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1.0 Introduction

This booklet is issued to companies (hereafter “suppliers”) supplying any of the following to J N Bentley
Ltd (UNB):

Services
Personnel
Materials

Plant or equipment
Goods

It outlines the JNB safety and other rules and procedures which the supplier is required to follow when
undertaking work on behalf of JNB.

The booklet is produced primarily for use of the supplier's management and supervisory staff who are
required to ensure that the rules and procedures are brought to the notice of all the supplier's employees.

If there is any doubt or misunderstanding about the contents of the booklet, the supplier should consult
the appropriate representative of JNB for clarification. Where the supplier requires special consideration,
precautions, or more detailed guidance on safety procedures, this should be discussed this with JNB’s
representative (usually project Quantity Surveyor or site supervisor) prior to works commencing.

JNB retains the right to stop any supplier operation or activity, including any use or preparation for use of
plant/equipment, etc if it is considered that there is an uncontrolled hazard to the safety and health of any
person or to the environment. JNB will not accept any responsibility for any costs incurred as a result of
such action

The supplier and supplier's employees are required to comply with any written or verbal instructions given
by a company representative or QES Advisor in respect of health, safety, and environmental practices

The responsibility for ensuring that suppliers’ employees understand and comply with the
relevant safety procedures rests with the supplier.



2.0 Policy

21 Supplier — Duties & Responsibilities

Suppliers shall ensure:

that their employees and appointed suppliers are fulfilling their duties and responsibilities;

that their appointed Designers are undertaking their Legal quality, environmental, health and
safety duties and that their specifications are in line with current codes of practice, including
The Equality Act 2010 and Security requirements;

their appointed Designers comply with the supplier's own procedures or with JNB BIMS
procedures for Control of Design, Temporary Works and Document Control as applicable ;

that controls detailed in the initial Suppliers Works Information are provided to the site
superviser for incorporation into the Contract Management Plan;

that when appointed by JNB as Principal Contractor, no construction work starts without a
Construction Phase Health and Safety Plan being in place which has been checked, agreed
and signed off in line with client requirements;

that during any Design Changes, their designers are carrying out their duties and providing
updated design risk assessments when there are significant changes to the hazards and risks
either for the construction phase or for future maintenance;

that they promote sustainability by ensuring their designers consider:

designing out materials and substances that are hazardous or environmentally harmful;
products and components that are manufactured with less environmental omissions;
materials that are obtained from registered, sustainable sources;

minimising waste creation by i) reusing, ii) recycling existing products and materials
products and materials that assist in reduction of energy usage

organise, co-ordinate and manage frequent project progress meetings with their respective
supplier (designers, material suppliers etc) and, when necessary, with the JNB appointed site
superviser;

attendance at other organised meetings and workshops as required by JNB;

a regular report on actions and status is provided to the JNB site superviser as required; and

any necessary actions to be implemented are communicated to the key parties, to prevent risk
and ensure QES compliance



2.2 Anti — Bribery Policy

Suppliers shall comply with the Bribery Act 2010 and adhere to JN Bentley Ltd’s Anti Bribery Policy which
includes the following:

Offering Bribes

JNB expressly prohibits the promising or giving of any financial or other advantage to another person
where it is intended that this will bring about the improper performance by another person of a relevant
function or activity, or that this will reward improper performance.

JNB expressly prohibits the promising or giving of any financial or other advantage to another person
where it is believed that the acceptance of this itself constitutes the improper performance of a relevant
function or activity.

Accepting Bribes

JNB expressly prohibits the requesting, agreeing to receive, or receiving of any financial or other
advantage with the intention that a relevant function should be performed improperly as a result of it or as
a reward for performing the relevant function improperly.

The improper performance of a relevant function in anticipation of receiving financial or other advantage
is also expressly prohibited.

Bribing a Public Official

JNB expressly prohibits the bribing of a UK or foreign public official in order to obtain or retain business
or an advantage in the conduct of business.

Hospitality and Business Gifts

JNB prohibits the giving or receiving of hospitality/business gifts and similar where the intention is to
receive or confer an advantage in return. The following should be followed in relation to all
hospitality/business gifts:

Business gifts should not be given without the permission of a Director/Operations Manager. When
selecting approved business gifts caution should be taken to ensure they are appropriate i.e. not too
large, personal in nature or one of a series of gifts

All hospitality must be proportionate. Guidance should be sought from a Director/Operations Manager on
what is considered proportionate; this advice will relate to the level of expenditure that is appropriate, that
the hospitality is in keeping with JNB image and consideration has been given to who is attending

Business gifts or hospitality should not be accepted by any employee without authorisation from a
Director/Operations Manager

Cash gifts are expressly prohibited
A full copy of the JN Bentley Ltd.’s Anti-Bribery Policy is available on request.



3.0

3.1

3.1.1

3.1.2

3.1.3

3.1.4

3.1.5

Contractual obligations for suppliers carrying out role of contractor in as defined in the
CDM regulations

Before commencing work on site, the supplier is required to:

Sign and return JNB Supplier QES Undertaking

Provide design risk assessments where design forms part of the sub-contract works;

Advise JNB in writing if you intend to engage or appoint any other contractor;

Ensure that you and your employees have been made fully aware of any hazards associated
with the work, and that the appropriate safety procedures and equipment will be used.

Ensure that personnel are suitably trained & competent to carry out their work.

