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HEALTH & SAFETY POLICY

BARNES

HEALTH AND SAFETY AT WORK ETC. ACT 1974

GENERAL STATEMENT OF HEALTH AND SAFETY POLICY 2023

It is this Company’s policy to:

Provide adequate control of the health and safety risks arising from our work activities in so far as they
affect our employees, our passengers, our customers and others with whom we may come into contact

Consult with our employees on matters affecting their health and safety
Provide and maintain safe vehicles, plant and equipment

Manage our work-related road safety efficiently

Ensure safe handling and use of substances

Provide information, instruction and supervision for employees

Ensure all employees are competent to do their tasks, and to give them adequate training where
appropriate

Prevent accidents and cases of work-related ill health
Maintain safe and healthy working conditions
Inform employees of their responsibilities under the Health & Safety at Work etc. Act 1974

Review and revise this policy as necessary at regular intervals.

Signed:

Name:

Date:

A FULL COPY OF OUR UP-TO-DATE HEALTH & SAFETY POLICY IS AVAILABLE

IN THE OFFICE
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HEALTH & SAFETY POLICY

1.1

1.2

1.3

1.4

1.5

1.6

RESPONSIBILITIES AND ORGANISATION

Overall and ultimate responsibility for health and safety in the Company is that of:

Matt Barnes, who is also responsible for this policy actually being carried out at
these premises.

In the event of absence or unavailability that responsibility will be assumed by:

Luke Barnes.

The following employees are responsible for safety in particular areas as follows:

NAME AREA OF RESPONSIBILITY
Trevor Summers Workshop/Yard

Luke Barnes Drivers

Matt Barnes Offices

All employees have the responsibility to co-operate with Company management to
achieve a healthy and safe workplace and to take reasonable care of themselves, of
others whether colleagues or visitors to our premises or passengers on our vehicles,
and of equipment with which they work, or which is provided for their protection.
Failure to abide by this responsibility, which is a specific provision to the Health
and Safety at Work etc. Act 1974, may lead to disciplinary procedures.

Whenever an employee notices a health or safety problem which they are not able
to put right, they must report this immediately to the appropriate person named
above.

Company management acknowledges that its health and safety objectives can only
be successfully met with the contribution of all its employees. Consultation
between management and employees is therefore encouraged.

Periodic meetings will be held at which time will be allocated to discuss relevant
health, safety and welfare issues.
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1.7 The following personnel are specifically responsible for:
e Investigating Accidents Matt Barnes
e Statutory Safety Inspections monitoring Trevor Summers
e Portable Electrical Appliance Testing Matt Barnes
e Maintenance of all Company Vehicles }
e Fuel Installation } Trevor Summers
e Waste Procedures and Documentation }
e Monitoring the maintenance of key plant and }
equipment
e Safety Induction
— offices Matt Barnes
—workshop Trevor Summers
— drivers Luke Barnes
e Tachograph Analysis Matt Barnes
e Visitors Reception
e Hazardous Substances (COSHH) Trevor Summers
e Maintaining essential employee contact details Matt Barnes
Fire
e Fire Extinguisher Maintenance Trevor Summers
) Matt Barnes & Simon
e Fire Alarm Weekly Check Hicks
e Fire Alarm maintenance Matt Barnes
* Emergency Lighting Matt Barnes
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2. ARRANGEMENTS FOR GENERAL HEALTH & SAFETY ISSUES

2.1 Training
The Company’s policy is to employ skilled and/or competent staff who fully
understand the hazards associated with the area they are expected to work in.
Where a safety training need arises, the situation will be reviewed on its merits and
appropriate action taken.

All new employees will be given a safety Induction.

2.2 Accident Procedures
All accidents should be reported to Matt Barnes, who is further responsible for
reporting accidents to the relevant authorities, in accordance with the Reporting of
Injuries Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR).
A full explanation of RIDDOR is contained in our Health & Safety Manual.

Accidents will also be investigated using the documentation alongside the accident
book.

The Accident Book is located in the Coach Hire Office

2.3 First Aid

Matt Barnes is the Appointed Person for First Aid and he is responsible for the first
aid boxes, which are located in the Reception and the Workshop

First aid personnel have be provided.

There should also be a First Aid kit in every coach, which is the responsibility of
Trevor Summers.

24 General Fire Safety

Fire is an ever-present hazard to all commercial and industrial undertakings.
Company management is aware of The Regulatory Reform (Fire Safety) Order
2005 and its provisions and, therefore, makes every effort to reduce the risk of fire
and consequent injury to our employees and visitors, particularly by:

® The appointment of a Responsible Person

e Formal Risk Assessment.

® The provision of Emergency/Evacuation Plans

® The appointment and training of Fire Wardens

® Regular site walk arounds.
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2.5

® Promoting good standards of housekeeping inside and outside the  premises.
® Treating flammable and waste materials with care — see below.

® Ensuring our No Smoking restrictions are strictly adhered to.

Company management has provided excellent, well signed means of escape
together with plentiful, well deployed and maintained fire extinguishing appliances.

All employees are requested to respect these arrangements, to keep fire exits clear
of obstruction and not to misuse extinguishers.

All conditions which affect the effectiveness of fire safety in respect of personnel
or property should be reported to Matt or Luke Barnes.

Regular testing and records will be carried out by Matt Barnes and Chris Farley

All employees should be aware of our Emergency Evacuation Procedures. In
the event of a fire, or similar emergency, the Alert will be given by continuous
sounding of the fire alarm. Employees are expected to evacuate immediately
and congregate at the assembly point outside of the main gate.

A Fire Safety Plan has also been compiled to better assist our Compliance with the
Fire Safety Order.

