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HEALTH AND
SAFETY STATEMENT

Health and Safety should be of concern to ALL OF US, which is why Motor Clean
Limited places it high on the agenda. It is not something that is separate from our
everyday activities but should be a natural part of the way we all work.
Motorclean Limited has made significant improvements in the workplace over the
past years, which has also improved health and safety for all. Like all aspects of
Motor Clean Limited it must be managed and that is why we have allocated specific
resources to control this ongoing process. Motor Clean Limited Health and Safety
Policy will raise everybody's awareness of the need for a healthy and safe
environment.

With YOUR support and commitment, we can all endeavor to make our
environment a healthier and safer place to work in.

David Warren
Managing Director
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ORGANISATION
Motorclean Ltd
Organisational Chart

HEALTH AND SAFETY STATEMENT
The Managing Director has issued a Health and Safety Policy Statement on behalf
of Motor Clean Limited. It is to be displayed on notice boards for the attention of
all employees and those working on Motor Clean Limited premises.

HEALTH AND SAFETY NOTICE BOARDS AT EACH SITE
 Health and Safety Law Poster (relevant boxes completed).
 Motor Clean Limited Health and Safety Statement.
 Certificate of Employer Liability (Compulsory Insurance).
 Fire and Emergency Evacuation Instructions.
 Safety Co-Ordinator’s name and location.
 First Aid Location.

HEALTH AND SAFETY ARRANGEMENTS
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The arrangements focus on four key areas, all of which require
particular attention to ensure both the obligations of Motor Clean Limited
and those of its employees are met.

THE FOUR KEY AREAS
 Adverse Incidents and Reporting
 Safe Systems and Methods of Work
 Emergency Procedures
 Safety Inspections by Authoritative Bodies and Health & Safety
staff and contractors’ representatives.

ADVERSE INCIDIDENTS AND REPORTING
A main aim of health and safety is to prevent accidents. It is extremely
important that everyone within Motor Clean Limited is aware of procedures
and prevention techniques.
Details of what is required and advice on accident prevention and reporting is
contained in this handbook. As follows:
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
(RIDDOR); and other incidents Accident prevention techniques, and Specific
procedures

SAFE SYSTEMS AND METHODS OF WORK
In order to achieve a low incident rate, it will require an examination and
assessment of Motor Clean Limited methods and practices; hazards and their
cause; and the risks these hazards present.
Managers are required to ensure that all areas of the workplace are assessed to
identify hazards and provide staff and contractors at risk with safe systems of
work. This may involve providing “job statements” or “methods of work” to
ensure the safety of staff and contractors.
Assessment of risk is a continuing process, which requires this manual to be
updated regularly. Staff and contractors MUST be made aware of the
changes.
Detailed procedures may be required for your specific area. These are to be
inserted within the annex of your site copy of Motor Clean Limited Health and
Safety Policy.

EMERGENCY PROCEDURES
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From time to time situations may arise which can be termed
‘emergencies’, i.e. fire, bomb threat, serious incidents etc.
The safety and well being of staff and contractors and others in these
situations is paramount.
Procedures set out for an emergency situation MUST be followed within your
department and regularly highlighted to all staff and contractors.

SAFETY INSPECTIONS
To ensure everything is going according to plan, a competent person will be
carrying out audits at frequent intervals.
Audits are carried out “to highlight what is good and poor practice in order that
improvements can be planned and organised”.

ORGANISTAION AND MANAGEMENT
Health, Safety and Welfare is the responsibility of each individual employee.
Attitudes depend on the examples that everyone sets, especially those
in positions of responsibility.
ALL management staff and contractors regardless of their status have a general
responsibility to ensure Health and Safety policies, practices and procedures are
always adhered to.

DICIPLINARY RULES
We have mentioned areas where we require the FULL co- operation of staff and
contractors. Managers must ensure that members of staff and contractors are fully
aware that disciplinary action, which may include dismissal, will be taken against
any employee or sub-contractor who fails to comply with the Health and Safety
Policy.
It is important to note that a breach of Health and Safety Regulations may bring
about criminal prosecution, which could result in fines up to £20,000 and a term
of imprisonment of up to two years.

KEY RESPONSIBILITIES
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MANAGING DIRECTOR
To ensure, so far as is reasonably practicable, that an effective organisation
exists for the implementation of Motor Clean Limited Policy inclusive of
arrangements and resources.

OPERATIONS DIRECTOR
Responsible to the Managing Director, so far as is reasonably practical, for ensuring
that issues of concern raised by the Health and Safety Co-ordinator and the effective
management of Motor Clean Limited Health and Safety policy and procedures are
implemented.

AREA/SITE MANAGER
Responsible, so far as is reasonably practical, for ensuring that Health and
Safety policy and procedures are effectively implemented within Regional
Managers areas of responsibility.

HEALTH AND SAFETY CO-ORDINATOR
As Health and Safety Co-ordinator responsible to the Operations Director for
matters of health and safety and the co-ordination of health and safety matters,
bringing issues of concern to the attention of Motor Clean Limited senior managers
where necessary.

AREA MANAGER
Responsible, so far as is reasonably practical, for ensuring that Health and
Safety policy and procedures are effectively implemented within their areas.
The following sets out the minimum standards required within all
Departments/areas:
 To promote actively the importance of achieving a safe and
healthy working environment.
 To inform all direct staff and contractors of their responsibilities
and ensure they receive the necessary training.
 To review all safety reports and ensure that any necessary follow up
action is taken within their area of responsibility.
 To seek the help of any specialists where this is likely to minimise
the risks of accidents and improve safety.
 To consider carefully health safety and environmental aspects in
developing new techniques and practices and where serious hazards
may be involved, to examine alternative solutions.
 To sustain good practice and to monitor safety performance in
their areas, taking action to prevent any adverse trends.
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To ensure:
 Accidents are investigated and corrective action is taken, or advice sought.
 Safe systems of work are followed and where necessary revised
and placed under review.
 Safety inspections/audits are carried out at predetermined
frequencies.
 All statutory requirements are met.
 Motor Clean Limited procedures are complied with, taking any disciplinary
measures where they are not observed.
 To ensure that requests for maintenance work are regularly
reviewed and priorities are dealt with as soon as possible.
 To review with Area Managers their responsibilities for health and
safety at work and ensure that they are being met.
 To liaise on a regular basis to prioritize requirements.

