policy
Statement

Created by Vision Page 6 of 47



Service Ceilings Ltd t/a SCL Interiors
Sovereign Way,, Trafalgar Industrial Estate,
Downham Market,

Norfolk, , PE38 9SW

1.1. The Objectives and Principals

The objective of this health and safety policy is to prevent, insofar as is reasonably practicable to do so, during the course of work or duties being
undertaken, any accidental occurrence resulting in:

Injury to any person.

Damage to, or loss of any plant, equipment, property, materials or products.
Delays in any processes or operation.

Events that may otherwise be detrimental to efficiency and/or prestige.
Adverse impact upon the environment.

The Policy is applicable to all employees. This includes the employees of Sub-Contractors, Self Employed Persons, Consulting Practices and the Client.

The application and promotion of the Policy is the responsibility of Senior Management of this Company. Whilst duties and tasks may be delegated, the
overall responsibility remains that of Senior Management to ensure that the Company complies with all relevant statutory health and safety legislation,
common law and Approved Codes of Practice.

All Company employees, regardless of their status, are expected to abide by the principles of this Policy as and where applicable. We also expect the co-
operation of all those mentioned within the Scope section of this Policy to work in such a way that accidents to themselves and others will be prevented.

Individuals can make important contributions to the development and implementation of policies and arrangements. The company will give all
opportunities for participation in this process and actively encourages involvement of employees either directly or through their representatives.

To ensure that this Policy can be successfully implemented, the Company and its Directors will provide such reasonable funds as is necessary.

1.2. Precautions and Planning

Suitable and adequate measures shall be taken to safeguard any person, plant, equipment, property, material or product likely to be exposed to any known
or suspected hazards associated with or arising out of the processes, tasks or operations being undertaken. We will take into account at tendering stage,
those factors which assist in eliminating injury, damage and waste.

All activities shall be conducted in a responsible manner and so planned and controlled that the possibility of unplanned events occurring is reduced to the
practicable minimum. It is recognised that accident prevention is a joint responsibility of all employees including managers and supervisors and that to
understand their joint responsibilities, good communication and consultation will be necessary.
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1.3. Information, Training and Instruction

Information from risk assessments, performance monitoring activities, employee feedback and advice from our designated Health and Safety Consultants,
will be used to identify the health and safety training needs of employees. An effective system for the communication of health, safety and welfare
information will be maintained so that employees are made aware of the known or suspected hazards associated with or arising out of the work or duties
assigned to them.

Where necessary employees will also be suitably trained or instructed to enable them to carry out their tasks in a healthy, safe and efficient manner.
Training will be conducted internally or externally by qualified competent tutors/instructors.

Employees will be trained in the safe use of plant/equipment which they will be using for their work by the appropriate Plant Operators course where
required. Where certification is not required, employees will be instructed on how to use plant/equipment safely, directly by the a suitably qualified internal
trainer or manufacturer/supplier/hirer.

To ensure all the Company’s employees are kept up-to-date with safety matters the Company has access to a library of safety information, Codes of
Practices and Health and Safety Legislation etc. This library will be maintained with up-to-date information and changes in Law etc. The requirements of
any Statutory Legislation or Code of Practice applicable to the processes or operations being undertaken and/or the premises that they are undertaken
shall be observed.

Effective communication with our employees

We are committed to involving our employees and others in the continual cycle of improvement for our health and safety management. Good
communication is essential to achieving our high standards of quality and health and safety compliance with the added values of employee inclusion and
better morale throughout the workforce.

We promote an 'open door' policy for our employees, by which, they are encouraged though their inductions, to arrange face to face contact with line
management and senior management to discuss health, safety and wellbeing. During any such sessions, managers will at all times, listen and engage
with the employee, ensuring their point of view is considered and taken seriously. Managers will be expected to respond to any such meeting within a
reasonable timeframe ensuring the points raised are adequately dealt with.

We recognise that effective health and safety communication is a two way tool. By involving our employees in the development of systems, the selection of
work equipment, personal protective equipment, and or in the fact finding process of activity/process evaluation, we can be more efficient in the delivery of
successful results.

We will ensure employees receive appropriate information, and continue to receive updates as they occur on the following:
At induction

Company values and commitments
Company Structure

Policies and Procedures
Significant Alerts, Risks or Changes

We will maintain and monitor formalised methods of communication such as:

Staff/team meetings (Company or Site)

Employee Inductions & Site Inductions

Regular training/refresher training

One to One appraisals and meetings

Company Newsletters

Site Inspections and feedback opportunities
Posters

Toolbox talks

Accident/incident investigation findings and actions
Evaluation and feedback forms

1.4. Health, Safety and Welfare

Adequate provision shall be made for the Welfare needs of employees whilst carrying out their tasks and duties and any hazard to health associated with
the work shall be the subject of strict precautionary measures.

1.5. Measuring, Monitoring, Reviewing and Auditing

All activities and the use of related plant, equipment and materials etc., which affect the safety of that place of work, shall be inspected in accordance with
legal requirements; Reports will be made and distributed to those concerned as necessary. Safety Inspections and other activities to measure, monitor
and review health and safety performance, and conduct audit the effectiveness of the health and safety management system; will be carried out by
competent personnel.