Visitors, including Contractors

Various people visit our premises from time to time. To avoid the risk of injury to
visitors from our activities and to our employees from theirs, The Receptionist will
ensure that:

a) Visitors;
e Are not allowed to wander unattended around the premises.

e Are assisted in the event of fire alarm activation or other similar
emergency.

b) Contractors and their employees;

Sign the Visitors Book (on a daily basis where appropriate).

e Report to Reception (on a daily basis where appropriate)

Understand the Company’s safety and emergency arrangements.

e Are aware of any hazards relating to the area they are working in, and
generally in the premises, particularly in respect of moving vehicles.
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2.6

2.7

e Are supervised, as required, to ensure that they conduct their activities in a
reasonable and safe manner, particularly when working at height, say on
the platform replacing a coach windscreen.

Company management will also assess the competency of contractors where
appropriate, e.g. in respect of the obligations imposed by the Construction (Design
& Management) Regulations.

Employees should be particularly aware of any disabled passengers or visitors on
the premises and be prepared to assist them in the event of an emergency.

Risk Assessment

Company management acknowledges that the safety hazards our employees and
visitors face are best assessed through formal Risk Assessment, in accordance with
the Management of Health & Safety at Work (and other) Regulations 1999. An
appropriate assessment programme has therefore been put in place and
consequently the arrangements for controlling particular hazards may be amended
from time to time.

Our risk assessments programme includes both premises hazards and those related
to our vehicles, drivers and passengers whilst on the road in accordance with the
‘Driving at Work — Managing Work-Related Road Safety’ guidelines.

Safe Systems of Work/Good Practice Guides

Significant findings from the Risk Assessments will be recorded in writing and,
where appropriate, relevant, written Safe Systems of Work and/or Good Practice
Guides will be produced.

These bespoke documents, which are also located in the Safety System Manual,
will be fully communicated to those employees affected.

Vulnerable Employees

From time to time the Company may employ persons who are possibly more at risk
of injury or ill health than might normally be the case. Such persons include:

® Expectant mothers.
e Disabled persons.

® Young persons, i.e. under 18 years of age.

In these cases suitable and sufficient risk assessments will be conducted at the time
and appropriate risk reduction methods will be introduced.

Barnes Coaches Ltd -8-



HEALTH & SAFETY POLICY

2.8

2.9

Work Equipment

Company management recognises that in any business dangers can arise from use
of work equipment. These can include trapping, entanglement, impact, and contact
with moving parts or ejection of materials.

Company management is aware of the Provision and Use of Work Equipment
Regulations (PUWER) 1998, The Lifting Operations and Lifting Equipment
Regulations (LOLER) and the Pressure Systems Safety Regulations, 2000 (PSSR)
and their provisions and will, therefore, take all reasonable precautions to ensure
work equipment provided is suitable for its purposes, inspected (including statutory
inspections), maintained and, where appropriate, adequately guarded. Instruction
and training will be provided to employees on the safe use of work equipment and
under no circumstances should an employee use any work equipment for
which they have not been authorised.

Employees are individually instructed not to remove, adjust or modify any guard
and to report faults or damage immediately.

Particularly potentially dangerous work equipment is identified in Section 3.1.

Company management also recognises that, from time to time, work equipment
may need to be cleaned, adjusted or repaired. Accordingly, specific procedures
have been introduced wherever a potential safety risk has been identified.

New machinery and equipment will be sourced from reputable suppliers and every
effort will be made to ensure that it complies with appropriate safety standards.

Personal Protective Equipment (PPE)

Where it is not possible to eliminate hazards to the person by any other reasonable
practicable means, then employees will be issued with PPE and clothing, in
accordance with the Personal Protective Equipment at Work Regulations 1992.
Where PPE has been issued it shall be properly used whenever the employee is at
risk from the hazard(s) for which it has been provided.

Company management provides certain PPE free and expects employees whilst at
work to use and look after it. Employees will be informed of jobs or areas where
specific protection is required. Areas will be defined by notices where special
protection is required, e.g. spectacles, ear defenders etc.

Employees must take reasonable care of PPE provided and to report any loss or
defect. Employees may also be asked to sign for PPE issued and should be prepared
to do so. The following PPE is provided free of charge:

e Sets of overalls.

® Goggles/face masks (various types for different applications).

® Gloves (various types for different applications).
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Respirators/Dust masks (various types for different applications).
Ear defenders.

Barrier creams/Hand Cleaners.

Hard hats/bump caps.

Safety boots.

Wet suit and wellies (steam cleaning).

High visibility clothing will also be made available to assist employees assisting
reversing manoeuvres.

If an employee is ever in any doubt, they are instructed to ask their immediate
supervisor or manager and, in any event, Company management will periodically
risk assess the adequacy of existing arrangements.

2.10 Employee Welfare

In accordance with the Workplace (Health, Safety and Welfare) Regulations 1992
Company management will do all that it can to ensure and maintain:

A healthy and safe working environment for all.
Good standards of housekeeping and cleanliness.
Safe buildings, fixtures and equipment.

Clean, adequate and appropriate amenities.

Safe traffic routes, including reversing procedures.

Company management is also aware of the potential effects of stress on the safety
of its employees and therefore attempts to ensure that:

Wherever possible jobs and tasks include variation and interest.
Employees should always be clearly informed just what is expected of them.

Good employee relationships and attitudes are encouraged and bullying will not
be tolerated.

Individual responsibilities should always be within the capabilities of
employees.

Adequate control measures have been put in place and are monitored to ensure
workplace and equipment safety.

Barnes Coaches Ltd
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Consultation, communication and input between management and staff are fully
encouraged.

If an employee ever feels that they have any difficulties or problems in this area
they are asked to communicate with their immediate supervisor or manager.

2.11 Occupational Road Risk

2.11.1 Drivers Requirements

Company Drivers are in a very important position where their own safety and that
of others relies on them exercising their skill to the full and ensuring that their
vehicles are safe. Drivers should always ensure that:

They are fit and in sufficiently good health to take out their vehicle, including
being free from the effects of alcohol and drugs including medicines
(prescriptive or over the counter) which have a sleep-inducing effect.