SITE MANAGER
Responsible, so far as is reasonably practical, for ensuring that the Health and
Safety policy and procedures are implemented effectively.
The following sets out the minimum standards required:
 To ensure completion of accident/incident reports within the defined
timescale, investigate accidents/incidents to determine cause and take
necessary corrective action and inform relevant managers.
 To promote actively the importance of achieving a safe and
healthy working environment.
 To inform all staff and contractors of their responsibilities and
ensure they receive the necessary training.
 To ensure that safety devices are always fitted, properly adjusted,
and maintained.
 To ensure all staff and contractors are aware of safety rules and
procedures and to take appropriate disciplinary action when these
are not observed.
 To carry out safety inspections and ensure appropriate action is
taken.
 To report defects and inform the Regional Manager if they are not
rectified promptly.
 To maintain and promote good housekeeping.
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 To review continually, safe working practices and ensure they
are implemented, within their area of responsibility.
 To liaise with appropriate specialists where it is likely to reduce the risk
of incidents/accidents and improve safe systems of work.
 To provide adequate instruction and supervision for all staff and
contractors, paying particular attention to the special needs of the
young and/or inexperienced employee.
 To inform all new staff and contractors of their responsibilities
and make them aware of hazards and general procedures at
commencement of employment.
 To ensure all appropriate safety records and registers are kept up
to date.
 To identify and control hazards and bring them to the attention
of all those entering their area, as necessary.

STAFF AND CONTRACTORS
Staff and contractors have particular responsibilities and they should be made
aware of the importance of a safe working environment and of the penalties that
can be imposed by both the law and Motor Clean Limited.
The following sets out the minimum standards required:
 To observe safety rules at all times.
 To wear appropriate safety protection and use equipment for their
health and safety.
 To conform to all instructions in respect of health and safety
within Motor Clean Limited premises.
 To report accidents, incidents and damage (whether persons are
injured or not) to their Area Manager/Regional Manager and complete
an incident form.
 To report promptly any defects or hazards to their Area
Manager/Regional Manager and complete an incident form.
 To maintain high standards of housekeeping to ensure the
minimum risk to colleagues and others.
 To assist with regular inspections and be aware of any potential
risks.
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 Not to interfere with any health and safety item which is provided for
the protection of themselves, colleagues or others.
 To inform their Area Manager/Regional Manager when they are not
aware of procedures or how to perform a task safely and to ensure they
receive adequate instruction.
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GENERAL ARRANGEMENTS
SAFETY INSPECTIONS
Regular and routine inspections.
To rationalise the necessary arrangements for these and other
inspections, the following table will apply: Type of Inspection
Formal Inspections Monthly. By Motor
Clean Limited staff.

Following an Incident
See Appendix 1

Availability of Facilities
Completion of
appropriate inspection
forms identifying
hazardous conditions and
assessing potential risks
Completion of incident
form. Contact Health &
Safety co- ordinator.
Where it is possible to rectify
the unsafe condition, do so.
Serious incident. Inspection may
be required by the Health and
Safety Executive (HSE) and Form
F2508 to be completed.

Following a Dangerous Occurrence

Completion of incident
form. Contact Health &
Safety co- ordinator.
Where it is possible to rectify
the unsafe condition, do so.
Serious incident. Inspection may
be required by the Health and
Safety Executive (HSE) and Form
F2508 to be completed.

Identification of Disease

Completion of incident
form. Contact Health &
Safety co- ordinator.
Where it is possible to rectify
the unsafe condition, do so.
Serious incident. Inspection
may be required by the Health
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and Safety Executive (HSE)
and Form F2508 to be
completed.
Change in Conditions of
Work

New Hazard Information

Employee Complaint

Motor Clean Limited Safety Coordinator should be
consulted and joint
inspections arranged as
necessary.
Motor Clean Limited Safety Coordinator should be
consulted and joint
inspections arranged as
necessary.
Motor Clean Limited Safety Coordinator should be
consulted and joint
inspections arranged as
necessary.

FORMAL INSPECTIONS
Inspections of the workplace will need to take place on a yearly basis utilising
standard criteria in order to monitor the effectiveness of procedures and systems
of work etc.
The initial inspection forms have been kept quite basic and develop into “in
depth” procedures in response to the level of risk identified.
In order to achieve effective action and results the inspections must be carried
out properly. The following points are set out as guidelines initially for each Audit
within each areas own sphere of responsibility in relation to specific groups of
staff and contractors and to workplaces.
Checklists key points;
 Accident and Health Records over recent periods, etc.
 Furniture, Fittings, Plant and Equipment (mechanical or
electrical)
 First Aid Points
 First Aid Equipment, Boxes
 Telephones (Cables, Cleanliness)
 Toilets/Wash Areas/Showers
 Canteens and Rest Rooms
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 Storage Areas
 Waste/Rubbish
 Fire Precautions and Fire Drill
 Fire Hazards and Precautions etc.
 Security Precautions
 Occupational Hazards

AREA MANAGER
It will be essential for the formal/routine inspections to be carried out jointly at times and on
dates mutually agreed in advance, especially for such inspections where a Safety or other
Specialist Adviser is requested to give assistance. Sufficient notification of inspection dates
MUST be given.

INSPECTION FORMS

For routine health and safety checks the 'General Work Environment Checklist', page
50, may be used and where required in conjunction with the general risk assessment
form, page 26. Any action required to be taken by the Area Manager must be
reported to the Safety Co- Ordinator.
In each area the following information will be required to be kept:
 Groups of Employees susceptible to an Occupational Hazard, e.g., dermatitis.
 Workplaces of potentially High Risk
 Fixed Plant and Machinery with records of maintenance.
 Mobile and Moveable Plant/Machinery/Equipment with records of
maintenance.
 Substances and materials used (assessment and records of Dangerous
Substances with methods of safe use)
 Incident Report Form for recent periods, etc.
 Identification of Appropriate Specialists/Advisors where used e.g. Fire Prevention
 Crime Prevention/Security
 Health and Safety

 Occupational Health
 Environment Health
 Maintenance/Building
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 Maintenance/Plant and Machinery Inspections
 Road Safety, etc.

AUTHORITATIVE AGENTS
You may be aware of such Agencies under the titles of:
 Health and Safety Executive Inspectors
 Fire Authority Officers
 Environmental Health Officers
Powers of Inspectors
Health and Safety Executive Inspectors
Enforcement of Health and Safety statutory provisions.
Fire Authority Officers
Enforcement of Fire legislation.
Environmental Health Officers
Enforcement of the appropriate legislation where the main activity is:
Sale or storage of goods for retail or wholesale distribution
Consumer services provided in retail.

POWERS OF INSPECTORS
Note: It is essential that ALL visits are registered, and any notices or correspondence
received from them is IMMEDIATELY PASSED ON TO THE SAFETY CO-ORDINATOR.
An Inspector has the following powers (READ CAREFULLY): -

 They may enter ANY premises at any reasonable time or, indeed, at any
time of day or night, if they have reason to suspect a dangerous situation.
 They may request the company of a Police Officer if they are
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obstructed.
 They may request the company of other Authoritative Agencies inclusive
of materials or equipment they may require.
 They may carry out ANY examinations and investigations to
determine if a breach exists.
 They may direct that the premises are NOT to be disturbed for so long,
as is reasonably necessary.
 They may take measurements, photographs, readings, and
recordings, as they consider necessary.
 They may take any samples of articles or substances inclusive of the
atmosphere.
 They may request an activity to cease.
 They may take possession of, and detain any article or
substance. They must leave notice of doing so.
 They may question ANY person having information. The statement
given is in support of a criminal offence and an individual may be
read their rights.
 They may request the production of books and documents, which are
relevant.
 They may demand such facilities and assistance as necessary.
 They may also assume such additional powers as are necessary to carry out
their duties.
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ADVERSE INCIDENT REPORTING
REPORTING OF AN ADVERSE INCIDENT
All incidents should be reported, no matter how trivial they seem. It can identify
trends which if noticed early enough can be rectified, thereby preventing a future
incident with the possibility of causing serious injury or loss to individuals, or to
Motor Clean Limited.
Completing an Incident Form does NOT place liability of any kind on the
individual making the report or any other person.

