
Oliver Chapman Architects Ltd

Health & Safety Policy

The Health and Safety of our employees is of paramount importance, we aim to 
provide and maintain safe and healthy working conditions, and to provide the 
necessary information, instruction and training to achieve this aim.  In this respect your 
involvement and contributions are valued and welcomed at any time. 

Overall and final responsibility for health and safety in the Practice is that of the Directors, and 
will be implemented by The Managing Director, currently Oliver Chapman.

All members of staff are required to read and to understand this Health and  Safety Policy 
document, and to sign that they have done so.  This also applies to new and temporary staff 
members, or others working or occupying space in any Oliver Chapman Architects office.

The following legislation has been referred to:   Health and Safety at Work Act 1974; 
Workplace (Health and Safety and Welfare) Regulations 1992 Management of Health and 
Safety at Work Regulations 1999.  These and other relevant documents can be obtained on 
request from the Practice Manager. 

Statement of Intent 
         • to maintain safe and healthy working conditions.

         • to provide adequate control of the health and safety risks arising from our work   
 activities. 

         • to consult with our employees on matters affecting their health and safety. 

         • to provide information, instruction and supervision for employees.

         • to ensure all employees are competent to do their tasks and to give them adequate  
 training.

         • to provide and maintain safe plant and equipment. 

         • to ensure safe handling and use of substances. 

         • to prevent accidents and cases of work-related ill health. 

         • to review and revise this policy as necessary at regular intervals. 

The allocation of responsibility and the particular arrangements, systems and procedures in 
place to implement the policy are set out on the following pages:

The policy will be regularly reviewed and kept up to date. To ensure this, the policy 
and the way it is being operated will be reviewed annually at a meeting of the office 
management including Partners. 

Director Signature …………………………………………..     Date……………...……

Employee Signature  ………………………………………       Date….……………….
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1.0  Responsibilities

1.1 General 
The Health and Safety Law poster is displayed prominently in the kitchen. Health and Safety 
Supervision of young workers/trainees will be arranged by the Practice Manager.  Health and 
Safety Advice is available from the Local Health and Safety Executive office - Belford House, 59 
Belford Road, Edinburgh EH4 3UE (0131 247 2000).

1.2 Health and Safety Policy Implementation
The Managing Director, is responsible for the day to day implementation of this policy and will 
provide any new information relating to Health and Safety, as well as receiving comments and 
reports from any member of staff, to develop Health and Safety policies and procedures for 
reducing risk.  

1.3 Plant, Equipment, Inspections and Training
The Managing Director and the Practice Manager, will ensure maintenance of all plant and 
equipment, will record accidents and initiate safety inspections and training.  

1.4 Consultation
All staff members of the practice should act responsibly, to co-operate with the health and 
safety policy, to take care of themselves and others, and to draw attention to health and safety 
matters.  All members of staff are invited to comment on health and safety matters within the 
office and whilst working outside the office.  Do not suffer in silence.  Health and Safety issues 
should be raised with your team leader, the Managing Director or the Practice Manager.

1.5 Risk Assessments
The Health & Safety Advisor  will carry out Risk Assessments on an annual basis, or when 
the work activity changes.  Findings will be reported to a Partner at an Admin management 
meeting.  The Practice Manager will be responsible for ensuring the action required to remove 
or control risks taken.

1.6 Visitors
Clients, industry representatives and other visitors to the office must not be allowed to wander 
unsupervised around the office.    Anyone who receives a visitor is required to take responsibility 
for their safety, especially in the case of the fire alarm sounding, and to ensure that the visitor 
acts in compliance with this policy.

1.7 Intruders
If you suspect that someone you have seen in the building is an intruder, with no business to be 
on the premises, raise the matter with a Partner or with Admin as soon as possible or dial 999. 
Do not put yourself at risk.

1.8 Personal Contacts
Please make sure that you notify Admin of any change to your own address or to the names 
and addresses of those you have designated as personal contacts in the event of an accident.  



Oliver Chapman Architects Ltd

Health & Safety Policy

2.0 Arrangements, Systems and Procedures
2.1 Smoking
By law smoking is not allowed within the office and by common consent nor is it permitted 
directly outside the doors.

2.2 Working Hours
Legislation prohibits any employee averaging more than a 48-hour week.  No one in the 
practice is required to work such hours, although team members may at times be asked to join 
in special efforts when a project is on a fast schedule to meet a specific deadline.  Legislation 
also prohibits working sessions over 6 hours in length without a 20 minute break, and anyone 
working long hours is required to observe this. 

2.3 Safe Place of Work
Please be aware of the following and take action when necessary;

      1. Replace blown light-bulbs, especially on stairs, as soon as possible. Spare bulbs are  
 available from admin. 
      2. Report any damage to floor coverings to Practice Manager. 
      3. Pay attention to maximum loadings on power circuits, lighting circuits and individual  
 fittings. 
      4. Regularly check condition of extension flexes and report any defects, avoid trailing  
 flexes, etc. 
      5. Do not overload socket outlets with an excessive number of adapters or plugs. Report  
 the need for an extension cable or repairs of any sort to the Practice Manager. 
      6. Be aware where the Fire Extinguishers are located and how to use them. 

2.4 Cleanliness
The office is cleaned daily.  Nevertheless, all members of the practice are expected to co-
operate with the aim of keeping the office clean and tidy.  Clean up when you have completed 
a task. Mess may cause an accident.  Dirty crockery should be returned to the kitchen and 
rinsed if required. Keep the kitchen and toilets clean and hygienic.  Keep consumables in fridge, 
wash hands before eating.  Out of date food in the kitchen will be thrown away.

