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How To Use This Book And Get Sarted

HOW TAQSE THIS BOOK ANDIGHARTED

Thank you for purchasleglth & Safety Xp@rtWe hope that you will find it an invaluable tool for helping your busine:
take care of the health, safety and welfare of your employees, subcontractors and thvehjjermaesdtmgotive
requirements of current UK health and safety regulations.

What can Health & Safety Xped?

Health & Safety Xp@produces comprehensive documentation to help your company meet the requirements of UK
and Safety legislatiBlus, if you ussstimatorXpres®for your estimating, you can import jobs dirétzbltimt&

Safety Xpe®and the software will automatically detect what documentation you may require. You can then check
the systemds shegauarenrtsitoyaus gwn requissinents and grint the ones you want. For a comg
list of the documentation produced se® page

If you do not hakistimatorXpres§ call th&IBXL Sales Teasn0845 123466

How to use ik guide and get started with Health & Safety®&pert

This User Guide explains how tohtesthl & Safety Xp@mwn pagé. You will also find a detailed description of each
screen starting at p&gEor a general overview of the main health and safety regulations you should be familiar witt
page20 For a detailed explanation of the documentéteaitth&t Safety Xp@mproduces, why you need it, what yo

do with it and the specific regulations that apply, please t2&n to page

To obtain maximum benefitHeatth & Safety Xp®rtwe recommend that you read through this guide before starting t
use the software.

Additioral Help

Support fatealth & Safety Xp®iit available from thBXLHelp Tearon0&45 1234 08®lease note support is only
available with a v&8igpport & Updamsghscription. For more information, etdlglheamon0&45 1234 085

Addition&ortext Sensitive Help also available on every screen by presBitigethen your keyboard at any time or
pressing thdelpbuttonon every screen.

Disclaimer

HBXL has made every effort to ensure that the information regarding Health & SafetytRiegdlati this User

Guide is accurate at the time of going to press. Its contents should be used as guidance material and not as a rey
current legislation or standards. It remains your responsibility to carefully reviewndediméarmettatian provided
withHealth & Safety Xpertf you have any queries, you should address the Health & Safety Executive for further af

Health & Safety Xp@s uppl i es a precedent bank of doadbligatienat at i o
under health and safety requirements in the house building sector. It is a generic product for which you shall be s
responsible for adapting documents procedures and recommendations to meet the specific requirements of your
andsafety needs for your specific project(s). House Builder XL shall have no liability or respdtesiifitkinsofar as

Safety XpeRi s applied by you to your businesséds health ¢



6 What can Health & Safety Xpert® do?

WHAT CAN HEALTH &EAY XPERIDO?

Health & Safety Xp®iis a really easy way to ensure that your company is giving due consideration to the health, safety
and welfare of your employees, subcontractors and the public and that you produce documentation to show that your
company takesiiesponsibility to meet the requirements of current UK health and safety legislation seriously.

Health & Safety Xp®iis suitable for builders, developers, architects and contractorsiegiltipsy Sfety Xpert
what kind of project you are takdeg and it does the rest producing a compr€oemsarey Health & Safety Policy
prepopulatedrisk AssessmeneandCOSHH Assessmenis addition Method StatementsPreconstruction Info
PackandConstructiorPhaseHealth & Safety Pléor everjob you undertake as well as much, much more.

Plus, if you ussstimatorXpres you can import your jobs directiyaatth & Safety Xp@rwVith a few clicks, you
can review and customise and then print the documents you need to creatve keaitir&satety file for your job.

Plus you can also print out:

Blank Risk Assessments Health & Safety Audit

Client Acknowledgement of Risk Assessment Noise Assessments

COSHH Coversheet Site Inspection

Accident & Incident Record Permit to Work &ttricals

Accident & Incident Investigation Form Permit to Work Excavations (Permit to Dig)
F10 (Revised) Permit to Work Asbestos

PPE Register Permit to Work Confined Spaces
Toolbox Talks Register Permit to Work at Height

Toolbox Talks Training Redor Hot Works Permit

Method Statements Permit Register

Plant Inspection Record Excavation PréVorks Checklist

Site Set Up Checklist Excavation Inspection Record

Site Rules Scaffolding Inspection Record

Site Safety Induction Scaffolding Handover Sheet

Site Induction Register Harness Inspection Record

Site Attendance (Visitors) Register Lifting Equipment Inspection Record
Fire Plan Contractor Questionnaire

For more detailed descriptions of each document, why you need it, what yohelcegitlaitcarsdthat apply, please
turn to page



Installing Health & $afepert®

INSTALLING HEALTISAFETY XPERT

1. INSTALL YOUR HEALTH & SAFETY ®&BBRTWARE
[1] Insert CD into drive. The CD should Autorun.

[2] If Autorun has been disabled, selectRiheftBtart Menu, type \Bdbup.exe (where D: is your CD drive

[3] After the installation wizard has started, folleseteéeromstructions until the installation is complete.

2. LAUNCHING HEALTH & SAFETY RFERITHE FIRST TIME

Before attenipg to run yohiealth & Safety Xp®rsoftware, it is essential that you check that your com
meets the minimum requirements below:

1GHz processor

50MB Hard Drive Space but 100MB recommended
51MB Ram minimum but 512MB recommended
CD Rom drive

Microsft® Word 208R1/XP/2003/20ZD10
Windows® 2000/XP/Vigta*

Internet Connection

SVGA Monitor

Pointing Device & Printer

=8 =8 =8 -8 -8 -8 _a_9_9

* Windows® Vistad Windows® 7 only support Microsoft® W@@0Z&0B)10 Running earlier versions ¢
Word with Windows®@adis Windows® < not recommended and is not supported.

