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Part 4 - Records

Section Introduction

Section 2 of the Health, Safety and Wellbeing Manual is the core of the health and safety management
system. It details the key activities that must be carried out to run the system effectively, and it provides

information about the records that must be maintained.

There are four parts to this section:

Calendar of health, safety and wellbeing activities: Reviewing health, safety and wellbeing

performance:

Part 1 provides a summary of
2 g HEALTH.
health and safety activities, SAFETY AND

outlining the forms to use to WELLBEING

record these activities and how
frequently they must be carried
out.

Monitoring health, safety and wellbeing within the  Records:
workplace:

Part 2 explains the monitoring

activities that must be carried

out. It also provides a

standard agenda for health,

safety and wellbeing meetings

which form a key part of the

monitoring process.
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Part 3 deals with reviewing
health, safety and
wellbeing performance and
the practice of auditing to
ensure compliance. This
section also makes reference
to key activities carried out by
the Health, Safety and
Wellbeing Team.

Part 4 contains a table of all
the forms used in the health,
safety and wellbeing
management system to carry
out and record the activities.
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Managers, Supervisors and Team Leaders are responsible for ensuring that health, safety and

wellbeing activities are planned and carried out in the workplace on a regular basis. These e
activities take place at set intervals and must be recorded on the specified documents. amnn®
un®

Maintain these records and ensure they are easily available, as outlined in Part 4 — Health,
Safety and Wellbeing Records.

Health and safety activities calendar

Risk Assessment

Work safety survey checklist — SHE 1 One per year

Health and safety procedure — SHE 2 Apply relevant procedures

Risk assessment toolbox talk — SHE 3 Complete relevant risk assessment

Safe system of work — SHE 4 Required for complex activities

Job health and safety checklist — SHE 5 Complete before starting a task in the workplace (every task)

Please refer to Section 3, Managing Risk, for details on how to use these forms

Monitoring

Task observation checklist — SHE 6A X X X X X X X X X X X X
Office observation checklist — SHE 6B X X X X X X X X X X X X
Site observation checklist — SHE 6C X X X X X X X X X X X X
Field observation checklist — SHE 6D X X X X X X X X X X X X
Toxic gas safety observation checklist — X | X | X | X | X | X X ]| X | X X XX
SHE 6E (Gas)

Liquid disinfection safety observation X X X X X X X X X X X X
checklist — SHE 6E (Liguid)

Workshop safety observation checklist — X | X[ X | X | X | X | XX | X | X | X | X
SHE 6F

Explosive atmosphere safety observation X X X X X X X X X X X X
checklist — SHE 6G

Construction site management — SHE 6H X X X X
Construction site practice — SHE 61 X X X X X X X X X X X X
Emergency exercise record form When an emergency is carried out

— SHE 6J

Apprentice health and safety checklist — When a new apprentice joins the team

SHE 6K

checklist — SHE 6L

Site street-works traffic management X ‘ X X ‘ X ‘ X ’ X X
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https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE1%20Work%20safety%20survey%20checklist.doc?d=w6c28613541304109962401231a0ad900&csf=1&e=zn3n0J
https://thameswater.sharepoint.com/:b:/r/hss/HSSWDocuments/SHE2.pdf?csf=1&e=8cZf1S
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE3.doc?d=w249f647fb3c64fe9903a1b52f331361e&csf=1&e=ek3RYF
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE4%20Safe%20systems%20of%20work.doc?d=w93d068f9839347e8b5b20d0bba1c89f8&csf=1&e=DH5Qgu
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE5.doc?d=w05c7d7015f0c43c4915c2a4ba73071e2&csf=1&e=c73Zl7
https://thameswater.sharepoint.com/:b:/r/hss/HSSWDocuments/Section%203%20-%20managing%20risk.pdf?csf=1&e=FzhvGG
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6A.doc?d=w70b0cd63bb8648f691ad8768851d34f3&csf=1&e=kuHDFA
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6B%20Office%20observation%20checklist.doc?d=w1225fb812eaf445f9301c6f76663947d&csf=1&e=IofA31
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6C%20Site%20observation%20checklist.doc?d=w673bf561d33a40cea4b758d1b7ee67e9&csf=1&e=qjKVlw
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6D%20Field%20observation%20checklist.docx?d=w20cc777af0a447a5a570cd5b523acf78&csf=1&e=gpffb6
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6E%20(Gas)%20-%20Toxic%20gas%20safety%20observation%20checklist.doc?d=w59509935fa394b95a24c3e61fea27378&csf=1&e=TUG5jE
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6E%20(Liquid)%20-%20Liquid%20disinfection%20safety%20observation%20checklist.doc?d=w81db138f647d403da79ca88a5689775e&csf=1&e=NpROkQ
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6F%20Workshop%20safety%20observation%20checklist.doc?d=w173460cd00104922a1c538293ea42463&csf=1&e=e8A3Ax
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6G.doc?d=wa059a459dd0c4783bdec7c23a02060b4&csf=1&e=2ggyno
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6H.doc?d=w33a2b98f226947229f93cfe85e415d3a&csf=1&e=kIAnif
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6I%20Construction%20site%20practice%20checklist.doc?d=w521310102ec849ec8ea47a459cc05d4e&csf=1&e=rNgDeH
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6J.doc?d=w64bfd09103994bceaf2fb07a2e7c36d0&csf=1&e=tHaaoN
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6K%20-%20Apprentice%20health%20and%20safety%20checklist.doc?d=w13c62f86d017424eaf0576aee9b5246d&csf=1&e=afuyZb
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6L%20Site%20streetworks%20-%20traffic%20management%20checklist.docx?d=w2a9b203eba8f4c0894d2229c8a97e91a&csf=1&e=1cEsYY