To support the company’s current proactive monitoring and inspection program the company will:

e Senior Management site inspections. Will conduct periodic unannounced health and safety visits on the company works. This will be conducted as
a minimum quarterly.

e Contracts Manager. Upon appointment the contracts manager will conduct regular health and safety inspections across the full range of activities
undertaken by the company. These inspections shall record the site address and the supervisor responsible.

e Health and Safety Advisor. Under instruction from the company our health and safety advisors will complete site safety inspections as required.

Created by Vision Page 8 of 47



Service Ceilings Ltd t/a SCL Interiors
Sovereign Way,, Trafalgar Industrial Estate,
Downham Market,

Norfolk, , PE38 9SW

For and on behalf of: Service Ceilings Ltd t/a SCL Interiors

Adrian Nurse
Managing Director

Date: 19 Apr 2024
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The inter-relationship of the various parties involved in the management of safety is shown in the following diagram.

2.1. SCL Interiors Health & Safety Organisation Chart
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2. Person Responsible for Health and Safety

e The Person Responsible for Health and Safety, Adrian Nurse, is responsible for the overall effectiveness of the Company's Safety, Health and
Welfare Policy. The day to day responsibility for Health, Safety and Welfare Policy is: Director SCL Interiors Ltd Adam Nurse and Director SCL
London Peter Baker, who will be responsible for the annual review and amendment of the Policy, or as may be necessary in the light of correct
developments. They will ensure that regular reports are made regarding the Company's safety performance, accident record and of
significant events affecting or arising out of the Company's operations. They are also responsible for the assessment of injury, loss or damage,
risks and liabilities relating to the Company's operations and adequacy of insurance cover. Additionally, they must ensure adequate resources
including finances are made available for safety measures.

e Management of Health and Safety at Work Regulations 1999: The responsible person, will provide adequate provisions within the Company for
the assessment of risk, preventive measures, protection, emergency procedures, adequate health and safety surveillance and provide employees
with information and training about the workplace health and safety.

e Construction (Design and Management) Regulations and Approved Code of Practice: In compliance with CDM2015 consideration will be given to
the basic principles of risk reduction at all stages of a project. This includes proof of competence for all employees and sub-contractors,
arrangement for coordination of health and safety during planning and execution, and improved communication between the various parties
involved in a project, including those working on sites.

e Competency of Personnel: They will ensure that Senior Management's competency is adequate for the duties required of them.

e Managers and Officers Compliance: To ensure that competent managers are given the duty of keeping the Head Office library of safety information
and the COSHH product files in order and up to date, and that the appointed Safety Offices, Fire Officers, First Aiders etc., are carrying out their
duties in a proper manner.

e Provision of Use of Work Equipment 1998, Lifting Operations and Lifting Equipment Regulations 1998, and Workplace Health, Safety and
Welfare Regulations 1992: To ensure that competent managers are given the duty of keeping in good, safe order the Company's premises, offices,
storage areas, the yard and workshops, eating areas, toilets and washing areas, access ways, machines, equipment, vehicles, materials etc.

e The Safety Representatives and Safety Committees Regulations 1977/The Health and Safety (Consultation with Employees) Regulations 1996
(HSCER): To provide arrangements for a good working relationship with the Safety Representatives and Safety Committees established in
accordance with the current legislation (SI 1977 No. 500).

e Safety Induction and Safety Awareness Training: To ensure that adequate provisions are in place for all employees, self-employed and sub-
contractors etc., to receive Safety Induction and Safety Awareness training before they start work for the Company. To ensure that adequate safety
betting arrangements are in place for all potential new employees.

e Responsible Person: Undertake the role of or appoint a suitably competent person to undertake the role of Responsible Person in compliance
with the requirements of the Regulatory reform (Fire Safety) Order 2005.
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2.3.

Contract Managers

General Requirements: Managers are responsible for the effectiveness of incorporating the Health and Safety Policy and Procedures throughout
our operations to ensure correct safe development.

They are to apply the principles of the Policy to the operations under their control and ensure that any defects or faults brought to their notice are
suitably corrected. They are to co-operate and liaise with the Safety Officers/Consultants, Principal Designers and The Health and Safety Executive
etc., with regards to safety measures.

They are required to have joint Health and Safety consultation with employees and to report regularly or as often as necessary to the person
responsible for health and safety on our Safety Performance and compliance.

Managers Awareness of Safety Standards: To be familiar with and to observe all Regulations, Codes of Practices and British Standards
applicable to their work and related industries.

Company Safety Policy: To ensure employees, sub-contractors and suppliers under their control, observe the Company’s Health and Safety Policy
and that all requirements necessary for effective compliance will be provided for.

Safety Appraisal: Managers will also be responsible for ensuring Sub-Contractors, self-employed persons and supplier’s safety arrangements are
adequately vetted to ensure that their safety arrangements are in accordance with the company’s Health and Safety requirements.

The Management of Health and Safety at Work Regulations 1999 & The Construction (Design and Management) Regulations 2015: Managers
are to ensure compliance with the regulations for maintaining in a safe order our places of work, premises, offices, storage areas, access ways,
machines, equipment and materials etc.

Protecting the General Public: Ensure the general public are not put at any risk or hazard from our operations and that security arrangements are
kept in order at all times.

Fire: To ensure that fire precautions and emergency evacuation procedures for our premises and places of work are maintained in order and
complied with.

Health and Safety (First Aid) Regulations 1981: Managers are to ensure that First Aid and Welfare arrangements for our premises/places of work
are maintained in order.

Safety Inspections/Audits: Institute an inspection procedure to ascertain that all activities under their jurisdiction are undertaken in a controlled safe
manner with due regard for statutory obligations and approved Codes of Practice.