[1] To launch the system either doligien thidealth & Safety Xperit®n on your desktop or sele:
Health & Safety Xpef®m the Start, Programs Menu.

[2] You will then be required tavftile registration wizard to fill in your company contact details
register your copyHefalth & Safety XpertY®u can change your company address details at
by clicking on the text where your address is displajmiroMtra.

When aoplete, you will then sedvihia heaithasafety:
Menuappears. 7
?f\ New Project

PLEASE NOTE ALL NEW USERS ONLY
RECEIVE A TEMPORARAY LICENCE
TO PREVENT PIRACY AND WILL THEN
RECEIVE A FULL LICENCE VIA EMAIL TO Registe Sl

THE EMAIL ADDRESS GIVEN DURING Coctic Butling & Construction i Hewr
REGISTRATION ONCE YOUR COPY HAS PN

Bristol

BEEN VERED. BS4 8R)

L /4 Open Project

B Import Job

© HBXL Ltd 2006 - 2011 www.hbxl.co.uk



8Main Menu & Creating a New Health & Safety Project

WORKING YOUR WAY BRD THE SCREENS

Launchdealth & Safety Xp@iby doublelicking on théealth & Safety Xp@iton on your desktog n
or selectingealth & Safety Xp@from the Start, Prografiesu.

TheMain Menwiill appear:

From th&lain Menwyou can: = )
hea!,th&gafety

ppert

(a) Create a new job by clickinyekeProject

button A"J New Project

(b) Open an existing job usin@pen Project L/' Open Peolect

button.
B Import Job
(c) Import a job frastimatorXpresBusing the Registeral BE

Import Jokbutton. Mr John Smith
P Castle Building & Construction aJ Help

Unit 17

(d) Accessiealh & Safety XpedtHelp using thelEEEIR LI RS IT
Bristol
Helpbutton. BS4 8RI

New Project Wizard

Clicking thidew Projedbutton launches thew
Project WizardTheWizardwill prompt you to
enter @roject Name, Project Refereacd © HBXL Ltd 2006 - 2011
Project Description.

Enter a name and a brief description of the project.

.hbxl.co.uk

Project Name: The Paddocks

Project Reference: PO

Small Housing Development

Project Desaription:

Next, you are prompted to seRrcect Typ. Select whichever mog
closely matches your project. If you are unsurd| $gfees of
Domestic WorlHealth & Safety Xp@nvill now
autedetect thRisk AssessmenasndCOSHH
Assessmentghat you may require.

New Project Wizard

Select the type of project.

Project Type

D Bungalow
G Extension B
G Garage

G Grounduwarks

58
G Landscaping
G Lofts

G Painting and Decorating

Concel | [ meck ||




Main Menu & Creating a New Health & Safet9y Project

New Project Wizard

Then, check tBeiild hasesthatHealth & Safety Xp®@tas
automatically selected and add or remove any as required.

Below are the build phases selected for your project. You can indude or exdude
phases by checking the boxes.

Build Phases New Project Wizard

- Brickwork Shell

Select a location to save the file to

Building Regulations

Select a location to save
your newlealth & Safety
Xper® project.

Cleaning

Commencement File Location: C:\The Paddocks.hsx

Completion

Browse

Demolition

New Project Wizard

Click Finish ta build your new project...

Finally, clidgkinishto create
your new project.

TheProject Defits screen will appear. Notice that it includes the details you entered as you created the job. To find
to do next, please turn to pge

The Paddocks.hsx - Health & Safety Xpert

Praject Details | Health & Safety Policy | Pre C: fon Info Pack | F10 | Risk COSHH Method Health &Safety Plan | Management Documents|

Enter your project details into the fields below. Itis recommended that you enter these now so they appear on all your documents.

Project Detals

Project Name: The Paddocks
Project Reference: PO

Smal Housing Development
Project Description:

Start Date: 30/01/2011
Client:

Site Address:

Principal Contractor:

COM Coordinator:

Designer:

HSE:

Local Autharity:

Environment Agency:

) ) () () ) () ) ) () ()

Health & Safety Director:




10Project Details Tab

PROJECT DETAILS TAB

Once you have created, opened or impdrtetHaatth & Safety Xp@rtheProject Detailscreen is displayed with
the details you entered when you created the job in the first three rows:

The Paddocks.hsx - Health & Safety Xpert

N.B. It is essential
that you fully

Project Details | Health & Safity Policy | Pre Construction Info Pack | F10 | Risk

COSHH Method

Health &safety Plan | Management Documents|

Froject Detals

Project Name:

Project Reference:

Project Description:

Start Date:

Client:

Site Address:

Principal Cotractor:
COM Cocrdinator:

Designer:

HSE:
Local Authority:
Environment Agency:

Health & Safety Director:

Enter your project details into the fields below. Itis recommended that you enter these now so they appear on all your documents.

complete the Project
Details tab before
proceeding any

ad

fhe Paddocks
PO

Small Housing Development

30/01/2011

Manor Stables, Fiddington, Somerset, TAS 116

Michael Thomas, Manor Stables, Fiddington, Somerset, TAS 136

John Smith, Unit 17, Bramwell Industrial Estate, Bristol, B54 8R1

further becausthe
information you enter
= here will appear in the
documents that
Health & Safety
Xper®creates.

