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Definitions
The following definitions apply to this document:
PayStream means PayStream My Max Limited, PayStream
My Max 2 Limited, PayStream My Max 3 Limited and as
appropriate.
Employee means an employee of any of the PayStream
companies named above.
Client means a third party organisation where the Employee
provides his or her services on that organisation’s site.
Supervisor means the individual on the Client’s site who
Employees are required to report to while working on the
Client’s site.
Compliance Team means PayStream’s Compliance Team
Department.

Back to top

Introduction
The purpose of this document is to provide Employees with
general basic health and safety information and Employee’s
general duties whilst working for Clients.
If you have any questions about this document or have
any concerns about your safety whilst you are working
as an Employee on a Client’s site you should contact the
Compliance Team on:
T: 0161 923 0213
E: contractservices@paystream.co.uk.

Clients duties towards employees and
workers on their site
Clients are legally required to ensure so far as is reasonably
practicable, the health, safety and welfare of all their own
employees working for their organisation and also to
other persons, including yourself, who may be affected by
their undertakings. They should ensure that whilst you are
working on their behalf they should provide the following:
• A safe working environment.
• Suitable and sufficient risk assessments and safe
systems of work to prevent accidents and cases of workrelated ill relating to your work activities.
• Adequate information, instruction, training and
supervision to allow you to perform the work safety.
• Consultation with you on health and safety matters.
• Site inductions.
• Work activities that you are competent to do.
• Coordination of work activities with yourself and others
on site.
• Fit for purpose, safe and well maintained machinery,
plant, tools and other equipment.
• Suitable safe systems for using, handling and storing
of hazardous and dangerous substances. and other
materials.
• Adequate welfare facilities.
• Hours of work in compliance with the requirements of
the Working Time Regulations.
• Suitable emergency procedures including emergency
evacuation, training and first aid procedures.

Back to top

Health and Safety duties of PayStream

Back to top

PayStream intends to comply with the Health and Safety
at Work etc. Act 1974 and ensure so far as is reasonably
practicable, the health, safety and welfare of all employees
working for the company and other persons who may be
affected by their undertakings.
PayStream recognises its legal duties towards Employees.
However, due to the nature of PayStream’s business and
that Clients have knowledge about the hazards on their sites
and are in the best position to control the risks from these
hazards, PayStream must rely to a large extent on the health
and safety management systems and safe guards Clients
(and Agencies, where applicable) have implemented to
protect Employees.

Back to top
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Employees general responsibilities
Although Clients have a key responsibility for your health
and safety when you are working on their behalf, you also
have legal obligations to meet.
The Health and Safety at Work, etc. Act 1974 details two
main sections which employees are required to comply with.
These are:
• Every employee has a duty of care under section 7 of
this Act, to take reasonable care of himself/herself and
any other person who may be affected by their acts or
omissions at work.
• Employees also have a duty to assist and co-operate
with PayStream and Clients and any other person to
ensure they are able to fulfill their health and safety
legal obligations.
In addition to the above, Section 8 states that under no
circumstances shall employees purposely or recklessly
interfere or misuse anything provided in the interest of safety
or welfare, e.g. first aid equipment, guards, signs or fire
fighting equipment, etc.
Under a key supporting regulation to the Act, The
Management of Health and Safety at Work Regulations,
Regulation 14, employees are legally required to:
• use any machinery, equipment or dangerous substance
provided to them, in accordance with any training
or instructions given in compliance with the relevant
statutory provisions; and
• report any work situation which represents a serious
and immediate danger to health and safety and
• report any shortcomings in the arrangements for health
and safety.

In addition to complying with these legal obligations you
must:
• Familarise yourself and follow the Client’s Health and
Safety Policy and site rules.
• Follow reasonable directions of PayStream and Clients
• Ensure that you have the skills, experience and
qualifications to undertake the work required of you by
the Client.
• Attend training and follow procedures set out in risk
assessments, safe methods of working etc
• Use equipment as trained and authorised to do so.
• Report any unsafe conditions or activities
• Notify PayStream if a site induction is not provided prior
to commencement of work
You are not only working as an Employee but you are also
representing PayStream on Client sites and therefore you will
need to check that the Client is taking reasonable steps to
ensure your safety. If you have any concerns about safety on
a Client site then you should contact the Compliance Team.

Back to top

Information for employees
Information regarding health and safety law is provided in a
number of ways including:
• This information document.
• The HSE approved poster ‘Health and Safety Law – What
You Should Know’ which will be displayed at each of the
Clients workplaces.
• The HSE approved leaflet ‘Health and Safety Law – What
You Should Know’ provided on the PayStream website.
• Client site inductions, training, site toolbox talks and
development of risk assessments and safe systems of
work.

Back to top
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Safety Instructions

Alcohol and Drugs

Accident reporting procedure

There is evidence that the effects of drinking or drug use or
abuse can reduce personal performance and potentially
increase absence rates. In jobs where safety is paramount,
any form of drug or alcohol related problem is a very serious
matter and in some circumstances may be a criminal
offence. The scope of this policy extends to alcohol, illicit
drugs or substances and over-the-counter or prescription
medication if abused or taken in an irresponsible manner.

You must ensure that Clients inform you of their accident
reporting arrangements and the relevant first aid personnel
for each site visited before you start working.

Alcohol and drugs can impair co-ordination, give a lack
of awareness, judgement and sense of danger and the
inability to drive or use equipment safely.

If you receive an injury, seek medical attention from the
Client’s First Aider or instructions from the First aid Appointed
Person (i.e. those who are required to take charge in an
emergency), where relevant. Even a scratch can become
serious if not properly treated.