Statutory Records: To ensure that statutory records and reports procedures are carried out, i.e., Registers for Lifting Appliances and Lifting Gear.
Thorough Examinations and maintenance records for plant and equipment, The Construction Design & Management Regulations 2015, Inspection
Report for Working Platforms and Excavations, etc.

The Reporting of Injuries, Disease and Dangerous Occurrence Regulations 2013 (R.1.D.D.O.R.): Ensure details of accidents that may occur are
entered in the Accident Books/Safety File regardless of whether or not such accidents involve sub-contractors, employees, visitors or members of
the general public and to complete any further documents as may be required by the Regulations and forward such documents to the Head Office.
They are to ensure that all accidents, dangerous occurrences, are investigated thoroughly and that suitable remedial measures are taken to prevent
re-occurrence. For guidance on action to be taken in the event of an accident, contact the Safety Advisors immediately.

Displaying Statutory Information: Managers must ensure that notices provided by the Company are displayed in a proper manner in places that are
appropriate and easily accessible to all personnel concerned, i.e., Health and Safety Law Notices and safety signs for work areas, the Company
Safety Policy, Appropriate Insurance Cover Notes and where applicable, the Form F.10 on sites, etc.

The Safety Representatives and Safety Committees Regulations 1977 and Health and Safety (Consultation with Employees) Regulations 1996:
Maintain a good working relationship with the Safety Representatives and Safety Committees established in accordance with the current
Legislation. Consult with all employees not already represented by Trade Unions Safety Representatives with particular regard to evaluation of safe
working procedures.

Client’s Safety Requirements: Ensure that employees are made aware of the Client's Safety requirements, i.e., the Client’'s Safety Policy,
Conditions of Contract and Safety Procedures, restrictions on working practices.

Discipline: Reprimand and discipline any employees and Sub-Contractors who are careless in regard to their own or others safety.

Personal Protective Equipment at Work Regulations 2022: Managers are to provide appropriate protective clothing and safety equipment to
employees and to ensure that employees and all those mentioned in the Scope section of the policy use protective clothing and equipment as and
when required. PPE should always be regarded as the ‘last resort’ to protect against risks to safety and health, engineering controls and safe
systems of work should always be considered first.

Visitors, including Suppliers, Delivery Drivers, Representatives, etc: Ensure all visitors are made aware and comply with our safety requirements.
Competency of Personnel: Managers are responsible for ensuring that Company personnel, including Sub-Contractors and Self-employed
persons under their control, are adequately competent to carry out the work required of them. This includes ensuring that all Company personnel,
sub-contractors and self-employed persons, receive Safety Induction where appropriate before starting work.

Assessments: Managers are responsible for ensuring that all appropriate Assessments are carried out for the operations under their control. i.e.,
Risk Assessments, COSHH Assessments, Manual Handling Assessments, Noise Assessments, Display screen Equipment etc. Health and
Safety risks must be reduced to a practical minimum. These Assessments shall form the basis of a Safe Method of Work Statement. For guidance
and assistance contact the Safety Officer.

Safe Method of Work Statements, Safety Data Sheets, Engineering Designs and Drawings etc: To instruct employees in precise terms as to work
methods, this should outline the hazards associated with the job and detail any safety provisions required.

Welfare Facilities: Will not start works until all welfare facilities are confirmed as adequate suitable for the works to be conducted: During any works
ensure canteen, toilets/washing and drying facilities etc. are adequate and kept clean.

Created by Vision Page 13 of 47



Service Ceilings Ltd t/a SCL Interiors
Sovereign Way,, Trafalgar Industrial Estate,
Downham Market,

Norfolk, , PE38 9SW

2.5,

4. Site Managers/Supervisors/Foremen

General Requirements: Supervisors are to organise works under their control so that it is carried out to the required standard with minimum risk to
the workforce, equipment and materials. To be familiar with the Acts, Regulations, Approved Codes of Practice and local arrangements applicable
to the work on which their Personnel are engaged and insist those Regulations and Codes of Practices are observed.

Co-operation and Liaison: Supervisors are to co-operate and liaise with the Safety Officers/Consultants, Principal Designers and The Health and
Safety Executive etc., with regards to safety measures ensuring that any defects or faults brought to their notice are suitably corrected.

Site Welfare Facilities: Ensure adequate welfare arrangements are in order for the following, First Aid, toilets/washing and canteen facilities, etc.
Safety Induction/Safety Awareness Training: To ensure that all personnel under their control have received Safety Induction and Safety Awareness
Training.

Safe Method of Work Statement: To instruct Personnel under their control in precise terms as to work methods in accordance with Safe Method of
Work Statements, COSHH and Risk Assessment etc. for the site, detailing the hazards and the safety provisions.

Competency of Site Personnel: To ensure that personnel under their control are adequately competent to carry out the work required of them.
Discipline: Restrain and restrict persons from taking unsafe risks, discourage horseplay and reprimand those who fail to consider their own well-
being and that of others around them.

Personal Protective Equipment Regulations 2022: To ensure that all Personnel under their supervision wear all appropriate safety clothing and
Personal Protective Equipment where required. Set a good personal example by wearing the appropriate personal protective equipment as
stipulated in the site safety rules.