Supply the site superviser with your risk assessments and method statements (in good time
and at least three days prior to start of the work activity), detailing:

= how the work will be carried out safely ;

= how to ensure the work meets the specification and relevant OSS;

= the inspection and testing planned to ensure the completed work meets the requirements;
= any Environmental aspects and associated controls required

Guidance on the content of risk assessments and method statements can be found in
appendix C of this document.

All Suppliers will ensure that persons employed to carry out the task have seen and understood
the risk assessments and method statements and records of this (signatures) are passed on to
the JNB site superviser.

COSHH: the supplier must provide the site superviser with a list of all hazardous substances and
provide specification/assessment sheets and storage requirements (eg gas cylinder cages) for all
such materials to be used on site and brief all persons using the substance/s on the hazards and
specific controls.

Suppliers must ensure that employees have the necessary medical clearance where specifically
required by the client or operation (e.g. National Water Hygiene Card for work on clean water
storage / treatment sites; SHEA Gas training etc) as detailed in the Client specific documentation
or contract specific Contract Management Plan (construction phase health & safety plan
equivalent).

Where necessary (eg when transferring from waste water related activities to clean water working
etc) suppliers must ensure that personnel, plant, equipment, tools and vehicles are disinfected (or
changed) before arriving on site to prevent cross contamination.

Where applicable suppliers must provide a Site Waste Management Plan (SWMP) for predicted
waste and update with actual waste information as the project progresses(template SWMP can be
found on www.netregs-swmp.co.uk/ SWMP data sheet.)

The supplier is to provide evidence of competency for all personnel working on their sites. These
competencies should be from a nationally recognised assessment scheme/training programme
such as CSCS, CPCS, ECS, CISRS, and IPAF etc.

Supplier employees must attend a Site Induction* (see clause 4.1 for minimum standard for
Induction Training)

* (this will normally be provided by the JNB Site superviser. However, in some cases, the supplier
may be required to provide an induction. The inductions must be to the JNB standard. Records of
inductions by means of signatures of persons inducted must be passed on to the JNB Site
superviser. Details of standard induction inclusions can be seen in section 4.1.



3.2

3.2.1

3.2.2

3.2.3

3.24

3.2.5

3.2.6

3.2.7

3.2.8

3.2.9

3.2.10

3.2.11

3.2.12

3.2.13

3.2.14

WHILST CARRYING OUT THE SUB-CONTRACT WORKS, suppliers must:

Comply with the requirements of the Health & Safety at Work Act 1974, and all other Acts,
Regulations, and Codes of Practice, as they apply to your operations.

Comply with all common law obligations to your employees and others who may be affected by
your operations, including the general public.

Comply with the requirements of this document, and employ only safe working systems during the
execution of your work.

Take charge of any safety equipment issued to you, ensure its correct use, and return it in
working order.

Supply personal protective equipment and clothing to your employees as the work requires. As a
minimum the following shall be worn:

SAFETY HELMETS, GLOVES*, HIGH VISIBILITY CLOTHING AND SAFETY FOOTWEAR
(INCLUDING STEEL OR COMPOSITE TOE AND MID-SOLE PROTECTION) SHALL BE WORN
AT ALL TIMES.

ADDITIONAL PERSONAL PROTECTIVE EQUIPMENT SHALL BE WORN IN LINE WITH
CLIENT SPECIFIC, REGULATORY OR RISK ASSESSMENT REQUIREMENTS.

*Gloves must be suitable to protect against the expected hazard and may only be removed for
specific tasks that are rendered either impracticable or more hazardous by their use, and ONLY
following risk assessment with the express authorisation of the JN Bentley site superviser or
designated deputy.

All PPE must be in good condition, in date (where applicable) and worn correctly (eg boots
and high vis fastened, hats correctly orientated etc)
Only permit suitably licensed or certificated personnel to drive vehicles or operate plant.

Comply with JNB Ltd’s quality procedures and instructions as laid down in the specification and/or
bill of quantities.

Ensure all site workers attend the daily pre-work briefing.

Ensure that, where workers feel that they are faced with serious and imminent danger they shall
stop work immediately and report to the Site superviser. The Site superviser will reassess the
task and will apply control measures to reduce the risk to the lowest level possible. Examples
include, discovery of asbestos, structural instability, uncharted services etc.

Not use semi-automatic quick hitches on, nor supply them to, JNB sites.
Follow the requirements relating to workplace tools and equipment included in 4.26.

Co-operate with any arrangements on site intended to enable effective co-operation and
consultation between all suppliers and workers on site.

Immediately report any health safety environmental or damage incidents to the site superviser or
nominated representative, and ensure supplier employees/suppliers do so also. Incident reporting
must be encouraged so proactive measures can be implemented to prevent incidents.

Ensure that all new personnel on site are fully trained, competent, receive a site induction in
accordance with the requirements of clause 4.1 and are briefed on task specific risk assessments
prior to starting work



3.2.15 Conform to JNB's rules (including 10 Golden Rules, Appendix B) together with any other client or
local rules.

3.2.16 Comply with the following site regulations relating to all vehicles:

o No commercial vehicle or plant may reverse on site without supervision
¢ Vehicles will enter and leave from site at designated points only
e Seat belts must be worn where fitted

3.2.17 Ensure that all personnel report to the site superviser daily before any work commences

3.2.18 Provide copies of Environmental documentation (i.e. copies of Waste Management/Exemption
Licenses, Waste Carriers Licenses, Waste Transfer Notes, hazardous waste Consignment Notes)
where required to the site superviser.