Monitoring

Biogas system safety observation
checklist — SHE 6M

Pumping station safety observation
checklist — SHE 6N

Reinstatement team safety
observation checklist SHE 60

X X X X X X X X X X X X

Electrical Safety competence checklist — As required
SHE 6P

Bridge survey checklist — SHE 60 As required
Winter readiness checklist — SHE 6R As required
Educational site classroom checklist — As required
SHE 6S

Task observation checklist — network As required

protection team - SHE 6T

Warehouse inspection checklist
— SHE 6V

X X X X X X X X X X X X

Reservoir team inspection checklist - SHE
6W

As required

Senior Manager’s / Executive’s site visit
checklist — SHE 7

Each senior manager / director to conduct two per year

Health and safety site inspection
—SHE 8

X X X X X X X X X X X X

Business unit / department monthly health
and safety agenda — SHE 9A

Management health and safety agenda —
SHE 9B

Local management health and safety
agenda — SHE 9C

New / refurbished asset inspection form —
SHE 17
Review

Health and safety audit — SHE 10 series
(available from SpheraCloud)

‘Feb Mar Apr May Jun Jul Aug Sep Oct Nov

Two topics per quarter, as identified in the risk-based audit programme

Health and safety management systems
agenda — SHE 11

X X X X

Contractor Risk Assessment Review Form
— SHE 19a

As required. Used to record reviews of contractor risk assessments and
method statements prior to issue of TWOSA and / or work commencing.

Management of Change Form SHE 38

Used where a change in the organisation is taking place. See HSP4
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https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6M%20Biogas%20system%20safety%20observation%20checklist.doc?d=wcbde0b03127b4f9089891f3a71eb9a1b&csf=1&e=2YWiRW
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6N%20Pumping%20station%20safety%20observation%20checklist.docx?d=w069f41173b084f5c8d8efec2d434dc65&csf=1&e=JksIjV
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6O%20Reinstatement%20team%20safety%20observation%20checklist.doc?d=w7f4e5e07022540508c1b50f821ae489b&csf=1&e=BrdJXf
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE%206P%20Electrical%20safety%20competence%20checklist.docx?d=w72d6316a4bb3495d85e432a419d64977&csf=1&e=QeHVKC
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6Q%20Bridge%20survey%20checklist.doc?d=wf7b23165c9984e99abd1871b309557b0&csf=1&e=DwYQbm
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6R%20Winter%20readiness%20checklist.doc?d=w1f5cfdf25dd34bc08d3db0dc5cca54aa&csf=1&e=RRPwIj
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE06S%20-%20Educational%20site%20classroom%20checklist.doc?d=w691778a5a82941aba119d1f13afdb47d&csf=1&e=3VdNEA
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/Task%20Observation%20Checklist%20SHE%206T%20-%20Network%20Protection%20Team.docx?d=w67376b4a893c49d59067a23c727b5a4d&csf=1&e=0N9p7W
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE%206V%20-%20Warehouse%20Inspection%20Checklist.doc?d=w6d74ef99ad0f4ebfba97fcca231543d1&csf=1&e=YblOM5
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE%206W%20Reservoir%20Team%20Inspection%20checklist.doc?d=w49d089a9f3e6467882266a387ad83b5f&csf=1&e=h3tByx
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE%206W%20Reservoir%20Team%20Inspection%20checklist.doc?d=w49d089a9f3e6467882266a387ad83b5f&csf=1&e=h3tByx
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE7%20-%20Senior%20manager%E2%80%99s%20executive%E2%80%99s%20site%20visit%20report.doc?d=w336cb8bf89a14aeb9b4b860019c47858&csf=1&e=JpDTwV
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE8%20H%26S%20site%20inspection.doc?d=w70b1f621f3ba41a8835b232631e843e0&csf=1&e=Cmucqr
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE9A.doc?d=w36eda2d8772f45778e08a2ae213b4961&csf=1&e=t6QfOo
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE9B.doc?d=wf79cc6c58a694fe488b6f71d68ea6333&csf=1&e=GgGJAT
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE9C.doc?d=wc927004488994aeeaae73d46bf0dbe4c&csf=1&e=wFjBNM
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE17%20-%20%20New%20refurbished%20asset%20inspections%20form.docx?d=w92cbb939e14f4c78b619ec73f53e9c1a&csf=1&e=GBcM8b
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE11.doc?d=wcb9d38fbe19b4be5bfe657882c807f46&csf=1&e=NY4h5K
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE%2019a%20-%20Contractor%20Risk%20Assessment%20and%20Method%20Statement%20Review.doc?d=w67752d27607a49918dc4035de603df42&csf=1&web=1&e=B9Bz3v
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE38%20Management%20of%20change%20form.doc?d=w4da52141da78440597b905c42a244b82&csf=1&e=CPicW3

Other site health and safety records

Safety alerts — SHE 12 Take action when issued
Toolbox talk form — SHE 13 X X X X X X X X X X X X
PPE issue record — SHE 14 Record PPE as issued
Induction checklist — SHE 15 When a new member of staff joins the team
Health and safety briefing note — SHE 16 Take action when issued

