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THE RESPONSIBILITIES OF CONTRACTORS, SUB-CONTRACTORS 

AND THEIR EMPLOYEES 
 

• All Sub-contractors will be expected to comply with the Company Health and Safety 
Policy of Store Maintenance Ltd and must submit their own Health and Safety 
documentation to Store Maintenance for verification. This will include as a minimum, risk 
assessments, method statements, COSHH assessments, Health and Safety Policy, 
Insurance details and any details of training undertaken by operatives. 

 

• Contractors are expected to read this Health and Safety Policy and will be expected to be 
fully aware of what is required of them whilst working on sites. 

 

• All work must be carried out in accordance with the relevant statutory provisions taking 
into account the safety of others whom may be present in the work area and comply with 
any safety instruction given to them by Store Maintenance Ltd. 

 

• All plant and equipment brought into a work area by Sub-contractors must be safe and in 
good working condition, fitted with any necessary guards and safety devices. All 
operatives must be adequately trained in the use of such equipment and where appropriate 
have available any certificates of competence. 

 

• All electrical equipment is to be regularly tested and suitable for the conditions in which it 
is to be used or provided.  

 

• Any injury sustained or damage caused by Sub-contractors employees must be reported 
immediately to Mr. Gary Van Blerk. 

 

• Sub-contractors when informed of any hazards or defects will be expected to take 
immediate action to implement given controls. 

 

• Welfare facilities will be available at sites together with fire extinguishers and first aid 
personnel. 

 

• Contractors are to provide COSHH assessments for additional materials provided for their 
own use. 

 

• Sub-contractors are particularly asked to note that workplaces must be kept tidy and all 
debris, waste materials, etc. cleared as work proceeds. 

 
• It is the Policy of Store Maintenance Ltd that all operatives, contractors, sub-contractors 

and persons within the works area wear the protective clothing or equipment appropriate 
to the works being undertaken. Subcontractors are to provide appropriate protective 
clothing and safety equipment and are to ensure that their employees use both clothing 
and equipment at all times when required by the PPE assessment. 

 
• Sub-contractors are required to ensure that copies of all risk assessments, method 

statements, COSHH assessments and any other Health and Safety documentation are 
available for inspection by Store Maintenance Ltd. Such assessments must be provided 
before work is due to commence and in sufficient time to allow consideration of the 
controls implemented. 
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Access & Egress 
 
All operatives working for Store Maintenance Limited are to ensure that safe access and 
egress is provided at all times. 
 
Escape routes are to be kept clear of equipment, materials, debris and waste. 
 
Fire doors are not to be wedged in the open position. 
 
Liaise with the Store Management Team on access / egress routes that may be affected by the 
works you are undertaking. 
 
Report any failings to the Store Management Team. 
 
Ensure that you sign in and out in the visitor’s book for each store / centre. 
 
Accident Reporting 
 
All operatives working for Store Maintenance Limited are to ensure that all accidents are 
reported to Mr. Gary Van Blerk at Store Maintenance Limited. 
 
A copy of the accident reporting form is attached to this document. 
 
Inform the Store Management Team, who may wish to enter the details of the accident in their 
accident book. 
 
If the accident is reportable under the Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 1995, it is the employers responsibility to report the accident to the 
Health and Safety Executive (HSE). A copy of the report must also be forwarded to Store 
Maintenance Limited. 
 
Asbestos 
 
ASBESTOS DUST KILLS 
 
Thousands of people die each year in the UK from asbestos-related diseases, because they 
breathed asbestos dust many years ago. The victims include people who worked in the 
building trades. 
 
There is no cure for these diseases. 
 
If you are a carpenter, joiner, shopfitter, plumber, electrician etc and if you do maintenance, 
repair or refurbishment work on older buildings, you could be at risk from asbestos dust. 
 
THE DANGER 
 
Thousands of tons of asbestos are still in place in older buildings. The danger to you comes 
from drilling, cutting, sanding or disturbing materials made from asbestos and breathing in the 
dust. 
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YOU WILL FIND ASBESTOS 
 

• as a sprayed insulating coating on steelwork and concrete etc 
• as lagging on pipes and boilers etc 
• as insulation board in walls, on doors and ceilings 
• as asbestos cement for roof and wall coverings, pipes and tanks etc 
• in some decorative plasters 

 
WHAT YOU SHOULD DO 
 
All operatives working for Store Maintenance Limited are to ensure that the store’s Asbestos 
Management Plan / Asbestos Register are checked, prior to commencing any works. 
 
Competence 
 
Competence is the ability to do the work required to the necessary standard in a safe manner. 
 
This will normally involve relevant skill knowledge, training and experience. 
 
All operatives working for Store Maintenance Limited must be competent for the works they 
are undertaking. 
 
 
COSHH 
 
Hazardous substances 
Hazardous substances include substances used directly in work activities (adhesives, paints, 
cleaning agents); 
substances generated during work activities (fumes from soldering and welding); 
naturally occurring substances (grain dust); 
biological agents such as bacteria and other micro-organisms. 
 
