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UPCOMING TRAINING DATES 2021
**EMERGENCY FIRST AID AT WORK (FULL DAY) £89.00 + VAT PP

TUESDAY 7TH SEPTEMBER (PLACES AVAILABLE) - 
FRIDAY 24TH SEPTEMBER 2021 - (PLACES AVAILABLE) -
THURSDAY 21ST OCTOBER 2021 - (PLACES AVAILABLE)
FRIDAY 26TH NOVEMBER 2021- (PLACES AVAILABLE) - 
FRIDAY 17TH DECEMBER 2021 -  (PLACES AVAILABLE)

Includes -  Manual and e-Certification. Please note: Physical ID cards are not being issued as 
standard  at present due to COVID19

** Please note we are currently adding extra dates according to client demand ,impact of 
COVID19 lockdown period, and the reduction in the number of delegates we can accommodate 

due to social distancing. Please contact us for our additional dates and in case we have 
had any cancellations where we can fit you in. shelagh@@complyatwork.co.uk or team@

complyatwork.co.uk

IOSH MANAGING SAFELY (LEVEL 3) – 3-DAY COURSE (LIMITED AVAILABILITY)
RESCHEDULED TUESDAY  26TH OCTOBER – THURSDAY 28TH OCTOBER 2021 (INCLUSIVE)

The fully accredited IOSH Managing Safely ® course covers: Why we need effective 
Health and Safety; Assessing risks: Controlling Risks: Understanding Responsibilities; 

Understanding hazards; Investigating Incidents; Measuring Performance
Price and full details on application

P2 Tel  01204 77 29 77    mobile 07792 400 503

Free - (for our Retained Clients)

HEALTH & SAFETY INTERACTIVE WORKSHOP 
WEDNESDAY 10TH NOVEMBER 2021

Venue: Comply at Work Ltd, 5 Mason St, Horwich, BL6 5QP

Comply at Work Ltd would like to invite our valued retained clients to our 
first   

‘Post-Lockdown’ Free Health &  Safety Workshop.
We will cover the two main topics of: 

Accident Reporting & Investigation (10.00 a.m.)
& Homeworking (14.00 p.m.)

Additionally, between sessions, our team will be available to assist with any  health 
and safety queries or issues you have in either our open Q&A session  or confidentially if 

preferred.

Limited availability – please contact Shelagh O’Sullivan to reserve your place now.

shelagh@complyatwork.co.uk or team@complyatwork.co.uk

01204 772977
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Comply at Work

SALE ON ALL COURSES BELOW – (10% FOR SEPTEMBER 2021)

FIRE WARDEN (0900 – 1230) £75.00 + VAT PP
WEDNESDAY 15TH SEPTEMBER 2021 - WEDNESDAY 20TH OCTOBER 2021

PICK & MIX
(Asbestos Awareness,  Manual Handling, Work at Height,  COSHH [Hazardous substances] 

as requested) 
(Each session is approx. 1.5hrs). Start times vary but usually 9am for the first session.

PRICES START AT £60.00 PP + VAT  PER COURSE**

THURSDAY 9TH SEPTEMBER 2021 - TUESDAY 12TH OCTOBER 2021 -  
TUESDAY 14TH DECEMBER 2021

**Please contact us for a quote as we offer discounts to our retained clients for larger 
groups/multiple sessions on our Pick & Mix courses.

GENERAL HEALTH & SAFETY AWARENESS  (HALF-DAY) – £95.00 + VAT PP
Please contact us for dates and  availability

Our General Health & Safety Awareness course will provide you with fundamental health 
and safety knowledge. The syllabus includes the following important topics:

Legislation - Fire Safety – Hazardous substances - Manual Handling - Occupational Health 
– Risk Assessment – 

Welfare  - Work at Height – Work Equipment

RISK ASSESSMENT/METHOD STATEMENTS/SAFE SYSTEMS OF WORK - (HALF-DAY)  - 
£95.00 + VAT PP

TUESDAY 21ST SEPTEMBER 2021 - TUESDAY 9TH NOVEMBER 2021
What risk assessment is; Legal requirements - Where the need for risk assessment comes 

from; The principles behind carrying out a risk assessment; What a method statement is 
and what a safe system of work is.