Managing incidents

Injured person witness statement — SHE 32

Third party witness statement — SHE 33

Home safe counter template — SHE 34 Please refer to Section 10, e
Managing Incidents, for details ; cidg'";
Incident executive report template — SHE 35 on how to use these forms. RSt

Executive incident review template — SHE 36

Learning bulletin — SHE 37
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https://thameswater.sharepoint.com/hss/HSSWDocuments/Forms/Safety%20alerts.aspx
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE13.doc?d=wf55fd09334d44b9db93b6da98b4ec9fc&csf=1&e=tbCRcw
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE14%20PPE%20issue%20record.doc?d=w4a47a115234049148146489d051c71bf&csf=1&e=Aiz0gl
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE15.doc?d=w2be8aa765df54ee8b5c220aba16091ae&csf=1&e=9jRu2C
https://thameswater.sharepoint.com/hss/HSSWDocuments/Forms/Briefing%20notes.aspx
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE32%20Injured%20person%20witness%20statement.docx?d=wca63fb23581346c4a2cc5b1f2f814d44&csf=1&e=o9UiDu
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE33%20Third%20party%20witness%20statement.docx?d=w4b9ef42519904972a6ea26e7f978696e&csf=1&e=dgjVTH
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE34%20Home%20safe%20counter%20template.docx?d=wc2f673d413c044b1b256b3e69b16ff19&csf=1&e=vL0DE2
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE%2035%20-%20Incident%20executive%20report%20template.dotx?d=w0116f6557d5d4d788d64167bddebc867&csf=1&e=ucRktq
https://thameswater.sharepoint.com/:p:/r/hss/HSSWDocuments/SHE36%20Executive%20incident%20review%20template.potx?d=wa820196a7181475da2c838af08c53201&csf=1&e=4iz43l
https://thameswater.sharepoint.com/:p:/r/hss/HSSWDocuments/SHE37%20Learning%20bulletin.potx?d=w0e5f989644754ad5a68459c375465e97&csf=1&e=XvXZFw

Monitoring is one of the ways we measure our performance. Itis also the way we find out
whether the health, safety and wellbeing management system is effective.

Find below a short description of the checklists and forms that must be used.

Managers, Supervisors and Team Leaders must record the checklist output and any
resulting actions on SpheraCloud and close them off within the agreed timeframe.

SIS[=I The task observation checklist

Use this checklist if you are responsible for supervising the work of others, including that of
contractors. It allows a number of checks to be done to see whether the task at hand is carried out
safely.

SIEI=K28 The office observation checklist

Use this checklist to monitor the office environment. It focuses on the more common health, safety
and wellbeing issues relevant to the office; for example, first aid, display screen equipment (DSE)
and fire precautions

SI5I=X{ell The site observation checklist

Use this checklist to monitor general health, safety and wellbeing compliance across the site. It looks
at the more common health, safety and wellbeing issues found on many of our sites; for example,
checking mobile plant, workshops, lighting and lone working.

S5I=X:p The field observation checklist

Use this checklist to monitor field activities. These documents are usually found on the network; for
example, checking risk assessments, welfare provision, site layout and lifting operations.

SIS N(eEYM Toxic gas safety observation checklist

Use this checklist to monitor and check issues in toxic gas drum and cylinder rooms; for example,
ensure warning lights are working, auxiliary valves and pigtails are changed at regular intervals, and
records are maintained.

o= =M} Liquid disinfection safety observation checklist

Use this checklist to monitor and check for issues during the delivery and storage of chemicals; for
example, checking delivery checklists, bunding of tanks, signage and the COSHH information.

SIzI=X1= The workshop safety observation checklist

Use this checklist to monitor and assess the general standard of safety in a workshop.

SI5I=Xlel Explosive atmospheres safety observation checklist

Use this checklist to monitor and assess the general standard of safety in areas that store and
transport flammable gas; for example, the transportation and storage of methane gas.

SISI=G5 The construction site management checklist

Those who manage contractors use this checklist to ensure that health, safety and wellbeing plans
are in place before work starts.
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https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6E%20(Liquid)%20-%20Liquid%20disinfection%20safety%20observation%20checklist.doc?d=w81db138f647d403da79ca88a5689775e&csf=1&e=NpROkQ
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6A.doc?d=w70b0cd63bb8648f691ad8768851d34f3&csf=1&e=06u4sh
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6B%20Office%20observation%20checklist.doc?d=w1225fb812eaf445f9301c6f76663947d&csf=1&e=kgysRa
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6C%20Site%20observation%20checklist.doc?d=w673bf561d33a40cea4b758d1b7ee67e9&csf=1&e=jx0MHw
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6D%20Field%20observation%20checklist.docx?d=w20cc777af0a447a5a570cd5b523acf78&csf=1&e=dnz4f7
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6E%20(Gas)%20-%20Toxic%20gas%20safety%20observation%20checklist.doc?d=w59509935fa394b95a24c3e61fea27378&csf=1&e=3aSTLR
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6E%20(Liquid)%20-%20Liquid%20disinfection%20safety%20observation%20checklist.doc?d=w81db138f647d403da79ca88a5689775e&csf=1&e=RlVaeP
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6F%20Workshop%20safety%20observation%20checklist.doc?d=w173460cd00104922a1c538293ea42463&csf=1&e=iitANe
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6G.doc?d=wa059a459dd0c4783bdec7c23a02060b4&csf=1&e=DsT6os
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6H.doc?d=w33a2b98f226947229f93cfe85e415d3a&csf=1&e=uOi50H

SHE 6l The construction site practice checklist

Those who manage contractors use this checklist to monitor and check that contractors’ construction
site practices are carried out safely.