3.2.19 Ensure that all waste created as a result of your activity is disposed of in accordance with the
Waste (England and Wales) Regulations 2011 or Waste (Scotland) Regulations 2012 as
applicable..

3.2.20 Ensure that, where applicable the SWMP is updated at least every three months (ideally monthly)
as the project progresses

3.3 ON COMPLETION OF WORK SUPPLIERS ARE REQUIRED TO:

e Submit as built drawings for all work carried out

e Supply operating instructions and maintenance requirements, as applicable, for all items
incorporated into the works

o Supply records of all tests and inspections made

e Supply letter of conformity that all work conforms to the specification and/or Bill of Quantities

o Where required provide a Site Waste Management Plan for actual waste created during the
project

Note: Item 3.3 is required to complete the Health and Safety File as required by the Construction
(Design and Management) Regulations 2015. Failure to provide this information in a timely
manner could result in final payment being delayed.
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4.2

4.3

4.4

Operational Requirements
Minimum standard for Induction Training

e Welcome and introduction

Contract description and site layout (include car parking, access routes, vehicles,

pedestrians, and security procedures)

Contract major risks/precautions

Key appointments/designations and JNB role

Contract overview health and safety plan / objectives / targets

A summary of legal responsibilities of employer, employee and self-employed

Golden Rules and general site rules

Environmental rules

Incident reporting and first aid arrangements

Fire and emergency evacuation arrangements/identification of fire extinguishers

Welfare facilities

Site communication arrangements for reporting safe/unsafe acts/conditions / receiving safety

information

e Any other issues relating to the significant hazards/control measures of recipients e.g. risk
assessment detail, safety method statement arrangements, toolbox talks, health issues etc

e Environmental aspects and impacts

¢ Disclosure of any medication or medical condition that may affect worker safety, or that of
others affected by his or her actions

The Supplier must ensure that adequate arrangements are in place to ensure that all persons
undergo induction training before commencing work on the project.

First Aiders

All contractors shall ensure that they provide adequate first aid cover when working on JNB sites
to satisfy the requirements of The Health and Safety (First-Aid) Regulations 1981 Approved Code
of Practice and Guidance (HSE Publication L74).

The first aider must have a valid certificate of competence in either first aid at work (FAW) or
emergency first aid at work (EFAW)

Competent Persons

Suppliers must ensure that only persons certificated under the following nationally recognised
mobile plant training schemes operate mobile plant on any J N Bentley site: CPCS, Lantra,
ITTSAR, AITT, NPORS, RTITB IPAF or NPTC.

Mobile plant shall include, but is not limited to: Tower cranes, track mounted cranes, wheeled
cranes, crawler cranes, draglines, piling rigs, dumpers, dump-trucks, forklifts, rough terrain
forklifts, telescopic handlers, excavators, hoists, mobile elevating work platforms, loading shovels,
bulldozers, tractors, graders, scrapers, compactors/rollers (ride-on), pavers, concrete pumps, lorry
loaders, trenchers, crushers/screeners, skip loaders, HIABs, trenchers, and quad bikes.

Suppliers must also provide nationally recognised certificates of competency for scaffolders
(including persons erecting system or tower scaffolds), demolition operatives, Appointed Persons
and signallers/slingers etc.

Tool Box Talks Training

JNB shall, at regular intervals, issue Toolbox Talks that are relevant to ongoing site activities.
Suppliers shall ensure that these talks are delivered to their employees in order to maintain good
QES awareness throughout the project.



4.5

4.6

4.7

4.8

4.9

4.10

Mandatory and Advisory Signage

All safety Signs and markings erected by the supplier to warn of any risk of danger, mandatory
requirements, prohibitions, or safe conditions, must conform to the requirements of The Health
and Safety (Safety Signs & Signals) Regulations 1996.

Operational Safety Standards (OSS)

JNB, as part of its ongoing commitment to improve QES performance and to ensure the safety of
everyone involved on our projects, has developed a series of Operational Safety Standards.

Operational Safety Standards concisely set out key safety processes, conditions and behaviours
expected for a series of tasks. Adherence to the standards will help to ensure worker safety on
JNB sites.. Copies of Operational Safety Standards are appended to this document.

We have produced a pocket sized A6 booklet of the key requirements of the operational
standards to assist site supervisors, If you require a copy for your foreman / lead hands for work
on a JNB site please request a copy from our site supervisor

Compliance with these standards is a mandatory requirement for everyone involved in a JNB
Project unless an equivalent, auditable standard is presented to and approved by the JNB site
superviser prior to works commencing.

Work in Confined Spaces
Requirements are detailed in OSS 108 Safe Working in Confined Spaces in Appendix A.
Cartridge Operated Fixing Tools

Suppliers who intend using cartridge operated fixing tools must produce a Risk Assessment and
Method Statement for using such equipment.

The RA/MS shall detail:

Authorised users including details of training
Storage arrangements for machines and cartridges
Control measures for issue and return of equipment
Limitations on the type of work undertaken

Safety precautions required during use

Use of appropriate PPE.

Authorised persons must be properly trained in the safe use of the equipment. No persons under
the age of 18 shall be permitted to use cartridge operated tools.

Miss-fires, penetration through the fixing material or all other incidents/near misses must be
reported to JNB Ltd.

Additional general requirements are detailed Operational Safety Standard OSS 106 Safe Use of
Plant & Equipment(PUWER) in Appendix A

Overhead, Mobile, Crawler & Tower Cranes

Requirements are detailed in OSS 102 Lifting Operations Using Cranes and Excavators in
Appendix A.