Plant and Equipment Safety: To ensure that all plant and equipment used or worked on by employees is healthy, safe and fully efficient, is guarded
and equipped with safety devices and tested in accordance with all the current Regulations. To check that periodic thorough examinations, tests,
inspections and maintenance have been carried out for plant/equipment supplied to Personnel. To ensure that all unsafe plant defects noticed or
brought to their attention are dealt with promptly, dangerous plant should be put out of service until it can be properly repaired.

Reporting Defects: To report any defects in plant/equipment or any other health risk to their Supervisor where required.

The Reporting of Injuries, Disease and Dangerous Occurrence Regulations 2013 (RIDDOR): All accidents and dangerous occurrences must be
reported to Management immediately so that advice regarding the procedures can be given. Ensure details of accidents that may occur are entered
in the respective Company Accident Books/Safety File regardless of whether or not such accidents involve sub-contractors, employees, visitors or
members of the general public.

Alcohol and Drugs Policy: Ensure that no person found under the influence of or in possession of alcohol or an illegal drug is removed from the
premises and/or areas under the our control and inform them that they may be subjected to disciplinary measures. Ensure that no-one smokes in
designated ‘No Smoking’ areas instruct perpetrators to extinguish the cigarette immediately in a safe manner.

Employees/Self Employed

Health and Safety at Work etc. Act 1974: It shall be the duty of every employee whilst at work to take reasonable care for the health and safety of
themselves and of other persons who may be affected by their acts or omissions at work. With regard to any duty or requirement imposed on their
employer, or any other person by or under any of the relevant statutory provisions, they are to co-operate so far as it is necessary to enable that duty
or requirement is performed or complied with. No person shall intentionally or recklessly interfere with or misuse anything provided in the interest of
health, safety or welfare.

Company Health & Safety Policy: Read and ensure a full understanding of the our Health and Safety Policy and carry out work in accordance with
the Policy and Legal requirements.

Safety Induction: Ensure a Safety Induction is received before starting work for us. This should be given to by the immediate supervisor, which will
include details of the our Safety Policy and details regarding the Health and Safety requirements of the works expected.

Safe Method of Work Statement: Ensure an understanding of the Safe Method of Work drafted for the tasks to be undertaken and carry out the work
in the correct designated area. Whenever ambiguity of a particular safety requirement occurs, staff are expected to ask the Supervisor for
clarification.

Control of Substances Hazardous to Health: Before using substances that could be hazardous to health ensure an understanding of the
requirements provided on safety data sheets and COSHH Assessments. The Supervisor should give this information before starting any such
works.

Plant/Equipment and Tools: Only operate Plant/Equipment for which you have been thoroughly trained on. Use the correct tools and equipment for
the job. Ensure that they are supplied to you accompanied with the operators instruction and check that they are safe and fully efficient, that they are
guarded and equipped with safety devices where required and tested in accordance with all the current Regulations. Do not use unsafe defective
plant/equipment until it has been put back in good safe condition. Do not attempt to repair or maintain plant and equipment unless you have been
properly trained to do so, particularly when it may involve the removal of safety guards or live electrical work. Ensure that guard protection is always
in place where required.

Reporting hazards: Report hazards to your Supervisor immediately and warn other persons that could be at risk.

Injuries: Any injury to yourself or others must be reported to your Supervisor immediately.

Personal Protective Equipment at Work Regulations 2022: Wear all appropriate safety clothing/equipment as and when required by the safe
working method statement.

Work in a safe manner at all times: Do not take risks, which could endanger yourself or others. Do not play potentially dangerous practical jokes,
engage in horseplay or otherwise indulge in reckless or careless behaviour.

Alcohol, Drugs, Smoking: If you are found under the influence of or in possession of alcohol or an illegal drug you will be removed from Company
premises and/or areas of work under the Company’s control and would be subjected to appropriate disciplinary measures which could include
dismissal for serious offences. If you are found smoking in a designated ‘No Smoking’ area you will be instructed to extinguish the cigarette
immediately in a safe manner and will be subjected to disciplinary measures.
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2.8.

6. Sub-Contractors

General Requirements: To carry out works efficiently and safely and strictly in accordance with the requirements of The Health and Safety at Work
Etc., Act 1974 and all other statutory requirements, Approved Codes of Practices. To produce safety procedures for their operations incorporating
their own Company’s Safety Policy commitments.

Undertake a Risk Assessment: For the works that they will be engaged in outlining the hazards associated with the works and detailing the safety
provisions required.

Safe Method of Work Statements: These must be produced and submitted, detailing the Method of Work and the Safety Precautions that will be
required to be taken in accordance with the Works Risk Assessment.

COSHH: Provide full COSHH Assessment information on any hazards associated with equipment or materials they use before starting work for the
Company.

To Appoint a Safety Supervisor: Who will ensure that works are carried out in accordance with the works safety procedures and to observe all our
rules and regulations and encourage good safety practice when undertaking their works.

First Aid and Welfare Facilities: To set-up and maintain an efficient and adequate system of first aid and welfare facilities for their employees
unless shared welfare facilities are provided by others.

Co-operation: To co-operate with our Management team, and the Client’s personnel in the furtherance of their duties and maintain good working
relationship with safety representatives and safety committees established in accordance with current legislation, in addition to other contractors
etc.

Competency of Personnel: To ensure that work is carried out by suitable and competent Personnel and to ensure that they are properly supervised
and trained.

Safety Induction: We require all employees of Sub-Contractors to receive Safety Induction before they start work.

Discipline: To reprimand and discipline any of their employees who are careless in regard to their own or others safety. (Note: We will not hesitate
to instruct the removal of offenders from works).