CATEGORY: THE INCIDENT

Type of incident.
Indicate the category e.g. injury, damage, fire etc which covers the
incident.
About the injured party
As much detail as possible is required and this will include, where necessary, the
grade of the individual under ‘POST HELD’.
About the incident
Complete the details of location etc. and then go on to describe the
incident.
It is not sufficient to state ‘hurt arm’ or the cause as ‘tripped over’. You need to take
into account the ‘what’ and ‘how’ of the incident.

What
What happened in detail is necessary in order to categorise the incident for
future reference, and to provide data, which will enable an analysis of trends,
and ultimately to identify and introduce means of improvement.
How
How it happened in detail will aid to ‘manage’ the incident in respect of
appropriate action, either locally to the event or to the area as a whole.
‘Cause’ - Senior Person’s Investigation
We do not want to be told the immediate cause, e.g. “a box which the person
tripped over”. We want to know why the cardboard box was in a position where
it could be tripped over, e.g. bad housekeeping, inappropriate storage, inadequate
stock control etc.
Witness
17 | P a g e

Any statements of events leading up to, at, or after the incident MUST
be SECURED TO THE ORIGINAL INCIDENT FORM, on return to the Safety Coordinator.

CATEGORY: AFTER THE INCIDENT
Injuries
Indicate the type of injury and its location stating left or right.
Where possible indicate only ONE MAIN SITE OF INJURY, as this will help in
analysing incidents, or indicate which is the main injury/location.
Treatment
If details are available ensure that the name of the Doctor or Service is clearly
printed.
Equipment/Property involved
Where equipment or property is involved whether personal property or Motor
Clean Limited FULL details will be required.
Action taken
This should be completed at the time of the incident.
It is for the individual in charge at the time of the incident to say what happened
and what they did.
This in no way reflects on the individual, but is to ensure that the Motor Clean
Limited has correct procedures in place and that staff and contractors are aware of
them.

CATEGORY: MANAGEMENT FOLLOW-UP
Management Investigation
It is never very pleasant investigating an incident, which has caused injury or loss.
Nevertheless, the length to which the investigation is taken must take into
account what value it will have, firstly to staff and contractors and secondly to
Motor Clean Limited.
A balance must be made of the benefits, inclusive of cost, and what the outcome
could be if nothing is done. Whichever is decided it MUST be recorded and the
reasons for the decisions.
Who Investigates?
The MANAGER IN CHARGE at the time of the incident, together with the person in
charge at the time of the incident should both be involved in any investigation,
whether details are verbal or written.
Any evidence should include the practice normally followed, any witnesses
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and details of the incident itself. Most of this information will be found
on the Incident Reporting form.
Key points to note about the investigation are: Events under investigation should not be prejudged.
Total reliance MUST NOT be placed on sole evidence.
The value of eyewitness accounts is normally proportional to the delay in the
statement being written.
The initial step in the investigation should be on
 When
 Where
 To Whom
 Outcome of incident.
The second step should focus on
 How
 Why
 Cause
 Secondary cause
As previously mentioned the detail will depend on the severity of the incident and
the potential for it happening again.
The report should indicate the following: What was the immediate cause of the incident?
What were the contributing factors?
What action is necessary to correct the situation? What
system changes are necessary?
What reviews will be needed?
RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 2013) Form F2208 MUST be completed and sent within 10
days where a major injury or dangerous occurrence happens. Details of
what a major injury or dangerous occurrence is can be found in appendix 1.
Follow-up action
This section is for administration and where the report requires further
expansion the relevant department will be requested for additional details.
Incidents may be notified to:
Health and Safety Executive (under RIDDOR)
Safety Co-Ordinator
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Head of Finance

MANAGEMENT OF HEALTH AND SAFETY
RISK ASSESSMENT
Risk assessments are required on ALL work activities with significant hazards
and will cover anyone who may be affected.
Risk assessments are necessary to identify what measures can be taken to
reduce risks associated with hazards.
An assessment has to be “suitable and sufficient” which means: Identifying
significant risks arising out of work activities.
Identifying the preventative and protective measures to control the risk.
Those assessments are appropriate to the nature of the work.

MANAGEMENT HAZARDS AND RISKS
As with all business risks the main aim is to eliminate or at a minimum control
the risk. This will include, for example, design of the workplace, equipment use
and maintenance, physical control measures, work activities etc.
Control is necessary to ensure that the decisions made for promoting a healthier
and safer workplace are being implemented.

MONITORING AND REVIEW
As with most quality assurance systems, reviewing of the systems is through the main board
with constant development of procedures and policy

HEALTH SURVEILLANCE
The risk assessment should clearly identify areas where health surveillance is
necessary. The Safety Co-ordinator must be notified where a potential health
risk has been identified. This will enable: Checking on the effectiveness of control measures Provide details of the
accuracy of risk assessments.
Identify and protect individuals placed at increasing risks. In all cases,
individual health records MUST be kept
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COMPETENCY

Motor Clean Limited has access to a ”competent person” to assist in applying
health and safety requirements.
In simple cases it will be sufficient to be aware of best practices, awareness of
own limitations and ability to supplement existing experience and knowledge.
Where the situation requires a more complete or technical knowledge
then the nominated competent person must be referred to assist or
advise on the problem.

EMERGENCY PROCEDURES
Emergency procedures are in place to control foreseeable danger. Such
procedures must be fully understood and followed.
Procedures take account of:
Accountable individuals (responsible persons) Training (e.g.
spillage procedures)
When to evacuate/stop work/move to a place of safety Nonemployees (contractors)
Specific guidance to be actioned (step by step guide) Written and
clearly identifiable limits of action
When the level of risk is unacceptable for staff and contractors
e.g. fire out of control

EMPLOYEE AND SUBCONTRACTOR INFORMATIONS
Information will be provided relevant to the needs of employees to ensure their health and
safety. This will apply to all employees, including trainees and those on fixed duration
contracts.