Emergency exercise record form

4

Use this form to record the results of any emergency exercises, including fire drills, which are held in
the workplace. It allows you to record emergency exercises and to take note of key learning points to
be discussed and areas that need to be improved.

SIEI= @ Apprentice health and safety checklist

Use this form whenever a new apprentice joins the team. It provides a list of information that must be
communicated to the new apprentice and any training required to work safely. It also provides
evidence that action has been take to provide information, instruction and training to each new

Q
=}
o

=

@

>

=

Q

@

I [=X|Ml Site street-works traffic management checklist

Use this checklist to monitor street-work activities at locations where contractors are carrying out
work on the highway.

SIEI=XGY/ M Biogas system safety observation checklist

Use this checklist to monitor and ensure control measures are maintained in areas like gasbag
storage areas and zoning of hazardous areas.

SIEI=GIM Pumping station safety observation checklist

Use this checklist to monitor and assess the general standard of safety at pumping stations.

S [=N0l Reinstatement team safety observation checklist

This checklist is used by the reinstatement teams to monitor contractors carrying out work on the
highway.

SieI=Nz Electrical Safety competence checklist

This checklist is used by the Electrical Safety team to assess electrical personnel within the
business.

SIISN{ON Bridge survey checklist

This checklist is used by Thames Water staff only, to identify where we have bridges and culverts on
our sites and to assess their general condition.

g [=Ne28 Winter readiness checklist

This checklist is used by Operations to check the 37 ‘Cockpit’ Sludge Treatment Centres for Winter
Readiness in the event of cold weather.

Sl[=NS Educational site classroom checklist

This checklist is used for the educational centres where children attend to ensure control measures
are in place.

Sl [=GI Task observation checklist — network protection team

This checklist is used by the Network Protection Team, to monitor commercial premises and advise
on fatbergs, the network and grease traps in kitchens.
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https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6I%20Construction%20site%20practice%20checklist.doc?d=w521310102ec849ec8ea47a459cc05d4e&csf=1&e=3FA1Al
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6J.doc?d=w64bfd09103994bceaf2fb07a2e7c36d0&csf=1&e=Z910FO
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6K%20-%20Apprentice%20health%20and%20safety%20checklist.doc?d=w13c62f86d017424eaf0576aee9b5246d&csf=1&e=GAUzQy
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6L%20Site%20streetworks%20-%20traffic%20management%20checklist.docx?d=w2a9b203eba8f4c0894d2229c8a97e91a&csf=1&e=qzS2hg
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6M%20Biogas%20system%20safety%20observation%20checklist.doc?d=wcbde0b03127b4f9089891f3a71eb9a1b&csf=1&e=papFcZ
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6N%20Pumping%20station%20safety%20observation%20checklist.docx?d=w069f41173b084f5c8d8efec2d434dc65&csf=1&e=CQjshp
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6O%20Reinstatement%20team%20safety%20observation%20checklist.doc?d=w7f4e5e07022540508c1b50f821ae489b&csf=1&e=nfcURm
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE%206P%20Electrical%20safety%20competence%20checklist.docx?d=w72d6316a4bb3495d85e432a419d64977&csf=1&e=ro1prE
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6Q%20Bridge%20survey%20checklist.doc?d=wf7b23165c9984e99abd1871b309557b0&csf=1&e=zIO6mB
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6R%20Winter%20readiness%20checklist.doc?d=w1f5cfdf25dd34bc08d3db0dc5cca54aa&csf=1&e=gigJEk
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE06S%20-%20Educational%20site%20classroom%20checklist.doc?d=w691778a5a82941aba119d1f13afdb47d&csf=1&e=82kwQ6
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/Task%20Observation%20Checklist%20SHE%206T%20-%20Network%20Protection%20Team.docx?d=w67376b4a893c49d59067a23c727b5a4d&csf=1&e=xngn5v

Iz [=X\YA \Warehouse inspection checklist

This checklist is used to monitor warehouse areas to ensure control measures are in place.

SIS Reservoir team inspection checklist

This checklist is used by the reservoir team on an as required basis.

SHE 7 Senior manager’s / Executive’s site visit report (Targeted Leadership Engagement)

Senior managers and executives (ML4 and above) use this checklist when visiting sites. It provides
the necessary information to discuss health, safety and wellbeing issues with employees.

SHE 8 The health and safety site inspection

Health, Safety and Wellbeing Advisors use this checklist when doing inspections throughout the
workplace. It identifies key areas that must be inspected. Inspections can be carried out both in part
and in full

[S"I=%I: |nduction checklist

Use this form whenever a new member of staff joins the team. It provides a list of requirements that
must be covered to ensure the new member works safely in the workplace.