Lifting Accessories & Manually Operated Lifting Equipment

Requirements are detailed in OSS 102 Lifting Operations Using Cranes and Excavators and OSS



4.11
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4.13

4.14

106 Safe Use of Plant & Equipment (PUWER) in Appendix A to this document

Demolition/Dismantling
Suppliers employed to undertake demolition/dismantling work, must:

Prior to commencing obtain authorisation from a representative of JNB Ltd.

Plan the activity in such a manner as to prevent danger or, where not practicable to prevent it, to
reduce danger to as low a level as is reasonably practicable.

Prepare a detailed Risk Assessment/Method Statement and a written record of the process of
demolition or dismantling before work begins. Ref: Construction (Design and Management)
Regulations 2015. (CDM)

Ensure the methodology with associated risk controls are communicated to those undertaking the
activity

Ensure the activity is supervised to ensure the methodology and risk/hazard controls are
implemented and are suitable and sufficient.

Particular attention should be given to ensuring that:

‘Live’ services in the area have been isolated and made safe

Suitable and sufficient warning notices and barriers have been erected

Unintended collapse is eliminated by installing adequate temporary support, shoring etc
Emission of dust/fume is adequately controlled

Safe access and working positions are provided for all personnel involved in the work
The danger of injury to other personnel or damage to plant or equipment is minimised

Electricity

Requirements are detailed in OSS 103 Working on or Connecting to live electrical systems and
OSS 106 Safe Use of Plant and Equipment (PUWER) Appendix A

Excavations & Openings

Requirements are detailed in OSS 101 Excavations/Breaking ground in Appendix A

Fire Prevention

Requirements are detailed in OSS 116 Fire Safety Appendix A



4.15

4.16
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4.18

4.19

4.20

Welfare Facilities

Supplier shall provide all necessary first aid facilities as required by the Health and Safety (First
Aid) Regulations 1981.

Welfare facilities that comply with the requirements of Schedule 2 of the Construction (Design
and Management) Regulations 2015 will generally be provided on site by JNB and made
available for use by The Supplier.

Where JNB’s facilities are shared by the supplier, the supplier must assist with keeping these
facilities clean and tidy. If it is felt that supplier personnel are not respecting the facilities provided,
JNB reserves the right to withdraw use of facilities and will require the supplier to provide its own
welfare facilities at the supplier’'s expense.

If JNB are not providing welfare facilities for the use of the supplier, JNB will advise the supplier
within the terms of the order. In this case, the supplier must make his own provisions and ensure
that suitable facilities are available on site for the duration of thesupplier's works.

Forklift Trucks

Requirements are detailed in OSS 106 Safe Use of Plant and Equipment in Appendix A.
Scaffolding

Requirements are detailed in OSS 104 Management of Scaffold in Appendix A.

Working at Heights

Requirements are detailed in OSS 109 Safe Use of Working at Height Equipment and OSS 104
Management of Scaffold in Appendix A.

Housekeeping & Removal of Materials

The supplier is responsible for ensuring high standards of housekeeping during all work activities
and must keep their work areas tidy and not allow rubbish or scrap to accumulate. If a storage
area is required, an approach should be made to JNB so that any request can be considered and,
where appropriate, an area allocated for this purpose.

Waste of a hazardous nature must be disposed of in accordance with statutory requirements and
is the responsibility of the supplier.

Flammable rubbish must be disposed of properly at the end of each shift, or more regularly if
necessary.

Spillage control procedures are to be developed as necessary and the need to maintain a safe
and tidy work area is to be included in all site inductions. Consideration to Source, Pathway,
Receptor information shall be given to prevent spilled matrials reaching any watercourse or
drainage on site

The spillage of diesel or other such substance and the subsequent clean up methodology shall be
notified to the JNB site superviser as soon as possible. In the event of any substance entering a
watercourse or drain the Environment Agency and/or the local Water Company shall be informed.
Any contact with these agencies shall only be made by JNB Ltd authorised representatives.
Machinery Guarding

Requirements are detailed in OSS 106 Safe use of Plant and Equipment in Appendix A.
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4.22

4.23

Noise and Vibration

Noise - Excessive noise is recognised as a major factor in work induced hearing loss. Suppliers
are required to ensure that where noise exposure has the potential to reach levels detailed in the
Control of Noise at Work Regulations (2005) suitable and sufficient measures are in place to
prevent harm to all persons likely to be affected .

Hearing protection zones must be clearly identified and suppliers must ensure that their
employees are provided with, and use, suitable hearing protection when working in these zones.

Where suppliers bring plant or machinery on to JNB’s premises they must ensure that noise levels
produced are as low as is reasonably practicable and that all requirements of the Control of
Noise at Work Regulations 2005 are met.

Suppliers must advise JNB if they anticipate excessive noise levels from their operations so that
all reasonably practicable precautions can be taken to protect persons who may be affected.
Necessary action to implement all aspects of The Control of Noise at Work Regulations 2005
must be made.

Vibration - Suppliers must ensure that any handheld plant or equipment used on a JNB site is
supplied with accurate information relating to the vibration outputs of the equipment. When
completing RA/MS for work involving such equipment they shall ensure that assessments are
made and recorded to ensure that workers are not exposed to levels of vibration likely to cause
harm and that the duration such activities are monitored for compliance

Suppliers are to ensure compliance with the requirements laid out in the Control of Vibration at
Work Regulations 2005.