Personal Protective Equipment and Clothing: To provide appropriate protective clothing and safety equipment and to ensure that their employees
use both clothing and equipment at all times when required by Law.

Statutory Registers and Forms: To complete all statutory registers and forms.

Reporting Hazards and Accidents: To report all hazards to our Management team and to report all accidents encountered by their employees to us
and comply in full with the requirements of the RIDDOR Regulations 2013 with regard to reportable incidents.

Health and Safety Consultants

We have appointed C&C Consulting Services Limited to advise Management on matters relating to safety and health, i.e., relevant legislation,
Codes of Practices and guidance material, fire precautions, the suitability of safety equipment and accident reporting procedures.

Health and Safety Inspections: Where instructed, monitor by inspection of the workplaces and operations, workshops and accommodation, the
safety and health performance of employees and to provide regular feedback on such inspections and other monitoring activities to the Senior
Management.

Statistical Analysis: To prepare statistical analysis in accidents and causation classification, with recommendations on preventative measures.
Investigate and Report Accidents: To investigate and report on major injuries, notifiable dangerous occurrences, serious occupational ill-health,
other accidents and incidents and to attend and report on legal proceedings in which we or Sub-Contractors working on our behalf may be involved.
Promoting Safety: To promote good working relations with the Health and Safety Executive and other enforcing Authorities and to strive at all times to
achieve with the co-operation of Management, compliance with current Legislation.

Other Persons

All persons, having responsibilities which relate to and necessitate their presence on our premises or work sites are to;

Observing Safety Rules: All persons must observe the our safety rules and the instructions given by persons enforcing the Company’s Health and
Safety Policy.

Starting Works on Company Premises: Work on our premises must not be started until all relevant safety rules are read, understood and
accepted. Before starting work on Company premises show proof of full insurance cover for all risks.

Liaise with a Company representative: All personnel must liaise with a Company representative before starting work on any of the Company’s
premises.

Notification of Hazards: Notify the Company of any processes or materials, which will be used, that may present a hazard to the health and safety of
the Company’s employees etc.

Safe Means of Access: Notify the Company of any hazards that may be encountered in obtaining a safe means of access and egress whilst on any
of the Company’s premises.

Do not interfere with or misuse anything provided in the interest of health, safety and welfare.

Alcohol, Drugs, and Smoking: Anyone found under the influence of or in possession of alcohol or an illegal drug will be removed from Company
premises and/or areas of work under the Company’s control and the matter would be reported to the employees Company. Likewise, anyone found
smoking in a designated ‘No Smoking’ area will be instructed to extinguish the cigarette immediately in a safe manner and the matter would be
reported to the employees Company.
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3.1. General Company Policies and Procedures

3.1.1. Accident and Reporting Policy

We are committed to eliminating all accidents, injuries and incidents involving employees and third parties that may be affected by our operations. In
pursuance of this goal it is essential that a comprehensive accident and incident recording system is in place and that all accidents, injuries and near
misses are recorded, reported, analysed and followed up with a positive action.

Reporting and investigation are considered an essential reactive measurement and control tool to prevent a recurrence of similar events and
circumstances.

This section of the policy sets out the responsibilities of staff and the procedures to be complied with following accidents and incidents involving our
operations.

Internal Reporting: The Internal Incident reporting system will apply to all individuals working on behalf of the business. It also applies to near miss
occurrences — i.e. incidents in which there is no resulting injury and for incidents where only property damage is the outcome.

Accident Book: Following any work-related accident or incident, regardless of how trivial it may seem, to an employee or visitor, the company accident book
must be completed.

In addition to the above employees working on a client's premises or site must comply with the site accident book/reporting procedures conveyed during
the site safety induction.

It is the responsibility of the individual to report accidents and incidents in which they are involved. Where this is not possible, a supervisor or colleague
should report the accident or incident on their behalf.

Near Misses: These are incidents that have not resulted in any injury or damage to either persons or property. The fact that there was no material
consequence however does not remove the need to record and report the incident. Often the lack of injury or damage is more due to good fortune than
design, it is essential therefore, that these events are identified and controlled before a similar incident results in a more serious consequence.

We fully embraces a positive near miss reporting culture and actively promote and encourage the participation of all of our employees in ensuring that
these events are reported when encountered.

It is our policy to report to a Manager, Supervisor or direct to the person responsible for health & safety any incident that an individual perceives to be a near
miss. It also expected of all site-based employees to comply 100% with the near miss reporting policy of the client or principal contractor.

Near misses will not be recorded in the accident book, however upon receiving a report they will trigger an internal investigation process which will be
completed by a Manager. The process will be recorded on an internal report. Upon completion, it will be forwarded to the person responsible for health and
safety. They will ensure that the Health & Consultants have received a copy.

Minor Injuries: These are injuries, which either require very basic first aid treatment or no treatment at all. Injuries associated with this category fall outside
the scope of RIDDOR 2013 and the prescribed reporting procedures that must then be followed. They may not prevent the person from carrying out their
normal duties. Minor Injuries will trigger an entry into the accident book and an internal investigation process which will be completed by a Manager. The
process will be recorded on an internal report. Upon completion it will be forwarded to the person responsible for health and safety. They will ensure that
the Health & Consultants have received a copy

In every case the Manager must carry out an investigation into the causes and preventative measures required to be taken to prevent a recurrence. The
level of investigation will be determined by the severity or seriousness of the accident or incident. For further advice or guidance, contact the Health & Safety
Consultants.