Their vehicle is absolutely roadworthy in their knowledge by using the 27
item Trutac Drivers’ Walk around Vehicle Check App or its paper equivalent.
Any defects found must be reported to engineering for clearance.

All the results are collated in-house with any discrepancies investigated and
dealt with by management. The completed report is sent monthly to the

DVSA.

A copy of the paper checklist can be viewed in section 12 of the Safety
System Manual

Moreover, Drivers must:

Treat passengers in a courteous manner at all times.

Follow any advice given to them on route-planning particularly in respect of
schools, school yards, pick-up points and low bridges.

Treat wheelchair users and other disabled persons with particular care and
attention as explained in the Drivers’ Handbook.

Ensure that they are aware of the dangers of fatigue and the increased dangers
of bad weather or traffic congestion etc. for example.

Never use hand-held mobile phones whilst driving. Calls should only be made
or taken when it is safe to do so.

Never set or re-set satellite navigation equipment whilst driving.
Not smoke in the vehicle.
Never eat or drink in the vehicle whilst driving.

Always drive within speed limits and according to the prevailing weather
conditions and generally in accordance with the Highway Code.

Familiarise themselves with the procedure to follow in the event of a breakdown.

Barnes Coaches Ltd
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2.11.2

2.11.3

2.12

e Have regular eye tests and ensure that any necessary glasses for driving are
worn.

e Read any updates that we may periodically issue on road safety matters. These
will include information on good practice as well as forthcoming legal changes
which affect those who drive for work.

® Report accidents.
® Report changes to driving licences to management.

Drivers must also be fully conversant with and apply the procedures of the
Driver’s Handbook.

School Transports

Those Drivers selected for Schools transport work have additional responsibilities
owing to their passengers being young and inexperienced and therefore potentially
more vulnerable and susceptible to injury and the like.

The additional responsibilities will be explained personally by Company
management and supported by specific Good Practice Guides which it is strongly
recommended are thoroughly read and understood.

The Company’s Commitment

For its part the Company is aware of the provisions of relevant legislation, including
The Corporate Manslaughter and Corporate Homicide Act 2007 and will ensure
that:

e QOur vehicles are correctly safety inspected, serviced and MOT’d in accordance
with legal requirements and manufacturers’ instructions respectively.

® Qur drivers are DBS checked, competent, properly supervised, monitored and
informed to reduce, as far as is practicable, the safety risks to them, to our
passengers and to other road users.

e The journeys drivers are asked to undertake are reasonable, risk assessed and
explained where appropriate, and adjusted where necessary.

® The road related risks it faces are risk assessed on a regular basis.

Advice
Appropriate assistance and advice can be obtained from:

Gallagher Risk Management Solutions our advisors who employ a Safety
Consultant having a variety of relevant safety qualifications including:
BSc(Hons), CMIOSH, DipPollCon, AIFSM

Safety Consultant assigned; Simon Rogers e-mail Simon Rogers@ajg.com

Mobile 07977 564547
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3. ARRANGEMENTS FOR THE CONTROL OF PARTICULAR HAZARDS

The particular hazards associated with the Company’s premises and activities are
considered to be as listed below.

Each hazard listed is explained individually in more detail on the pages which
follow, along with the Company’s arrangements to reduce or eliminate its
occurrence and consequences.

The listed hazards are not exhaustive or final as Company management
acknowledges that new hazards may arise as the working environment changes.

As already stated all the Company’s employees, have a duty to bring to the attention
of the appropriate person, circumstances where new hazards are identified or
changing conditions have affected measures taken to minimise the consequences of
existing known hazards.

The currently identified areas of hazard are:

3.1
32

33
34
3.5
3.6
3.7

Work Equipment

Vehicle Maintenance and Safety
Inspections

Body Repairs (minor)

Vehicle Movement

Hazardous Substances/Emissions
Electrical Appliances/Installation

Waste

3.8

3.9

3.10
3.11
3.12
3.13
3.14

Manual Handling

Noise

Storage Systems

Work Environment

Lone Working

Yard Safety

Office Areas and Workstations/Display

Screen Equipment

Barnes Coaches Ltd

-13 -



HEALTH & SAFETY POLICY

3.1 Work Equipment

As stated in 2.9, dangers can arise from the use of work equipment in any business
and, therefore Company management will take all reasonable precautions to ensure
work equipment provided is suitable for its purposes, inspected, maintained and
where appropriate adequately guarded. Instruction will be provided to employees
on the safe use of work equipment and under no circumstances should an
employee use any work equipment for which they have not been specifically
authorised.

Employees are also instructed not to remove, adjust or modify any guard and to

report faults or damage immediately.

Particularly potentially dangerous work equipment is identified as:

® FExhaust Tester ® Abrasive Wheels
® Steam Washer ® Portable Power Tools
e All Lifting Equipment ® Access Equipment
® Axle Stands ® Welding Equipment
® All vehicles ® Hydraulic Platform
® Fall Arrest Equipment ® Parts Washer
® Air compressor and Air lines o All lighting equipment
o  Steam Cleaner ® Batteries
e Start Charger & Leads ® Battery charging and boosting
equipment
e Fork Lift ® All Lighting Equipment
e Thepit ® Rolling Road
3.2 Safety Inspections and Vehicle Maintenance/Servicing

Our basic inspection standards are:

® To meet the Ministry (DVSA) requirements for coaches — i.e. the appropriate

safety inspection every month.

® Vehicle servicing every 10,000-20,000 Kilometres.

e MOT’d in accordance with legal requirements.