Suppliers are to ensure that any mobile plant used on JN Bentley sites has accurate manufacturer
supplied information relating to vibration outputs that ensures the daily Exposure Limit Value
(ELV) of 1.15m/s2 is not exceeded. When completing RA/MS for work involving mobile plant the
supplier shall ensure that assessments are made and recorded to ensure that workers are not
exposed to levels of vibration likely to cause harm including reference to control measures such
as but not restricted to:

Ensure seat is adjusted to suit the driver.

Only use haul roads that are maintained in good order

Review, and reduce where possible, the length of time machines need to be operated
Ensure drivers spend time out of the machine at break times etc

Ensure the vehicles are maintained in good order and serviced regularly

Ensure tyres, where applicable, are not worn and are at the correct pressure

Permits to Work
Requirements are detailed in OSS 004 Preparation and Issue of Permits to Work in Appendix A.
Personnel Carriers

When the carriage of personnel by crane or other access equipment i.e. cherry-pickers is
required, the personnel carrier must be suitably tested and have a current test certificate/
certificate of conformity. All lifting accessories must have current certification which shall be
immediately available. Further requirements for the use of Mobile Elevating Work Platforms
(MEWPSs) etc are included in OSS 109 Safe Use of Working at Height Equipment and for man-
riding operations are included in OSS102 Lifting Operations using Cranes and Excavators.

All cranes or other access equipment used for carrying personnel must be provided with a dead
man’s handle facility to ensure that the brake is applied when the control lever is released. Crane
hooks must be fitted with safety catches or equivalent.



4.24

4.25

4.26

At no time should the crane or other access equipment be allowed to be used in a free fall
situation. Cranes must have power lowering capabilities for carrying personnel.

Limit devices must be fitted to the cranes or other access equipment to ensure that the carrier
cannot be raised above the over hoist limit of the equipment.

Excavators must not be used for man-riding operations

Safety Harnesses

When working at height where it is not practicable to provide a standard working platform and
where additional collective control measures are not practicable, safety harnesses must be worn.
When working on open steel or erecting/dismantling scaffolding above the first lift, a securely
attached harness must be worn where uncontrolled fall from height hazards exist.

Safety harnesses must be worn by operatives working from boom lift type MEWPS.

Safety harnesses must meet the appropriate British Standard and be properly maintained and
regularly inspected in line with the requirements of 367.

Transport

Suppliers must not bring vehicles on to company premises unless they are roadworthy and
conform to current legal requirements. Vehicles required for travel on public access roads must
comply with the standards detailed under the Road Traffic Act 1991.

Loads shall be within the safe weight limit for the vehicle and should not project beyond the
vehicle body in such a manner as to present a hazard to other vehicles, pedestrians, or adjacent
structures.

Personnel must not get on or off any vehicle whilst it is in motion.

When reversing on site all vehicles must operate an audible warning device and be under the
control of a banksman.

Supplier Plant & Equipment

Suppliers will ensure that all plant and equipment used on JNB’s premises or work sites are safe
to use and maintained to an acceptable standard.

All necessary test and examination certificates must be available for inspection at all times and
shall be retained in line with statutory requirements.

All mobile plant, as defined in OSS 106, shall have daily pre-use inspections in line with
manufacturers’ instructions, records of which shall be given to the JNB site manager on a weekly
basis.

Suppliers shall carry out pre-use checks on all equipment

In addition, for equipment such as chainsaws, cut off saws, road saws, rip saws, reciprocating
saws, Hilti guns, grabs, ladders and any other item of workplace equipment likely to cause major
injury or worse shall be inspected weekly. Records of weekly inspection shall be given to the JNB
site manager on a weekly basis.

Suppliers may provide their own records of daily and weekly inspection, if the JNB site manager
deems they are suitable/equivalent to the JNB inspection templates included in Appendix D. If the
supplier's records of inspections are not deemed equivalent the supplier shall provide records
using the JNB format.

The use of 9-inch (and larger) grinders on JNB sites is prohibited without express authorisation, in
writing, by either a JNB Director or a JNB Operations Manager, prior to the task commencing.
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Further requirements relating to PUWER are detailed in OSS 106 Safe Use of Plant and
Equipment (PUWER) (see Appendix A)

Use of Gas & Oxygen Equipment

Where suppliers bring their own equipment onto JNB’s premises, such equipment must comply
with relevant statutory requirements and/or British Standards.

The equipment used by suppliers must be properly maintained and be available for inspection by
JNB before work commences, and at reasonable intervals during the work. Suppliers must comply
with OSS106 and manufacturer’s instructions and relevant training . All hose connections must be
permanently attached i.e. ferrules. Jubilee clips are not acceptable means of securing hoses.

Storage

Gas cylinders should not be stored for excessive periods of time. Only purchase sufficient
quantities of gas to cover short-term needs

Rotate stocks of gas cylinders to ensure first in is first used

Store gas cylinders in a dry, safe place on a flat surface in the open air. If this is not reasonably
practicable, store in an adequately ventilated building or part of a building specifically reserved for
this purpose

Gas cylinders containing flammable gas should not be stored in part of a building used for other
purposes

Protect gas cylinders from external heat sources that may adversely affect their mechanical
integrity

Gas cylinders should be stored away from sources of ignition and other flammable materials
Avoid storing gas cylinders so that they stand or lie in water

Ensure the valve is kept shut on empty cylinders to prevent contaminants getting in

Store gas cylinders securely when they are not in use. They should be properly restrained, unless
designed to be freestanding

Gas cylinders must be clearly marked to show what they contain and the hazards associated with
their contents

Store cylinders where they are not vulnerable to hazards caused by impact, eg from vehicles such
as fork-lift trucks, plant etc

Gas cylinders can also be stored on gas bottle trolleys specifically designed for that purpose,
usually secured by a chain. These trollies (complete with gas bottles, shall be returned to the gas
storage area when not in use.

