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_________________________________________________________________________________________ 

1. PURPOSE OF THIS DOCUMENT 

1.1.1. Sanderson Solutions Group Plc and its associated and subsidiary companies (together “the Company”, 
“Group” or “we”) is committed to supporting employees throughout their period of employment with us.  

 

1.1.2.  Ensuring all employees are provided safe and healthy working conditions, equipment, and systems of 
work and to provide such information, training and supervision as may be needed for this purpose. The 
activities of the Company will be conducted in accordance with all legal and relevant statutory require-
ments and appropriate safeguards being implemented to prevent exposing employees and visitors to the 
premises to risks to their health and safety.  

 

1.1.3. This policy outlines the procedures that are to be adopted when any employee, visitor or contractor expe-
riences a near-miss on the premises of the Company.  

 

1.1.4. It is the policy of the Company to identify and investigate these unplanned incidents, their source and 
hence their underlying causes. To enable this objective to be achieved, it is imperative that all near-
misses, irrespective of the size, be reported according to the laid down procedures. 

 

2. RESPONSIBILITIES 

2.1.1. The Head of Operations and Organisational Change has overall responsibility for ensuring this procedure 
complies with the Company’s strategy and ethos.  

 

1.1.1. Day-to-day responsibility for operating the procedure has been delegated to Facilities. All managers are 
expected to understand and ensure their team members comply with the procedure. 

 

3. HEALTH & SAFETY 

3.1. Responsibilities of the Company 
3.1.1.  The Company maintains and strives to achieve compliant Health & Safety practices by continuous 
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consultation and participation of workers as well as: 
 

• Developing and implementing safe working practices and procedures in connection with the use, 
handling, storage and transport of articles, substances, and equipment. Regularly reviewing set ob-
jectives, policies, and procedures to achieve safe working conditions. 
 

• Providing adequate facilities and arrangements for employees' welfare at work. Ensuring that the 
working environment is safe and without risk to health by e.g., controlling the emission of noise, air 
and water pollutants and the discharge of toxic or obnoxious wastes. 

 

• Regularly inspecting premises, equipment and systems of work and the general working environment 
and reviewing information, instruction, training, and supervision for all levels of staff, with a view to 
continually improving controls. 

 

• Requiring a DSE (Display Screen Equipment) form to be completed within 1 week of receipt and re-
turned to facilities@sandersonplc.com. Failure to comply will be escalated to the employee’s man-
ager. 
 

3.2. Associated Procedures 
3.2.1.  The following procedures are key to ensure Health and Safety is maintained. These can all be found on 

the companies Intranet for reference: 

• HSPRO01 – Sanderson Emergency Procedures 

• HSPRO02 - Manual Handling Procedure 

• HSPRO03 – Working with Visual Display Equipment 

• HSPRO04 - Safety Signs Procedure 

• HSPRO05 - Control of Visitors & Contractors Procedure 

• HSPRO08 - Slips, Trips & Falls Procedure 
 

4. ACCIDENTS & NEAR-MISSES 

4.1. Definitions  
4.1.1. To avoid misunderstanding, the Company deems an Accident and Near-Miss to be defined as: 

 
 Definition Example 

Accident 
Any unplanned event that results in personnel inju-
ry/accident or damage to property or equipment 

Cut Fingers, Electric shock, fainting 
whilst at work 

Near-Miss 
An unplanned event which does not cause injury or 
damage, but could have done so 

items falling near to personnel, faulty 
lighting, loose wall panel 

 
 

4.2. First Aiders & Kits 
4.2.1. The Company is committed to ensuring there are a suitable number of trained First Aider’s available on 

site. Identification of these first aiders can be found in the office kitchens. 

 

4.2.2. Clifton Down House has a number of fully stocked first aid kits around the office. The appointed persons 
will maintain the contents of the first aid box. The names of the appointed persons who have access to a 
first aid kit are displayed on signs in the office. 

 

4.2.3. All first aiders for other Company offices are site specific. 
 

4.3. Documentation 
4.3.1.  The accident records will be reviewed regularly (after being removed from Accident Book due to data pro-

tection laws) by Senior Management to ascertain the nature of incidents which have occurred in the work-
place. This review will be in addition to an individual investigation of the circumstances surrounding each 
incident. The same process applies for Near-Misses. 

 
 
 

mailto:facilities@sandersonplc.com
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Document Where Kept/Available Used For 

 
 
Accident Book 

For Clifton Down House: Hardcopy 
kept with reception and/or First Aider 

For All Other Offices – Contact Facili- 
ties 

Health & Safety requirement of recording 
all accidents that occur in the workplace, 
and where a First Aider is involved 

 
Accident Record 

 
The page of the Accident Book com-
pleted for each accident that occurs 

A removable tab of the accident book to 
provide to the Facilities for record keeping, 
data protection purposes and reviewing 

HSLOG02 - H&S 
Accident Log 

Kept and managed by Facilities 
Recording and managing all reported 
health & safety accidents 

HSLOG01- 
Near-Miss Log 

 
Kept and managed by Facilities 

Recording and managing all reported 
near-misses 

HSFOR01 – 
Near-Miss Form 

 
Available on the Company Intranet 

Recording the details and activities 
completed regarding all near misses 
that occur in the workplace 

 
 

4.4. Accident Reporting Procedure (Employees) 
4.4.1. The reason for investigating an accident is to determine: the cause or causes of the incident; to identify 

any risks, hazards, systems, or procedures that contributed to the incident; and to recommend corrective 
action to prevent similar incidents. Incidents should be investigated by people knowledgeable about the 
type of work involved at the time of the incident. 