It is the responsibility of the Manager to ensure that where actions have been identified to prevent a recurrence, they have been implemented.

External Reporting: Reporting of an accident must be carried out in accordance with the Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 2013 (RIDDOR). The online form F2508, must be used for reporting to the HSE any death, injury, or dangerous occurrence as detailed by the
Regulations.

Facts and evidence regarding accidents and dangerous occurrences should be obtained as soon as possible. A copy of all accident documentation,
photographs etc., must be sent to the Head Office ‘Accident File’. Ensure the Company Accident Book is completed for every accident/iliness.

Reporting of Accidents (Management Responsibilities): Listed below is the action to be taken in reporting the different categories of accidents and
dangerous occurrences in accordance with the RIDDOR Regulations 2013.

Incident Reporting Helpline

There is a single telephone number and address for reporting workplace accidents and cases of ill-health under the Reporting of Injuries, Diseases, and
Dangerous Occurrences Regulations (RIDDOR).

The Incident Contact Centre allows employers to report specified injuries, cases of ill-health and dangerous occurrences to the enforcing authorities by
telephone without the need to follow up the report in writing. The centre also allows employers to report accidents to the enforcing authorities by email or via
the Internet for the first time.

Fatal and specified incidents may be notified by telephone to the National Incident Contact Centre between the hours of 8.30 a.m. and 5.00 p.m. on
weekdays, without the need to follow up with a report

Telephone the Incident Contact Centre on: 0345 300 9923

Reporting of all other incidents under RIDDOR must be submitted via the relevant online interactive form, available on the HSE Website -
www.riddor.gov.uk. On-line forms are:

e F2508 Report of an injury
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F2508 Report of a Dangerous Occurrence

F2508A Report of a Case of Disease

OIR9B Report of Injury Offshore

OIR9B Report of a Dangerous Occurrence Offshore
F2508G1 Report of a Flammable Gas Incident
F2508G2 Report of a Dangerous Gas Fitting

3.1.2. Alcohol & Drugs Policy

Anyone found under the influence of or in possession of alcohol or an illegal drug must be removed from Company premises and/or areas under the
Company'’s control and would be subjected to disciplinary measures. Anyone found smoking in a designated ‘No Smoking’ area must be instructed to
extinguish the cigarette immediately in a safe manner and be subjected to disciplinary measures. Special consideration must be given to Client conditions
and requirements regarding this subject when working on their premises/Contracts.

Random drug screening may be carried out on employees engaged on safety critical work. If tests prove positive for alcohol or drugs, this would be
classified as a breach of the Company Health and Safety Policy and would therefore result in disciplinary procedures, which could include dismissal. The
Company as the standard will use the standards for a positive test shown below for Drugs and Alcohol generally. Company Management should check the
standards of positive tests with all the Company’s Clients and if there are standards for positive tests lower than the figures below, then those lower
standards will be adopted by the Company for that particular Client.

Employees should note that it might take more than 24 hours for alcohol in blood to disperse. Employees should carefully consider this aspect, particularly
those who are engaged on safety critical work, or those employees engaged on Contracts where the Company’s Clients specify very low acceptable
alcohol levels.

Any Company employee found under the influence, or in possession of illegal drugs whilst at work, will be removed from site immediately and the matter
reported to the Police. This type of offence will be classified as a major breach of the Company Health and Safety Policy, which would result in the
employee being dismissed.

Company Standards: All employees required to work on the Company’s premises/Contract are required to be formally briefed on the Drugs and Alcohol
Policy. Each employee receiving the standard Company’s pack of documentation, which is inclusive of the Drugs and Alcohol Policy, are to receive briefings
covering this subject as a part of their Induction for the Contract works prior to starting work.

Records required to be kept on Alcohol and Drugs Policy briefing, i.e., a Register.

Positive screening results

For the purpose of the standards, means screening for:

The presence of drugs, other than medication, which does not affect the work performance.
For the purpose of the standard, means screening for:

o More than 80 milligrams of alcohol in 100 millilitres of blood, or
e More than 35 micrograms of alcohol in 100 millilitres of breath, or
e More than 107 milligrams of alcohol in 100 millilitres of urine.
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3.1.3. Fire Policy

We will meet with our obligations under the Regulatory Reform (Fire Safety) Order 2005 and nominate a Responsible Person. A fire risk assessment will
be completed for the Head Office and other permanent places of work. Fire risk assessments for construction sites will be undertaken by the Principal
Contractor. Significant findings within the fire risk assessment will be addressed accordingly to reduce the risk and the consequences of fire within the
premises.

It is important that all staff constantly remain vigilant in the prevention and detection of fire on the premises. If you consider there is a potential fire hazard
inform your immediate Supervisor/Manager immediately. Should a fire start, do not panic, shout out loud “Fire, Fire, Fire” and go to the nearest fire alarm
point immediately and raise the alarm so that all other persons in the building are made aware of the danger.

After the alarm is raised, providing you have been trained in the use of fire extinguishers and as long as there is no personal risk, attempt to extinguish the
fire using one of the extinguishers sited around the premises. Ensure that you use the correct fire extinguisher for the relevant type of fire; for example, do
not use water extinguishers for electrical fires.

Leave the building by the nearest safe Fire Exit. Do not stop to collect personal belongings.