All of these could have a major impact on the health and
safety of those who use alcohol and/or drugs and also
to others who may be affected by those persons actions.
The risk of harm would greatly increase when undertaking
certain activities such as:

All accidents, no matter how small, are required to be
reported to the Client as soon as possible after the accident
occurs.

•
•
•
•
•
•

This section includes:
• General Health and Safety background information.
• Client and PayStream responsibilities.
• Your responsibilities.

Also, report all injuries you receive and near misses*
involving you, to the Compliance Team.
Reports of injuries will then be entered into PayStream’s
accident book.
If you suffer a major injury at work, e.g. broken bones,
amputation or suffer an injury which results in you being
away from work or unable to carry out your normal duties
for more than three days you must also report this to the
Client and to PayStream. Apart from the day of the accident,
weekends and days that would not normally be worked,
such as rest days, are counted as part of the three days.
*Near misses are incidents that may have caused an injury
to you but didn’t, e.g. a falling or moving object that just
missed hitting you.
If your doctor diagnoses you with a disease, e.g. dermatitis,
asthma, asbestosis, Carpal Tunnel Syndrome, that is related
to a work activity, whilst working for a project connected
to PayStream, you must provide a doctor’s report on this
disease to PayStream.

Working at height.
Driving.
Working with machinery, tools.
Administering medicines.
Working with chemicals.
Dealing with emergencies.

You must:
• Not attend work at any time whilst under the detrimental
influence of alcohol or drugs. We advise that you seek
help voluntarily, e.g. from the National Drugs Helpline,
the Employment Medical Advisory Service (EMAS), if you
recognise an alcohol or drug related problem.
• Talk to the Compliance team, if possible
• Advise your Supervisor if you are aware that a work
colleague has an alcohol or drug related problem
that is affecting their work. This will ensure that the
employee or worker receives the necessary support and
assistance needed.
• Follow the Client’s rules and procedures regarding
alcohol and drugs

Following an accident or incident you must cooperate with
any related investigation undertaken by PayStream or
Clients.
PayStream and Clients have duties under the Reporting of
Injuries, Diseases and Dangerous Occurrences Regulations,
RIDDOR to report certain injuries, diseases and dangerous
occurrences (near misses) to the Enforcing Authorities so it is
imperative that the above procedure is followed by you.
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Disciplinary procedures
If an alcohol or drug related problem comes to light that
results in unacceptable behaviour or performance, it may
be dealt with in accordance with PayStream’s disciplinary or
capability procedures.
Behaviour or performance which is found to be
unacceptable and related to alcohol or drug abuse, may,
depending on the circumstances of the individual case,
result in summary dismissal.
Employees could also face employment disciplinary
procedures and/or face a criminal offence for possession of
certain drugs.
An Employee may be required to take a drugs test either by
a Client or by PayStream.
If you have any questions about PayStream’s disciplinary
policy and procedures on alcohol and drugs you will need to
discuss the issue with the Compliance Team.
Prescribed medicines or drugs
You must inform the Client if you are prescribed medicines or
drugs for health reasons and which may affect your working
or using equipment/plant on a Client’s site.

Asbestos
Over 3,000 workers die each year from asbestos related
diseases including asbestosis, mesothelioma and lung
cancer. These diseases are caused by breathing in air which
contains asbestos fibres. Although the body can remove
most of the larger fibres that enter the nose and mouth, tiny
fibres can pass into the lungs and can stay there for years.
Asbestos-related diseases will generally appear many years
after first exposure, which can vary between 15 and 60
years.
The 3 main types of asbestos include: Blue (Crocidolite),
Brown (Amosite), and White (Chrysotile). It is not reliable to
base the type of asbestos on the colour alone. Asbestos can
be found in many building products, e.g. ceiling tiles, floor
tiles, insulating boards, electrical equipment, boilers, roof
insulation, roofing etc.
You must ask your Supervisor if you are likely to come into
contact with asbestos during your work and ask if the
building/equipment has been checked for asbestos before
starting any work.

If you suspect asbestos containing materials to be present
or discover them during the course of your work, stop work
immediately and inform your supervisor.
Avoid disturbing asbestos containing materials unless you
have received full appropriate training and that you are
authorised to proceed.

Competence and Training
Based on information provided by you about your
qualifications, training, experience, track record, references,
etc. Clients and you will decide on the suitability of the
placement. If, during the engagement, you find that you
are lacking competence or qualifications in certain areas
required by the contract, you must inform the Client
immediately and agree suitable actions to be taken. The
Compliance Team need to be informed if no suitable
solutions can be found.
All employees have a legal responsibility to take reasonable
care of themselves and others who may be affected by their
acts and omissions. PayStream requires you to co-operate
with the Client in relation to all training aspects and you will
be expected to attend any training courses that are provided
and that you are required to attend.
The Client should ensure that all new workers undertake an
induction course prior to the commencement of work and
should include all relevant health and safety issues, such as:
•
•
•
•
•
•

Site rules.
Responsibilities and reporting requirements.
Site hazards and controls.
Emergency procedures.
Use of work equipment.
Site Welfare.

You need to inform the Compliance Team if inductions are
not provided by the Client.
All health and safety training will be undertaken as far as
possible during working hours.
You are required to keep a record of any training provided,
associated certificates of training or attendance, when it was
provided and the provider.