Barnes Coaches Ltd
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33

3.4

The servicing and maintenance of our vehicles involves a variety of potentially
hazardous activities including:

e Use of work equipment as detailed in 3.1 above.

e Starting/jump starting and moving vehicles in the workshop.

o Working underneath vehicles.

e Engine/gearbox work and/or removal.

e Working at height (which may also affect our staff on cleaning duties).
e Tyre fitting.

e Battery charging.

Company management is aware of the hazards associated with these and other work
activities, along with related legislation such as The Work at Height Regulations
2005 and The Control of Vibration at Work Regulations 2005 and has taken
appropriate precautions to ensure that the risks to employees’ and others’ health
from these activities are eliminated or reduced as far as reasonably practicable
through a variety of measures including:

® Risk assessment.
e Written Safe Systems of Work and Good Practice Guides.
e Ensuring unauthorised staff are never called on to carry out such work.

e Employing skilled Fitters and ensuring that, as appropriate, they are given
additional refreshers/training by manufacturers etc.

® Providing and maintaining appropriate equipment.

All employees are instructed to abide by these safeguards and to co-operate with
Company management to ensure the safety of themselves and of others.

Body Repairs

Company management acknowledges the risks associated with body repairs which
are why the work undertaken by our own employees extends only to minor panel
knocking out and touch-up painting. Major repairs and refinishing are outsourced
to specialists.

Vehicle Movements

Particular care is necessary when moving vehicles in the yard and into and out of
the workshop. Company management instructs all employees involved in the
movement of vehicles to exercise great care, paying particular attention to:
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3.5

® Pedestrians (employees or members of the public).

e (are when reversing and always obtaining banksman assistance.

e Using the reversing lights and reversing alarms (where fitted)

e Ensuring parked vehicles are properly isolated and secured against movement.

® Other activity going on or around the vehicle.

Driving as slowly as possible.

Hazardous Substances and Emissions (COSHH)
a) Substances

Some of the materials used in the Company may be potentially hazardous. These
are easily identified by a warning label. Company management is aware of the
Control of Substances Hazardous to Health Regulations 2002 (as amended) and will
put in place a procedure for recording data on these materials and encourages all
employees to abide by the information on these labels. If in any doubt the matter
must be referred to Trevor Summers.

Special arrangements have been put in place for the storage of small flammable
materials in a metal cupboard and other hazardous materials for example oil filters
which are stored in a proprietary bin for disposal. Employees are asked to respect
these arrangements.

Employees are asked not to introduce any potentially hazardous materials without
prior reference, or to decant potentially hazardous substances into unmarked or
inappropriately marked containers.

Company management also recognises that an otherwise safe substance may
become potentially hazardous following a leakage, or accidental spillage or
damage. Employees are instructed to be aware that an accident might well create a
hazardous situation and that such an incident must be reported immediately. Any
spillage should be addressed immediately and safely.

Our Employees on cleaning duties may come into contact with potentially
hazardous materials but in all cases as a last resort they will be provided with
suitable personal protection equipment (PPE) which must be used as directed. They
are also encouraged to inform Company management of any substances that they
consider unnecessarily hazardous.

Office staff and Drivers should also be aware that some of the substances we use
in the offices and in our vehicles may also be hazardous if mistreated, e.g. copier
toner, cleaning materials etc. All potentially hazardous substances in the offices
are equally easily identified by prominent warning labels, but if there is any doubt
please ask the appropriate supervisor manager.
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b) Emissions —Garage
The fumes produced by running diesel engines are not generally considered harmful
in the quantities produced in our premises and we use ultra-low sulphur diesel, even

so Company management has introduced specific procedures to reduce health risks
even further and asks employees to co-operate by:

e Correctly apply the exhaust extraction equipment as directed.

® Running engines inside the Garage for as short a time as possible.

e Ensuring the roller shutter doors are open whilst engines are running.

e Ensuring all employees evacuate any Workshop which has become fume logged

until fumes have been allowed to clear and a check of the area is made by a
competent person.

¢) Emissions — Repair/Paint Process

Potentially harmful emissions are produced during repair/painting operations;
accordingly the company promotes and encourages the following good standards:

e High standards of cleanliness.
e Appropriate PPE and clothing in clean condition.
e Safe storage of minimal qualities of hazardous materials.

® Any extraction equipment provided must be both used and maintained in good
condition.

e ‘Safe’ cleaning of tools and equipment.

Only minor repairs and touch up jobs are carried out in house any major work
is outsourced to competent contractors.
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3.6

3.7

3.8

Electrical Appliances/Electrical Installation
e Company management acknowledges the potential risks associated with
electricity and is aware of the Electricity at Work Regulations 1989 and has put

in place appropriate procedures, regular electrical testing of portable/fixed
equipment and the installation

Employees are asked to assist Company management maintain good standards by:

e Ensuring equipment, whether fixed or portable, including extension leads, is
treated with respect.

® Reporting any faults or damage immediately.
e Not carrying out any repairs or investigations into equipment.
e Not bringing their own appliances onto the premises unless authorised.

Waste

Company management is aware of the Hazardous Waste Regulations 2005 and has
adopted the following waste disciplines and expects employees to abide by them:

e Waste oil to be drained out carefully and deposited immediately in the waste oil
tank.

e Oil filters should be placed in special marked bin provided.
® General waste should be placed in the bins provided.
e Storing flammable waste and empty containers safely and clear of heat sources.

e Obtaining and keeping safely the necessary documentation associated with
waste removal and transfer.

e Storing spent batteries safely and ensuring terminals are protected against
accidental metal contact.

Every effort should be made to keep the workplaces clean and tidy.