 

4.4.2.  All personnel on site must report Accidents whilst working on behalf of the Company, however minor. To 
achieve this, the following procedure should be adopted (dependent on site location): 

 
1. All accidents must be reported to a First Aider, if no First Aiders are available, inform Facilities or in 

the absence of Facilities, then a senior manager. (See section 4.2 for identification of a First Aid-
er). If urgent assistance is required, the emergency services will be contacted. The qualified per-
son will administer as much treatment as possible until the emergency services arrive. If the injury 
is minor, treatment will be given. 

 
2. All accidents must be entered in the Accident Book by the attending First Aider, ensuring that all 

relevant details are reported as soon as possible.  
 

3. Treatment for any injury from a First Aider or the local hospital must be obtained, if applicable.  
 

4. The First Aider should then ensure the Accident Record is passed to Facilities for filing and data 
protection. 

 
5. The First Aider and Facilities must ensure the are is made safe and poses no risk to other person-

nel (except where the accident results in a major injury, in which case the scene should be fenced 
off and left undisturbed until advised otherwise by the enforcing authority). 

 
6. Facilities will ensure that, where applicable, the requirements of the Reporting of Injuries, Diseases 

and Dangerous Occurrences Regulations 1995 are met and, where relevant, report findings to the 
Director responsible for Health and Safety and if necessary, instigate any remedial proceedings. 

 
7. The director responsible for Health and Safety will then ensure, so far as reasonably practicable, 

that proper action is taken to help prevent reoccurrence. 
 

8. The employee must also keep the Company informed of any after-effects, including periods of in-
capacity for work that results from an injury sustained during a work activity.  
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4.5. Near-Miss Reporting Procedure (Employees) 
4.5.1. All personnel on site must report Near-Miss Incidents whilst working on behalf of the Company, however 

minor. To achieve this, the following procedure should be adopted: 

• Near-Miss Incidents must be reported to Facilities, or if not available, inform a First Aider or senior 
manager. 

 

• A Near-Miss Form must be completed, and pictures taken of the area involved and hazard. If not 
completed by Facilities, this form and pictures must be provided to Facilities. 

 

• Facilities shall conduct a review of the incident and establish the corrective actions required to ensure 
compliance and prevent re-occurrence. 

 

4.6. Accident and Near-Miss Reporting Procedure for Visitors/Contractors 
4.6.1. Any non-employee who experiences an Accident or Near-Miss whilst on the Company’s premises must 

report the incident immediately to the person responsible for them. If the person responsible is not availa-
ble, the visitor / contractor must obtain the assistance of a responsible person to ensure that the Compa-
ny’s procedure is adhered to. 

 

4.6.2. During the Company’s opening hours, all injuries must be reported in the accident book, however minor. 
Visitors and contractors should also notify their own employer where applicable. 

 

4.6.3. The Company takes the responsibility for notifying reportable accidents and near-misses under the Re-
porting of Injuries, Diseases and Dangerous Occurrences Regulations 1995; therefore, the appropriate 
Manager must be informed immediately. 

 

4.6.4. Reference the procedure: HSPRO05 – Control of Visitors & Contractors Procedure (health & safety 
awareness for visitors).  

 

4.7. Lone Working 
4.7.1. Lone working occurs where a person works on site by themselves without supervision or contact with oth-

ers, for example where someone stays late in the office outside normal working hours and is the last per-
son left in the office. 

 

4.7.2. It is Company policy that if an employee has to engage in lone working, they are required to comply with 
the following requirements: 

 

• Prior to the start of any lone working, the employee must ensure they are familiar with fire exits and 
first aid points and any arrangements for the locking of offices in the evening. 

 

• For any employee working alone for an extended period, it may be necessary to carry out a health 
and safety assessment; if in doubt as to whether this is necessary, the employee must discuss this in 
advance with Facilities or HR. If the work, carried out involves any manual handling this is an abso-
lute requirement. 

 

• The employee must make sure that at least one other person is aware of their lone working and that 
they are able to contact them by telephone. 

 

• If the employee is working alone on site outside of normal office hours a ‘buddy’ system should be put 
in place, whereby they are in regular contact with another member of staff. 

 

• During any lone working, including from home, the employee must keep in regular contact with others 
wherever possible and, in particular if they are working outside normal office hours, take regular 
breaks to refresh themselves. 

 

• Employees should not work alone any longer than necessary. 
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5. MANAGEMENT, REVIEW & COMMUNICATIONS 

5.1.1. Quarterly Health & Safety review meetings are held by Facilities with First Aid Teams, AED Trained per-
sonnel, and any Health & Safety representatives, to review all issues, procedures and updates regarding 
First Aid and Health & Safety. The meeting minutes are communicated to Senior Management. 

 
5.1.2. Health & Safety Assessments are conducted bi-annually by Facilities and reviewed by the Senior Man-

agement Team. These assessments review the company’s compliance with the following guidance: 

• www.hse.gov.uk/riddor 

• Managing for health and safety 
 

5.2. Updating Legislation 
5.2.1. The Company’s legislation Register contained in the IMS, defines the Health and Safety regulatory frame-

work within which the Company is allowed to operate. It must therefore take account of the activities of the 
various regulatory bodies which control a broad range of topics concerned with health and safety protec-
tion. 

 
5.2.2. The Internal Compliance Manager, with assistance from Facilities, is responsible for identifying appropriate 

relevant Health and Safety legislation, compiling, maintaining, and updating the Register. 

 
5.2.3. Sources of information for completing and maintaining the Register could include: 

• The Authorities 

• Local Authorities 

• Technical Journals 

• Croner (or similar publications) 

• New regulations 

 
5.2.4. The Internal Compliance Manager may update the Register at any time. There will also be an annual re- 

view during the Management review meeting. 
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1.8 Maddie Garrett 11/04/2024 Updated Branding 
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http://www.hse.gov.uk/riddor
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