SizI=lAl New / refurbished asset inspection form

Use this checklist when carrying out a joint inspection after the installation of a new asset, or
significant changes to an existing asset, to ensure the installation can be safely operated and
maintained, without risk to health.
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https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE%206V%20-%20Warehouse%20Inspection%20Checklist.doc?d=w6d74ef99ad0f4ebfba97fcca231543d1&csf=1&e=lhLKCZ
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE%206W%20Reservoir%20Team%20Inspection%20checklist.doc?d=w49d089a9f3e6467882266a387ad83b5f&csf=1&e=uwtNDQ
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE7%20-%20Senior%20manager%E2%80%99s%20executive%E2%80%99s%20site%20visit%20report.doc?d=w336cb8bf89a14aeb9b4b860019c47858&csf=1&e=M7eTil
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE8%20H%26S%20site%20inspection.doc?d=w70b1f621f3ba41a8835b232631e843e0&csf=1&e=i7NMUf
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE15.doc?d=w2be8aa765df54ee8b5c220aba16091ae&csf=1&e=BuWVnj
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE17%20-%20%20New%20refurbished%20asset%20inspections%20form.docx?d=w92cbb939e14f4c78b619ec73f53e9c1a&csf=1&e=RKJuNG

A

Management meetings are regularly held and form part of the work that is carried out in Thames Water.
They range from executive meetings to team meetings held by local managers.

Meetings are important for communicating and exchanging information to support the safe operation of
the business and workforce. At these meetings, managers and their teams can openly and honestly
discuss health, safety and wellbeing issues that must be resolved and continually improved.

The health, safety and wellbeing part of the meeting can either be held at the beginning or at the end of
the main meeting. In either case, make sure health, safety and wellbeing issues are discussed separate
from the main meeting.

The minimum agenda items to be discussed are detailed in the following SHE documents. They are
available in the Health, Safety and Wellbeing section of the SharePoint Portal:

» Business unit / department management meetings (SHE9A)
* Management meetings (SHE9B)
* Local management / team meetings (SHE9SC)

Take minutes of all meetings to record the main decisions and actions, and keep records of these.

Health Safety Security and Wellbeing Team

The team reviews, writes reports and attends various meetings on health, safety and wellbeing
performance. Their key activities are as follows:

+ Creating the monthly health, safety and wellbeing performance
dashboards. These consist of a number of leading and lagging
indicators; for example, lost-time injury rates, near-miss
reports, service strikes, risks and statutory inspection
compliance.

+ Holding a monthly risk review, covering both static and
dynamic risks; for example, reservoir, tunnel, asbestos and
legionella inspections.

+ Maintaining a safety and wellbeing risk-based audit
programme, which target two topics per quarter. ASBESTOS

» Maintain and encourage the use of the Health and Safety Hub, HAZARD

together with our supply chain partners.

» Forming the Health and Safety Leadership Team (HSLT),
which consist of senior operational directors from Thames
Water’s supply chain. The mission of the HSLT is to work
together to innovate, adopt and share good practice to
improve the health, safety and wellbeing of those who work for
and on Thames Water’sbehalf.
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The table below outlines and provides guidance on records required by the health, safety and wellbeing
management system. Maintain records locally as “red files”, in line with the holding periods stated below.

Location health and safety records — Table 1:

1. Risk Assessment Retention Period

Work safety survey checklist SHE 1

Last 2 copies

Health and safety procedures SHE 2 Until revised
Risk assessment and toolbox talk form SHE 3 Until revised
Safe systems of work SHE 4 Until revised

Job health and safety checklist SHE 5

Last 2 copies

2. Safety monitoring

Task observation checklist SHE 6 A

Last 2 copies

Retention Period

**Office observation checklist SHE 6B

Last 2 copies

**Site observation checklist SHE 6C

Last 2 copies

**Field observation checklist SHE 6D

Last 2 copies

Toxic gas safety observation checklist SHE 6E
Liquid disinfection safety observation checklist SHE 6E