Manual Handling and Lifting

Injuries can be caused by lifting excessively heavy or awkward loads. Wherever
possible, the appropriate mechanical aids provided must be used for lifting. Where
manual lifting is unavoidable Company management instructs all employees to
abide by the Good Practice Guides issued, copies of which are located in section 5
of the Safety System manual. If in any doubt seek assistance.
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A specific luggage handling guide has been produced to assist our drivers and
Manual Handling training is scheduled in the C.P.C. training programme.
Workshop staff have been trained by an external provider with a syllabus as
outlined in the Manual Handling Regulations.

Company management is aware of the Manual Handling Operations Regulations
1992 and will undertake appropriate Risk Assessments periodically.

3.9 Noise

Company management will take all reasonable steps to reduce the risk of hearing
damage to its employees arising out of our activities.

We believe that our normal activities do not involve creating noise sufficient to
reach either of the ‘trigger’ levels under the Control of Noise at Work Regulations
2005, but occasions may arise when an exposure risk is identified and the use of an
appropriate reduction method will be introduced. Ear defenders are standard issue
to all engineering staff but only to be used as a last resort not as the first line of
defence.

Company management relies on its employees identifying any new noisy areas,
created perhaps by accident, to report these immediately.

3.10 Storage Systems

Adequate storage systems and facilities have been provided to enable everything to
be stored away neatly. Employees are asked to assist Company management
maintain good standards by using these. Some of the materials we use however are
flammable and require special arrangements. Employees are instructed to abide by
the following good practice:

e Using the designated facilities provided.

® In respect of hazardous/flammable materials removing only what is required for
a day’s use at any one time.

Returning hazardous/flammable materials to the designated facility at the end of
the working day.

Replacing tops on flammable/hazardous substance containers immediately.

e Maintaining high degrees of housekeeping.
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3.11 Work Environment

Slips, trips, falls and other accidents are often caused by poor housekeeping. To
avoid these Company management has provided excellent working conditions and
encourages employees to the following good practices in the area they work:

General

Avoid trailing leads and stowing them safely after use.
Maintain floorcoverings, building fabric and fixtures in good condition.
Report defective lighting.

Maintain clear passageways and corridors, particularly those leading to fire
exits.

Always use the storage areas provided — i.e., everything in its place.
Respect signs and monitor their condition.

Clean up spillages immediately.

Specific

Maintain tidy workbenches.

Keep Garage floor area free from tripping hazards.

Replace tools and equipment immediately after use.

Abide by the Company’s waste discipline arrangements.

Avoiding working at height unless the task has been risk assessed and can be

undertaken safely in accordance with the Work at Height Regulations 2005 and
our relevant Safe Systems of Work and Good Practice Guides.

All employees are encouraged to co-operate with and to support Company
management maintain these good practices and to report defects or unsafe
conditions without delay.

Barnes Coaches Ltd
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3.12 Lone Working

Garage employees will be required to work from time to time when the premises
are otherwise closed for business and no other member of staff is present on site.

In such circumstances (usually on engineering emergencies) Company
management insist that:

® The tasks required to be done are entirely capable of being undertaken safely by
one man and are not excessively arduous.

e The employee is in good health and is agreeable to the work.
Under no circumstances must an employee work on their own without reference to

and the approval of Trevor Summers/Luke Barnes. Employees should also comply
with the Safe System of Work issued.

3.13 Yard Safety

We have a spacious and well lit yard which should adequately and safely
accommodate all the vehicle traffic which needs to use it. To ensure that the yard
is used as safely as possible.

All employees are asked to:

® (Obey the 10-mph speed limit — this reduces to ‘dead slow’ when driving (or
reversing) into and out of the workshop

e Take great care when crossing any part of the yard.

e Park their own vehicle safely in the spaces allocated

Coach drivers are asked to:

® Drive coaches according to the Company’s Moving Vehicles Safe System of
Work.

e Apply checks, and otherwise manoeuvre safely in accordance with the
Company’s Moving Vehicles Safe System of Work.

® Ask permission before moving a vehicle into or out of workshop.

® Take particular care when washing vehicles (i.e. wear Hi-Viz, be aware of
other vehicle movement and the yard surface)

e Take particular care when fuelling vehicles to ensure that they remain clear of
other vehicular traffic moving around the yard.
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Fitters are asked to:

® Apply checks, use their horn etc. or otherwise manoeuvre safely into and out
of the workshop.

e Take particular care when fuelling vehicles.

e Take particular care when steam washing vehicles.

If any employee has any difficulties or queries relating to driving procedures in the
yard, they should refer the matter to Trevor Summers or Luke Barnes

3.14 Office Areas and Workstations/Display Screen Equipment

Company management has provided suitable facilities and equipment in the wish
that employees are totally comfortable at their office workstations. If an employee
ever feels any discomfort or has other difficulties, they are directed to let their
immediate supervisor or manager know.

Risk Assessments, in accordance with the Health & Safety (Display Screen
Equipment) Regulations 1992 have been conducted where assessed appropriate.
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BARNES COACHES LTD. DRUG AND ALCOHOL POLICY

Introduction

Persons under the influence of alcohal pose a significantly Higher risk to themsealves, fllow
cmployess and Lhe public,

Persons who abuse prescription or over the counler medicines also pose @ rigk to the safety
ot themselves fellow emplovees and the public.

This standard details the requirements which enable Barmes Coaches Ltd. to discharge this
respansibility for raducing risk by preventing crmployess: from undertsking duties whilst unfil
through drugs, alcohal and f or subsiance abuse including salvents,

Purpose

The purpose of the standard is to ensure that:

Managers, employess and others to whom this slendard spply understand fully theis
nhligations and requireranls in relation to the use of drugs, aleohol, and § or substance abuse
including salvents;

Rabust stops are taken to prevent and detect the use of drugs. alcahal. and / or substance
abuse including solvenls, in the workplace or durlng periods of duty;

Tha usa of drugs, alcohel. and ! ar substance atuse including solvents, does not endanger
the heallh and sefety of the individual themselves or others they may come into contact with
during the coursa of their employment.