30 January 2011

Sun Mon Tue Wed Thu

Use thé:alendabuttor to enter a start date and:tdmtacbuttor@ to selecContactdorClient, Site, Principal
Contractor, CDM Coordiog HSE, Local AuthorepdEnvironment Agen@and so an

Options..

Project Name:

Project Reference:

The Paddocks.hsx - Health & Safety Xpert

Address Book...

Qutlook Sync..
Default Contacts

Pre Construction Info Pack | F10

elow. Itis recommended that you

The Paddocks

PO

If you have an existhatgiress Bookn Microsoft Outlook, you can import
yourContactsnto thédealth & Safety Xp@#ddress Book

1. Click on thEoolsmenu at the top of the screen.
2. SelecODutlook SyncA dialog box will pop up.

3. Clickmport

4. An Outlook dialog box may pop up asking if you want to allow anottealtrdySafety Xp@)tto
access the email addresses stored in Outlo®K Click

Health & Safety Xp®iimports th€ontactdetails from your Outladdress Booknd you are returned tdPttogect

Details Tab



Project Detailabl1

You can also add réantactgo theAddress Book

1. Press thé:ontacibuttor adjacent to
theContactyou wish to add. Teidress
Bookpops up.

2. ClickAdd button. A dialog box pops up.

3. Fill out the necess@agntactetails.

4. Switch betwe&usinessandHome
addresses by pressingghsinessbutton.

Add New Contact

Email:

Full Name... | Michael Thomas

Job Tithe:

Website:

Company: * Categories

Display As: - [] coM Coordinater
[ clients
Work Tel: [l contractor
Work Fax: [T Designers
Mobile: [T Emergency Services
Home Tel: []Environment Agendies
Home Fax: DHSE
Address: [CLocal Authorities
[FNo Category
[ site Address
Town/City: [TJutility Comparies
County:
Country:

Post Code:

options

0 Gereral Logo locations
£, Registered User
| Folders
/' Other
[, word Documents
> JLogos|

Main logo

3] Headers &Footers
115 Document Order
I3 New Project Settings

) Project Types

i, Project/Risk Matrix
@ Project/COSHH Matrix
(1] Build Phases

i, Phase/Risk Malrix
@) Phase/COSHA Matrix
Project/Phase Matrix

health&safety’

Xpert

Current Project logo

health&safety’

xpert

Address Book

Below are your current contacts.

Local Autho ¥

Name
a [Aberdeen City Coundil

&b Aberdeznshire Coundi

€ Adur District Councl

&b Alerdle Borough Counci
& Amber Valley Borough Coundi
"-,7. Angus Coundl

&b Antrim Borough Coundi

& Ards Borough Counci

& Argvil and Bute Counci

& Arun District Councl
&b Ashfieid District Coundi

ggorouch Coundil

PR

Vale District Coundil
strict Coundl

Borough Coundl

& Armagh City and District Counal

Company

Address = Edit

L
Aberdeen City Coundl The Point, Grours

Aberdeenshire Coundil Woodhill House,

Adur District Coundl Civic Centre, Ha

Alerdale Borough Councl Allerdale house,

Amber Valley Borough Coundl Town Hall, Marks
Angus Councl Angus House, O
Antrim Borough Counl Antrim Civic Cen
Ards Borough Councl 2 Church Street,
Argylland Bute Coundl Kimory, Lochglp
Armagh City and District Coundl The Coundl Offic
Arun District Counci The Arun Civie C
Ashfield District Coundl Cound Offices,
Ashford Borough Coundll = Duccenre,1a

Avlesbury Vale District Councl Customer Servic

Babergh District Councl | CorksLane, Had

Ballymena Borough Coundl Ardeevin, 80 Ga

i J v

5. Select &ontact Categoryf appropriate,
from th€ategoriegheck boxes.

6. ClickOK

7. You are retugd to thédddress Book
where th€ontacthas now been added.

8. ClickOKto select theontaciand return
to theProject Details Talho return to
theProject Details Takithout selecting
aContact clickCancel

At this stage, we recommend that yoti imp
your company logo Héalth & Safety
Xper®as it will also appear in all the
documents that are produced.

1. Click on thEoolsmenu at the top
of the screen.

2. SelecOptions A dialog box will
pop up.

3. Click oh.ogacs within Word
Documenis the lishn the left.

4. Locate yoompany Logo
graphic on your computer using the
Explorebutton. ClicRBK.



12Health & Safety Policy Tab

HEALTH & SAFETY ROLITAB

In theHealth & Safety Polisgreen, you should review and edit the tebeadtth& Safety Polidpcument.

The Paddocks.hsx - Health & Safety Xpert BER PresgheEditbutton

next to each section.

Project Detals| Health & Safety Policy | pre Construction Info Pack | F10_ | Risk COsHH Method | Health & Safety Plan | Management Cocuments| The section you wish to
A Company Health & Safety Policy is the starting point to managing health & safety in the work place and sets out how you manage health and safety in your organisation. It defines ’ﬂﬂ . . .
edit pops up in a dialog

who does what, and when and how they do it.

E box where you can
make the changes you
require then predK.

Intro
About this policy: The About this policy section outiines the content of this Health & Safety Policy.

Reviewing Procedure:  The Reviewing Procedure section sets out how this document will be reviewed.

Part A: Health & Safety Policy Statement
General Policy Statement: | Statement of General Policies section sets out the organizations acceptance of the obligation placed upon it by various Acts.