After leaving the building, go to the main assembly point; do not leave the fire assembly area until you have given your name to the person calling the
register roll who will give any necessary further information. Do not re-enter the building.

The main fire assembly point is situated: Outside the building in the main yard area.

The person in charge of evacuation of the building in the event of a fire must be made known to all employees. This person is to take the employees
attendance register and the visitor’s book to the fire assembly point to assist the roll call.

If the fire cannot be controlled quickly with the aid of extinguishers, the Fire Service should be called using the emergency number (999). The Reception
Staff should carry this out where possible. If the telephone system is not working or a phone is not accessible, go to one of the adjoining buildings to make
the call.

If the fire is spreading ensure occupants of adjoining buildings are made aware of the potential danger.
Be familiar with the position of the fire alarm points as well as the location of extinguishers.
General precautions to prevent fires:

Ensure all equipment that can cause a fire is handled with the utmost care

Do not leave any naked flames unattended

Extinguish cigarettes and matches properly and do not smoke in No Smoking Areas

Do not discard cigarette ends or any hot items into bins or containers; use ashtrays

Ensure all electrical machinery and equipment is switched off after use

Ensure that gas appliances are properly turned off after use

Store gas and oxygen cylinders in a proper manner in the designated area

Substances that have the potential of causing a fire must be used and stored correctly

Ensure that the Company premises have adequate fire protection to reduce the possibility of the spread of a fire where appropriate

3.1.4. First Aid Policy

We will ensure adequate first aid provisions are made for our employees.

General Company Requirements for First Aid: Management should ensure the Company’s legal requirements for first aid is fully complied with.
Provisions for first aid vary depending upon the nature of the works and the number of personnel employed. First Aid should be able to be catered for
without difficulty at all of our premises and locations of work.

Where personnel etc., are working on site, Management should negotiate arrangements with Principal Contractors whenever possible. Where gangs of
workers are to be supplied to sites to carry out works, one should be a Trained First Aider. Where the Company has lone workers, special consideration
should be given to the Accident Section of this Policy section.

First Aiders: First Aiders must be properly trained by an HSE approved training body.

Emergency First Aid Qualified Person (EFAW): For construction sites, where there are less than five employees, there is no statutory duty to have a First
Aider, but the Employer must ensure that an ‘appointed person’ is present to take charge of the situation if a serious injury or major iliness occurs.

First Aid Kits and Boxes: All premises and places of work should have an appropriate amount of complete first aid kits. First aid kits/boxes must be easily
accessible for the first Aiders/appointed persons. Boxes/kits should be checked frequently to ensure they are fully stocked and that all items are in a
useable condition. First aid boxes/kits locations must be clearly identified with a first aid sign. Only specified first aid contents are allowed in first aid
kits/boxes as detailed in the HSE Guidance Notes.

First Aid Record: All first aid cases that are treated must be recorded in the accident book.

3.1.5. Driving for Work Policy

This policy seeks to provide appropriate guidelines to ensure that we comply with our statutory duties to manage the risks associated with driving for work
and as such applies to all employees required to undertake driving activities on behalf of company, regardless of the ownership of the vehicle used.

The principles of this policy shall apply to all work situations where driving is involved.

Whilst driving for work purposes, employees must comply with road traffic legislation, be conscious of road safety and demonstrate safe driving and other
good road safety habits.

The following actions will be viewed as serious breaches of conduct and dismissal may be a consequence:
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drinking or being under the influence of drugs or alcohol whilst driving
driving while disqualified or not correctly licensed

reckless or dangerous driving causing death or injury

failing to stop after a crash

acquiring demerit points leading to suspension of licence

any actions that warrant the suspension of a licence.

Also, non-disclosure of criminal convictions, which may include one of the above, will be considered a breach of terms and conditions and may result in
dismissal.

Driving for Work is defined as travelling from your site base for the purpose of work on our behalf. This includes employees travel between our offices, sites
and/or other premises, but does not include travelling from your home to your main base. It may include journeys which start from home where it is not
practical to attend your work base first, such as travelling out of the area. This definition includes all driving for work, regardless of whether or not mileage
payments are claimed for the journey.

All Employees shall:

inform their line manager immediately if, for any reason, their licence is no longer valid

ensure their insurance policy includes business cover for the amount and type of business mileage they undertake; employees who do not have
business insurance are able to drive to and from work, nothing in between

ensure that their vehicle is taxed and has a valid MOT if applicable

report any road safety problems including crashes, incidents, fixed penalty notices, summons and convictions for any offence to their line manager
present their original driving licence for inspection when required

co-operate with any reporting and investigation procedures in the event of an accident or incident

never drive defective vehicles

adhere to all policies relating to the use of lease and/or pool cars

be aware of what action needs to be taken in an emergency situation ensure they are physically fit to drive

never drive while under the influence of alcohol or drugs if it could impair their ability to do so

remember that some prescription drugs can adversely affect the ability to drive and check with doctor or pharmacist

never undertake using a mobile phone while driving unless with approved fitted hands free kit (as outlined below)

drive within speed limits and to the speed dictated by conditions, which may mean driving at less than the limit ensure that suitable breaks are
included to prevent fatigue

e Consider the use of other, more sustainable methods of transport to support green/sustainability agenda whilst also reducing time spent driving
and associated risks.

Vehicle Checks: Appropriate routine vehicle safety checks should be undertaken on any vehicle used for work purposes, regardless of whether it is a
private vehicle, a leased vehicle or a company owned vehicle.