2.5 Safe Plant and Equipment 
The Practice Manager, under direction of the Managing Partner will be responsible for 
identifying all equipment/ plant needing maintenance. All portable electrical appliances are 
subject to an annual safety check by a competent electrician to meet the guidelines published 
by the Health and Safety Executive. All new or second hand plant and equipment must be 
checked over to ensure that it meets health and safety standards.  Do not use office equipment 
of any type without being familiar with its use and safety aspects.   Report all breakages, and 
damaged or malfunctioning equipment.  Do not use damaged equipment.  
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2.6 Computers
When using a computer, ensure that your chair is appropriately adjusted, that the desk height 
is correct for you, that the monitor is at the correct level for you, and that there is enough space 
for the keyboard, mouse, and for you to work.  All the office chairs are adjustable, and provision 
is available for raising the office work surfaces or the monitors.  If necessary, furniture can be 
moved to provide space in front of the computers.  You are advised to adjust your working 
position so that you can work at a computer with an erect posture and a straight back.  To 
reduce the risk of problems with posture, repetitive strain injury, lighting and eye complaints, 
do not use a computer continuously for more than one hour without a break of ten minutes on 
an alternative task.  If you are encountering problems with uncomfortable glare or reflections, 
consult the Practice Manager.  If there is any indication that your eyesight is being affected 
by computer use, have an eye test from a qualified optician to find out whether you might 
require spectacles for computer use.  Oliver Chapman Architects is required to provide financial 
assistance for work-related eye wear.

2.7 Knives and Blades
There is a significant risk of injury while cutting card.  There is a safe guillotine for cutting paper 
and thin card, but for cutting thick card there is no alternative to the use of a knife.  Make sure 
you have enough space, that you work on a firm and level surface and that there is adequate 
illumination.  Use a sharp blade and make several light passes rather than straining to cut in one 
pass.  Take care of how you hold the straight edge while cutting.  Do not cut towards yourself or 
anyone else.  Put knives away with blades sheathed if possible.  If you use a blade for erasing, do 
not leave it lying around: it might cut someone else.  Consider protecting one edge with tape.

2.8 Care of Substances Hazardous to Health
It is not anticipated that there will be a need for employees to use any substances hazardous to 
health other than glue.  Glue must be used in a well ventilated area and care taken not to spill it 
or inhale the vapours.

2.9 Medical Facilities and Welfare 
First Aid kits are kept by each team in their survey boxes.  There is also a first aid box in the front 
office.  Please note that tablets (e.g. Paracetemol) are kept separately in the cabinets in the 
washrooms, and may only be self administered.  Tell the Practice Manager if the supplies in your 
first aid kit are low.

2.10 Accident Reporting and Investigation
All accidents and cases of work-related ill health are to be recorded in the accident book. The 
book is held by the Practice Manager.  Injury, times, date, and circumstances are recorded in the 
office accident book.  The Practice Manager is responsible for reporting accidents, diseases and 
dangerous occurrences to the enforcing authority.  The accident book is a legal requirement, 
and it is essential that accidents and injuries are recorded.

2.11 Lifting Heavy Weights 
No member of staff is required to lift or to move heavy objects unaided in the office or 
elsewhere on behalf of the practice.  Do not do it.  Call for assistance.  Follow well-known and 
common sense rules and methods on manual handling.
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Good handling techniques include the following features: 
      1. Assessment of the load. Push it to obtain some idea of the weight involved. If it is   
 beyond your capability, obtain assistance. Do not attempt to lift any weight which is  
 too heavy for you to manage. 

      2. A plan for the lift. Decide where the load is to be placed and remove any obstructions  
 such as discarded wrapping materials and trip hazards. 

      3. Estimate the centre of gravity of the load and aim to position the load with the centre  
 of gravity as close to the body as possible. If you require help, decide who is giving  
 commands to lift. Your assistant should be approximately of similar height and build. 

      4. Feet should be apart at shoulder width. When lifting from floor level, bend the knees,  
 keep the back straight (tucking in the chin helps), lean forward a little over the load to  
 get a good drip, keep the shoulders level and face in the same direction as the hips. 

      5. Try to keep the arms within the boundary formed by the legs and lift with the palms of  
 the hand rather than the fingers. Lift smoothly making the legs take the load. 

      6. Where possible use a sack truck or trolley.

2.12 Fire Safety: 
The Practice Manager is responsible for ensuring the fire risk assessment is undertaken and 
implemented, for the regular testing of alarms and carrying out regular random fire drills. Fire 
extinguishers are regularly maintained by Fife Fire Engineers and Consultants Ltd.  
The ground floor exit is through the front door.  

If you discover a Fire in the office:
         •  Immediately raise the alarm throughout the office.
         •  Extinguish the fire with the nearest available extinguisher, but do not take personal  
 risks.
         •  The person at, or nearest, the Front Office should dial 999.
         •  Give the operator the number 555-4678 and ask for Fire Brigade.
         •  When the Fire Brigade replies say “Fire at 36 St Mary’s Street  Do not replace the receiver  
 until the address has been repeated back.

If the Smoke Detector sounds:
         •  It is to be treated seriously, and everyone is to leave the building immediately, and to  
 assemble in St Mary’s Street  No exceptions are allowed.

         •   A partner will take charge, or if no partner is present, the person at or nearest the front  
 office will do so, or agree with someone more senior that he or she will do so.  All must  
 follow the instructions of the person in charge.

         •   The person in charge should remain present.

         •   The person in charge will check who is in the office (including the toilets and   
 conference room), ensure that they are directed to leave the building and make sure  
 that everyone who was in the building is present outside.

         •   No one is to return to the office until this is sanctioned by the person in charge.