Before constructing a temporary gas compound or using an existing gas storage area, suppliers
must obtain authorisation from JNB.

Oxygen and fuel gas cylinders shall be kept separate
Cylinders must never be stored, nor used, in a horizontal position

All gas cylinders must be handled with care and they must not be misused or abused. They must
be properly shut off when not in use.

Great care must be taken to ensure that gas equipment, including hoses, is not allowed to cause
obstruction of roadways, walkways, manholes, ladders, or other means of access where they can
cause tripping hazards or be damaged. Hoses not in use should be coiled up and put in a safe
place to minimise damage or harm.

Where any operation involves the use of gas or oxygen equipment in a confined space, a Permit
to Work procedure must be in place. All requirements of The Confined Spaces Regulations
1997 and OSS 108 shall be followed.

During meal breaks and at stopping times, hoses and equipment must be removed from confined
spaces. Oxygen or gas cylinders must not be taken into confined spaces for use or storage.

At the end of each working day a safe procedure for turning off and disconnecting gas and oxygen
supplies must be followed.
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Control of Substances Hazardous to Health

Requirements are detailed in OSS 113 Managing & Using Hazardous Substances. Where close
fitting respiratory protective equipment (RPE) is required evidence of current and mask specific
face fit testing must be provided.

Asbestos

Where any work involves the handling of asbestos, suppliers must conform to the requirements of
the Control of Asbestos at Work Regulations 2012 and the relevant Code of Practice — L143.
Asbestos removal will only be undertaken by suppliers licensed for the purpose as required by the
Regulations. Suppliers must provide, on request, copies of licence for work with asbestos
insulation or asbestos coating issued by the Health and Safety Executive and any conditions
attached to that license.

Before any asbestos is removed, suppliers must ensure that appropriate sampling and analysis of
asbestos fibres is carried out by a suitably qualified analyst’s report, sub-suppliers must then
make an assessment of asbestos exposure and agree a safe system of work with JNB’s site
representative before works commence.

Drugs & Alcohol Policy

JNB regards health and safety as a core business value. As such, the effective management of
drug and alcohol abuse is an integral part of these values.

Any worker who is reasonably suspected of being under the influence of drugs or alcohol must
leave site immediately and will be suspended from working on our sites until they can prove they
are fit for work again.

As part of JNB Ltd’s Drugs and Alcohol Policy (copy available on request) there is potential that
random testing will be carried out on any persons on our sites. If a site is selected where your
employees are working they will be required to undergo the test in accordance with our policy and
results will be provided to you.

Any worker who tests positive will be requested to leave site immediately and will not be allowed
to work on a JNB site until further testing has been completed. JNB reserves the right to
permanently exclude persons who either test positive for drugs or alcohol or refuse to submit to
drug & alcohol testing when required, from JNB sites.

Any worker who refuses to have a test taken will be suspended from work immediately and must
leave site.

Drug and alcohol tests will be carried by an independent body by urine samples or as a breath
test using an Alcometer (etc) as applicable.

Avoidance of Overhead and Underground Services

Requirements are detailed in OSS 111 Avoidance of Services.

Water

Water for suppliers, unless otherwise stated, will be provided free of charge at the nearest
available stand pipe. Suppliers must make suitable arrangements for the onward conveyance of
such water.

Temporary Works

Guidance on supplier responsibilities with respect to temporary works is provided in Appendix E
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Operational Controls
Manual Handling

Lifting shall be mechanised so far as is reasonably practicable. The supplier shall undertake
manual handling assessments and provide appropriate training. Materials and consumables shall
be packaged / decanted etc. to facilitate ease of handling.

Where significant manual handling operations have been identified the site supervisor shall
ensure that a suitable and sufficient assessment of risk is carried out prior to the operation being
undertaken.

Manual handling assessments take into consideration the task, the load, the individual, the
environment, and any other factors, which may affect safe lifting and carrying (for example the
use of personal protective equipment).

Assessments must be reviewed when there is a significant change in:

e The activity or process

e The working environment

¢ The number of personnel available and/or the physical ability of personnel to manually handle
loads

e The nature of the load(s) to be handled

Reassessment may also be required where near miss/incident/absence statistics show that the
original control measures are/were not sufficiently effective.

The supplier will ensure that operations reduce the risks from manual handling so far as is
reasonably practicable. The general hierarchy of control measures to achieve this includes:

¢ Elimination of the need for lifting, (e.g. delivery company to off load/deliver to place of
use/storage, use of fork lift/crane to move the load, etc

e Provision of automated or mechanical aids such as trolleys, chutes, and purpose designed
lifters

e Changing the layout of the job to reduce the distances loads are carried

¢ Reducing the number of times, a job has to be done
Manual handling technique training provided to employees carrying out manual handling
activities, with suitable PPE used.