Last 2 copies

Workshop safety observation checklist SHE 6F

Last 2 copies

Explosive atmosphere safety observation checklist SHE 6G

Last 2 copies

Construction site management checklist SHE 6H

Duration of the project

Construction site practice checklist SHE 61

Duration of the project

Emergency exercise record form SHE 6J

Until the next exercise

Apprentice health and safety checklist SHE 6K

3 years

Site street-works traffic management checklist SHE 6L

Last 2 copies

Biogas systems safety observation checklist SHE 6V

Last 2 copies

Pumping station safety observation checklist SHE 6N

Last 2 copies

Reinstatement team safety observation checklist SHE 60

Last 2 copies

Electrical Safety competence checklist SHE 6P

Last 2 copies

Bridge survey checklist SHE 60

Last 2 copies

Winter readiness checklist SHE 6R

Last 2 copies

Education site classroom checklist SHE 6S

Last 2 copies

Task observation checklist — network protection team SHE 6T

Last 2 copies

Warehouse inspection checklist SHE 6V

Paae 9 of 12 Section 2: Activities and forms
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https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE1%20Work%20safety%20survey%20checklist.doc?d=w6c28613541304109962401231a0ad900&csf=1&e=4Jp9XD
https://thameswater.sharepoint.com/:b:/r/hss/HSSWDocuments/SHE2.pdf?csf=1&e=hNaNKo
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE3.doc?d=w249f647fb3c64fe9903a1b52f331361e&csf=1&e=5DvtAi
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE4%20Safe%20systems%20of%20work.doc?d=w93d068f9839347e8b5b20d0bba1c89f8&csf=1&e=iFt6iK
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE5.doc?d=w05c7d7015f0c43c4915c2a4ba73071e2&csf=1&e=AnZgWa
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6A.doc?d=w70b0cd63bb8648f691ad8768851d34f3&csf=1&e=xu0KAV
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6B%20Office%20observation%20checklist.doc?d=w1225fb812eaf445f9301c6f76663947d&csf=1&e=Boba5K
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6C%20Site%20observation%20checklist.doc?d=w673bf561d33a40cea4b758d1b7ee67e9&csf=1&e=2HfZyX
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6D%20Field%20observation%20checklist.docx?d=w20cc777af0a447a5a570cd5b523acf78&csf=1&e=tfBxGx
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6E%20(Gas)%20-%20Toxic%20gas%20safety%20observation%20checklist.doc?d=w59509935fa394b95a24c3e61fea27378&csf=1&e=Ms5rOA
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6E%20(Liquid)%20-%20Liquid%20disinfection%20safety%20observation%20checklist.doc?d=w81db138f647d403da79ca88a5689775e&csf=1&e=YR5EcB
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6F%20Workshop%20safety%20observation%20checklist.doc?d=w173460cd00104922a1c538293ea42463&csf=1&e=UJcrFj
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6G.doc?d=wa059a459dd0c4783bdec7c23a02060b4&csf=1&e=QLFNsK
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6H.doc?d=w33a2b98f226947229f93cfe85e415d3a&csf=1&e=mFK1Tk
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6I%20Construction%20site%20practice%20checklist.doc?d=w521310102ec849ec8ea47a459cc05d4e&csf=1&e=rKs016
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6J.doc?d=w64bfd09103994bceaf2fb07a2e7c36d0&csf=1&e=bg8lVH
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6K%20-%20Apprentice%20health%20and%20safety%20checklist.doc?d=w13c62f86d017424eaf0576aee9b5246d&csf=1&e=1QRquh
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6L%20Site%20streetworks%20-%20traffic%20management%20checklist.docx?d=w2a9b203eba8f4c0894d2229c8a97e91a&csf=1&e=syh7bJ
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6M%20Biogas%20system%20safety%20observation%20checklist.doc?d=wcbde0b03127b4f9089891f3a71eb9a1b&csf=1&e=gJcOsw
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6N%20Pumping%20station%20safety%20observation%20checklist.docx?d=w069f41173b084f5c8d8efec2d434dc65&csf=1&e=OQwzfn
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6O%20Reinstatement%20team%20safety%20observation%20checklist.doc?d=w7f4e5e07022540508c1b50f821ae489b&csf=1&e=pHmiW3
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE%206P%20Electrical%20safety%20competence%20checklist.docx?d=w72d6316a4bb3495d85e432a419d64977&csf=1&e=HZX6Sj
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6Q%20Bridge%20survey%20checklist.doc?d=wf7b23165c9984e99abd1871b309557b0&csf=1&e=vhkaTq
https://twportal.thameswater.co.uk/irj/go/km/docs/documents/TWDocumentBase/Health%20Safety%20and%20Environment%20Group%20published/SHE%20folder/SHE6O%20Reinstatement%20team%20safety%20observation%20checklist.doc
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE6R%20Winter%20readiness%20checklist.doc?d=w1f5cfdf25dd34bc08d3db0dc5cca54aa&csf=1&e=558LJW
https://twportal.thameswater.co.uk/irj/go/km/docs/documents/TWDocumentBase/Health%20Safety%20and%20Environment%20Group%20published/SHE%20folder/SHE6O%20Reinstatement%20team%20safety%20observation%20checklist.doc
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE06S%20-%20Educational%20site%20classroom%20checklist.doc?d=w691778a5a82941aba119d1f13afdb47d&csf=1&e=fEsZG6
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/Task%20Observation%20Checklist%20SHE%206T%20-%20Network%20Protection%20Team.docx?d=w67376b4a893c49d59067a23c727b5a4d&csf=1&e=tit8Ba
https://twportal.thameswater.co.uk/irj/go/km/docs/documents/TWDocumentBase/Health%20Safety%20and%20Environment%20Group%20published/SHE%20folder/SHE6O%20Reinstatement%20team%20safety%20observation%20checklist.doc
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE%206V%20-%20Warehouse%20Inspection%20Checklist.doc?d=w6d74ef99ad0f4ebfba97fcca231543d1&csf=1&e=E9dGxE

Reservoir Team Inspection Checklist SHE 6W

Last 2 copies

Senior manager’'s/executive’s site visit checklist SHE 7

Last 2 copies

Health and safety site inspection SHE 8

Last 2 copies

Business unit/department monthly health and safety agenda SHE 9A

Last 2 copies

Management health and safety agenda SHE 9B

Last 2 copies

Local management health and safety agenda SHE 9C

Last 2 copies

New / refurbished asset inspection form SHE 17

** |f used for contractors retain for the duration of the project.

Until project handover

Retention Period

Health and safety audits — office SHE 10 series (available from 2 years
SpheraCloud)

[
Health and safety management systems agenda SHE 11 2 years

4. Other site health and safety records to be maintained

Retention Period

Safety alerts SHE 12 2 years
Toolbox talk form SHE 13 2 years
PPE issue record SHE 14 2 years
Induction checklist SHE 15 2 years
Health and safety briefing note SHE 16 2 years

Risk assessment briefing

Until re-briefed

Thames Water operational safety authorisation forms (TWOSA) — on | 2 years
site

Contractor Risk Assessment and Method Statement Review form 2 years
SHE19a

Transfer of control of premises forms (TOCOP) — on site 2 years
Fence and gate inspections records — on site 2 years

