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This is the Empathy Environmental Consultants Ltd company policy on the following issues:-
· Quality;

· Environment;

· Health & Safety;

· Equal Opportunity

QUALITY

Empathy Environmental Consultants Ltd is committed to:-

1.
Provide clients with technically sound, timely, cost-effective solutions to their requirements.

2.
Develop innovative methods for achieving client objectives, trial them thoroughly (where relevant) and apply them to assignments.

3.
Operate a quality management system based on continual performance improvement.

4.
Provide impartial advice, which precludes the acceptance of any material reward from contractors or suppliers.

5.
Respect client confidence at all times.

6.
Seek and maintain appropriate accredited certification for the company and qualifications/status for individual employees

7.
Comply with our Code of Professional Practice.

8.
Meet client needs via well-designed proposals and efficiently managed projects.

9.
Meet client expectations through invitation of feedback, analysis of such feedback and appropriate responsive action.

We will ensure that the above policy is understood and implemented.

ENVIRONMENT
We recognise that the environment is an important factor in the sustainability of Empathy Environmental Consultants Ltd.  We will strive to manage our operations to protect the environment.

Legal compliance

We will:-

· comply with environmental laws and regulations, with details of requirements, consents and licences, maintained as part of an environmental risk register.

Prevention of pollution

We will:-

· Consider environmental performance during our procurement evaluation process;

· Implement operational control of processes involving environment risk.

Continual improvement

We will:-

· Implement environmental programmes in line with the expectations of our clients and society, reflected by the objectives set by the government to meet its international commitments:

· Produce a Green Transport plan by April 2018;

· Recycle 40% of our waste by 2018 (already achieved – e-reporting);

· Reduce primary energy consumption by 30% by 2020 relative to 2010;

· Review 100% of purchasing contracts for environmental performance by April 2018;

· Achieve objectives and targets, based on their priorities;

· Consult our stakeholders and collaborate with relevant organisations;

· Actively promote environmental compliance and improvement in order to comply with environmental legislation, prevent pollution and continually improve our environmental performance.

Empathy Environmental Consultants Ltd is committed to the implementation of this policy and will review progress on an annual basis.
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BACKGROUND

This policy statement is in three sections:


SECTION A
Makes a general declaration based on our obligations under the Health and Safety at Work etc Act. Identifying where responsibility lies.


SECTION B
Gives general and specific arrangements in greater detail.


SECTION C
Gives arrangements for specific hazards.

SECTION A : GENERAL STATEMENT OF POLICY

The policy of Empathy Environmental Consultants Ltd is to provide and maintain safe and healthy working conditions, equipment and systems of work for all staff, and to provide such information, training and supervision as they need for this purpose.  We also accept our responsibility for the health and safety of other people who may be affected by our activities, where such effect is caused by negligence.


The allocation of duties for safety matters and the particular arrangements which we will make to implement the policy are set out below.


The policy will be kept up to date, particularly as the business changes in nature and size.  To ensure this, the policy and the way in which it has operated will be reviewed every year (May).


Empathy Environmental Consultants Ltd operates a detailed programme of internal training, including health and safety.  Further external training is encouraged.  

	PRIVATE 


signed..............................................................


Mr Alan Hambidge

Empathy Environmental Consultants Ltd

Date : January 2017



SECTION A : RESPONSIBILITIES
	PRIVATE 

 1. 
Overall and final responsibility for health and safety in the company lies with:



Mr Alan Hambidge
 2. 
Health and Safety Advisor:



Mr Alan Hambidge (Principal Consultant / Director) Empathy Environmental Consultants Ltd – Chartered Safety and Health Practitioner
 3.
The following supervisors are responsible for safety in particular areas:



Mr Alan Hambidge
Overall Responsibility;



                           
Empathy Environmental Consultants Ltd
                            Mr Alan Hambidge                    Qualified First Aid

*     Update training will be provided on an annual basis. The update includes a responsibility to keep abreast of developments in Health & Safety law and to conduct an annual audit of compliance.

 4.
All employees have the responsibility to co-operate with the responsible individuals in order to achieve a healthy and safe workplace and to take reasonable care of themselves and others.  Staff are trained risk assessors.

 5.
Whenever a member of staff notices a health or safety problem which they may not be able to put right, they must notify the appropriate person named above immediately;


SECTION B : GENERAL ARRANGEMENTS

(i)
Accidents
	PRIVATE 

 1. 
Trained first aider(s) are:

Mr Alan Hambidge
2.
First aid boxes / PPE in:

Main Office;






Travel kits in each vehicle;
 3.
Appointed person responsible for box:






As 1.
 4.
Person(s) responsible for reporting* incidents:






As 1.
                                                                   Note : No Reportable Incidents, Accidents or 
                                                                   Dangerous Occurrences to-date.