* The Supervisor should check the site’s asbestos register (for
non-domestic premises).
If contact with asbestos is possible then ask your Supervisor
for asbestos awareness training.
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Display Screen Equipment (DSE) use
Display Screen Equipment (DSE) based work can have potentially serious effects on health.
DSE users can experience a range of different physical and psychological health problems including eyestrain, blurred vision,
headaches, and musculoskeletal problems including repetitive strain injury (RSI) and work related upper limb disorders
(WRULD).
Problems are caused by a combination of badly designed tasks, equipment and work environment. However, most of the
conditions are preventable by giving attention to the way in which work is organised and providing appropriate work stations.
If you are identified by the Client as a DSE ‘user’ you should:
• Ensure that a workplace DSE risk assessment has been completed by the Client and is suitable for you.
• Follow information, instruction and training provided by the Client on the use of DSE equipment.
• Inform your Supervisor, in confidence, as soon as possible if a health problem arises through use of DSE.

Display Screen/Workstation Setup
pi]0p[][p][p]p[]p[]p

Posture:

Eye Strain:

Monitor/Screen:

• Keep back and neck
straight

• Ensure there is no glare or
reflection from the screen.

• Monitor/screen should be at arms
length.

• Keep shoulders square to
screen.

• Try not to sit facing, or back,
to a window.

• Top of monitor/screen should be at
eye level.

• Head and neck should not be
in an unnatural position.

• Focus eyes away from
screen periodically.

• Keep free from dirt and dust.

• Carry out gentle stretching
exercises.

Chair:
• Chair should be in good
order with all adjustable
mechanisms working.
• There should be 5 moveable
castors.
• Chair should have lumbar
support.

• Ensure brightness and contrast are
adjustable.
• Ensure text size is comfrotable to
read.

Desk:
• Desk surface should be large enough
for all necessary equipment and
paperwork.
• Desk surface should have a matt
finish to avoid glare and reflection.
• Where appropriate, use a document
holder.

Legs and Feet:

Keyboard and mouse:

• Whilst seated, thighs should slope downwards
with knees at approx 90°.

• Keep elbows at side and forearms horizontal.

• Feet should be flat on the floor - use a foot rest, if
necessary.

• Adjust legs on keyboard if necessary.

• Ensure sufficient room under desk for knees.
• Remove obstructions from under desk.
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• Keep wrists straight - use wrist rest if it helps.
• Keep mouse close to prevent arm overreaching.
• Do not hold mouse too tightly and use whole arm to
move the mouse and not just the wrist.
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Driving
It has been estimated that up to a third of all road traffic
accidents involve somebody who is at work at the time,
making work-related road crashes the biggest single safety
issue for most UK businesses.
If you drive on company business you must:
• Have a valid drivers’ licence for the class of vehicle you
are driving and you must ensure, so far as is reasonably
practicable, that the vehicle is adequate for the purpose
and is in a safe mechanical condition. This is particularly
important for privately owned and driven vehicles.
• Comply with traffic legislation, be conscious of road
safety, demonstrate safe driving and only use the
vehicle on terrains and environment it is designed for.
• Never drive on company business whilst under the
influence of drink or drugs and do not drive whilst
disqualified.
• Report to PayStream any driving related accidents you
are involved in whilst at work.
• Stop after a crash or similar incident with which you are
involved.
• Inform PayStream if you become aware of any medical
condition or take medication that might affect your
ability to drive and also if points are added to your
licence.
• Check your vehicle regularly e.g. lights, breaks, tyres,
engine oil, water levels, etc.
• Ensure that the vehicle and all loads carried in the
vehicle are secure.
• Ensure your own car, if used for work, is taxed, has
a valid MOT and is serviced in accordance with the
manufacturer’s recommendations. Also, take out
insurance for the vehicle and for the type of business
you are conducting and materials carried.
Mobile Phones
It is an offence for a person to drive a motor vehicle if they
cannot have proper control of it, e.g. whilst using a mobile
phone.
Under no circumstances are you permitted to use hand-held
telephones or any similar hand-held device, e.g. Personal
Data Assistant or Palm Pilot whilst driving. The prohibition
also applies when stationary at traffic lights or during other
hold-ups that may occur during a typical journey when a
vehicle can be expected to move off after a short while.
To comply with legislation, it is important that the phone is
sat in a cradle (not resting on a seat or in a pocket) fitted in
a position that would not distract you from the road during
use. Drivers still risk prosecution (for failure to have proper
control) even if they use hands-free phones when driving.
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The following guidance is given to all drivers who are
required to use mobile phone hands-free kits:
• Only use the phone when it is safe to do so.
• Understand how your phone operates and utilise the
one-touch speed-dial facility.
• Only acknowledge incoming calls on a hands-free
system, where answering is automatic or one touch
button.
• Only use short responses and indicate that you will
return the call when it is safe to do so.
• Whenever possible, you should delay making outgoing
calls whilst travelling.
Driving advice
If you are required to drive on behalf of a company, below
are some tips and advice to ensure your journey goes
smoothly:
• Check your route; keep a map in the vehicle.
• Check if the place you are visiting has parking. If not, try
and use a manned, well-lit car park.
• Check you have enough fuel.
• Check basic vehicle maintenance, i.e. oil, water, tyre
pressure etc.
• Check vehicle breakdown cover and keep the number
with you.
• Check you have something in the vehicle to keep you
warm, e.g. coat or blanket, bottle of water, food snack
and a torch in the event of unexpected, lengthy delay
due to a road traffic accident or inclement weather.
• Ensure your Supervisor knows where you are travelling
to, whom you are meeting, and your expected time
of return (if relevant). Inform them if you change your
journey plan.
• Take a mobile phone with you and ensure it is fully
charged (do not use the phone whilst driving).
• Keep any valuables, including handbags, mobile
phones and laptops out of sight. They can easily be
snatched when you stop at traffic lights, especially if
windows are left open and doors unlocked.
• Do not leave luggage or documents on display within
your vehicle.
• After returning and entering your vehicle, immediately
lock the doors and drive off promptly.
• Avoid taking unnecessary risks.
• Be aware if someone is flagging you down, it may not
be genuine. It may be better to report any incident by
phone to the emergency services.
• Do not get into a vehicle with a stranger, or offer a
stranger a lift.
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In the event of a vehicle breakdown

Electricity

If your vehicle breaks down whilst you are travelling, below
are some helpful tips to follow:

We all know electricity can kill or cause fires!