Hot Work

A permit to work system (as detailed in OSS 004 Preparation and Issue of Permits to Work) must
be adopted where hot work generating heat, sparks or flame have the potential to cause a fire.
The precautions to be taken and reflected in the permit shall include:

e Before starting work, ensure the surrounding area is cleared of all moveable combustible

materials

Where work takes place by a wall or partition check the other side for combustible materials

Protect combustible materials that cannot be removed

Have suitable extinguishers at hand

Check work area during work and at least one hour after work has finished

Restrict hot working times so that all hot work is finished by a safe period before the end of

the day

e The wearing of Flame Retardant clothing by all persons undertaking or in the immediate
vicinity of hot works operations.
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6.0

6.1

6.2

Emergency Procedures

A clear and unambiguous emergency plan shall be developed and communicated to all persons
on site regardless of the nature and duration of the work they are undertaking. The emergency
plan shall include in addition to relevant points above:

The location of the assembly points

The appointed fire marshal

The means for ensuring roll calls are carried out

The means of communicating with emergency services and liaising with them on site

The means of communication and co-operation between the supplier and other building
occupants in the event of an emergency

Written emergency procedures must be displayed in prominent locations and brought to the
attention of all persons working on or visiting that site.

Checking and Corrective Action
QES Site Inspection and Monitoring

JNB regularly completes inspections of all projects to ensure continued improvement in
performance. The Supplier shall co-operate fully with the visits and shall rectify any issues raised
in a timely manner as required by the site superviser

Reporting of Health and Safety Incidents (injuries and near misses), instances of
occupational ill health, dangerous occurrences (Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations 2013 RIDDOR) and damage only incidents

All incidents whether Health Safety Environmental or Damage related must be reported to the Site
superviser directly or by an equivalent means at the earliest available opportunity.

Information and lessons learned from incident investigations must be communicated to the JNB
project team and shared with the operatives involved.



J N Bentley Ltd

Operational Safety Standards (OSS) Requirements for
Suppliers

(Requirements for Suppliers Rev L - Appendix A)
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Process 001 D Compliance with Site and Golden Rules 23
002 C Preparation, Communication and Use of Risk 24
Assessments and Method Statements
003 C Incident Reporting and Investigation 26
004 C Preparation and Issue of Permits to Work 30
Operations 100 D Site Establishment and Maintenance 32
100a B Electricity Supply for Site Welfare Facilities 35
101 E Excavations/Breaking Ground 38
102 E Lifting Operations using Cranes and Excavators 4
103 D Yx:{;igﬂ ::5’-, or Connection to, Live Electrical 47
104 F Management of Scaffold 49
105 (9 Lone Working 53
106 F Safe use of Plant and Equipment (PUWER) 55
108 E Safe Working in Confined Spaces 58
109 (9 Safe Use of Working at Height Equipment 64
111 E Avoidance of Services 70
113 B Managing and Using Hazardous Substances 75
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JN Bentley Ltd

Golden Rules, General Site Rules

(Requirements for Suppliers Revision L - Appendix B)






Site Inductions - You must have one before starting work

Risk Assessment/Method Statement - Understand it and sign it before starting work
COSHH assessments - Read and understand them before using the substance
Welfare facilities - Use them and maintain them as intended

Personal hygiene - Ensure a good standard before eating

Plant, tools and equipment - Check them prior to use

Site signage - Follow the requirements

Permits - Must be in place for:
¢ Confined Space entry
¢ Excavations (where required by 0SS101)
¢ Hot Work
o Work on Live Electrical installations
e Other activities as required (eg work on fragile roofs or within 6m of O/H Electric Lines)

Company cars/vans - Only drive them if authorised

Waste disposal - Use the correct skip/bin and store them to discourage vermin
Housekeeping - Keep work and storage areas tidy

Clothing - No shorts, hats under helmets or removal of tops

Radios and iPods etc. - Do not use them on site

COSHH storage - Safe and away from potential environmental impact
Engines - Switch them off when not in use

Pollution - Prevent pollution to surface water drains and sewers etc.

Fires - Not allowed on site



JN Bentley Ltd

Example Risk Assessment / Method Statement

(Requirements for Suppliers Revision L - Appendix C)

Please Note:

A Risk Assessment and Method Statement (RA/MS) is a working document and should be tailored to each project. The
following example of RA/MS is a guideline document only which outlines the main topics we might expect to see in RA/MS for
activities being planned on our sites. The suggested headings should not be considered to be a definitive list. Suppliers may
use the JNB template but JN Bentley Ltd accepts no responsibility for the suitability of risk control measures detailed in Supplier
generated risk assessments.


































JN Bentley Ltd

Example PUWER Daily & Weekly Inspections, LOLER
Weekly Inspections & CoSHH Assessment

(Requirements for Suppliers Revision L - Appendix D)

The following examples are for guidance only and the suggested formats
should not be considered as indicative of legal compliance but the
appropriate use of the templates will constitute compliance with JN

Bentley/ MMB Management System requirements. Suppliers must make their
own assessment of how to comply with legal requirements.



360 Excavator Daily Plant Check Sheet Bentley @

¥ In arder/ satisfactory / senviceable
X Mot in order / requires attention

Contract name:

Key:
-~ ) = MN/A Mot Applicable
Contract no: All bowas are o be flled i on 3 Cally basls

Weekending

Operator's

Machina namel(s)

Plant number

ltem Days

. Daily Checks
Ma: v M ] T w] | T]|F ] = 5

Chech the undercarriage — tracks, idler and main drive sprochets,
footsteps and guarding

FE Chech Automatic Quick Hitch for damage and safe operation

2h Check Manual Quick Hitch for damage and safe operation |
2 Chechk for damage around hydraulic eylinders, linkages and hydraulic
hoses. Hoses to be clipped and secure
4 Chechk fluid levels — engine, hydraulic, transmission oils and coolant
level. Check air filter. Check machine is greased
5 Check that hand-rails for cab and top of the engine compartment are
SECUTE.
& Check that windows are clean and that mirrors are clean and adjusted

correctly.