Where are hazardous substances found? 
In nearly all work environments, for example: 
factories; 
shops; 
mines; 
farms; 
laboratories; 
offices. 
 
Effects of hazardous substances 
Examples of the effects of hazardous substances include: 
skin irritation or dermatitis as a result of skin contact; 
asthma as a result of developing allergy to substances used at work; 
losing consciousness as a result of being overcome by toxic fumes; 
cancer, which may appear long after the exposure to the chemical that caused it; 
infection from bacteria and other micro-organisms (biological agents). 
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All operatives working for Store Maintenance Limited must ensure that a COSHH assessment 
is prepared, if necessary, for any substance used. 
 
Dress Code 
 
All operatives working for Store Maintenance Limited must be suitably clothed at all times. 
 
Shirts with slogans or other inappropriate wordings are not to be worn. 
 
Please remember you are an ambassador for Store Maintenance Limited and your appearance 
may adversely affect the company’s image. 
 
 
Emergency Procedures 
 
All operatives working for Store Maintenance Limited must adopt and comply with the 
emergency procedures of the stores or centre’s that they are working in. 
 
If you are unsure of the procedure, ask a member of the client’s management team. 
All operatives working for Store Maintenance Limited must be competent for the works they 
are undertaking. 
 
Make sure that you know the emergency escape routes and assembly point.  
 
You are to comply with any reasonable request from the client. 
 
 
Environmental Considerations 
 
All operatives working for Store Maintenance Limited must ensure that all waste and debris 
from the works they are undertaking is removed from the store / centre before they leave. 
 
Ensure that waste and debris is disposed of in a safe and appropriate manner. 
 
Do not deliberately pour and substance into a surface or fowl drain. If an accidental spill 
occurs, try to prevent it entering the main drainage system and contain the spill. 
 
Hazardous waste will need to be disposed of in accordance with the requirements of the Store 
Maintenance Limited Health and Safety Policy. 
 
 
Eye Protection 
 
All operatives working for Store Maintenance Limited must wear suitable eye protection 
when required by the risk assessment for the works you are undertaking. 
 
High impact goggles must be used to protect against flying particles. 
 
Safety spectacles should be worn for other work activities where dust particles become 
airborne. 
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First Aid 
 
All operatives working for Store Maintenance Limited must make suitable arrangements for 
the provision of first aid. 
 
You may liaise with the store / centre management and enquire if they will cover you while 
you are working at their premises. 
 
The law requires that every Employer make suitable and sufficient arrangements with regard 
to first aid. 
 
You should know who the first aider is. 
 
You should have access to a first aid container that is adequately stocked. 
 
You should consider carrying your own first aid container in you work vehicle. 
 
 
Housekeeping 
 
All operatives working for Store Maintenance Limited must ensure that they leave the client’s 
premises in the same condition as they arrived. 
 
All waste and debris created by your work operations is to be removed. 
 
Ensure that your materials, tools and equipment are placed in a safe position and not placed on 
traffic routes of emergency escape routes. 
 
All operatives working for Store Maintenance Limited must leave the working area in a clean 
and tidy state. 
 
 
Lifting Equipment 
 
All operatives working for Store Maintenance Limited should use lifting equipment to reduce 
the risk of manual handling. 
 
This may include the use of trolleys, pallet trucks, goods hoist or goods lift. 
 
Lifting equipment used to carry persons or access areas at height are covered in the working at 
height section of this induction. 
 
 
Manual Handling 
 
All operatives working for Store Maintenance Limited should avoid manual handling as much 
as possible and use lifting aids. 
 
Where it is not possible to avoid manual handling a risk assessment must be completed. 
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Operatives should be trained in lifting techniques to avoid / reduce the risk of injury. 
 
Operatives should seek assistance if the item being lifted is too heavy for one person. 
 
As a guide ONLY operatives should not be lifting items in excess of 20kg. 
 
 
Needles & Syringes 
 
The paraphernalia of illegal drug taking such as used syringes and burnt spoons is now 
common place in some areas. Operatives undertaking work for Store Maintenance Limited 
should be vigilant at all times. 
 
Anything that looks suspicious should be reported to the store / centre management team. 
 
Please be aware of the risk of needle stick injuries to operative’s skin. 
 
Prevention of contact is the best control measure for this risk as some biological diseases are 
not curable. 
 
 
Noise 
 
All operatives working for Store Maintenance Limited should avoid noisy work operations as 
much as possible. 
 
If works are to be noisy for a period of time, please inform the store / centre management team 
on the duration of the noisy works and liaise on the appropriate course of action. 
 
When noise levels exceed 80 dB(A) hearing protection should be made available to operatives 
if they request it. 
 
When noise levels exceed 85 dB(A) hearing protection must be provided by the employer and 
worn by the operative. 
 
 
Permits to Work 
 
All operatives working for Store Maintenance Limited must adhere to any permit to work 
system operated by the store /centre management team. 
 
All Local Authority permits are to be applied for by the contractor undertaking the works and 
are to comply with and restrictions. 
 
Store Maintenance Limited actively encourages contractors to use their own permit to work 
systems for electrical works and hotworks. 
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Personal Protective Equipment (PPE) 
 
All operatives working for Store Maintenance Limited are required to wear the appropriate 
PPE at all times. 
 