• Try to reach the hard shoulder (where relevant) or other
safer place, and ring the vehicle breakdown services.
Advise them if you are female and alone.
• Switch on hazard warning lights.
• If someone stops, ring the police and give them the
relevant vehicle registration details. If the driver
approaches, inform him/her you have contacted the
police who will be arriving shortly. Avoid opening doors
or windows to converse with strangers.
• If you make the decision to get out of your vehicle, exit
from the passenger door, call for help and await
breakdown assistance on the verge at the side of the
road (this is dependant on how safe you feel outside the
vehicle) ensure you take the ignition key with you. Lock
all the doors with the exception of the passenger door.
This should be left wide open so you can quickly get
back into the vehicle.
• When the breakdown vehicle arrives, check they know
your name and have your details, especially if the
vehicle you were expecting is not sign written with the
breakdown service colours/livery, for example, AA, RAC
etc.
The intention of the above is to raise awareness of risk and
formalise what may be viewed as ‘common sense’ advice.
Following these practical steps, paying attention to your
surroundings and remaining vigilant are part of a positive
attitude to ensure personal safety and protect possessions.
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Always visibly inspect electrical equipment prior to use to
ensure the item is safe, e.g. looking for signs of
discolouration, frayed or worn cables etc. If electrical
equipment is damaged report it immediately. Under no
circumstances tamper with electrical apparatus unless you
are competent and authorised to do so.
Do:
• Comply with safety rules and use work permits/lock out
procedures as applicable.
• Always keep switchboards and main electrical panels
clear of obstructions at all times.
• Use the correct power source for the tools being used.
• Only use electrical equipment that you have been
trained and authorised to use and follow manufacturer’s
or Client’s instructions.
• Check with your Supervisor that electrical equipment
has been regularly serviced and maintained.
• Stop work immediately if faults are found and report
these to your Supervisor.
Do not:
• Use the equipment unless you are trained and
competent to do so. The Client will decide the level of
competency required.
• Use damaged or faulty electrical equipment.
• Leave cables where they can get damaged, tripped
over, wet, or pulled out of their connection.
• Lift, pull, lower, or carry electrical equipment by the
electric wire.
• Misuse electricity or electrical equipment.
• Force a plug into a wrong socket or jam wires into
sockets.
• Not bring private electrical equipment onto any Client
site without prior authorisation from the Client.
• Overload any electrical sockets.
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Emergency plans

Fire

Clients should, as part of their overall health and safety
management plan, provide suitable and sufficient means
of controlling emergency situations, e.g. fire and explosion,
flooding, asphyxiation, rescue of persons, working at height,
hazardous substances, violence and aggression, collapse of
structures, bomb threat, spillage of hazardous substances.

People’s lives and livelihood are at risk when a fire starts. Fire
prevention is critical in all organisations.

You are required to co-operate and follow directions of
responsible persons in order to comply with the emergency
procedures and also to:
• Attend training in the actions to be taken in the event of
an emergency.
• Raise the alarm on suspecting or discovering an
emergency situation.
• Only use emergency equipment if you have been
trained and authorised to do so.
• Report immediately, to your Supervisor any faults or
damage to emergency equipment or concerns you have
with the emergency plans.

It is important that you familiarise yourself with the fire
precautions on all sites you work on. This means knowing
how to raise the alarm, the layout of the premises/site,
the meaning of signage, where all the fire appliances are
located and the emergency escape routes (following fire exit
signs).
The Client should provide suitable information and training
regarding the fire precautions and procedures as part of
their induction. If in any doubt, ask your Supervisor.
Do not:

• Overload any electrical socket or cable.
• Allow combustible materials to accumulate, particularly
•

Enforcement Office Visits
Health and Safety and Fire legislation conveys powers on
inspectors who are appointed by the relevant enforcing
authority, in order that they ensure statutory requirements
are being complied with.
Most dealings with those on whom the law places duties
(employers, the self-employed, employees and others)
are informal i.e. Inspectors offer information, advice and
support, both face to face and in writing. They may also use
formal enforcement mechanisms, as set out in health and
safety and fire law, including improvement notices where a
contravention needs to be remedied and prohibition notices
where there is a risk of serious personal injury, or ultimately
prosecution.
If you are approached directly by an enforcement officer
you should immediately refer them to your Supervisor and
then as soon as possible contact the Compliance Team. If
required, you should:

near to sources of ignition.
Smoke in ‘No Smoking’ areas and always ensure
smoking material is extinguished before being disposed
of.

You can help reduce the risk of fire by reporting:

•
•
•
•

All defective electrical equipment.
The misuse of heating appliances.
Any leaking flammable liquid.
Any damaged fire safety equipment.

If you discover a fire you should:

• Raise the alarm.
• Follow site specific documented instructions, fire notices
•
•

or instructions given by the responsible people e.g. the
Client’s fire marshals.
Only use emergency equipment if you have been
trained and authorised to do so.
Only re-enter the premises/area when you have been
given appropriate authorisation to do so.