T Chechk that the seat is adjusted for position and driver weight

Check the seat belt catch, webbing and anchor points to ensure they

g are notdamapged and are secure. Operation of green beacon

5 Check windscreen wipers are operating and clearing windscreen
adequately

10 Check lights, horn, safety decals, handholds and footsteps - Check

function of controllamps, travel lights, working lights,

1" Check that all cab instruments and warning lamps are working

12 Check operation of Safe Load indicator [Prolec)

Operators Initials

If an X" is placed in any of the above boxes fill in the comments box (below) AND inform the Site Manager

Iltem Mo: Defect details / Comments
Cipar 3k Dadlaralian 2 Manager Daciaraian
ldadiare I3l |hawe camiad oul e above dhadits 31 e fraqueancy I daciara fhal | have raviawad and 3cianed the ulls and delechs
gpacifad and have reporied Al fauits and defecis ideniifiad Dy e aparaior.
Signed: ANt Nama: =qnad: Pt Nama:

Plant Office Comments

signed:



















JN Bentley Ltd

Supplier Temporary Works Guidance

(Requirements for Suppliers Revision L - Appendix E)



Temporary Works Information for Suppliers

JN Bentley procedure BIMS02-13 Management of Temporary Works is available on request; the following is
a précis of the document offering guidance to JN Bentley appointed suppliers on JN Bentley procedural
compliance.

Temporary works (TW) are defined as (but not limited to) any process or structure which is required to
complete the permanent works.

Examples include:

e Scaffolding

o Cofferdams

e Battered or supported excavations

o Falsework and formwork

o Crane bases

e Crane outrigger pads

¢ Piling mats/platforms

o Overpumping/dewatering operations

e Pipe testing related constructions

e Access/haul roads

o Demolition and dismantling operations

o Permanent works used or in a temporary state
e Temporary electrical or mechanical installations

Coordination of Temporary Works

An individual with responsibility for the implementation of the temporary works procedure (supplier or JNB)
and for the coordinating of the temporary works design, provision, use and removal shall be appointed as
Temporary Works Co-ordinator (TWC). This role will default to the JNB contract manager or JNB site
manager (as appropriate) in the absence of a suitable appointment by the supplier. Only individuals with
proven competency in temporary works coordination may fulfill this appointment.

Temporary Works categorisation

JN Bentley temporary works process requires that TW are categorised dependent upon the level of risk
associated with their use (risk may be financial, environmental, safety or reputational etc.). The
categorisation will dictate the level of design, checks and supervision required.

E.g. A scaffold bridge carrying pedestrians across a river is likely to have greater requirements than a 1
metre deep excavation in a green-field site.



Under JN Bentley Temporary Works Procedure, certain temporary works can be justified without calculation
by the Temporary Works Co-ordinator who is appointed to that project.

The following list of temporary works (not exhaustive) will always require “Design by Calculation”.

o All scaffold exct those defined as Basic by TG20:13

o Sheet piling or other shoring to excavations/Bored piles

e Protection to services under haul/access roads may need design/additional consideration

o Complex dewatering schemes especially where dewatering has potential to affect surrounding
structures and/or other operations

o Formwork to walls over 2m high and formwork not sited on the ground

o Soffit Formwork

¢ Formwork which includes/incorporates pedestrian access platforms

o Falsework

e Piling mats

o Electrical connection of cabins/site welfare to existing electrical supplies

e Cranes bases for tower cranes

e Crane pads for mobile cranes

o Temporary bridges and their abutments

o Pipework test ends and temporary thrust blocks

For items not on this list, or if in any doubt as to whether a design by calculation is required the TWC
shall consult the contracts manager, QES Advisor or a temporary works champion.

Design and Acceptance

Where required suitable temporary works designs shall be prepared and checked by competent people with
copies appended to the task specific risk assessment and method statement prior to works commencing in
line with OSS 002. Designers and checkers shall not be one and the same person. Designs must be
provided to the TWC for review prior to installation / construction

Installation and Removal

The Temporary Works Co-ordinator (JNB or supplier) shall ensure that supplier temporary works are installed
and removed in line with relevant design or guidance as appropriate. The TWC may require the use of
permits to introduce hold points at key stages of the installation or removal.

Schedule
The supplier will, on request, provide a schedule of planned temporary work including such details as those
listed below (see table headers)

Temporary
i Works
™w Is Design by | pesign brief Designer Design Permit to ;e -r,:" ":.:]d complete
Ref Location & Description | (o0 | Calculation | BIMS02-13.3 | Organisation and pt L ui_»l.lmfaﬁue and
required? Name BIMS02-13.3 | BIMS02-13.6 BIMS02-13.6 remuvgd
from Site

FURTHER INFORMATION RELATING TO THE MANAGEMENT OF TEMPORARY WORKS ON JNB SITES IS AVAILABLE
IN BIMS 02-13 ON REQUEST AND ELECTRONICALLY ON SITE VIA THE JNB SITE SUPERVISER
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Extract from the Abridged Version of the
Management Risk Assessment

(Requirements for Suppliers Revision L - Appendix F)