 5. 
Accident records location:






Main Office – Standard HSE Accident Report



(ii)
General Fire Safety
	PRIVATE 

 1. 
Escape Routes:

             Single entrance from main office
 2.
Fire Extinguishers:

Present in office
 3.
Maintenance Company:
             Replaced every two years
 4.
Fire Alarms:


Present



SECTION B : GENERAL ARRANGEMENTS

(iii)
Advice and Consultancy
	PRIVATE 

 1.
Local inspector's office and telephone number:


HSE - Area Office (Oxon, Berkshire, Hampshire, Isle of Wight and Dorset),


Priestley House
              Priestley Road

              Basingstoke, Hampshire, RG24 9NW

Tel: 0845 345 0055.
              Fax: 01256 404 100.

2.           Ask an Expert – HSE INFO LINE:

              Tel : 0845 345 0055.

              Fax : 0845 408 9566.

              E-mail : hse.infoline@connaught.plc.uk



(iv)
Training
	PRIVATE 

 1.
Person responsible for safety training and update:


Mr Alan Hambidge.

              Training provided by NEBOSH or Chartered Safety and Health (CIEH) Tutor.




(v)
Special Training 


The business is primarily that of Health and Safety Consultancy.

Hazardous jobs may need special training.  Currently our main hazards include:

	PRIVATE 

1. Driving to client sites;

2. Occasional work on ladders (rare);
  


SECTION B : GENERAL ARRANGEMENTS

(vi)
Good Practice
Empathy Environmental Consultants Ltd operates a simple quality management system.

	PRIVATE 

 1.
Details of good practice are included in the Practice Notes guide;

 2.
We operate a sub contractor audit procedure;




SECTION C : HAZARDS

(i)
Guidance sheets
	PRIVATE 

 1.
At present Empathy Environmental Consultants Ltd does not use or store significant hazardous substances in the office, or homes of its staff.  This is our policy;

 2.
Manufacturers guidance will be kept in a common location where necessary;




(ii)
Housekeeping / Premises Rules
	PRIVATE 

 1.
Clean work place and Floor Policy - all rubbish to bins, all files etc to their original location or buffer boxes;

 2.
Equipment test / calibration Procedure.  Only calibrated / inspected equipment may be used.  We inspect our ladders etc prior to use and keep records;




(iii)
Electrical Equipment
Only torch, temperature gauge, lap top and projector are used.
	PRIVATE 

 1.
Routine inspection of plugs and cables for loose connections and faults:



Every 12 months
 2.
We will use appropriate PPE and tool belts where necessary;



(iv)
Machinery and Other Equipment
	PRIVATE 

 1.
Rules For Use:
              As Manufacturers instructions;

 2
Maintenance:

As Manufacturers instructions;



SECTION C : HAZARDS

(v)
Dangerous Substances
	PRIVATE 

 1.
Empathy Environmental Consultants Ltd do not use or store hazardous substances;

 2.
See Good Practice Notes for further details;




(vi)
Hazardous Waste
	PRIVATE 

 1.
Empathy Environmental Consultants Ltd produces no hazardous waste as a result of its day to day activities.




(v)
Safe use of Chemicals
	PRIVATE 

 1.
Empathy Environmental Consultants Ltd generally does not use chemicals and will continue to avoid their use;

 2.
If chemicals were to be used, then the use of any chemical would be prohibited until a COSHH assessment had been completed;

 3.          Safety data sheets would then be held for those chemicals for reference.
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BACKGROUND


This policy statement is in three sections:

SECTION A 

Makes a general declaration based on our obligations under the following relevant legislation and codes of practice.


Race Relation Act 1976 -This Act makes it unlawful for employers to discriminate in the field of employment. Any such unlawful act will leave the employer liable to prosecution.


Commission for Racial Equality's Code of Practice 1983 -This code is an enabling document for the 1976 Race Relations Act, and was approved by Parliament in 1983. It is used as a guidance document by employers to develop policies and procedures geared towards the removal of racial discrimination, and to promote racial equality in the company. One of the recommendations in the code is to ensure that employers develop procedures to monitor the implementation of the equal opportunity policy.


Empathy Environmental Consultants Ltd is strongly committed to racial equality. All staff are treated on the same grounds, with performance and technical ability being the gauge of reward, and all staff being party to the same professional development programme.


SECTION B 
Gives general and specific arrangements in greater detail.


SECTION A: GENERAL STATEMENT OF POLICY


INTRODUCTION


The policy of Empathy Environmental Consultants Ltd is to avoid discrimination of any type (be it gender related, race related, age related or other).


Empathy Environmental Consultants Ltd aims to be:


An equal opportunities employer – it is meritocratic and its rewards are based on results and responsibilities only.

An organisation that does not unlawfully or unfairly discriminate in the field of employment.

The allocation of duties to staff shall be on an ability only basis, as will be the selection of staff.

Staff who discriminate against others will be severely reprimanded. 

The policy will be kept up to date, particularly as the business changes in nature and size. To

ensure this, the policy and the way in which it has operated will be reviewed every year.

POLICY STATEMENT:


Empathy Environmental Consultants Ltd is an equal opportunities employer. The aim of this policy is to ensure that no job applicant or employee receives less favourable treatment on the grounds of gender, race, disability, colour, nationality, ethnic or national origin, marital status, sexuality, responsibility for dependants, religion, trade union activity and age (up to 65). Selection criteria and procedures are kept under review to ensure that individuals are selected, promoted and treated on the basis of their relevant merits and abilities. All employees are given an equal opportunity within the company, and are encouraged to progress within the company.