!

Part B: Responsbilities & Duties -
Organisational Chart: The Contract Str Company Health & Safety Policy: Excavations, Earthworks & Confined Spaces |'ﬂ E X
of the various md
organisational chy

The Excavations, Earthworks and Confined Spaces section outlines safety in these conditions.

The Companys Duties: The Company's D
health & safety i Excavations & Earthworks
Chan of Respansbitty: thecramotred B [Excavation indudes any carthwork, trench, wel, shaft, tunnel or underground working.” B

responsibilities,
We will ensure that all practicable steps shall be taken where necessary to prevent danger to any person, induding where necessary, the

The Safety Directors Duties: The Safety Direct pravision of supports or battering etc to ensure:-
director. =
- Any excavation or part, does not collapse. 3
Contract Managers Duties: The Contract Mar - No material from the side, roof or adjacent to any excavation is dislodged or falls,
contract manages - No person is buried or trapped in an excavation by dislodged or faling materials.
-No part of an excavation or ground adjacent to it, shall be overloaded with materials or equipment. L
Duties of Site Managers & Foremen: The Duties of Sitg - Construction work will not be carried out in an excavation that has supports or battering provided unless the excavation, equipment and
the site manager| materials that affect its safety has been inspected by a competent persan:-
— At the start of the shift.
Al Operatives: The All Operatived - After any event likely to affect its strength or stability.
site. -- After any material unintentionally falls into the excavation. -

Protection of Young Persons: The Protection off Confined Space Operations
specifically to you

A confined space can be described ‘as a place that is substantially endosed and there is a foreseeable specified risk', -

A spedified risk means 'a risk of serious injury to a persen arising out of fire and explosion and, without prejudice to this risk, the loss of
consciousness of a person due to an increase in body temperature, asphyxiation by gases or oxygen deficency. It also indudes drowning due
to an increase in the level of 3 liquid, asphyxiation by solid materials which can flow or entrapment by such substances, so as to render the
person unable to reach safety unaided'.

If you want your changes to be avail The compen
. . : Quyreanll Save As
for use in other jobs in the future, yo “Method staf] |

- Permit to v

can save your new tesing th8ave “Noeniry - N
AsbuttonYou will be prompted to entjill s i 5 #nenefor fsperagen.
a name for your new version of the
paragraph. You will then be able to

select your own version for future joh

[

nces, according to need.

You can also setit to be the default paragraph for all new projects.

[ Ok J [ Cancel

[ 5et as default paragraph

Print

Select the documents you want to prin.
Settings

Print Options

Printer Microsoft xP5 Document wiiter +]  @prnt

Once you are satisfied with the content of your
Health & Safety Policgimply pre®rintbutton

to print a copy. In Brintdialog box, confirm

which document you wish to print, select whether
you wish to print direct to your printer, show a print
preview or open the document in Microsoft Word,

Output Foider: C:{The Paddodss| (©) Print Preview

(©) Open File

(© Save toFie

Ref Title Last Edited Version  Print Status o

[ Jrs2s  Tosbox TalkTrainng Record 30/01/2011 17:33 Not Yet Printed
rin

Site Inspection Checklist 30/01/2011 17:33 Not Yet Printed

Not Vet Printed

Site Audit 30/01/2011 17:33

Not Vet Printed

Excavation Pre-Works Checklist 30/01/2011 17:33

1527 Company Health & Safety Policy 30/01/2011 17, 1 Not Vet Printed R .

DGHSZE Contractor Questionnaire 30/01/2011 17:33 1 Not Vet Printed then CllCernt

O El HS23  Pre Construction Information Pack 30/01/2011 17:33 1 MNotVetPrinted

[ /1 Raot Al Operations - Core Assessment 30/01/2011 17:33 1 Mot Yet Printed ‘il . . .

O /1\Rrao2  surveying & Setting Out 30/01/2011 17:33 L Mot YetPrinted FOI’ more deta"ﬂﬂll’matlon abOUt t"mlth &

O /I\raos  construction of site Offices / Compound (inc: Welfare) ~ 30/01/2011 17:33 L Mot Yet Printed f y I a d hy y d zﬁg
[ /1 Ra04-02 Transportation of Packaged & Unpackaged Goods 30012011 17:33 1 Mot Vet Printed Safety Policgnd w Ou need one, see e
[ /1 Ra04-03 storage of Packsged & Unpackaged Goods 30012011 17:33 1 Mot Vet Printed

O /1\Raos  Earthworks - General 30/01/2011 17:33 1 Mot VetPrinted

[ /1\Raos  Excavations 30/01/2011 17:33 1 Mot VetPrinted

M1 mass e et i et snindmnas im3m . 2 Close




PreConstruction Info Paekl13

RECONSTRUCTION INFCRAAB

In thePreconstruction Info Padcreen, it sssentiathat you review and edit the textRrfebenstrudion
Information Pacfocument because eBabkis unique and specific to the job for which it is prepared and therefore
requires you to enter your own bespoke text.

The Paddocks.hsx - Health & Safety Xpert

Press th&ditbutton
next to each

Fre Construction Info Pack Sections
Description Of Project:

Significant Design & Construction Hazards:

The Health & Safety File:

Environmental Restrictions & Existing On-Site Risk:

Project Details | Health & Safety Poicy| Pre Construction Info Pack | F10 [ Risk

Vihen drawing up the pre-construction information, each of the following topics should be considered. Information shold be induded where the topic is relevant to the work proposed
The pre-canstruction information provides information for those bidding for or planring work, and for the development of the construction phase plan. The level of detail in the
information should be proportionate to the risks involved in the project.