Aussist wilh the rehabilitation of employees who voluntarily seek help for drugs, alcohcl, and /
or substance shuse inoluding solvent releled problems;

Ensure candidates for cmgloymsenl are screened as negatvs for drugs, alochol, and | or
substance abuse including solvents

Fequire employees lo ardvisa Managers or Eupervisars if they sre taking medicatian.

Scope

A maximum breath a’cohal limit egqual to or below 20 micrograms in 100 millitres ©f breath ar
efquivalant in blood;

Pre employment drug and alzohal testing;

Random drugs screening of 3 minimum of 10% of empioyees per annum:
Randarn aleahsl sereening of a minimum of 10% of emzloyees per annum;
Testng for cause {bahaviour or appearance);

Testing post incident.

Barnes Coaches Ltd
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Dafiniticns
Banned Drug

Any dnyg or substance lsted within this standard or a conbrolled drug as defined by the

Misuse of Drugs Act 1971 and subsequesnt amandmaents;

(O] Dval Mocosa! Transudate

A 18 Bor dnage, or substances, thal uses a swab o loke salva [rom the cheek which i [han

analysed in a laboratary.

Prascription medicine

A drug prescribed io & named individual by a medical practitioner

Far Couse or Boliel

Testing lo identily whether or nol alcohol and ¢ or drugs are present in an individual, snd
where possible subsianoe abuse, including sclvenis, whare there 8 masonable groends 1o
suspact that the fitness of the indiidual has contribwted 1o o i Raly 10 have conlribuled 1o
Mﬁmdmmuwwammmnmmwn{whﬂMm

aihemns.

Collecting Officer

L

# parzon (rained i the use of the st dovice's or an approved agency nominated by Barmas

Coaches Lid fo colect samples for the purposes of detecling drugs aad | or akcahed,

Altgcation of Responsibilitios
All Employees ane respensibile for;

Complying in Mull with the Fequinsrments af this standand,
Bwing familiar with, and undersiand this siandard ard any associaled discipinary codes.

Advizing their Doclor or Phasmacist of the nature of thair job ard sscanpin wissllser, s 8
resull of mking prescribed or purchesed medication, thar coud be side efecls thal may
aflec| work perfarmance,

Inleeming 1hesr manager il the taking of any such medcal drug is Boely 10 affect thel
work periormance, i in doubt bo corsull wish thedr manager,

Mot covaring up or colluding with cobaagues whose behaviour and performance is, of
could ba affecied by the taking of drugs, consumplion of alcobal or subsiance abuse,
Inchiading sodvanls.

Fseking 1o help themseives, or 1o urge coliBagUEs 10 Saok Nalp i ey have problisans
-'Iu'lg;n:lmﬂlu use and or abuse of drugs, slcohol and [ or subslances indhuding

Approaching Their mandgs wilkout delay where thoy believe thoy have or may bo
developing & drug, aleobal, and §or substance abuse incuding sabwnt related protism

Barnes Coaches Ltd
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Notifying thair Manager immediately of ary court proceedings arising from drug, alcohel
and | or subsiance abuse including solven| ralated offences.

Levels
Aleohol

E

Mo employes s permitied fo consume alcohol on Company premises or in Company
vahicles, Employeas aré nol permitbed o consume alcohal during working hours.

The unacceplable level for aleohol is defined below:

A maximum bresth alcobol limit equal b or above of 20 micrograms in 100 milliliires of
breath;

A mdimum bload alcohal limit equed o or abeve 48 milligrams in 100 madliliires of bocd

A maxdmum urine aleohol imit equal (o or above 61 milligrams In 100 millilires of wine,

I the event of a positive reading equal to or above the limits as stated, will constitute
Gross Misconduct, the following will apply:

-

If the individual tested registers & reading of 20 micrograms per 100 milliftres of breath
or above, the individual will ba re-lested after 30 minubas. I the reading slill shows 20
micregrams per 100 mililtres of breath or abave, the individwal will be suspended from
duty and referred 1o the Disdplinary Procedure, which will resull in dismissal on grounds
of gross essond iG]

Drugs

Mo employes |8 permitted 1o use or be in possession of Banned Drugs whilsl on
Company premises of In company vehbicles. Possession of or dealing in ihegal
drugs an Company pramises will, without exceplion, be raparted io the police.

For the purposes of (his standard Banned drugs include those specilied as  conlrolled

{hhn: under the Misuse of Drugs Act 1971 and spacifically:

Opiates (including Morphine, Heroln eic)
Cannabincids {includes cannabis and TGH)
Amgphetamines (includes Speed)

Cocainge and Metabolites (including Crack Cocaine)
Methamphelamines (indude Ecslasy)
Benzodiazepines (including Valium)

Barbiturates
hathadone
Buprenorphine
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Catha Edulis (commonly known as BKhat, Chat, Oat or Gaat)

in the evenl of a posilive bast the employes will be suspended on full basic pay undil a
discipinary meeting can be aranged. The company dsciplinary procedune will, unbess
the chcumslances ame exceplional, resull in dismissal.

Procadure
Fre-ompleymmant Testing

L

Az pan of the ecruiment precess all successiul candidates will be subjecl b soreemng
lor akohal, drugs and where possible, subsiance abuse including solvents.  Any
candidate who refizses testing will nol be employed. Any candidate who tesls posithae Tor
dugs, alcahol or subsiance abuse will nol be employed.

Random Testing.

All Employees will be slgible for random drug and aicohel lesting.

A minimum of 10% of employess will ba basted hor drugs in per annum and & minimem
of 10% of amplopeas will be lasbed far aleahel par annum.