• Follow instructions and guidance given by your
Supervisor.
• Inform the Compliance Team of any activity, that you are
undertaking or have undertaken that is the
• subject of an Enforcement Officer’s questions.
• Not obstruct any reasonable request made by an
Enforcement Officer.
• Comply and co-operate with the requests by the
Enforcement Officer.
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Hazardous environments
Where you are required to undertake tasks in hazardous
areas or situations including, but not limited to, working in
confined spaces, working roadside, dealing with violent
or aggressive people, working with ionising radiation, in
demolition areas or excavations, ensure that the Client has
undertaken comprehensive risk assessments for the tasks
and that the Client provides sufficient training, information,
supervision, equipment and safe systems of work in order
for you to work safely.

Hazard spotting
Clients will inform you of relevant hazards by means of risk
assessments, signage, training and documentation.
If you observe a hazardous situation, e.g. unsafe equipment,
unsafe activity or working environment, whether directly or
indirectly affecting yourself (or others), report it immediately
to your Supervisor on site. It is the Client’s duty to assess the
situation and introduce the necessary control measures, so
far as is reasonably practicable, to prevent injury or unsafe
conditions. If you are unhappy with the response or still have
concerns you must report the matter to the Compliance
Team.
You may want to comment on any of the following:
•
•
•
•
•
•
•

Site conditions and controls.
Supervision.
Safe systems of working.
Information and training.
Equipment supplied.
Emergency procedures.
Working hours.

Hazardous substances
Chemicals or other hazardous substances in the workplace
may put you or other person’s health at risk. Clients are
required to control exposure to hazardous substances to
prevent ill health, as required by the Control of Substances
Hazardous to Health Regulations (COSHH).

People may be exposed to substances in different ways,
either because they handle or use them directly, e.g.
solvents, or because the work itself gives rise to the
hazardous substance, e.g. concrete cutting generates dust
particulates.
Special consideration should be given to those substances
which are labelled with ‘Danger’ or Warning’ signs or
labelled as toxic, harmful, irritant, corrosive and
carcinogenic, etc.
The regulations require you to comply with safe working
procedures and use the protective equipment issued/
provided so as to reduce your personal exposure to
hazardous substances.
Routes of exposure
Hazardous substances can potentially affect different parts
of the body, e.g. the nervous system, organs, skin, tissue.
This may lead to, e.g. allergies, infection, asthma, cancer,
losing consciousness.
The main routes of exposure into the human body are
through:
• The eyes - common problems are redness and irritation,
or in some cases damage to the cornea, dependant on
the substance.
• The skin - many substances can affect the skin tissue
potentially causing burns or irritation, e.g. redness of the
skin, dermatitis or skin ulceration. Prolonged exposure
to some chemicals may give rise to skin sensitisation
(similar to allergies).
• The respiratory system - vapours/fumes/dusts/gases
can potentially be harmful if inhaled. Certain substances
can produce adverse affects after short-term exposure,
whereas symptoms may not arise for years with other
chemicals, e.g. carcinogens.
• Ingestion - whilst no one would wish to deliberately
consume hazardous substances, persons are often
taken ill as a result of indirectly ingesting harmful agents
from their activities, e.g. via contaminated food.

Hazardous substances include certain:
• Substances used directly in work activities, e.g. paints,
adhesives, cleaning agents.
• Substances generated during work activities, e.g.
soldering, welding fumes, wood dust.
• Naturally occurring substances, e.g. grain, dust.
• Biological agents e.g. bacteria or other microorganisms.
Note: This list of hazards is not exhaustive.
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As employees you are expected to:

First aid procedures

Ask the Client for information, instruction and training on the
use, exposure and handling of hazardous substances.

Clients have a duty to provide adequate first aid equipment,
personnel (First Aiders or Appointed Persons) and facilities to
deal with any accidents and injuries that occur.

• Ensure you read and understand the Client’s applicable
COSHH assessment/s prior to using any hazardous
substance/s or where hazardous substances may be
created. The assessment/s will explain the safe method
of use for the chemical/s and process/es in question.
• Always check the labels on containers/packaging before
use and read the information regarding any hazardous
properties of the contents.
• Do not handle any chemicals unless you have been
instructed, trained and authorised to use them.
• Ask your Supervisor if air extraction and ventilation
systems and any related work equipment, if required,
are working correctly and have been maintained.
• Make yourself aware of and follow the agreed control
measures to be used, including personal protective
equipment (PPE) and the safe method of handling,
transporting and storing of chemicals.
• Ensure all PPE used is appropriate for the specific
substances. If in doubt, ask your Supervisor.
• If contact with asbestos is possible then ask your
Supervisor for asbestos awareness training.
• All PPE should be subjected to a brief inspection prior
to use to determine if there are any deficiencies or
damage, e.g. torn/worn out gloves, damage to dust/
face masks and their straps, vapour cartridges are
correct for the risk, eye protection is of a suitable type,
etc. Any damaged equipment should be immediately
returned to your Supervisor and a replacement
obtained. Ensure that contaminated clothing and PPE is
cleaned or disposed of appropriately.
• Report any faults with equipment/PPE or unsafe
conditions to your Supervisor.
• Observe a high standard of personal hygiene and avoid
eating and drinking whilst using hazardous substances
and when in contaminated/dusty work areas.
• Inform your Supervisor if you feel unwell or if you
experience adverse effects to your skin or breathing
whilst being exposed to the chemicals.
• Store hazardous chemicals securely and correctly when
not in use.
• Ensure you are aware of any emergency response
procedures, e.g. first aid, fire, chemical spillage, etc.
• Dispose of waste chemicals as described within the
Client’s COSHH assessment/s.