Statutory inspections — local exhaust ventilation (LEV), lifting
equipment, pressure systems — refer to RSA database

Fire Risk Assessment

Until updated

Fire drills, six monthly — fire precautions log 2 years
Fire alarm test, weekly — fire precautions log 2 years
Emergency lighting, monthly, six monthly and annually — fire 2 years

precautions log

Site hazardous substances/chemicals inventory — on site

Until updated

Relevant COSHH Information Sheets, local COSHH assessments and
Material Hazard Data Sheets

Until updated

Legionella survey — on AssetDoc

Section 2: Activities and forms
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https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE%206W%20Reservoir%20Team%20Inspection%20checklist.doc?d=w49d089a9f3e6467882266a387ad83b5f&csf=1&e=QdWmir
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE7%20-%20Senior%20manager%E2%80%99s%20executive%E2%80%99s%20site%20visit%20report.doc?d=w336cb8bf89a14aeb9b4b860019c47858&csf=1&e=JpDTwV
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE8%20H%26S%20site%20inspection.doc?d=w70b1f621f3ba41a8835b232631e843e0&csf=1&e=8fN5Ee
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE9A.doc?d=w36eda2d8772f45778e08a2ae213b4961&csf=1&e=mjWh1R
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE9B.doc?d=wf79cc6c58a694fe488b6f71d68ea6333&csf=1&e=l6lHAD
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE9C.doc?d=wc927004488994aeeaae73d46bf0dbe4c&csf=1&e=501N95
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE17%20-%20%20New%20refurbished%20asset%20inspections%20form.docx?d=w92cbb939e14f4c78b619ec73f53e9c1a&csf=1&e=LawjX9
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE11.doc?d=wcb9d38fbe19b4be5bfe657882c807f46&csf=1&e=fWhqhh
https://thameswater.sharepoint.com/hss/HSSWDocuments/Forms/Safety%20alerts.aspx
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE13.doc?d=wf55fd09334d44b9db93b6da98b4ec9fc&csf=1&e=GFdhWt
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE14%20PPE%20issue%20record.doc?d=w4a47a115234049148146489d051c71bf&csf=1&e=xFgmkY
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE15.doc?d=w2be8aa765df54ee8b5c220aba16091ae&csf=1&e=v3hLnk
https://thameswater.sharepoint.com/hss/HSSWDocuments/Forms/Briefing%20notes.aspx
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE%2019a%20-%20Contractor%20Risk%20Assessment%20and%20Method%20Statement%20Review.doc?d=w67752d27607a49918dc4035de603df42&csf=1&web=1&e=B9Bz3v

Legionella log Book, on site (note for Legionella maintenance records | 3 years
see SAP+
Asbestos survey — on AssetDoc Complete history
Asbestos management plan — on site Complete history
Dangerous substances and explosive atmosphere regulations Until updated
(DSEAR), explosion protection document — on site
gontrol of major accident hazard regulations (COMAH) — see HSP Until updated

4

Sources of ionizing radiation, licences and records of disposal Complete history
— on site
Client Project Brief HSI 30 Duration of the project
Design Stage Risk Register HSI 12 Duration of the project
Client duties confirmation letter template HSI 13 Duration of the project
Existing site hazard information HSI 14 Duration of the project
Principle Designer appointment letter HSI 16 Duration of the project
Principal contractor appointment letter HSI 17 Duration of the project
Pre-construction information HSI 18 Duration of the project
Construction phase plan HSI 19 Duration of the project
Welfare facilities HS| 20 Duration of the project
Health and safety file HSI 21 Until updated
Occupational health assessment records 3 years (then archive)
Records of incident investigation SpheraCloud

Local organisational and arrangements document (LOAD) Keep an updated copy at all times
—see HSP 11

Other site health and safety records to be maintained (further guidance)

+ Keep safety alerts / health and safety briefing notes SHE 12 and SHE 16 locally so they are easily
available.

* Record the subject matter of any Toolbox Talk on a SHE 13, together with the names of persons
attending the talk. If you’re showing a DVD, also record the DVDtitle.

* Tobe able to demonstrate compliance with the Personal Protective Equipment (PPE) regulations, it
is important to record on SHE 14 that PPE has been issued. Keep the recordslocally.

+ Keep local records of induction and exchanges of important safety information, in line with the
requirements of Section 4 — Managing People.

» Keep local records of any Thames Water operational site authorisation forms (TWOSA) that
allow contractors to work on site.

* Where control of a site, or part of a site, has been transferred to a contractor, it is absolutely
essential to keep a local copy of the transfer of control of premises form (ToCOP).

+ Do regular fence and gate inspections to maintain security of sites. Record these inspections on the
fence inspection register (PS 5368A) and keep them locally.