CO-OPERATION

Where activities differ in premises, it will be necessary to ensure that coordinated measures are taken to ensure the health and safety of both parties.
This will involve the exchanging of information on risks associated with the
work process or the environment in which the work is undertaken.
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TRAINING

Training is an important way of achieving competence and ensuring that safe
working practices are fully understood.
Training is at its most valuable at the induction stage where it includes
arrangements for fire safety, welfare, etc. apart from the general policy on
health and safety.
Notes must be taken when staff and contractors:
 Have new responsibilities
 Have new or changed work activities
 The work environment changes
 The system of work changes or new equipment is to be used
 Have refresher training e.g. Accident
Reporting,Evacuation procedures
Special attention must be given to the employee who occasionally
acts on another employee’s behalf.

EMPLOYEES AND CONTRACTORS DUTIES
Employees and contractors also have a duty to co-operate with the Motor Clean
Limited with specific responsibility for health and safety.
The duties placed on employees and contractor does not reduce the responsibility
of the Motor Clean Limited. Under health and safety legislation Motor Clean
Limited is obligated to ensure its legal responsibilities are fulfilled.

TEMPORARY WORKERS

Where temporary workers are used within Motor Clean Limited, they must
be provided with adequate information.
Motor Clean Limited is required to inform their contracted employees of any
special qualification or skills required to carry out the work safely. They must also
be informed if the work requires health surveillance and what protective
measures are necessary within Motor Clean Limited environment.
Motor Clean Limited and the employment agency or trainee provider both have
duties to the employee, which overlap, which should ensure that any health and
safety matters are NOT overlooked.
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RISK ASSESSMENT IN PRACTICE
RISKS
Risk is the likelihood or probability that a hazard will cause actual harm.
Risk depends on:
 Frequency of exposure to
hazard Precautions
 Other factors
The extent of the risk depends on the number of people who may be affected and the severity
of the consequences.

CONTROL MEASURES
Control measures are the arrangements made or precautions taken to reduce risk.

PREVENTIVE MEASURES

E.g. use of mechanical lifting devices to minimise manual handling.

PROTECTIVE MEASURES

E.g. use of gloves and safety shoes.

RISK RATING

Risks need to be prioritised to ensure swift action on those, which are the most
serious and the effective allocation of resources.
This person carrying out the risk assessment will give the risk a HIGH, MEDIUM
or Low risk rating..

RATING THE RISK
HIGH = extremely likely to occur
MEDIUM = frequent, often or likely to occur
LOW = slight chance of occurring

RISK RATING CHART

HIGH – Requires immediate attention
MEDIUM – Some Risk, no means to improve
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LOW – Little or no risk

ASSESSORS INITIAL TASK
CHECKLIST FORM

This will provide information you will require for the assessment (keep in your
department records).
When you have ALL the relevant details to make a valid judgement. This is your
assessment and what you consider is necessary to control the risks with future action
points (retain).
Return copy of completed ASSESSMENT to the: Safety Co-ordinator

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH
C.O.S.H.H.
THIS DOCUMENT PROVIDES BASIC GUIDANCE ON THE CONTROL OF SUBSTANCES THAT ARE
HAZARDOUS TO HEALTH IN LINE WITH THE COSHH REGULATIONS 2002 AND APPROVED
CODES OF PRACTICE
Product means “Substances Hazardous to Health” within this document. People can
encounter at work a wide range of products capable of damaging their health if the right
precautions are not taken
The COSHH Regulations lay down essential requirements and a sensible step
by step approach for the control of these products.
REQUIREMENTS UNDER COSHH
Employers must:
Assess the risk to health arising from work and what precautions are needed.
Refer to page 28 for assessment details.
Introduce appropriate measures to prevent/control the risks. Ensure control
measures are used and procedures observed.
Inform, instruct and train employees about the risks and the precautions to be
taken.

WHAT IS A SUBSTANCE

A substance, natural or artificial, is defined as any solid, liquid, dust, fume,
gas or micro-organism that is harmful to health.
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The type of hazard that may exist can include poisoning, skin burns,
irritation, asphyxiation or long term health effects i.e. chronic asthma etc.

READ THE LABEL
It contains basic information about the product.
 Name
 Type of risk: toxic, corrosive, explosive, flammable.
 Type of hazard: toxic by inhalation (breathing in).
 Basic safety: e.g. keep away from naked flames
 Name, address of: Manufacturer, Importer, Wholesaler, and Supplier.

DATA SHEETS
Provide far more information than the product label and therefore should be available to the
users of the product. The data sheet will contain detailed information about the product.
 Substance name
 Product name
 What the product is used for and possible dangers of misuse
 The contents of the product, as many contain more than one hazardous
substance
 The chemical make up, i.e. vapour pressure, boiling point, vapour density,
evaporation rates, dangerous reactions with other substances etc.
 Potential health hazards:
 Acute (immediate reaction) such as sickness, burns, irritation
etc.
 Chronic (long term effects) allergies, internal damage, long
term illness (cancer).

Routes that exposure can take into the body:


 ingestion (swallowing)



 inhalation (breathing in)



 absorption (through skin)



 puncture (through skin)

The data sheet informs which route can cause harm.
 Fire hazards and potentially explosive mixtures.
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 Correct use handling, storage, transport and disposal. This gives
vital advice to be strictly followed, and is essential reading by the
user.
 Personal protection: i.e. gloves, fire protection,
protective clothing etc.
 Action in emergencies: such as spills, fire, etc.
 Type of first aid required.

C.O.S.H.H. ASSESSMENT PROTOCOL
The aims of the Assessment Guidelines are:
To help structure the assessments
To ensure the assessments are comprehensive and of a consistent
standard
There are three stages to the Assessment Protocol:
Information Gathering
Site/Process Inspection
Risk Assessment Evaluation and Reporting
REFER TO AND USE THE “RISK ASSESSMENT and CHECKLIST FORM IN
CONJUNCTION WITH THESE GUIDELINES.

INFORMATION GATHERING
Compile a list of products or processes you are to assess Obtain or collect
any data sheets you will require
Review the information collected
Eliminate from further consideration low risk activities or substances, which
do not need any controls, for example, correction fluid (Tipp -Ex).

SITE INSPECION
The first requirement of the inspection is to be thoroughly familiar with the
processes carried out i.e. chemical cleaning of vehicles.

EVALUATING AND REPORTING

On completion of the site inspection the Assessor will check any queries (with Staff
and contractors) that have been raised by referring to (suppliers) data sheets.
The Assessor will provide an overview of the Assessment to highlight any
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major actions, which are necessary.
The following information is required to meet the Motor Clean Limited Policy and
obligations under the Control of Substances Hazardous to Health Regulations.