Before starting work, ensure that you are aware of the first
aid arrangements on site, e.g. the identity and location of
the nearest trained First Aider or Appointed Persons and the
location of the first aid kit.
If first aid is not immediately forthcoming you may need
to dial 999 and ask the emergency services to send an
ambulance, giving the address, location of the casualty and
the nature of the injury. If necessary, post a look out for the
ambulance and crew so that they can be directed to the
casualty quickly.

Health Issues
If you have any or develop any health issues, e.g. bad
back, dermatitis, hearing, asthma, allergies, stress, disease
which may affect how you perform at work you must
inform the Client and the Compliance Team as soon as
possible, in order that appropriate control measures can be
implemented to eliminate or minimise further harm to you.
You must also inform the Client if you are a new and
expectant mother or classed as a young person, i.e. under
18 years of age, so that suitable procedures to prevent harm
can be developed.

If you suspect asbestos containing materials to be present
or discover them during the course of your work, stop work
immediately and inform your supervisor.
Avoid disturbing asbestos containing materials unless you
have received full appropriate training and that you are
authorised to proceed.
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Lone working

Personal Protective Equipment (PPE)

Lone workers can be anyone who works by his/herself
without direct contact or supervision. Examples include:
a person working on their own in a workshop, persons
working in an office on their own, persons working outside
normal hours on their own and mobile or peripatetic
workers.

Where risks cannot be controlled by any other means, then
personal protective equipment, PPE must be provided for
you by the Client unless otherwise agreed.
Typically PPE is worn for the following hazards:

If you find yourself lone working, regularly phone your
Supervisor to inform them of your whereabouts and that you
remain safe.

• Bodily injuries, e.g. blows, cuts, impact, crushing, stabs,
cuts, grazes, scalds, falls from height.
• Health hazards, e.g. dust, fumes, vapours, gases,
bacteria, viruses, fungi.
• Noise.
• Vibration.
• Slipping/falling over.
• Electrical hazards.
• Non-ionising radiation.

Inform the Client if you have any medical condition, which
make you unsuitable for working alone.

All PPE or clothing provided should:

If you are likely to work alone, ensure that the Client has
suitable procedures in place to minimise harm to you,
e.g. from accidents, violence, emergencies. Follow the
procedures implemented by the Client which are designed
to protect you.

New and Expectant Mothers
Pregnancy is not an illness and whilst it is important to
realise that there is a natural incidence of problems for the
new and expectant mother and for her child, it is known that
their health may be affected by external workplace factors.
The phrase “new or expectant mother” means a worker
who is pregnant, who has given birth within the previous six
months or who is breastfeeding.
If you become pregnant you are required to:
• Report to the Client and to PayStream as soon as your
pregnancy is confirmed.
• Ask your Supervisor to develop a risk assessment
relating to the workplace and your work tasks.
• Provide the Client and PayStream any information from
your doctor which advises on any health issues that may
affect your work.
• Follow advice and information given by the Client in
relation to safe working practices whilst working for
them.
• If you feel that that the work activities are beyond your
capabilities or will affect your/or your unborn child’s
health, you must contact your Supervisor and the
Compliance Team.
• Report any hazardous situations to your Supervisor so
that arrangements for the appropriate remedial action
can be taken.
• Use all protective or safety equipment provided by the
Client.
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• Fit correctly.
• Be comfortable and fully adjustable, where required.
• Be compatible with any other PPE that is required to be
worn, e.g. safety glasses and hearing protection.
Before you are issued with PPE you should request that you
are instructed on the following points:
• The importance of wearing the equipment, and how to
wear the safety equipment correctly.
• How to maintain, store and clean the equipment
correctly.
• It is important to report all defects, damage, or loss
immediately to your Supervisor, to ensure the item is
repaired or replaced.
You must:
• Make full and proper use of all PPE that has been issued
to you.
• Inspect all PPE before use to ensure that it is suitable,
clean and undamaged.
• Report any defective PPE to your Supervisor.
• Report any discomfort or ill health experienced as a
consequence of wearing the equipment.
• Not undertake any work unless the correct equipment is
being worn.
• Store PPE securely at all times and minimise
contaminating other clothing or equipment.
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Manual Handling
Manual handling injuries can occur wherever people are at
work. Manual labour, awkward postures, the environment,
manual handling of materials and previous or existing
injuries are all risk factors implicated in the development of
manual handling injuries. Manual handling is defined as the
supporting and transporting of a load (materials, people,
animals, substances) by human effort and includes lifting,
lowering, pushing, pulling or carrying. Hazards from manual
handling include, sprains, strains, hernias, damage to the
joints, ligaments, muscles and vertebrae and slips, trips and
falls.
You are required to:
• Follow the safe system of work for handling loads which
have been designed and introduced by the Client and
you should not deviate from this without good reason.
• Not undertake a manual handling activity when a
reasonably practicable alternative exists.
• Use any mechanical aids that have been provided
for your use specifically for the task by the Client and
for which you have been trained. Any faults with
mechanical aids should be immediately reported to your
Supervisor.
• Assist and co-operate with the risk assessment process
and inform those responsible if you identify any
hazardous manual handling operations.
• Attend training sessions as required and apply the
knowledge gained from training to your daily work.
• Not perform manual handling tasks unless you
have been trained and that a manual handling risk
assessment and safe system of work are in place for
you to follow.