Additional PPE must be worn in accordance with the risk assessment for the works that are 
being undertaken. 
 
PPE must be supplied to all operatives free of charge, it is the duty of the employer to provide 
all PPE. 
 
 
Plant & Equipment 
 
All operatives working for Store Maintenance Limited must ensure that any equipment used is 
safe and in good repair. 
 
All electrical equipment should be tested and inspected in accordance with health and safety 
guidance, as detailed in the table below. 
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Risk Assessments 
 
All operatives working for Store Maintenance Limited must work in accordance with the 
relevant risk assessment and safe system of work. 
 
Store Maintenance Limited has prepared some generic risk assessments for the more general 
works undertaken, but if they do not cover all of the risks associated with the works they must 
be amended. 
 
It is the responsibility of every employer to ensure that a suitable and sufficient risk 
assessment has been prepared for the works and that employees have been informed of the 
risks they may face. 
 
 
Safety Signs
 
All operatives working for Store Maintenance Limited must comply with all safety signs and 
notices in the stores / centre’s. 
 
Operatives are to ensure that where necessary additional safety signs are positioned to inform 
and warn others to and dangers that you may be creating in the work area. 
 
Safety signs are colour coded in the following manner; 
 
Red & white  Prohibition, this means that you must not do something. 
Blue & white  Mandatory, this means that you must do something. 
Yellow & black Warning, this alerts others to hazards. 
Green & white  First aid or emergency evacuation routes. 
 
 
Scaffolding 
 
All operatives working for Store Maintenance Limited erecting, altering or dismantling 
scaffolding or mobile scaffold towers must be competent to do so. 
 
All scaffolding is to be erected and installed in accordance with health and safety guidance or 
codes or practice. 
 
All mobile scaffold towers must be used in accordance with the manufacturer’s instructions. 
 
 
Smoking 
 
All operatives working for Store Maintenance Limited must adhere to the smoking policy of 
the stores / centre’s. 
 
All contractors must comply with the legal requirements of a smoke free working environment 
under their control, this will include company vehicles. 
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Vibration 
 
Please see attached Health and Safety Executive guidance note INDG 126. 
 
 
Welfare Facilities 
 
Welfare facilities must be provided in all workplaces, due to the nature of the works 
undertaken by contractors working on behalf of Store Maintenance Limited it is likely that the 
stores / centre’s welfare facilities will be made available to all operatives whilst working in 
that particular place. 
 
Operatives should liaise with the store / centre management team as to the exact location of 
toilets and other facilities. 
 
Operatives are reminded to ensure that if they do use other persons facilities they are to be left 
in the same condition that you found them, clean and tidy. 
 
 
Working at Height
 
The Working at Height Regulations covers all working at height and contractors must follow 
the simple hierarchy to prevent falls from heights. 
 
Where possible, avoid working at height. 
Use suitable equipment when you must work at height. 
Where the risk of a fall cannot be eliminated, then use fall arrest equipment to minimise the 
distance of the fall. 
 
All employers must ensure that; 
 

• All working at height is planned. 
• All those involved in work at height are trained and competent. 
• That a safe place of work is provided. 
• Equipment used for working at height is properly inspected. 
• The risks from fragile surfaces are controlled. 
• The risk from falling objects is controlled. 

 
Suitable equipment to provide a safe place of work will include scaffolding, mobile scaffold 
towers, mobile elevated working platforms (MEWP’s) and fall restraint systems. 
 
Fall arrest equipment should only be used when none of the above are possible. 
 
Ladders and stepladders should only be used for short duration works, where space is limited 
and the risk is low. 
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ACCIDENT REPORT FORM 
 
Please note this form is intended to establish the cause of the accident in order that controls 
implemented prevent a further occurrence in the future. This form is to be copied to Head 
Office. (Please notify directly by telephone) 
The name of the person who had the accident. 

About you, the person filling in this form. 

Full name Occupation 
 

About the Accident. When & where it happened. 

Full name Position 
 

Date                   /          /                                       Time 
 

About the Accident – What happened? Say how the accident happened. Give the cause if 
you can. In the event of any personal injury, say what it was and the first aid given if any. N.B. 
Please complete on a separate piece of paper if required. 
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Outline all controls that have been implemented in order to prevent recurrence. N.B. 
Please complete on a separate piece of paper if required. 

 

 
 
 
 
 
 
 
 

Reporting of injuries, diseases and dangerous occurrences 1995 
Complete the box if the accident is reportable under RIDDOR. 

 

Who Reported: 
 

Date reported: 
 

How reported: 
 

Witnesses 
 
Name: 
 

Occupation: 
 

Address: 
 

 
Give a brief description of how the accident occurred 
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I confirm that I have read and understand the information contained in this safety 

induction. 
 

Company  

Name Signature Date 
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Please return a copy of the signed form on the previous page to: 
 

Store Maintenance Limited 
3rd Floor 

501 High Road 
Ilford 
Essex 

IG10 1TZ 


	ACCIDENT REPORT FORM