A random emplovea will be salecied by selecting random dates and then a random
conlagct number on this date. The selection procedure will be owerseen by the Diver's
Reprasenalive,

Mo advance notice will be given o eny ndvidusl selected for random scraaning

Testing For Cause or Befiel

-

Where & manager has reasonable suspicion thal an indssdusl may be unf for duty diss
bo the afiects of drugs alcohal, and  or substance abuse including solvents, then that

rmanager must instigale a dregs andior alcohal test, and where pessible a substance,
including sohesnks, jesl

Tasting for dregs and [ or aleahal wdl take place in sccordance wilh the melhods laid aut
below in #lcohol Testing Melhods and Drug and f or subsiance including Solvenls
Testing Methods

Post Ineident Testing

Drugs andfor aloohol lesling, and where possile a tesl for subsiance abuse inchiding
solvents, must be compleied following any incdeni where there are reasonable grounds
or suspicion that druge, aleobsl of substancs abuse may be & cause of conlribulody
factor,

‘Where serious infury or Tatalities have occurmmed then drug, slcohol and whena possibba,
substance abuse including sohwents best must be compheted,

Tosts posl incidenl must be completed &8 00N a5 i reasanably practicable but in any
casa within 2 hours, Whare il I8 nol possible o complate tesls wilhin thase limescales
i raason muesl be noted,

Barnes Coaches Ltd

-28 -



APPENDIX

BARNES

Barnes Travel - Reguations for Coach Dvers and Drver’ Handbook

s Tesling for druge andior alcohol will take place in acoordance with the methods laid oul
i Alcobsl Tesling Methods, and for Diug and [ of Substances a8 par Soleent Tesfing
Methods.

Refusal to Consant fo Testing

s Al employees are required b0 co-oporate with the stamdards oulfined in this
polieyprocedune.

s Any employes who refuses 1o underiake a drug, alcohel, and where possible, substance
abuse, mcluding salvents lesl will be suspended immaediately on full pay pending a
discplinary inlerviesw. Rafusal to underake a tesi for either dougs, alcohol or
subsiances, including sohwenls will be considered gross misconduct,

« Any aliompt o interfere with the tesfing process or io obstrucl persons carmying oul
iesling will be considerad gross misconduct

Medfcailion

« Certain maedicines available aither with or wilhout a prescriphion can affect an individual's
ability o complate their wark aciivilies safely.

= All amployess must inform thesr Medical Practtipner or Phaemacist of the type of work
they do, 2o thal eppropriate guidance on medication may be obiained.

& Dwxing tha drug scresning procsss the donos must dectars the details of any medication
that they are taking. i there |5 8 subseguenl positve resull the delails of lhe deckaned
mmedication wil be taken into acoouni.

Right of Appeal

* In ihe event of & positive nesult the employes has the nght 1o challenge the dectsion
taken as & resull of any deciplinary imeesligation and hearing in accordance with the
Caompany disciplinary policy and procedure.

* Where a challenge rolales io & dnags iesl resull, the employes will be requined o pay
any |aboraicry fees for an independent analysis of ihe 'B' samgple. Such fees will be
reimbisrsed bo the amployes in (he event that the sample ‘B result proves negative.

Any challenge must ba made within T days of the erginal resulls baing notified Lo the

individual, This lima scale is o ensure the intagrity of the second tas! sample. The secand

sampie will have baen kapl securely under a stricl chain of cusiody by the approved
lanoratony.

Alcohol Tasting Mathod

¢ The method for alcohol testing will be a breath sample using a breathalysar,

# All breaih testing equipmenl will be checked as per manufactwer's guidelines and
cafibrated annuady.

» The Cobecting Officer wil speak discreally fo the individual concemed and advise (hem
of the reassns for tha test {random, cause belief eic) and the principles of the test will be
explained verbally o tha individual, the tes!t will be underlaken in & private area, The
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individual showld be agvieed they may be accompandad to the lest. Bul in any casa will
take place |n fronl of & company winass.

The Collecling Officer will request ihe individual to undertake a breath besl using &
retognisad 1asl device.

The individusl will be required 1o sign a consent form . (See Appancix A.),

The tasi will be camed gut by 8 manager/supendsar or approved agency rained In the
use of the best device

Il the individual refuses o consend to undariake tho breath lest then the procedure
datailed in Refusal fo Consent fo Testing will apply.

The individual wil be given a copy of the wrillen result of the lest and the original will be
placad on the dnedual’s record. This will be signed by (he Managedsuperisor camyang
cut the test and by the company witness. The individual tested will be required o sign o
acknowledga recedpt of tha result

If the test is negative the individual will be ihanked for thelr assislance.

If the lesl is abowe the limdl, the indrddual will be asked [0 ramain in the fesling ares and
b ratested twenty minutes laker.

If the second alcohal breath lest is abeve the limil, the appropriabe deciplinany ackion will
b iEkan

Dvug and / or Subsianee, including solvenis, Testing Method

Drigs Test wil be undariake using either OMT testing of Urine basling.

The Callecting Olicer will speak discreatly io the indhidual concemed and advise them
of ihe reasons for ihe lest [randam, cause beliel #ic) and the principles of the test will ba
explained verbaly o lhe individual, the fesl will be underiaken in a private area. The
individual should be advisad hey may be accompanied o The tesd, Bul in any case will
ke place in front of 8 company witness,

The individual will were appropriate be reguired 1o slgn 8 consant form. (See Appenmdis
A.). The test will be carried oul by a Manager [ Supervisor ar approved agency trainded
in the use of ihe el device.

If ihe individual refuses to consant b underiake the test then the proceduns detailed in
Refuszal fo Consent to Testing wil appdy.

The samples will be sealed in lhe presence of ihe employes and a secure chain of
custody will comemence under tha sl supendsion of the Caollection Officer and will be
forwarded 1o an approved laboratony for screaning.