• Report all accidents, injuries and near misses involving
manual handling activities.
• Inform your Supervisor if you are unable to undertake
your normal manual handling duties because of injury,
illness or any other condition.
• Not undertake any manual handling operation that you
believe is beyond your capability. Always seek help if
you have any concerns. Note: there is no legal limit, e.g.
weight, size of loads that are considered to be safe.
Manual Handling Procedures
• Make proper use of equipment, including PPE, e.g.
gloves, safety footwear provided for your safety.
• Follow correct manual handling techniques, e.g. see
figure below.
• Make sure that the working environment is clear of
obstructions, slippages and is adequately lit etc.
• Be aware of any sharp edges and or loads which are
hot or cold (these can affect your ability to grip firmly).
Example lifting technique
• Stand with your feet apart and adopt a good balanced
posture.
• Ensure you have a firm grip and keep the load close to
your body, avoid bending, twisting or stooping.
• Use your legs to generate power.
• Keeping your back straight, lift smoothly to knee level
and then to waist level.
• Check visibility and move forward without twisting.
• Upon completion of the lift, put the load down and
adjust its position as necessary.

?

Stop and Think

Keep load close to
body

Adopt a comfortable
position

(Putting down) Adopt
good rising posture
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Bad lifting style

Put down, then adjust
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Risk Assessments and Safe Systems of Working
In most workplaces there are hazards, which may affect
the health and safety of employees and others. A properly
conducted risk assessment is an important step in protecting
people and businesses, as well as complying with the law.
In many instances, straightforward measures can control
the risk of harm. Whilst the law does not expect all risks to
be eliminated, organisations are required to protect people
so far as is reasonably practicable by at least reducing the
risk of harm. Typical risk assessments will be required for the
following hazards:

You should observe and understand the rules of a permit
to work and report to your Supervisor any circumstances
which prevents compliance with the system or undermines
its effectiveness.

•
•
•
•
•
•
•
•
•

It is important that you take notice of all warning signs at
work. They have been installed for your safety.

Physical, chemical and/or biological agents.
Working conditions and processes.
Manual handling activities.
Exposure to infectious diseases.
Work-related stress.
Long working hours and night working.
Workstations and posture.
Work Equipment.
Other workplace hazards.

You must ensure that the Client provides you with specific
up to date documented risk assessments in place for the
workplace and activities that affect you and other persons
affected by your work. The risk assessments must consider
the hazards, who is at risk and the control measures in
place to eliminate or minimise the risk to reasonably
practicable levels. The risk assessments should be reviewed
by the Client on a regular basis.
Safe systems of work are formal documented methods of
working. These are often called method statements,
standard or safe operating procedures. You should request
from your Supervisor access to the documents applicable to
your activities and then follow the stated procedures. Seek
advice from your Supervisor if you do not understand any
part of these systems.
A permit to work system is an advanced formalised
procedure for a safe system of work and is usually
introduced where the following criteria exist:

If, during your work, you are likely to create a hazard that
has not been covered by existing risk assessments, e.g.
noise, dust etc., report the issue to your Supervisor.

Safety Signs

All safety signs are colour coded and each colour has a
meaning:
• Circular red signs indicate prohibited, e.g. no entry.
Red is also used to show the position of fire fighting
equipment or no smoking.
• Blue signs indicate that it is mandatory to carry out an
action such as wearing of PPE
• Yellow and black signs give warning of a Hazard.
• Green signs identify or locate safety equipment, e.g.
first aid facilities, as well as marking emergency escape
routes.

Smoking
In order for Clients to control the hazards associated with
the effects of second hand smoke on non-smokers and to
reduce the risks of fire, you must:
• Adhere to the Client’s arrangements for smoking, follow
instructions and comply with ‘No Smoking’ signs.
• Not smoke in any area or vehicle that is designated as
‘Non-Smoking’.
• Any Employee who refuses to comply with the smoking
policy may be in breach of employment law and subject
to disciplinary action.

• High risk activities.
• Required precautions are complicated.
• Where the activities of different groups of workers or
multiple employers need to be co-ordinated to ensure
safety of all concerned.
• The work areas including confined spaces, excavations,
hot works, working at height or high voltage electrical
works.
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Use of Equipment

Waste

The definition of work equipment is wide and includes
machinery, apparatus, installations and tools. Therefore
items as diverse as forklift trucks, photocopiers, laboratory
equipment, gas cylinders, welding equipment, hand tools,
scaffolding, access equipment and safety devices etc. are
considered work equipment.

Waste includes general and hazardous/special wastes. Your
duties are to:

You must use work equipment safely and in accordance
with the information, instruction and training provided
by the Client or their approved suppliers or hirers. Use of
manufacturer’s equipment manuals should also be used
where relevant.
You must:
• Only use the equipment that you are trained to use.
• Seek the permission of the Client before bringing any
personal items of equipment to work.
• Make full and proper use of any PPE provided by the
Client.
• Report any defective or faulty equipment to your
Supervisor, e.g. tools which are noisy or which vibrates
above acceptable levels .
• Undertake a visual check of the equipment, looking
for signs of damage, leaks etc. and follow any start up
procedures where relevant.
• Check that the equipment has been serviced, tested,
inspected, examined and maintained as required by the
Client or by statute.
• Request from your Supervisor the appropriate risk
assessment and safe methods of using the work
equipment.

Employment Handbook | Health and Safety

• Dispose of waste as instructed by the Client.
• Inform your Supervisor if an activity produces waste
that has not been previously identified or removed from
site so that the relevant steps can be taken for its safe
removal.
• Not climb onto skips or other waste receptacles.
• Inform your Supervisor if waste receptacles are full and
need emptying.
• Not remove items from waste receptacles for personal
use.