All our courses provide Certificates of Attendance and associated training materials.
Remember - if any of these dates do not suit you, please contact:

Shelagh O’Sullivan, our Training Coordinator for alternative dates for your company, either at 
our training facilities or at your premises. Tel: 01204 772977 email: shelagh@complyatwork.

co.uk

NB Proportionate COVID19 secure precautions remain  in place – 

details available on request and/or will be sent out with your booking confirmation.

UPCOMING TRAINING DATES 2021

**Emergency First Aid at Work (Full Day) £89.00 + VAT pp

mailto:shelagh@complyatwork.co.uk
mailto:shelagh@complyatwork.co.uk
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Creating a good health and safety policy for your small business 
is important but, as health and safety is an ongoing concern in 

business, it should be reviewed at least once a year.

Why should I review my health and safety 
policy?
By law, you’re  required to have a Health and Safety 
Policy in place, and it should be in writing if your 
business employs five or more people. You have a 
legal obligation to ensure your policy is up to date, 
appropriate for your business sector, and meets all 
legal regulations to help keep your staff safe and 
to help prevent accidents from happening. If your 
policy is seen to be out of date, it won’t comply 
with legal requirements.

Over time, your business, and the world around it, 
will change. Your company will most likely grow, 
new hazards in your workplace might develop, and 
changes might be made to the health and safety 
laws that your company must follow. You should 
therefore make sure your health and safety policy 
changes too when required.

When to conduct a health and safety 
policy review
You should carry out a policy review annually to 
make sure it’s effective and complies with current 
business laws. You should also conduct a review if:

You make changes to your business
This could include:

• Altering your work procedures, such as 
processes staff must follow to carry out 
certain tasks

• Creating a new position, team or department or 
starting a new service

• Redesigning your office layout, extending part 
of a building, or revamping your company 
premises

•  Introducing new equipment or machinery for 
staff to use to do their jobs

An incident occurs or you discover current 
procedures are failing
This could include:

• You or one of your team suffers a major incident 
or injury in the workplace

• You suspect current procedures are no longer 
sufficient for your staff to work safely

• You discover procedures across your business 
sector or industry are found to be failing

Safety 

Snippets

How to review a health 
and safety policy
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Source: FSB 

How to review a health and 
safety policy (continued)
What should conducting a policy review 
involve?
Annually, and whenever a change or discovery is 
made, you should look at your policy and check that it 
accurately reflects your business in its current form. 
You should check that the goals you outline in the policy 
are still being met – for instance, because of changes 
you’ve made to your business – and that your priorities 
in health and safety are still present, accurate and 
effective.   

You should also look at those areas of your business 
where changes or discoveries have been made, or 
an incident has taken place, and carry out a risk 
assessment. This can include:

• Conducting a thorough inspection of that area

• Checking equipment and safety gear

• Speaking to key staff to discuss issues or incidents

• Designating a senior employee to make regular 
checks, such as on machinery and equipment  

• Making sure maintenance procedures are set up, 
such as for machinery

Record your findings from the risk assessment and 
amend your policy accordingly. You should have already 
carried  out a risk assessment when first putting 
your health and safety policy together, but a second 
assessment should be made to check that all current 
hazards have been identified. 

Updating your health and safety policy
Once you’ve conducted your risk assessment and all 
relevant information has been collated and recorded, 
you should update your policy to include your new 
procedures and the key goals you hope to achieve. 
For instance, the safety checks you’ll start to ensure 
equipment is continuously safe for your staff use, or the 
role you’ve created to carry out regular inspections.

Sign and date the updated policy to show when it was 
last reviewed. You should then replace your previous 
policy with the updated version and make it available to 
your team. This could include displaying a copy in your 
premises in an area that’s accessible to all employees, 
adding it to your employee handbook if you have one, or 
uploading it to your company intranet for staff to 
download and read. 

Health and safety is an essential part of running a 
business and your policy should be observed and 
reviewed regularly to keep you and your staff safe.  