INVENTORY OF PRODUCTS
Lists of jobs using a chemical, which may be dangerous. Suppliers Hazard Data
Sheets on all inventoried products
Examples of "products" are Solvents, Acids, Paints, Adhesives, Cleaning Fluids,
Oils, WD40, Copy Machine Fluids, and Aerosol Sprays.
Products, which are only used occasionally, are important and should be
listed.
Substances not to include:
Inert packing materials (such as paper sacks), or the adhesive on envelopes,
marker pens etc. BUT, if in doubt, include it in the assessment

INVENTORY LIST
Trade names of product
Any alternative name used on the site
The name, address and phone number of the supplier Where
the product is used on site
A brief description of the use to which the material is put on site A rough
indication of the rate of usage e.g. amount/period.
The Inventory should be compiled in alphabetical order of trade names

COMPETENT ASSESSOR

A competent Assessor is an individual who is fully aware of the work activities and
has suitable training and experience or knowledge and other qualities needed to
carry out a suitable and sufficient assessment.
A register will be maintained of competent staff and contractors and will be held
by the Safety Co-ordinator.
The Assessor will need support from site staff and contractors, who are
knowledgeable about the operations on site, the products used any known
hazards involved and any safety control measures taken.

ASSESSORS GUIDE

Check for apparent completeness of product list (e.g. Cleaner's
materials).
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Tick off any materials, which from their nature, rate of use etc. are
clearly not important.
Highlight any materials, which seem likely to be particularly hazardous.
Make a point of asking about these substances. Identify any processes/activities
which appear to carry little or no risk. Mark them for possible exclusion.
Highlight any processes/activities, which appear to carry serious risks. Ensure that
these are given sufficient time.
Questions should be asked about: Any
recognised hazards
Any known incidence of ill health
Any complaints from employees
Any problems with products, the Assessor should note these and ensure that
they are given appropriate priority in the Assessments.

ASSESSORS SITE INSPECTION GUIDELINES (COSHH)

HAVE YOU IDENTIFIED LIKELY SOURCES OF EXPOSURE?

 Check chemicals used..

HAVE YOU CHECKED FOR EVIDENCE OF CONTAMINATION?

 Evidence of leaks or spills or bad working practice.

HAVE YOU CHECKED GENERAL VENTILATION SYSTEMS?

 Do you need mechanical ventilation
or is there suitable natural airflow.
WHAT ARE THE STORAGE FACILITIES LIKE? E.g.

 Method of product storage (open or sealed
containers).
 Labelling of applicators.
 Segregation of products.
 Suitable storage facilities for chemicals.
 Control procedures for obtaining material from
storage.
HOW GOOD IS THE HOUSEKEEPING? E.g.

 Waste collection/disposal.
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 General assessment of tidiness/cleanliness.
WHAT STANDARD OF HYGIENE IS MAINTAINED? E.g.

 Rules on eating, drinking, smoking, washing.
 Washing and changing facilities, toilets.
 Eating facilities.
 Evidence of normal practices.
WHAT WORKING PRACTICES IS IN PLACE? E.g.

 Written rules on working methods
e.g. product label, data sheets or
standard operating procedures.
 Adherence to safe handling/use practices.
 Amount of direct contact with product.
 Decanting into unmarked containers.
WHAT EMERGENCY PROCEDURES EXIST? E.g.

 Procedure for dealing with spills and leaks.
 Availability of appropriate clean-up equipment.

 First aid facilities/equipment.

MANUAL HANDLING
Employees should assess the difficulty of the manual handling tasks
before deciding to lift or transfer the load.
Employees must not carry out any manual-handling task, which they have
assessed to be hazardous.
Employees must make use of mechanical aids and other manual handling
equipment provided.
Employees must notify their manager of any manual handling equipment found
to be faulty. Such equipment must be clearly labelled and withdrawn from
service.
Employees have responsibilities to take reasonable care for themselves and to
co-operate with the Motor Clean Limited in the prevention of manual handling
injuries.
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In EMERGENCY situations, e.g. fire - it may be necessary to manually
handle people to a place of safety as a matter of urgency. EMPLOYEES should
use the best practical means of manual handling without compromising the
saving of life.
REFER TO AND USE THE “RISK ASSESSMENT and CHECKLIST FORM
IN CONJUNCTION WITH THESE GUIDELINES.

MANUAL HANDLING ASSESSMENTS
The specific factors, which the assessment must take into account, are in
relation to the task, the load, the working environment and individual capacity.
THE TASK DOE'S IT INVOLVE?



Handling loads at a distance from the trunk.



Unsatisfactory bodily movement or
posture, especially twisting the trunk
or stooping.



Excessive movement of load, in particular
lifting, lowering, or carrying over distances.



Risk of sudden movement of the load.



Frequent or prolonged physical effort.



Insufficient rest or recovery periods.



Heavy, bulky or unwieldy.



Difficult to grasp with unstable contents.



Sharp, hot or otherwise potentially damaging.

THE LOAD IS IT?

THE WORKING ENVIRONMENT ARE THERE?



Space constraints preventing good posture.



Uneven, slippery or unstable floors with
variations in level of floors or work
surfaces.



Extremes of temperature, humidity or air
movements in poor lighting conditions.

INDIVIDUAL CAPABILITY DOE'S THE JOB?



Require unusual strength or height.



Create a hazard for those who are
pregnant or who have a health problem.
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Require special knowledge or
training for its safe
performance.
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WORKPLACE PROCEDURES
PREVENTING ILL HEALTH
Potentially harmful substances are used in motor cleaning and valeting. It is
important to deal with them in the right way.
Pay particular attention to:
cleaning solvent and detergents
Prevention or control of exposure - by using less harmful substances or by
controlling exposure by using personal protection where other control
measures are not adequate.
Proper use of control measures
Maintenance, examination and test of control measures
Informing employees - employees have to be informed about the risks arising from
their work and the precautions to be taken.
You may also need to monitor your employees' exposure and provide health
surveillance.

DERMATITIS
Chemicals, abrasives, ultra violet radiation and heat can cause dermatitis.
Many oils and greases and solvents are irritants.
Do not under-estimate the extent of the harm caused by dermatitis.
Limit contact with known skin irritants and allergens by using safe working
practices and personal protection. Use gloves provided to avoid contact.
Wash the skin when contamination does occur.
Seek medical advice if the skin becomes red and flaky or begins to blister or crack;
rashes may be easily controlled with treatment.
Dermatitis often starts at the site of a minor cut or graze. Seek prompt and
effective first aid treatment for these injuries.

COMPRESSED AIR EQUIPMENT
Compressed air equipment may be used in your workshop.
32 | P a g e

Injuries, occasionally fatal, can be caused by accidental or deliberate
injection of compressed air, either through the skin or into a body orifice. Internal
organs will rupture at low pressures in comparison with those of compressed
airlines. Ordinary working clothes will not restrict the penetration of compressed
air into the body.
Care should be taken to avoid accidental injections when using compressed air
equipment, particularly in awkward or confined situations such as inside or
beneath vehicles, and when clearing or cleaning guns.
Horseplay involving compressed air equipment is strictly forbidden.
Because the degree of injury is not always immediately apparent,
medical advice should always be sought after compressed air
penetration occurs or is suspected.