Welfare
The Client will provide welfare facilities including toilets etc,
for the benefit of all their employees and contractors.
You have a responsibility to use the facilities in a proper
manner and not damage or misuse any equipment that is
provided.
Where applicable, change out of contaminated clothing
before eating or drinking to prevent spreading
contamination. You should follow good hygiene procedures
and clear your own waste when eating or drinking on the
premises.
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Work at height
Work at height is defined as any work above or below
ground level where there is a risk of falling and that fall is
liable to cause personal injury.
Although commonly associated with construction and
maintenance activities, employees in many kinds of
workplace can be at risk, e.g. office workers and cleaners.
Typical work at height activities:
• Using a ladder or stepladder.
• Working on a flat roof, scaffolding or from Mobile
Elevated Work Platforms (MEWPs), e.g. cherry pickers,
scissor lifts.
• Unloading goods from the back of a work vehicle.
• Working in an area where someone could fall from an
edge, e.g. unprotected open edges, openings in floors,
roofs or walls.
• Working in an area where someone could fall through
a fragile surface, e.g. cement sheeting roofs or near
skylights.
• Working at ground level near to an opening/excavation
in a floor that someone could fall into.
• Other hazards associated with working at height include
falling objects, e.g. tools and other equipment.

During work at height you should:
• Follow safe systems of work, training and instructions
given.
• Use the correct equipment chosen for the job.
• Not work on unstable structures whether temporary or
permanent.
• Report any safety hazards to your Supervisor.
• Ensure all hand tools are fully secured from falling, e.g.
in a tool belt.
• Wear the correct personal protective equipment.
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The Work at Height Regulations require Clients to do all that
is reasonably practicable to prevent anyone falling and to
follow this simple hierarchy of control:
• Avoid working from height where possible.
• Where this cannot be avoided, take steps to prevent falls
by using work equipment or other measures.
Where the risk of a fall or object falling still remains,
use work equipment or other measures to minimise the
distance and consequences of a fall, should one occur.
Prior to commencing any work at height you should
ensure that:
• The work activities have been properly assessed,
planned and organised by the Client.
• Edge protection and fall arrest devices are used where
required.
• All work equipment, including work platforms, have
been inspected.
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Covid-19
Stopping the spread of COVID-19 (Coronavirus) is a
national priority and we all have a part to play in protecting
ourselves, our families, friends and those we work
alongside.

The Government has issued and continues to update
guidance on COVID-19. You should keep up-to-date with this
guidance and we would like to remind you to play your part
by:

Due to the nature of PayStream’s business and because
Client’s will have conducted their own risk assessments
and imposed their own industry specific safety measures
PayStream will rely largely on the health and safety
measures and systems that Clients (and agencies, where
applicable) have implemented to protect Employees from
the risk of becoming infected with COVID-19.

• washing your hands often and thoroughly;
• avoiding touching your face, particularly your eyes, nose
and mouth; and
• coughing or sneezing into a tissue, and binning it safely,
or into your arm if a tissue is not available.

Clients will be required to complete a risk assessment which
takes in to account COVID -19 and thereafter place sufficient
measures in place to manage the risk of COVID-19.
The Government has issued sector specific guidance for
employers, employees and the self-employed. There are
14 guides that cover a wide range of work. Links to this
guidance can be found here.
You should familiarise yourself with the guidance that is
relevant to the type of work you do.
You must also follow whatever health and safety measures
have been implemented by the Client, failure to do so could
result in disciplinary action. What measures have been
implemented will be Client specific and largely depend on
the sector you work in.
If you or anyone you live with develops coronavirus
symptoms, currently that is a:
• fever, particularly a high temperature (i.e. a temperature
of 37.8 degrees or over);
• continuous cough; or
• loss of sense of taste or smell.
You must not attend your work place and should self-isolate
in accordance with the Government’s guidance here.
If you have symptoms you must stay at home and get a test.
You must tell the Client and follow our sickness procedure if
you test positive.
In line with our sickness absence reporting procedure, you
should:

Travel to and from work
We encourage Employees to minimise their use of public
transport, including by walking or cycling where possible.
If travelling by car, currently you must not car-share with
anyone outside your household.
Where you need to use public transport, please think about
social distancing, where possible staying two metres away
from others and avoid touching surfaces. You should face
away from other passenger and you now MUST wear a face
covering on public transport.
Employees using public transport may find it helpful to refer
to the Government’s guidance here.
You should wash your hands thoroughly when you arrive
at work, or use hand gel if provided. You should also wash
your hands thoroughly as soon as you get home from work.

Face coverings
Face covering are now mandatory when using public
transport.
If you have to wear a face covering, you must follow the
Government’s advice. This advice includes that you:
• wash your hands thoroughly before putting a face
covering on and after removing it;
• change your face covering if it becomes damp or if you
have touched it; and
• change and wash your face covering daily.
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• Contact your Client and PayStream as soon as possible
before the normal starting time
• on the first day of the absence
• state the reason for your absence and your likely date of
return and;
• keep in touch with your Client Contact and PayStream
throughout your period of illness.
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Disciplinary Procedures
Please note that you will be subjected to disciplinary action and may be dismissed if, after an investigation, you are believed to
have acted in the following way:
• Deliberately breaking any of the above safety instructions.
• Removed or misused any piece of equipment, labels, sign or warning device which is provided by the Client for the
protection and safety of their employees.
• Use of a naked flame in no smoking areas.
• Failed to follow the laid down procedure for the use of:
• flammable or hazardous substances.
• items of lifting equipment.
• Behaved in any manner that could lead to accidents including practical jokes etc.
• Undertook any action that may interfere with an accident investigation.
• Failed to report any accidents, incidents, injuries or diseases relating to your PayStream work activities.
• Do not notify PayStream of any unsafe workplace or activity that you were asked to work in by a Client.
Please remember that safety does not stop when you leave work.
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