+ Assess statutory inspections of local exhaust ventilation (LEV), lifting equipment and pressure
systems via the BES database.
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https://thameswater.sharepoint.com/:b:/r/hss/HSSWDocuments/HSP%2034%20Control%20of%20Major%20Accident%20Hazards.pdf?csf=1&e=cid3lw
https://thameswater.sharepoint.com/:b:/r/hss/HSSWDocuments/HSP%2034%20Control%20of%20Major%20Accident%20Hazards.pdf?csf=1&e=cid3lw
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/Client%20project%20brief%20(HSI-30).doc?d=wda7efd7bfe904e0da10ec4514d8e8b8f&csf=1&e=kYcbCS
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/8-Design%20stage%20risk%20register%20(HSI-12).doc?d=we0745357e2fd45ce946d86869f2f1ae6&csf=1&e=4DVf5A
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/Client%20duties%20confirmation%20letter%20template.doc?d=wd5d7e1add8224a3facf7e2f17b509e91&csf=1&e=6bUpvW
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/HSI%2014-Existing%20site%20hazard%20information.docx?d=wca8711c3e4b441a8b33f2f1a0117ebd4&csf=1&e=03dRAV
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/5-Principal%20designer%20appointment%20letter%20(HSI-16).doc?d=wb86fba0b51184c39874e924ba49761d2&csf=1&e=g8etjj
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/4-Principal%20contractor%20appointment%20letter%20(HSI-17).doc?d=w9809024ad67e46208cab179c80da7094&csf=1&e=C9BT0O
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/3-Pre-construction%20information%20(HSI-18)%20.doc?d=wb517b837ce28492091b78441c12b60da&csf=1&e=oUg9do
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/9-Construction%20phase%20plan%20(HSI-19).doc?d=w42ac747d79b646099a15d0fbb65eea9e&csf=1&e=NwZB6U
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/10-Welfare%20facilities%20(HSI-20).doc?d=w0570821fc32842b98461e0d9a5716b0f&csf=1&e=JcKDzg
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/6-Health%20_%20safety%20file%20(HSI-21).doc?d=wf21afc5857ed40799cce1cee4a5884aa&csf=1&e=Pshso0
https://thameswater.sharepoint.com/:b:/r/hss/HSSWDocuments/HSP%2011%20Development%20of%20local%20organisation%20and%20arrangements%20documents.pdf?csf=1&e=59dD10
https://thameswater.sharepoint.com/hss/HSSWDocuments/Forms/Safety%20alerts.aspx
https://thameswater.sharepoint.com/hss/HSSWDocuments/Forms/Briefing%20notes.aspx
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE13.doc?d=wf55fd09334d44b9db93b6da98b4ec9fc&csf=1&e=mRY8Nc
https://thameswater.sharepoint.com/:w:/r/hss/HSSWDocuments/SHE14%20PPE%20issue%20record.doc?d=w4a47a115234049148146489d051c71bf&csf=1&e=bVdehF

NB:

+ Record six-monthly fire drills, weekly fire alarm tests, and monthly emergency lighting tests in the Site
Fire Log.

» Ensure the latest Fire Risk Assessment is available at the workplace.

» Maintain a full inventory of the site’s substances / chemicals and ensure records are available on
site. Keep records of local COSHH assessments, relevant COSHH information sheets and
relevant Material Hazard Data Sheets.

* Ensure Legionella site surveys are available. These can be accessed via AssetDoc. Keep
completed legionella log books at each site.

* Ensure asbestos surveys are available. These can also be accessed via AssetDoc. Ensure
asbestos management plans are available for each site.

» Ensure explosion protection documents are available for each site, to comply with Dangerous
Substances and Explosive Atmospheres Regulations (DSEAR).

« Sites that fall under COMAH requirements require records outlined in Section 8 of this manual
(under control of significant hazards and incidents — Part 7). Further details are available in HSP 34
in the Health, Safety and Wellbeing section of the SharePoint Portal.

* Where there are sources of ionising radiation, ensure the licence is available and any records of
disposal are maintained on site.

» The ‘Client project brief’ sets out the requirements of the project. As the client we have a duty for
providing clear instruction to all of those involved, which is essential to the success of the project
and keeping everyone involved safe. Keep a record of this brief for the duration of the project.

» The ‘Design stage risk reqgister’ records design hazards and any necessary control measures. Keep
records of this for the duration of the project.

* The ‘Client duties confirmation letter template’ alerts the client and details the client duties that fall
under CDM Regulations. Keep a record of this notification for the duration of the project.

» The ‘Existing site hazard information form’ allows site managers to record significant site hazards an
communicate this to contractors. Keep a copy of this form for the duration of the project.

» Use the ‘Principal contractor / Principal designer appointment letters’ to notify principal contractors /
principal designers of their appointment. Keep this as a formal record of appointment for the
duration of the project.

» Use the ‘Pre-construction information form’ to communicate any other information to the contractor,
and keep a copy for the duration of the project.

» The ‘Construction phase health and safety plan checklist’ assists in identifying health and safety
issues that must be included in the health and safety plan. Keep a copy for the duration of the
project.

+ The ‘Welfare checklist’ assists in identifying adequate welfare facilities. Keep a copy for the duration
of the project.

+ The health and safety file is a living document containing the information needed to ensure future
construction work is carried out safely; this includes details on cleaning, maintenance, alterations,
refurbishment and demolition, for example. The file provides key information required to plan for
future construction projects. Ensure the file is updated after any relevant work or surveys. It must be
created o updated (if only already exists) as part of the construction project.

» The line manager must keep individual occupational health assessment records; on skin
surveillance, for example. See Section 4, Managing People, for moreinformation.

* Use the ‘Local organisational and arrangements document (LOAD)’ to identify health and safety
responsibilities and the training required for team personnel. Maintain these documents at all times
on SharePoint.

Records of incident investigation reports are maintained on SpheraCloud.
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