ELECTRICAL SAFETY
FIXED ELECTRICAL INSTALLATIONS
The Institution of Electrical Engineers recommends that fixed electrical
installations are tested at least every 5 years and that an inspection certificate is
obtained.
Switchgear is located where it is accessible and must not be obstructed for
repair or emergencies. Ensure that switchgear suitable for the supply and
distribution system is provided.
Provide fused switches or circuit breakers at the main switchboard to control
supplies to individual circuits and distribution boards.
Label all switches and fuses clearly to indicate the circuit or equipment
controlled. Always keep switch and distribution board covers closed unless
open for maintenance.
In workshops all parts of the fixed electrical installation should be one metre
above floor level. This will reduce the possibility and the risk of igniting spilt
petrol or flammable liquids.

PORTABLE ELECTRICAL EQUIPMENT

Portable 240 volt tools and handlamps and their plugs, sockets and flexible leads
are often sources of electric shock and burn accidents, some of which are fatal. ALL
portable electrical equipment must be inspected, labelled, dated and entered into
a register.
Extension leads should be flexible and preferably neoprene covered which can
resist damage from oil. Extension leads with 13 amp fittings must always have an
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earth wire.
Low voltage equipment offers no protection against the risk of flammable
vapours being ignited by electrical equipment.

ENGINE RUNNING

Exhaust fumes from petrol, diesel and LPG fuelled engines are toxic. They may
quickly reach harmful concentrations, particularly from cold or intermittently run
engines (when run indoors).
Vehicles may ONLY be left running where extraction is provided by direct
coupling to the vehicle exhaust, to ventilate to a safe place in the open air, where
fume will not be drawn back into the workshop or affect other premises or
people nearby. Couplings and flexible connections must be in good condition to
prevent leaks.
Do not rely on catalytic converters to run engines indoors safely. They are less
effective when exhaust gases are relatively cool, as from vehicles idling for long
periods or used intermittently for short periods. Catalytic converters do not
remove toxic oxides of nitrogen.

PROTECTIVE CLOTHING (PPE)

Particular areas of work and certain jobs present particular risks. To assist in the
prevention of accidents, the following identifies the basic standards of dress
required.
These standards are a minimum safety requirement (e.g. gloves, goggles, masks etc).
Spares and replacements will be available from your Area Manager.

VALETING STAFF AND CONTRACTORS

Suitable Safe Footwear must be worn at all times by permanent staff and contractors
in all valeting areas. Administrative staff and contractors, visitors and any employees
who regularly enter the area, but work in separate areas, must wear closed toe shoes.
Safety Gloves MUST be used where required by the manufacturers.
Safety Goggles and Gloves will be provided for high-pressure washing and must be
used.
All Clothing MUST be kept clean and in good repair by the staff and contractors
member.

MAINTAINANCE STAFF AND CONTRACTORS
Safety Footwear & Overalls MUST be worn at all times.
Specialist Goggles and Gloves MUST be worn when carrying out the process for
which they have been prescribed, or as directed by the local management.
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GENERAL STAFF AND CONTRACTORS

All staff and contractors are individually responsible for safe standards of dress.
Local management may prohibit the wearing of any items of clothing and
adornment, which are considered to present a risk to the health and safety of any
employee or others.

VEHICLE VALETING
Proprietary cleaners often contain toxic and flammable solvents. Concentrations
may be high, particularly when used inside vehicles and in poorly ventilated
workrooms. Direct skin and eye contact with such solvents is harmful.
Under the Control of Substances Hazardous to Health (COSHH) Regulations there
is a requirement to control exposure to hazardous substances. Information
MUST be obtained from the product label and hazard data sheet and an
assessment made of the hazards and risks involved. Where reasonably
practicable, use of the least hazardous materials available will assist avoiding
materials containing chlorinated solvents, particularly for work inside vehicles.
ALL details of products used must be kept on site and available for inspection.
Keep the valeting area free from sources of ignition.
We expect all operatives to wear protective clothing including eye protection and
PVC or natural rubber or preferably nitrile rubber gloves to protect hands and
forearms. Remove clothing onto which solvent is splashed and dry in a safe place
in the open air DO NOT dry by direct heat.

PRESSURE CLEANERS
STEAM AND WATER PRESSURE CLEANERS
Fatal accidents can be caused by poorly installed and badly maintained
electrically powered machines often because the lance becomes live due to an
electrical fault.
Part or all of the machine is often in a wet environment which may increase
the potential risk from any electrical fault and also the severity of the shock
suffered.
Efficient continuity of the earth is vital and circulating current earth
monitoring or residual current devices MUST be used.
An established system of routine maintenance, testing and repair for
installations and safety devices must be in place with records kept and available
for inspection [PAT].
Particular attention should be made to the plug and flexible cable especially the
security and continuity of line neutral and earth connections at each end, and
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earth continuity bonding between any metal lance, metal reinforced
hose and the main earth terminal of the machine.
Carry out earth continuity and insulation tests on the machine and on the
electrical installation when the equipment is first installed. Regularly carry out
simulated fault tests of residual current devices and on circulating current earth
monitoring protective devices to prove their reliability.

PRESSURE VESSELS

Carry out earth loop impedance tests periodically on supply sockets to prove the
effectiveness of the fixed installation earthing conductor in relation to the rating
of fuses or other excess current devices which protect the circuit.
All pressure vessels working at above 0.5 bar MUST be examined regularly by a
competent person. This will be advised by the nominated competent inspecting
[Insurance] company. Report MUST be retained on site for inspection purposes and
a copy held at Head Office.

FIRES

Fires in garages are frequent and severe. Inspectors investigate about 20 such
fires each year, many of which cause serious burns; occasionally they cause
deaths.
Petrol vapour is invisible and heavier than air and will disperse over considerable
areas, collecting in pits, sumps and drains. It is easily ignited (sometimes some
distance from the spillage) by heaters with naked flames or electric elements,
welding gear or electrical equipment.
Vapour may also be contained within clothing onto which petrol has been spilled; an attempt
to dry clothing using heaters with naked flames or glowing electric elements may ignite
vapour in and around the clothes.

FIRE PRECAUTIONS: DECANTING FUEL

If there is a foreseeable risk of spillage remove the fuel safely. Work in a level well
ventilated area preferably in the open air, from which sources of ignition have
been removed.
Always use a fuel container for decanting as this minimises risks of Kerosene
spillage's. The container should preferably have a filler neck. If the container does
not have a filler neck ensure that a funnel is used to fill the equipments fuel tank.
Fire Precautions: Plan for action
keep any access ways for emergency services and all escape routes
clear;
clearly label important items like shut off valves, electrical
isolators and fire fighting equipment;
make sure emergency plans cover times when people may be
working on their own, such as weekends or when the main premises are
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closed;
train everyone in emergency procedures such as fire drills, and don't forget
the special needs of people with disabilities;
check emergency equipment regularly - for example the fire fighting
equipment;
help the emergency services by, for example, drawing up a simple plan marked
with the location of hazardous items such as paint and gas cylinder stores;
have a system to account for staff and contractors and visitors in the event of
an evacuation.