The following programmed staff development occurs:


Internal Review meetings.

· 
Staff training sessions (internal). All staff involved. 
· External staff development programme (if needed).

· Equal Opportunity Policy, Health and Safety Policy and Quality reviewed on an annual basis. The systems are reviewed by an independent auditor on an annual basis.

· Empathy Environmental Consultants Ltd is fully committed to equal opportunities for all.

Authorised by Mr Alan Hambidge, Empathy Environmental Consultants Ltd
Date:
January 2017

Empathy Environmental Consultants Ltd

SECTION B:
GENERAL ARRANGEMENTS

1. 
Identifying Job Applicants


The company is to recruit employees on a fair and non-discriminatory basis.


In order to achieve this:


a. Recruitment by word of mouth, which is unlawful is not permitted. Only advertisement may


be employed.
b. When advertising Empathy Environmental Consultants Ltd will employ a wide range of publications, including local papers and relevant technical publications.

c. When advertising Empathy Environmental Consultants Ltd will ensure that the wording of the advert does not place unfair restrictions or requirements on a particular group of individuals. The only selection criteria which may be specified shall relate to the abilities necessary to conduct the job in question (i.e. qualifications, experience, skills etc).

d. All adverts shall demonstrate Empathy Environmental Consultants Ltd’s commitment to equal opportunities, and encourage all applicant groups to apply for the post.

e. Applicant forms shall have space for applicants to declare their ethnic origin. This will be useful information for future monitoring of the policy.

2. 
Selection


Empathy Environmental Consultants Ltd shall select employees on a fair and non-discriminatory basis.

a. 
the suitability of each applicant for each job is measured. Empathy Environmental Consultants Ltd typically has a matrix of skills required by each different position. Each candidate is tested against these in several ways, including:


Review of CV and information.

· 
Taking up references.

· 
Interview and questions.

· 
Further information submission etc.


b. All selection tests employed by Empathy Environmental Consultants Ltd are related to job requirements ONLY.

3. Promotion

Empathy Environmental Consultants Ltd works on the basis of achievement rather than attainment. The development of employees occurs in a fair and non-discriminatory way-

a) Development criteria relate specifically to results, the requirements of the position, the individuals ability, improvement, aptitude, level and quality of work etc.

b) Empathy Environmental Consultants Ltd reviews all staff at least once per annum.

c) There is a programme held in the Training Records to ensure that all staff receive set training.

4. 
Training


All persons responsible for recruitment, selection and promotion shall receive training and development on issues relating to equal opportunities. 

All other staff are also to be aware of the following:


a) enable employees to recognise Empathy Environmental Consultants Ltd's and their own obligations under the Race Relations Act 1976.

b) Develop the necessary skills to translate equal opportunities in employment policy into practice.

c) All staff are to be aware that they should feel free and able to voice any concerns either directly to one of the Directors in privacy and confidentiality, or at the group review meetings.


As stated in section 3, all staff at Empathy Environmental Consultants Ltd have equal access to training and development opportunities.


All staff have received a copy of this policy and are aware of the quality procedures, including training.

5. 
Dismissal (Including Redundancy) and Other Detriment


a) Empathy Environmental Consultants Ltd aims to ensure that it does not unlawfully or unfairly discriminate on racial grounds in dismissal, redundancy or other detriment to an employee.

b) Empathy Environmental Consultants Ltd will only dismiss on grounds of recurrent poor performance, misconduct, and termination of short-term contract periods, and not on grounds of race, gender, sex, sexuality , beliefs, religion etc.

6. Monitorinq

Empathy Environmental Consultants Ltd promotes and develops all staff equally. The progress of all staff is reviewed and monitored. 

7. Grievance. Disciplinary and Dispute Procedure

Empathy Environmental Consultants Ltd does not ignore or treat lightly and grievances, complaints or disputes from any member of staff, whatever their ethnic origin. To-date there have been no complaints of racial discrimination received within Empathy Environmental Consultants Ltd.

Where a racial act was to occur, Empathy Environmental Consultants Ltd will take strong disciplinary action against the individual(s) in question. Such breaches of the Race Relations Act 1976 are unacceptable to Empathy Environmental Consultants Ltd.

8. Victimisation


Empathy Environmental Consultants Ltd acknowledges and states to all staff that it is unlawful to victimise any individual who has pursued a case, made a complaint in any form.


9. Team Ethic


All staff are encouraged to adopt the team ethic. Empathy Environmental Consultants Ltd can only develop, grow and prosper if each individual member of staff is encouraged to do the same. Therefore, Empathy Environmental Consultants Ltd should operate as a team.

10. Unions

Empathy Environmental Consultants Ltd complies with legislation with respect to the rights of unions and their members.

Empathy Environmental Consultants Ltd:

· Recognises the right of employees to be represented by trade unions.

· Accepts that collective bargaining is a legitimate method of negotiating rewards and conditions. 

· Is willing to provide facility time for union representatives.
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