Client's Considerations & Management Requirements:

| cosHH

| Method statements | Health & safety Plan | Management Documents|

The Contract Detail section describes the nature of the project (location, nature of construction

work etc) as wel as key dates.

The On-Site Risks & Environmepial 2=z
safety risks and health risks. Pre C

land use.

“The Sigrificant Design & Const
assumptions, risks identified d

on-going design work and any B8 | ayout & Format

Client Considerations & Management Requirements sets out the requirements for managing the
construction work induding health & safety goals for the project.

enstruction Informa

The Health & Safety File section sets out what information will be induded in the Health & Safety file and how the information will be gathered and presented.

paragraph to enter
your own wording fc
each section of the
Preconstruction
Info Pack.

| A brief description of the work carried out

The Health & Safety Fie sectilll | oy Feridusl hazards

file and how the information w|

farmation regarding removal and dismanting of installed plant or equipment
- Health and safety Information about equipment provided for maintaining and deaning the structure
- Nature, location etc of underground services/cables

- Information and as-bilt dranings

Select the documents you want to print.

Settings

Enter a name for this paragraph.

You can also set it to be the default paragraph for all new projects.

Printer. [Microsoft XPS Document Witer

=)

Qutput Folder:  C:\The Paddocks!

[ o

[ set as default paragraph

Print Gptions

© Print.

(©) Print Preview

(©) Open Fie

Ref Titie

O D HS27  Company Health & Safety Policy
O G HS28  Contractor Questionnaire

ﬂ HS29  Pre Construction Information Pack
[ /1" Ra01 Al Operations - Core Assessment

I',RAD2  Surveying & Setting Out

[RADE  Earthworks - General
RADE  Excavations

RAOS  Handing &Laying Drainage Materials

RA13  Backfil & Compaction of Materials

RAO4-03 Storage of Packaged & Unpackaged Goods

RALD  Construction of Manholes & Similar Chambers

Last Edited

30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33

\RADZ  Construction of Site Offices / Compound (ind: Welfare) 30/01/201117:33

RAD4-02 Transportation of Packaged & Unpackaged Goods 30/01/2011 17:33

30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33

RALL  Delivery & Placement of Membranes & Geotextle Materials 30/01/2011 17:33

30/01/2011 17:33

Version

1

1

Prints =«
Mot e

Mot e

1 Motrd

o,
O,
O
o,
O,
O
O
o,
O
O
<

m

Mot e
Mot e
Mot e
MotYe

Mot Ye
Mot e
Mot e
Mot e
Mot e
Mot e

Mot Ye +
b

(©) save toFile

If you want to save any of the changes you have
made to these paragraphs for useiimpaifects

in the future, you can do this usiSgbeAs

button.

Once you are satisfied with the conteriref the
construction Info Packimply pregxintbutton

to print a copy. In Brintdialog box, confirm

which document you wish to @it svhether

you wish to print direct to your printer, show a print
preview or open the document in Microsoft Word
then clicRrint.

For more detailed information abdrethe
construction Info Padnd why you need one,
see pag89a



14Risk Assessments Tab

In theRisk Assessmentscreen, you should review and edit the text of tHRislad@sessmemtocuments.

The Paddocks.hsx - Health & Safety Xpert

If you are aware of
additional risks on site

Project Details | Health & Safety Policy | Pre Construction Info Pack | F10 | Risk

&

COSHH

Method Health &Safety Plan | B

Below are the Risk Assessments currently selected for your project, A Risk Assessment is a careful examination of what in your praject couid cause harm to people and the measures
that can be taken to prevent accidents and il health. You can add or delete risks at any tme.

that are not covered by
theRisk Assessments

ADZ Surveying & Setting Out

RAD4-03 Storage of Packaged & Unpadkaged Goods

Select the documents to add to your project.

RAD3  Construction of Site Offices / Compound (ind: Welfare)

RAD4-02 Transportation of Packaged & Unpackaged Goods

Last Edited

30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33

Version Print Status

Not Yet Printed

Not Yet Printed

Not Yet Printed

Not Yet Printed

Not Yet Printed

Not Yet Printed

@

Title

Movement of Stores

Loading & Transportation of Materials from Site
Testing & Taking of Material Samples on Site

Work Adjacent & Under Structures under Construction
Drag Lines & Piing Rigs

Concrete Extruding Machines

“Tractair” Loading Shovels | Wheeled Loading Shovels
Mobile Fuel / Water Bowsers

Nuclear Density Gauges

sampling Materials in Laid Condition & PC Rates of Spread
Raising Ironnork and Kerbing (“Prep™ Work)
Temporary Traffic Signals

Stop/Go Traffic Control

ToooooDooDooooon

Last Edited
01/01/2008 03:00
30/01/2011 16:46
01/01/2008 09:00
01/01/2008 09:00
01/01/2008 09:00
30/01/2011 16:46
01/01/2008 09:00
01/01/200% 09:0]
01/01/2008 09:0f

01/01/2008 09:0f
30/01/2011 16:4
30/01/2011 16:4
30/01/2011 16:4

Having selectedR&sk Assessment
use thé&ditbutton to rewieit and
make changes. See notes overleaf

assistance.

Select the documents you want to print.

Settings

Risk Assessment - [RA24-05 : Excavators] 7 ==

Task.