Use of Mobile Telephones whilst Driving: It is illegal to use a mobile telephone in the car at any time when the ignition is on, unless fitted with a hands-free
facility. This includes when stationary at traffic lights or when parked on or adjacent to roads when the engine is running. No employee should use a mobile
phone or portable hands-free kit whilst in the driving seat of a vehicle and the ignition is on, unless their life was in danger and they needed to contact the
emergency services on 999 and to stop would exacerbate the situation.

Only car fitted hands free kits are acceptable. Whilst driving, making calls with a car fitted hands free kit must be restricted and kept to a minimum. When
answering incoming calls, employees should inform the caller that they are driving or set up in advance an auto answering function of the mobile phone
such as a messaging service. Employees should be aware that even though the use of fixed hands-free kits is not illegal, there is still a possibility
of prosecution if a law enforcement officer believes that they were not in full control of the vehicle. For this reason, usage should be kept to a
minimum whilst driving.

Any use of a hand-held mobile device is strictly prohibited whilst the car engine is switched on. The use of any hand-held mobile device for reading or
responding to emails is strictly prohibited whilst the car ignition is switched on.

Driver’s Health: Under no circumstance should employees drive for work when their ability to drive safely is affected. No employee should drive at work
when they are under the influence of alcohol or drugs if they could impair their ability to do so. This includes, prescribed and over the counter medication.
Where there are any concerns, an employee may be referred for specialist advice.

Employees are reminded of the requirement to inform the DVLA of any condition or iliness that could impact upon their ability to maintain a driving licence
(either directly or via their own GP).

Driver’s Safety: Employees should consider whether a road journey is really necessary or whether alternative methods of transport can be utilised.

Employees should ensure that necessary journeys are scheduled to a realistic timetable and planned to take into account of the essential need for rest
periods, delays due to road works and any weather limitations/restrictions.

Fines: Employees will be responsible for any speeding, parking or other infringement fines and for any associated legal costs.

Monitoring: Compliance with this policy will be monitored by the person responsible for health and safety as part of our management systems audit.
Ongoing monitoring will also be undertaken to identify any potential changes in legislation and/or relevant Codes of Practice, following which the policy will
be updated and submitted to the relevant committee for approval.

Created by Vision Page 20 of 47



Service Ceilings Ltd t/a SCL Interiors
Sovereign Way,, Trafalgar Industrial Estate,
Downham Market,

Norfolk, , PE38 9SW

3.1.6. Young Persons Policy

No person under the age of 18 is allowed to drive, or operate any mechanical vehicle, machinery or plant unless being trained under the close supervision
of a competent person. Under no circumstances is a young person permitted to use a chainsaw when working for us.

Site management must be informed if any young persons are brought onto any construction site where the company may be working.
The Management of Health and Safety at Work Regulations 1999 requires us to assess the hazards that may put a young person at risk, there we will:

Assess risks to young people, under 18 years old, before they start work

Take into account their inexperience, lack of awareness of existing or potential risks and immaturity
Address specific factors in the Risk Assessment

Provide information to parents of school-age children about the risk and the control measures introduced

Our Risk Assessment will determine whether the young person should be prohibited from certain work activities, unless:

e they are over minimum school leaving age and it is necessary for their training
e risks are reduced so far as is reasonably practicable and proper supervision is provided by a competent person.

3.1.7. Safety Improvement Scheme

We are always looking for ways to improve the standards of safety regarding operations. If you have any ideas which could contribute to safety on site, then
the our Safety Advisors would be pleased to hear from you.

If you feel that the we are not doing its best for you in the area of safety, please do not hesitate to contact our Safety Advisors. You may do this either in
person or in writing and will be treated with strict confidence.

3.1.8. Environmental Policy

It is one of our objectives to run our operations avoiding unnecessary or unacceptable effects on the environment. Any effects will be minimised as far as
practicable. Environmental considerations will be given equal importance to the more traditional business issues such as production, research, sales,
safety and finance.

The Company will work towards achieving its environmental objectives by:

e Minimising the impact of all its operations on the local and global environment and the quality of life of the local communities in which the Company
operates

e Meeting all relevant statutory regulations

e Maintaining the cleanliness and appearance of premises to the highest practical standards

e Aiming for efficient use of all resources used in its operations and by reduction of waste through process improvements. Recycling of material is
continued wherever feasible and further positive steps are taken to conserve resources, particularly those that are scarce or non-renewable

e Working with suppliers to ensure that the products and the services they supply are environmentally acceptable

e Providing the necessary information to enable Employees to operate the processes properly and with minimal effects on the environment.

3.1.9. Equal Opportunity Policy
We acknowledge the desirability of equal opportunities for employment and the observance of the codes of practice as far as it is reasonably practicable.

The intention of the policy is to see that no job applicant or employee receives less favourable treatment on the grounds of disability, sex, marital status,
race, colour, nationality or ethnic or national origins, or is disadvantaged by unreasonable conditions or requirements.

Individuals should be selected, promoted and treated on the grounds of their performance, attitude and abilities. All suitably qualified Employees will be
given equal opportunity to progress within the organisation.

All those who come into direct or indirect contact with Employees or applicants for employment should ensure that they understand this policy and
recognise the part they have to play in its fulfilment.

It is the policy of the Company to encourage the employment and career development of disabled persons. No unnecessary limitations are placed on the
type of work that they can perform.

Full and fair consideration will be given to disabled applicants for employment; existing 