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Health & Safety Policy

It is expected that all Skye Direct Ltd employees take time to familiarise themselves with the
information contained within this Health and Safety Policy to ensure their own safety and the
safety of others.

STATEMENT OF SAFETY POLICY
GENERAL STATEMENT

Skye Direct Limited is committed to ensuring, as far as is reasonably practicable, the health, safety
and welfare of its employees and other persons who may be affected by its activities. Our ultimate
objective is to create a positive health and safety culture which is embedded in all areas of the
business to ensure that all risks are adequately controlled. The Company is committed to complying
fully with the requirements of the Health and Safety at Work etc. Act 1974 and the legislation made
under it, including the Management of Health and Safety at Work Regulations 1999.

Effective health and safety management is an integral part of our company culture and is
recognised as a key driver in respect to achieving success in our business objectives. Skye Direct
Limited conduct their activities with the following aims in order to achieve our policy objectives:
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As a condition of our employment we require our employees to co-operate with us to ensure we
meet with our objectives. In particular we require our employees to:

* Take reasonable care of their own and other people's health, safety and welfare and to report
any situation which may pose a threat to the well-being of themselves or any other person.

* Not intentionally or recklessly interfere with or misuse anything provided in the interests of
health, safety and welfare.

The Company will communicate the Health and Safety Policy to all employees, and it will be freely
available to customers and the general public. This policy will be reviewed and updated annually or

more frequently if necessary, particularly when changes in the scale and nature of our operations
occur, or there are changes in health and safety legislation.

Signed: g/éé/ Elliott Horn, Managing Director

For and on behalf of Skye Direct Limited
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RESPONSIBILITIES

Under the Health and Safety Act 1974 all staff at Skye Direct Limited have a collective and
individual responsibility to ensure, through their respective roles, the maintenance of a healthy and
safe working environment within the premises. It is a requirement of the law that all staff assists
and co-operate with Skye Direct Limited's health and safety and thus ensure high standards, of
health and safety, consistent with the company's policy requirements.

DIRECTORS

The Directors are responsible for implementation of the Policy at Skye Direct Limited(s) to ensure
the safe guarding of the health, safety and welfare of their employees together with the health,
safety and welfare of contractors and visitors who may be affected by Skye Direct Limited (s) work
activities. The Directors have appointed Callidus Health and Safety to provide Health and Safety
support and advice and to advise them on Health and Safety arrangements; training and where
necessary to liaise with enforcement and advice agencies.

LINE MANAGERS

Line Managers shall ensure that where appropriate Risk Assessments are undertaken in compliance
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EMPLOYEES

Every employee has a responsibility to ensure their own health and safety, and to ensure others
are not put at risk by their acts or omissions at work. In particular, employees' duties and
responsibilities are:

* To understand and comply with the Skye Direct Limited(s) health and safety policies and
procedures and those specific to their team.

* To always act in a manner so as to ensure their own health and safety at work and that of others
who may be affected by their work activities.

*  Employees are expected to ensure that the Skye Direct Limited(s) safety rules and procedures are
followed.

* Know the emergency procedures in respect of first aid, fire, evacuation and any specific safety
measures to be adopted for their own working area.

* Must behave in a responsible manner and show appropriate regard for their own health and
safety and that of others who may be affected by their actions or omissions.

* Do not leave it to someone else.
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Contractors complete and adhere to safe systems of works and submit a method statement for all
large contract work agreed with Managers and advisers prior to work commencing on Skye Direct
limited(s) premises. These method statements are to be made available upon request.

All contractors working on Skye Direct limited(s) premises sign on daily at Reception and report to
appropriate management for approval before commencement of work.

All persons likely to be affected by contractor work of any kind on Skye Direct limited(s) premises
(e.g. employees and visitors in the area of work) are made aware of any health and safety
implications in good time.

COMMUNICATION AND CONSULTATION

Skye Direct limited undertakes to consult with staff over issues related to health, safety and welfare
and to provide the information staff require, in order for them to carry out their duties.
Constructive suggestions to improve health, safety, welfare and environmental awareness in the
Company are welcomed from any employee.

Open communication systems will encourage comments and ideas from individuals in the
workplace, and will include:

* Any proposed change which may substantially affect their health and safety at work e.g.
dure, equipment or ways of working;

Is or working processes;

ers arising from their work, measures to remove
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HSE Law poster;
* Employer's Liability Insurance Certific
* Fire safety instructions;
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FIRST AID
Skye Direct Limited(s) has a duty to provide sufficient trained First Aiders.

Skye Direct Limited's nominated First Aiders are:
James Hampshire
Jill Chippindale

The following procedures should be adopted in the event of incident/accident requiring a First
Aider:

* The person reporting the accident should contact Reception who will contact the duty First Aider.

* Quadlified first aiders will be aware of the precautions which must be taken to avoid possible
infection by the HIV virus, but it is essential that anyone administering aid to an injured person
should also know what to do. There are standard precautions, which reduce the risk of
transmitting other infections, including hepatitis.

* All of our first aiders are fully trained but below we have listed precautions that all staff should
take.

Exposed cuts and abrasions should always be covered up before giving treatment to an injured
e washed before and after applying dressings.

ve to be mopped up, disposable plastic gloves and an
be placed in plastic bags and disposed of safely,
ordinary machine using the hot cycle.
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Common hazards are the manual movements of loads and frequent or awkward movement
body, leading for example to back injuries and severe pains in the hand, wrist, arm or neck -
repetitive strain injuries. Moving materials mechanically is also hazardous and people can be
crushed or struck by material when it falls from lifting or moving device, or is dislodged e.g. from a
storage stack.