The emplayee will be given a copy of the consent form for the lest and all remaining
copaees must ba forwarded Lo he appropriate depariments. The sealed chain of cuslody
envelopa(s) containing the samples will be forwarded to the appropriate test faciity,

Test results will ba confirmed io the emplayee as scon as possible,
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Il the esmployee wishes lo appeal againsi a positive iesl resull ihey need io follow the
process deladed as detabed In Right of Appeal abave,

Assislfance with rehabilitation / Voluntary approsch for assisiance

In the event of an employes voluniadly approaching the Company, o advise of @
depardancy probiem, in i consexd of this polioy | procadure the Manager must:

Hold an informal counsaliing dscussion with the employes bo ascerlain e nature of the
protilem.

Review I it s appropriate Tor the employes o continue in hisl her ole and, if
appropriale, redeploy or suspend the employes bafore determining a colrse of action,

Barmes Coaches Lid recogrises thal aleahol or drug dependency can be a irsatable
conrdilian and where smployees heve a depandency and seck help, il s the Infent o
provide a raasonabie level of assistance 1o secure their rehabilitation and subsequent
effaciive refum o work,

Where depandency |8 shown, the empliyes will be expected to follow & course of
rehabilitation. Fallure to particinate in a rehabiitation progremme whan offared, or o
respond fo freatment in the programme, may according o the circumstancas, resall in
digciplimary action up to and Incheding dismissal

Racord Keaping

All Records will be mainiained in aceardance with the requiremanis of Data Pralectan,
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Daoa"s Naimes
Unaccapiabis Lmi il the mdevicus isied segsions & reading of 20

Oparating Company & Dapol mwmmdMumuu&uan_
iesies] aber 20 mrinines. W the reading ol shows 20 mcrograme par 102
m:m::mnmu:mmmmm
efeved 1o 1Ma L detmadal o

J;umqm B:rmrlm ) w"';""‘"‘: S

Duibe of Braath Teal | Waoesk Il P bretiiual maled fegalonm a bhwresns 1 g 0 per

Timo of Test Location 100 rmillifres of besath, the indwidual will Bo re-leatid sfler 20 mirudes. H e
reaghng o880 shosey Dateeen 1 mnd 10 mimgrmme pae 100 mires of breath,
i cbwicenl mirp be oliowed 0 Sl or conbnoe D wrk, Bowenesr, whsie
et i f0PEA Bl 8 PElEM miy bi anaiphg he ndvdel Sy be
ridkaradd b3 Lha dapending on his crcumsbince
Howarepr, I afis the re-enl Py indivicual N micrggrams o 100
e s of breads o phove, the indiddual wil Do sspended bom doly aed
rekevend b0 e Disciplinary Proceduee, wisoh w8 el n demissal on
grounds ol (rodd miconduct
Fir [ht ol Of srwaders BHE iared @ b wll b Naloiy s T Do resudl
i et ledl = iagored D donscr sheuld ol be slosed ko eal, amoba o
disirik asytting uslll thet deasd bes! has been compleliad, s indhude
chesing Gum. Curing P leafing proceduns this danor should remsn in e

L b Ol i OOTiSdimed By @ LT ey ek

Collocting Officer Produsct Usgd

fpvin e st position) Intoximeder Neo Sensor ¥ EST or Lion Alcolmeter

Witness name Zorial Numbar

| {Posilion)

Donsor Witness name L=t Calibratod

| {Podilion)]

FRexzon for Test Tt 1 Rasialt

RandomdCa Tewt 2 Result
uso

Signature of Witness (il | Date
| appicabiag
Signature of Denar

Questhons Oifice use only

I you arswer “yes” 1o ary of the

queshion bekow the lest will be delaryed

by uip b 20 miraies

1. Have you consumed alcobal in the
pasl X0 mingbes  YesdNeo

2. Hive you conaumed any medcines
of bresth frashgner in the pasq 20
minuies  Yes/ho

Emplayselcontractorithird party Operator
CEdedn g4

Date san bo pannor Oparatos

3. Has sy [otagoo related products
b semiohuad o consumed in the pasl
10 minuies YesNo { pos dolay jesl by
10 minules

4., v you consumed a mon sleosholic
anni in e pasl 10 minotes Yesd/No @
| yes colay test by 10 miraies

Diamars: Siatemend

| confirm (fa indormation | have: provided is comect, and a redusal o wnderiahe his lesi will resull in
ditciplinary selion which could lead b summary dismissal from employment.

 Signad
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D.tec Intermational
Limited
PO Box 13

. Lytharm St Annes
DrugWipe &
England Rl
: TellFax 0BOD 371828
Drug Screening Consent Form e aTTON A |InL|r-'|l1hrn!|

Limizes
Emploves Mams; Mohs Payroll Mo

¥ herchey comscnl e Die bofiowang scroccning, aiis dosdl 3o femsibly soberoesd. conlinmativn (o i1 e e dauan of slosal & S
el b bl fom @ ganplas) of brosth, recat, salive, beir or winc. 1 am Riby 2ay G the oy pobly dumk] o prriive
Fewill b ikl | medepd it itorpciation. of mry i rewals wil b oonpdound by O Asscsr Gl e Co-Sssouser if persos) and

Coonplete Ust of all medicaison taken in lasi three weeks |m|.|ﬂin= IEEEAIIN
]

i
3

Employee Signature: Datez [/
Frint Manse:

Test nmd Resubis Datez _ / Thme: Hi Mim

DrugWipe Dual Cannnhis Coen| e Dipiate Amplet
E-n'ﬂ.tn!!h

Forehead

Hack of neck

A i

Inser clbaw

Back of knee
Base of sping

Saliva sanple

Hesuli: negaiive/positive

Urime sanuple
Superviied T YeaNo

Adulterants?

 Temperaiure?
Resali- negativeposiihe

Assessor Signature: o Assessor Signature:
Mk Mame:
Posidiom: M/F  Position: M
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