FIRE INSTRUCTIONS
If you discover a fire:








Raise the alarm.

Attack the fire with the
extinguishers provided, but take
no risks.
If in doubt, do not investigate
for yourself but call the Fire
Brigade.

If you hear the evacuation signals:





Leave the building immediately
by the nearest route.

Report to your assembly point
and make sure that your name
has been entered on the roll call.





Do not run.
Do not stop to collect personal belongings.

Do not re-enter building until the
‘all clear’ has been given.

Note: The evacuation signals will vary at
each premises ENSURE YOU KNOW WHAT
IT SOUNDS LIKE.
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If danger is not imminent:





Your main exit from this AREA is



Stop Working.

Shut off power to equipment, but not
lighting.
Close doors and windows.

…………………………….
Your alternative EXIT is
.……………………………

CHECKLIST: FIRE INSPECTION


Date………………………………..
Tick [ ] any items for report and write any location details or any
other information on the back of this form

FIRE ESSENTIALS ;




Fire extinguishers
Fire procedures
Fire procedure signage

Flammable materials/unsafe acts

Exposed flammable liquids


Oily rags not in bins or metal lids not closed



Accumulations of
Flammable material.
Evidence of smoking in
non-smoking areas

Obstruction or Damage to:


Fire doors




Exit routes
Fire extinguishers
Fire alarm points
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Storage piled higher than normal

Unsafe conditions





Faulty or Dangerous lights
Electric fires switched on
Machinery or hot appliances left running
Dangerous electric wiring appliances

GENERAL WORKING ENVIRONMENT INSPECTIONS DRY BAY

The following six lists provide details of what facilities are required in offices and
workshops to provide a reasonable standard of, health, safety and welfare
facilities and conditions for workers and visitors alike.
The lists can also be used as a checklist to ensure that conditions and
facilities are maintained on a yearly basis

HYGIENE AND WELFARE
Health & Safety notice board visible and completed to policy standard
Toilets ventilated, kept clean, in working order and easily accessible
Washbasin with hot and cold (or warm) running water
Soap and towels (or electric hand dryer) - nail brush where required
Barrier cream, skin cleansers and skin conditioning cream provided where necessary
Waste bins (regularly emptied).
Secure place for storage of PPE.
Adequate facilities for taking food and drink, with wash-up sink and
means of heating water.
 Good housekeeping to clear trade waste, dirt and refuse regularly
 Evidence of spillages
 Floors and steps washed or swept regularly









FLOORS AND GANGWAYS
 Kept clean, dry and not slippery
 Level, even surfaces without holes or broken boards

A SAFE PLACE TO WORK






Adequate space for easy movement and access to vehicles.
No tripping hazards such as trailing wires etc.
Handholds or guardrails where people might fall from floor edges
No glass, except "safety glass" in spring doors and on busy gangways
Tools and equipment to be stored safely.

LIGHTING
 Good general illumination with no glare
COMFORT
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 Comfortable working temperature.
 Suitable clothing for the job.
 Mechanical ventilation where fresh air supply is insufficient.
 Heating systems, which do not give off fumes into the workplace.
 Heat stress controlled for example local "hot spots", arising from
large areas of glass.

MAINTENANCE OF ELECTRICAL EQUIPMENT
 Inspect hard wiring, installations and equipment periodically (5 years)
 Inspect portable equipment and flexible leads and connected plugs at a minimum
annually for high-risk equipment. For low risk e.g. computers every 2 years.
 Keep records of inspection and maintenance noting dates of inspections and remedial
work carried out.

GENERAL WORKING ENVIRONMENT INSPECTIONS WET BAY

The following six lists provide details of what facilities are required in offices and
workshops to provide a reasonable standard of, health, safety and welfare
facilities and conditions for workers and visitors alike.
The lists can also be used as a checklist to ensure that conditions and
facilities are maintained on a yearly basis

HYGIENE AND WELFARE
 Waste bins (regularly emptied).
 Good housekeeping to clear trade waste, dirt and refuse regularly
 Evidence of spillages

FLOORS AND GANGWAYS
 Evidence of washing down wet pad regularly.
 Kept clean, dry and not slippery
 Good drainage in wet processes, particularly vehicle washing areas with suitable
footwear or working platforms provided where necessary
 Gangways and roadways well marked and kept clear
 Level, even surfaces without holes or broken boards
 Salting/sanding and sweeping of outdoor routes during icy or frosty conditions

A SAFE PLACE TO WORK





Adequate space for easy movement and access to vehicles.
No tripping hazards such as trailing wires etc.
Handholds or guardrails where people might fall from floor edges
No glass, except "safety glass" in spring doors and on busy gangways

LIGHTING
 Good general illumination with no glare
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 Specially constructed fittings for wet, flammable or explosive

atmospheres during vehicle washing
 Outside areas satisfactorily lit for work and access during hours of darkness - for
security as well as safety

COMFORT
 Comfortable working temperature.
 Suitable clothing for the job.
 Mechanical ventilation where fresh air supply is insufficient.
 Heating systems, which do not give off fumes into the workplace.
 Heat stress controlled for example local "hot spots", arising from
large areas of glass.

MAINTENANCE OF ELECTRICAL EQUIPMENT
 Inspect hard wiring, installations and equipment periodically (5 years)
 Correct waterproof electrical fittings used
 Inspect portable equipment and flexible leads and connected plugs at a minimum
annually for high-risk equipment. For low risk e.g. computers every 2 years.
 Keep records of inspection and maintenance noting dates of inspections and remedial
work carried out.
Electric shock requiring medical treatment, loss of
consciousness.
Loss of consciousness through lack of oxygen.
Medical treatment required due to absorption, inhalation or ingestion of
any substance.
Acute illness requiring medical treatment where it is believed exposure to a
pathogen or infected material has taken place.
Any other injury resulting in 24-hour hospitalisation.
3 days incapacity as a result of an injury (the most common).
Death as a result of injury up to one year afterwards.

DANGEROUS OCCURRENCES CATEGORIES (SUMMARY LIST)
Collapse/overturning/failure of:
Lift, hoist, crane, mobile powered access platform excavator, pile- driving rig.
Explosion/pipeline collapse or bursting of any vessels, which could have caused
death/injury or stoppage of plant for 24 hours.
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Electrical short-circuit or overload attended by fire/explosion
resulting in 24 hours stoppage.
Collapse/overturn of scaffold, sling, cradle or temporary structure. Collapse of
building or structure involving 5 tonnes of material. Collapse of floor, wall of
building.
Uncontrolled or accidental release of any substance or pathogen might have
caused death, major injury or damage to health of
ANY PERSON.
Any incident in which a vehicle conveying a dangerous substance by
road;
Releases/escapes the dangerous substance Fire
occurs.
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EXAMPLE F2508 FORM Available from HMSO.
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FIRST AID FACILITIES
First aid must be available to all employees at all times. All establishments will need at least
one first aid box, clearly identified with easy access to the first aid equipment and/or facilities.
The location of first aid equipment should be at a convenient point to the work
force, or where there is the greatest risk of injury.
Soap and water and disposable towels should be provided for the purposes of first
aid, or if not available wrapped moist cleansing wipes which are not impregnated
with alcohol may be used. THE USE OF ANTISEPTIC WIPES IS NOT NECESSARY FOR
THE FIRST AID TREATMENT OF WOUNDS.