Activity 1

Employees at Risk: Operators, site personnel,

m

Below are the suggested risks for this particular task. The important things you need to check are whether a hazard is significant and whether you have covered it by
satisfactory precautions so the post-control risk is small

Operation/Task: ~ Excavators

Location/Area: Al Sites

| >

ERDEEE

i listed, yoshoudadd

Edt extraRisk Assessments
to your project from the
Health & Safety Xpert
library dRisk
Assessmentsising the
Addbutton.

Delete

Print

Or create a new Risk
Assessment by pressing
theNewbutton.

Assessor: John Smith, Unit 17, Bramwell Industrial Estate, Bristc

Others at Risk: Other contractors, public.

Contracts Managers & SUpervisors

Key Responsible Persons:

Activity:

Hazards

Excavators - operationfuse

Risks

Pre-Control Risk  Control Measures Post-Control Risk  C

Excavator

Machine overturning

Materizls or equipment
Faling from machine

Print Options

Printer [Microsoft xpS Document writer

- @ Print

Output Folder: C:\The Paddocks\

©) Print Preview

Delete Activity

Operators will be - a

competent, trained and
authorised to use.

Copies of the
excavator
manufacturer’s

Excavators wil not be
used without a current
certificate of thorough

The operator wil be
responsible for
ensuring the machine

A competent person
(normally the

2) Open File

Ready-Mix Concrete Pumps

Operating Trenching Machines

Lorry mounted Loaders, Grabs & Skips

Asphalt Paving Machines

Chipping Machines

Road Planers

Mechanical Road Sweepers {inc: Pressure Washer)

RA24-18 Mobie Lighting Towers

|RA24-19 Dumper Trudks

Mobile Elevated Platforms

Extruded Asphalt Kerbing Machine

Hand Start Generators & Pumps

Ride-on & Pedestrian Operated Road Rollers {Non Vib...

Last Edited Version

30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30/01/2011 17:33
30012011 17:33

Print Status

Mot Yet Printed

Mot et Printed
Mot et Printed
Mot et Printed
Mot et Printed
Mot et Printed
Mot Yet Printed
Not Yet Printed
Mot Yet Printed
Mot Yet Printed
Mot Yet Printed
Mot Yet Printed
Mot Yet Printed

Mot Yet Printed

»| (O save toFile

(x|

- Close

Once you are satisfied witRifleAssessments

simply preg3rintbutton to print copies. IrPtirg

dialog box, confirm which document(s) you wish to
print, select whether you wish toiggattta your

printer, show a print preview or open the document in
Microsoft Word then ¢fight.

For more detailed information Riskut
Assessmentand why you need them, see3tage



Notes About Risk Assessmiégnts

NOTES ABOUT RISK ASSMENTS

Leaal Requirements & Recording

Regulation 3 of tdanagement of Health and Safety at Work Regulatiomedl88% employers to make suitable and
sufficient assessment of the risks to the health and safety of their workers, or any other pefsoted/hy thayr be af
undertakings and to record the significant findings of the assessments. The requirement relaiepBgedo the self
The recorded assessment should be an effective statement of hazards and risks, which then leads nenagement

relevant action to ensure health and safety. I't ne
Contents

1 Allrelevant hazards and risks should be addressed

1 Consider what normally happens in the workplace or during work activity

1 Consider who might be affected

1 Take into account existing precautionary measures

1 Show what control measures are to be put in place to ensure a safe system of work

Format

The Risk Assessment document provided with Health & Safety Xpert® hastbemsidesignedting the above
requirements. A number of office activities have been identified, together with associated risks and hazards and
recommended control measures in generic form. The format has been designed so that when cgamleted, it will by
as O0Site Specificb6b. The assessor must select/revie
applicable and to add others, identifying the persons at risk and the risk product*. The assessor mustmalso select/
thelist of suggested controls those that he feels should be implemented. Space is also provided for the inclusion ¢
controls considered necessary to deal with any circumstances relating to a particular site and then recalculate the
produdiwiththe post control measures in place.

Definitions

Activityidentifies the task which poses a risk. For example, when excavating a trench, working in unstable ground
risk.Hazardutlines the elements of the activity which have potential to.daubéshase, unstable sides to the trench
could cause harRiskoutlines the likelihood that harm will occur and the possible outcomes of the hazard. For exar
unstable ground could result in trench collapse and entrapment.

Risks & Quantitativev&luation

The firsPreControl Riskirop down box indicatesikieéhoodof the risk occurring during the proposed activity. The
likelihood of trench collapse and entrapment before control measures is probaBleCdrrsé&askirop down
boxrelates to treeverityof the outcome, should the risk occur. For example, the potential outcome of trench collaps
entrapment is multiple fatalities.

*The risk product is obtained by Health & Safety Xpert® multiplying the two nuinlberstgethee, the higher
the number the more serious the matter.

Controls & Quantitative Evaluation

TheControl Measureare the measures put in place to reduce or avoid the risk. Assessing ground conditions and u
appropriate trench support systemmeasares which reduce the risk of trench collapse and entrégoaent. The

Control Riskirop down boxes relate tbkbkhoodandseverityof the risk on€@ontrol Measureare in place.
Implementir@ontrol Measurasakes trench collapse and entrapmanunlikely, but should it occur, fatalities are still
possible.

AThe risk produRostControlis obtained by Health & Safety Xpert® multiplying the two numbers together
consequence, the higher the number the more serious the matter.