All staff will therefore ensure:
e That manual handling is avoided where a safer way is practical or there is risk of injury
* Design of task suits the work to the person, not the person to the work where possible

* Assessment is made of the risk of injury from any manual handling operation that can't be
avoided

* The risk of injury is reduced so far as is reasonably practicable

* Staff who engage in manual handling tasks daily will attend a manual handling training course.

THE WORKPLACE (HEALTH, SAFETY AND WELFARE) REGULATIONS 1992 INCLUDING WORK
STATION AND DISPLAY SCREEN EQUIPMENT REGULATIONS 1992

These Regulations are in force primarily to protect persons who operate computer equipment on a
regular and/or continuous basis. However, even casual operators should be checked to ensure that
equipment they operate does not put any unnecessary strain on their eyes, wrist and backs. Strains
can be reduced by correct lighting, a well designed computer desk and a comfortable chair of the
employees have a work-station risk assessment which is undertaken within
of their employment. Skye ensure that all workers are aware of
to take regular breaks and include the provision of eye
displayed on the Health and Safety notice board
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iling leads, to clear up spillages
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CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH) REGULATIONS (2002)

The COSHH Regulations 2002(as amended) requires that an assessment is made to ensure that
precautions adopted for substances used match the potential hazards they create. Skye Direct
Limited employees are responsible for ensuring that they follow all manufacturer's guidelines and
instructions when using proprietary products.

PERSONAL PROTECTIVE EQUIPMENT (1992)

All workers who may be exposed to a risk to their health & safety while at work will be provided
with suitable, properly fitting and compatible personal protective equipment. This must be worn
correctly when the applicable risk assessment identifies that it is required.

All personal protective equipment provided by Skye Direct Limited will be properly assessed prior
to its provision, and all employees will be provided with appropriate information, instruction and
training on the correct use and maintenance of PPE.

PROVISION AND USE OF WORK EQUIPMENT REGULATIONS (PUWER 1998)

Skye Direct Limited will endeavour to ensure that all equipment used in the workplace is safe and
suitable for the purpose for which it is used, and is maintained in good working order and safe
condition in accordance with the Provision and Use of Work Equipment Regulations 1998 and the
manufacturers' instructions.

vided with adequate information, instruction and training, and appropriate
enable them to use work equipment safely.
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READING SITUATIONS

If any employee is aware of any potentially violent situations they are expected to report them to
their Line Manager and try to ensure the presence of a second person if possible. Bringing in a
second person can often calm a situation. They are expected to treat all threats of violence
seriously. Employees are encouraged to be perceptive and read situations and be constantly alert
to signs of frustration, tension or aggression in an individual e.g., heightened respiration,
perspiration, pitch and speed of voice, invasion of personal space, flushed skin, increased muscle
tension, uncomfortable substantiating of eye contact.

Line Managers will ensure:

* All incidents of violence at work are investigated according to the disciplinary procedure set out
in the staff handbook.

*  Where appropriate, welfare counselling is provided for victims.

STRESS IN THE WORKPLACE

Skye Direct Limited values the welfare of their employees and as such has in place a policy and
procedure to address work-related stress to ensure, where reasonably practicable, that risk factors
associated with stress and the causes of stress or avoided. Every individual will know who they
fering from stress both work and non-work related. All information will
iate, welfare counselling will be provided for sufferers.
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To reduce the risk we carry out a risk assessment of the following issues, as appropriate to the
circumstances:

e The environment — location, security, access.

e The context — nature of the task, any special circumstances.

e The individuals concerned — indicators of potential or actual risk.
e History — any previous incidents in similar situations.

* Any other special circumstances.

In any situation where an employee is operating alone and feels unsafe, they must remove
themselves from that situation immediately and report the incident to their line manager or
supervisor. In any situation where an employee is operating alone and an incident occurs, this
must be reported to the their line manager as soon as possible. An incident is any situation where
the health and safety of the employee is compromised and may include and accident, fire, violence
or threat of violence (this is not exhaustive).

FIRE PROCEDURES

The Responsible person is the Managing Director. Skye Direct Limited will undertake a fire risk
f the premises. Basic fire information is given in the Fire Action notice below. All
miliarise themselves with the procedure outlined in the Fire Action
he Skye's measures to prevent fires operate effectively.

ake care with portable appliances

are the responsibility of Skye

FIRE WARDEN

As part of its Fire Action arrangements, Sk
evacuation of the building.

assist with any

or a fire
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FIRE ACTION PLAN

ON DISCOVERING A FIRE

1. Operate the nearest fire alarm (break glass call point) and dial 999
2. Give the precise location of the fire

3. Do not attempt to tackle the fire

4. Proceed to the assembly point and report to the Fire Warden.

5

Do not re-enter the building unless you are told it is safe to do so by the Fire Warden

ON HEARING THE FIRE ALARM
1. Proceed to your assembly point
2. Close the doors behind you as you leave and if possible, close windows too.

3. If you are a wheelchair user or have mobility difficulties, please seek immediate assistance.

RECEIPT OF HEALTH AND SAFETY

| can confirm that | have received a copy o

Signed by:

Signature: é Aé/_,

Name: Elliott Horn, Managing Director Skye Direct Limited
Date: 01/01/2024