FIRST AID BOXES AND KITS
First aid boxes and kits should contain sufficient quantities of first aid materials and NOTHING
ELSE.
The contents of the boxes must be replenished as soon as possible after use to
ensure that there is always adequate supply of materials.
First aid boxes must be designed to protect the contents from damp and dust, and
must be clearly identifiable as first aid containers, e.g. a white cross on a green
background.

FIRST AID BOX CONTENTS
1 x Guidance card with contents list.
20 x Individually wrapped sterile adhesive dressings (assorted sizes).
2xSterile eye pads with attachments.
6xIndividually wrapped triangular bandages.
6xSafety pins.
6xMedium sized individually wrapped sterile unmedicated wound dressings.
2xLarge sterile individually wrapped unmedicated wound dressings.
3xExtra large sterile individually wrapped unmedicated wound dressings.
Where mains tap water is not readily available eye irrigation sterile water or sterile
normal saline (0.9%) in sealed disposable containers should be provided. Each container
should hold at least 300 ml and should not be reused once the seal is broken.

EYE BATHS/EYECUPS/REFILLABLE CONTAINERS SHOULD NOT BE USED FOR EYE
IRRIGATION.

PROVISION OF FIRST AIDERS AND APPOINTED PERSONS
Two First Aiders per site will be supplied by Motorclean with additional Appointed Persons if
necessary. The Site Manager will be responsible for checking and the provision of the First Aid
boxes.
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RECORDING FIRST AID TREATMENT

Records of all cases treated must be recorded on the Accident Report Form.

GROUP HEALTH AND SAFETY HOUSE RULES FOR STAFF AND SUB CONTRACTORS
These safety rules for contractors are issued for general guidance on working safety but are
not to be regarded as exhaustive. Motor Clean Limited may wish to impose additional
conditions as dictated by circumstances.
Please note: The Motor Clean Limited House Rules are subordinate to any Health &
Safety Acts or Regulations that apply.

GENERAL
Within the House Rules, the term “Contractor” includes Sub- contractors,
and Visitors associated with the works.
Non compliance with any of the House rules may, at the discretion of Senior Manager
or the Safety Co-ordinator, result in the cessation of works and the eviction from the
premises of the offending party or parties. Motor Clean Limited will not accept
responsibility for any costs incurred as a result of such action.
Motor Clean Limited will not be responsible for the loss or damage of any personal
effects, tools, equipment material or any other items brought onto the premises.
All claims must be directed through the respective party’s own insurance.

WORKING PRACTICES AND CONDITIONS

All work must comply with all current Health and Safety legislation.
Any use of Motorclean Limited services or equipment must be agreed with the Area
Manager prior to the operation being commenced.
Machines powered by internal combustion engines or LPG may only be used by
competent nominated staff and contractors.
The contractor should ensure to take every precaution to prevent the pollution of
the premises drains or sewers with any solid waste.
Contractors shall at the end of each operation or working shift, ensure that the
working area is cleared of all their materials/tools and not left in a hazardous
condition.
Contractors must not attempt any electrical repairs or maintenance to any store
machinery, plant or equipment without permission from the Maintenance Manager.
Contractors must not use any machinery, plant or equipment for which safety guards
have been provided, without those guards in the authorised position and in full
working order.
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Contractors must not leave any machinery, plant or equipment whilst it is running.
Contractors must not use any damaged or faulty tools, machinery, plant or
equipment:
Contractors should not remove any defect label from any item unless the item has
been repaired and they are qualified to remove the label.
Contractors must not make temporary or running repairs to machinery, plant or
equipment.

PERSONAL PROTECTIVE EQUIPMENT (PPE)
The contractor shall, if required, provide the correct PPE that ensures the task is
completed safety. The main contractor is also responsible for ensuring all contractors
have the correct PPE for their task.
All PPE must be suitable and in good condition for the work undertaken.
All PPE must confirm to the requirements of the Personal Protective Equipment
Regulations 1992.
No guards, protective devices or equipment may be removed or misused by the
contractor, his employees or any sub-contractor and his employees.

ELECTRICAL WORK
All installations must conform to the: - Electricity
at Work Regulations 1989
The Institute of Electrical Engineers Regulations for Electrical Installations (16th
Edition)
All cables must run in conduit, trunking, trays or be clipped where possible. Cables
may be run in existing trays to other fixtures that are anchored, provided that they
are securely clipped. WHEREVER POSSIBLE, CABLES SHOULD FOLLOW EXISTING
ROUTES, AND MUST NOT BE LOOSE LAID ACROSS FALSE CEILINGS.
Where a coloured cable is applicable to a particular service, this colour should be
used at all times to avoid confusion with other services.
All cables are to be identified with markers or labels. This should be done at a
maximum of 4 metre intervals along the complete length of the cable. Distribution
boards and junction boxes should also be clearly identified, showing the areas and
services provided.
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SECURITY

Motor Clean Limited reserve the right to inspect/search any person and their
baggage at any time whilst the premises and when leaving the premises. (NOTE:
Failure to comply with this instruction could result in action being taken against the
individual and the contractor).
Motor Clean Limited reserves the right to refuse admission to any contractors
personnel.

FIRE
The fire alarm/evacuation signal for the premises is: If you discover a fire, immediately operate the nearest fire alarm call point.
If the building is evacuated, report to the assembly points. The assembly point is: Do not re-enter the building until told to do so by the premises Fire Officer, or a
member of Senior Management.

GENERAL REQUIREMENTS
Telephones can only be used with permission from a member of Senior
Management. There are public telephones within the premises. Their
locations are: Smoking is NOT PERMITTED anywhere in the premises, with the
exception of: The consumption of alcohol or drugs (other than those prescribed by a
doctor) is strictly forbidden.
Staff and contractors toilets only may be used.
Contractors are required to conduct themselves in a reasonable manner and
maintain a suitable standard of dress to their work, whilst at Motor Clean
Limited
Contractors must ensure that their Liability Insurance Policy/Policies are
current and that a copy is supplied for inspection before work commences, the
contractor is required to ensure that the policy, a renewal or replacement
thereof, at the same or a higher level of indemnity, is valid throughout the
period of contract.
It is the responsibility of the contractor to ensure that all his staff and
contractors, and visitors are fully conversant with the Work Rules, and
that they are strictly adhered to whilst working at Motor Clean Limited.
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