16COSHH Assessments Tab

COSHH AESSMENTS TAB

In theCOSHH Assessmerssreen, you should review and edit the text of tHeQ8tithig\ssessmaticuments.

The Paddocks.hsx - Health & Safety Xpert
.

Having selecteC®SHH

Project Detais | Health & Safety Policy | Pre Construction Info Pack| F10 | Risk

| cosHH

Assessmentuse th&dit

Method Statements | Health & Safety Plan | Management Cocuments

Below are the COSHH Risk Assessments for substances hazardous to health that are currently selected for your project. A COSHH Risk Assessment is 3 careful examination of what in
your project could cause harm to people and the measures that can be taken to prevent exposure and il health. You can add or delete risks at any tme.

button to review it and make
any changes.

d

Last Edited

Sharp Sand/Building Sand
o CA21 Natural Aggregates
o CA22 Ready Mixed Concrete
o CA23 Portiand Cement

30/01/2011

30/01/2011 17:33
30/01/2011 17:33

30/01/2011 17:33

COSHH Assessment - [CA81 : Dulux Trade Fast Gloss Paint]
.

Substance | Application | Ingredients | People at Risk | Hazards | Storage | First.Aid|

Version

Print Status

Not Yet Printed

Find

Edit

Jyy— If you are aware of additional
i NW: 3 substances on site that are

Below is the substance hazardous to healthin your project. The important things you need to check are how it should be stored, whether the risks are
significant and whether you have covered it by satisfactory precautions so that the post-control risk is smel

not covered by B®SHH
Assessmenttisted, you
shouldadd any extra

bHEERL

COSHH Assessmerits

Substance: Dulux Trade Fast Gioss Paint

Dulux Trade Fast Gloss

Commenly known as:

Decoration of Building Surfaces

Use:

Descriptin: Liquid

Manufacturer. a

Tel 0870 242 1100
Supplier:

Tel:

Select the documents you want to print.

Settings

your project from thealth

& Safety Xpe#t library of
COSHH Assessmenising
theAddbutton. Similarly,

you can delete any you think
you do not require using the
Deletebutton.

Select the documents to add to your project.

Ref Last Edited
] oCAOI Bitumen Coated Road Material (Hot)
O OCAuz Bitumen Sand Mix (Hot)

O o::.m Refined Tar Coated Road Materials (Hot)

01/01/2008 02:00
01/01/2008 0%:00
01/01/2008 02:00

m

[ @ caos Tufarip with Olexobit Bitumen (Hot) 01/01/2008 09:00

O OCADB Bitumen Coated Road Materials using Polymer Modified Bitumen (CR...  01/01/2008 09:00

oad Materials Laid Inside Tunnels or Similar Confin...  01/01/2008 09:00

01/01/2008 0%:00

01/01/2008 09:00
Print Options

Printer: Virosoft XPS Document Writer

01/01/2008 08:00

© Print

Output Folder: C:\The Paddocks\

©) Print Preview 01/01/2008 09:00

©) Open Fie Hlant (Hot Joint Paint) 01/01/2008 03:00

Last Edited

PYA Adhesives
Harduwood Dust 30/01/2011 17:33
wortar 30/01/2011 17:33
‘Add - Hydrachloric or sulphuric 30/01/2011 17:33
Brick Dust 30/01/2011 17:33
Exhaust gases 30/01/2011 17:33
Treated timber 30/01/2011 17:33
Solvent Adhesives 30/01/2011 17:33
Concrete Wet 30/01/2011 17:33
Dust —Plaster, Mortar, Gypsum 0/01/2011 17:33
Mineral Fibres 30/01/2011 17:33
Pigeon Droppings 30/01/2011 17:33
Grezases 30/01/2011 17:33

Smoke/fumes 30/01/2011 17:33

Version

Not Yet Printed
Not Yet Printed
Not Yet Printed |
Not Yet Printed
Not Yet Printed
Not Yet Printed
Not Yet Printed
Not Yet Printed
Not YetPrinted
Not Yet Printed
Not Yet Printed
Not Yet Printed

Not Yet Printed

Print Status o

Not Yet Printed

2 Save to File

r) 01/01/2008 08:00

01/01/2008 09:00

(K|

Once you are satisfied witt@8HH
Assessmentssimply pre$xintbutton to print
copies. In thHerintdialog box, confirm which
document(s) you wish to print, select whether you
wish to print direct taryarinter, show a print

Close

preview or open the document in Microsoft Word
then clicRrint.

For more detailed information @fitiH Assessmerasd why you need them, see3iage



Method Statement Tab

METHOD STATEMENT TAB

In theMethod Statemés screen, you can craa@Method Statements and edit the éewesfsting Method
Statementgou have previously credtiedlth & Safety Xpert® is supplied with three template MethoStallements t
you get startecedause eadfiethod Statentémunique and specific to the job for which it is iptlepeafede requires
you to enter your own bespokeYtmxican have more than one Method Statement e pnojectetailed

information abdvethod Statemenésd why you need theeepage32

The Paddocks.hsx - Health & Safety Xpert

To get started with a
Method Statement
press thélewbutton.

Project Details | Health & Safety Policy | Pre Construction Info Pack | F10 [ Risk | costH Method Health & Safety plan | Documents|

Method Statements describe the spedfic safe working methods which will be used to carry out the work. Tt gives details of how the work will be carried out and what health and safety
issues and controls are involved.

Method Statements orly need be completed when there are unforeseen, unplanned or specilist activties on site which are not covered by relevant Risk Assessments. Method
Statements are site spedific, the content of which reflects the findings of the relevant Risk Assessment(s) undertaken for this project.

Give youvlethod
Statemena name at

Ref Title

Last Edited Version Print Status Find

|

f], MS001 Concrete repair to road - confined space SPECIMEN METHOD STATE...  30/01/2011 18:06 1 Mot YetPrinted
G MS002 Repair to industrial roof - SPECIMEN METHOD STATEMENT 30/01/2011 18:06 1 MNotVetPrinted the tOp Of the screen.
G MS003 Relaying path in pedestrian area - SPECIMEN METHOD STATEMENT  30/01/2011 18:06 1 MNotVetPrinted

Method Statement - [MS002 : Repair to industrial roof - SPECIMEN METHOD STATEMENT]
1

Detaiis

Method Statement Name: Repair to industrial roof - SPECIMEN METHOD ST/ Author:  John Smith, Unit 17, Bramwel Industrial Estate, Bristol, BS4 &

Method Statement Sections

Introduction:

This Method Statement describes the specific safe working methods which will be used
to carry out the work.

Description OF Work: Describe the purpose and scope of the work, how it will be carried out, its duration and

completion criteria

tion OF Work: Give site address and location, detais of other locations in proximity which may affect
the safety of the work and control measures, plus detals of any pre-norks
preparation.

Repair to industrial roof - SPECIMEN METHOD STATEMENT: Description 0f Work 71 = 2
-

Desaribe the purpose and scope of the work, how it will be carried eut, it's duration and completion criteria.

Purpose P
Describe purpos of the work

ess Arrangements: Give details of any special access or egress arrangements that wil be used.

nce: If alicence is required for the work e.g. Gas Safe registration, give detais of icence
required, who holds it and where a copy of s ience is store:

mit-To-Work:

Spedfy if a Permit to Work system wil be used and give detalls of what nork requires
‘them, who manages it and where copies wil be fle

Give detais of nho wil be supervising the work and evidence of their competence.

ponsibilties For Safety Control & Monitoring: | Name the individual company responsible and therr duties for ensuring this Methed

statement is folowed and that adequate controls are in place.

Scope
Give detail of type and scope of work being carried out (incude working hours),

sonnel: Give details of contractors and subcontractors and evidence of their competence, plus

contact details for the Client, Principal Contractor and COM Coordinator.

rage of Materials: Give details of any storage requirements for materials.

Enter a name for this paragraph.

Then use tHeditbutton next to egudragrapto open it
andto enter your own worftingach section of khethod
StatementPresOKto save your Method Statement.

‘fou can also set it to be the default paragraph for all new projects.

[ OK ] [ Cancel

[ set as default paragraph
Select the documents you want to print.
Setings Print Optons

Priner Microsoft XPS Document Witer @ print

Output Folder: C:\The Paddocks\ Print Preview
If you want to save your Method Statement for future PR
pressSave Asaind it will be saved taryiwary of Method [ o s cmoeters orom et e secrmperoosmmman 1 rarvepmes
Statements. 15002 Repat toindustial rof - SPECIVEN METHOD STATEMENT 1 Notvetprmted

[/ gg5003  Relayig path npedesrian area - SPECIVEN METHOD STATEMENT 1 ot etpred

401 Al Operations - Core Assessment Not YetPrinted
02 Surveying &Setting Out. Not YetPrinted

403 Constructon of Site Offices / Compound (inc: Welfare) Not YetPrinted

Once you are satisfied yatht Métod Statemergimply
pressPrintbutton to print copies. In the Print dialog bo
confirm which document(s) you wish to print, select w
you wish to print direct to your printer, show a print pr
open the document in Microsoft Word thHerintlick

0402 Transportation of Packaged & Lnpackaged Goods Not YetPrinted
A04-03  Storage of Packaged & Unpackaged Goods Not YetPrinted
Earthworks - General Not YetPrinted
Excavations Not YetPrinted
Handing & Laying Drainage Materials Not YetPrinted
Construction of Manholes & Simiar Chambers Not YetPrinted
Delivery & Placement of Membranes & Geotextle Materisls Not Yet Printed

Backfll & Compacton of Materials Not YetPrinted

ioooOooooooono




18Health& Safety Plan

HEALTH & SAFETY PLIANB

In theHealth & Safety Plaoreen, it sssentiathat you review and edit the texttdé#ith & Safety Plalocument
and th®rganisational Charecause eadtealth & Safety Plaunique and specific to therjabhich it is prepared
and therefore regsiy®@u to enter your own bespake t

Press th&ditbutton next to each
paragraph to enter your own
wording for each section of the
Health & Safety PldPres9OKto
save your edits.

Enter a name for this paragraph.

You can also setit to be the default paragraph for all new projects.

If you want to saveyaf the changes you
have made to these paragraphs for use in [F] 5et as default paragraph
other projects in the future, you can do this
using th&ave Adutton.

When you edit tBentract Structure/ou can review and make changes to
theOrganisational Chaifo add a new persodelete a person from the
chart, simply right click on the person you want to make changes to.

Once you are satisfied with the contertiedltheX Safety

Plan simply pre$xintbutton to print a copy. IrPtie

dialog box, confirm whiduh@nt you wish to print, select
whether you wish to print direct to your printer, show a print
preview or open the document in Microsoft Word then click
Print.

For more detailed information abdigdhb & Safety Plan
and why you need it, see gage



























































































