The Team at Comply at Work regularly review our Clients’ 
Policies. If you need our expert help and guidance at 
any time regarding your Policy, please get in touch at 
team@complyatwork.co.uk or call 01204 772977.

mailto:team@complyatwork.co.uk
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Time to put a homeworking 
agreement in place

Source: Indicator

In our June Newsletter we mentioned the importance of getting 
Homeworking documentation correct.

Many businesses look set to continue with homeworking 
for some of their staff even once the pandemic is behind 
us. If you’re thinking of doing this and have not yet put 
in place formal arrangements, now is the time to get it 
sorted.

New trend
The Chartered Institute of Personnel and Development 
says that before the pandemic, homeworking was 
relatively unusual. 65% of employers either did not offer 
it at all, or only allowed 10% or less of the workforce to 
work at home. Only 37% of employers are expected to 
remain in this category as things return to “normal”. 
In fact, 40% of employers say they expect more than 
half their workforce to work regularly from home. 
Many are considering a hybrid model involving work 
partly in each location. If you’re also planning to 
formalise homeworking you should confirm how it will 
be managed and ensure that there’s a safe and secure 
set up for staff to do so. You can achieve this by using 
our Homeworking Agreement template. If you would 
like a copy, please let us know at team@complyatwork.
co.uk

What’s included?
At the top of the form the employee is reminded to 
complete details truthfully and they are informed 
that you may cancel the agreement if any information 
given proves to be false. The main body of the form is 
a table populated with questions which the employee 
is asked to answer with a “Yes” , “No” , or “N/A” , i.e. 
not applicable. There are two sections: (1)“General 
questions” ; and (2)“Furniture and equipment” .

The general questions include confirmation that a safe 
place of work is available with minimal disruptions, 
that insurance cover is adequate and that the work 
doesn’t put other householders at risk. These elements 
are highlighted as compulsory, with a “No” answer 
likely to result in rejection. The section continues with 
three further checks that the employee feels able to 
complete all of their contractual duties, that workload 
targets are achievable and that they are satisfied with 
the communication channels for contact with their 
colleagues and manager.

Equipped?
The “Furniture and equipment” part of the form begins 
with a look at the workstation set up. Here we have 
asked staff to confirm that they have a workstation 
which broadly meets the HSE’s recommendations. 
https://www.hse.gov.uk/toolbox/workers/home.htm

Tip. Arrange for a workstation assessment to be 
undertaken to double check what’s in place. You can 
do this for example by using an online workstation 
assessment package.

Tip. It’s permissible to say that only employees 
who can provide a suitable workspace will be 
allowed homeworking. However, as it could lead to 
contractual dispute, be sure to involve your HR advisor.

The questions go on to review the: (1) adequacy of 
instruction and technical support for the use of the PC 
and its software; (2) opportunity to take regular screen 
breaks; (3) sufficiency of other work equipment to 
complete their duties; (4) safety of equipment including 
electrical issues; (5) security of confidential information; 
and (6) ability to follow any safe systems of work they 
have been given.

Tip. If you’re satisfied with the answers and the 
arrangements, a manager can sign the formal 
acceptance box at the end to allow the homeworking to 
take place.

Our homeworking agreement asks the employee 
to confirm that they have a well-equipped work 
space and are comfortable with arrangements for 
communications and support. Respond to any issues 
raised by the employee and, if you’re satisfied that all is 
in order, a manager should sign to formally accept that 
homeworking can take place.

mailto:team@complyatwork.co.uk
mailto:team@complyatwork.co.uk
https://www.hse.gov.uk/toolbox/workers/home.htm
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EMPLOYERS’ LIABILITY
What is “vicarious liability”?

You’ve heard that you can be held “vicariously liable” if someone is injured 
as a result of your work activities. How might you be caught and can you do 

anything to avoid it?

Common law
“Vicarious liability” means liability for the acts of a third 
party. This common law “duty of care” applies to all of us 
as individuals, as well as employers and organisations. 
To fulfil the duty of care you must take reasonable care 
to avoid causing harm to others. If you fail to do this, 
you have been “negligent”. Therefore, as an employer, 
you could be liable for the acts of your employees.

Extent of responsibility
There clearly has to be a limit. Just because an 
employee is in paid working time, it doesn’t mean that 
their employer is responsible for absolutely everything 
they get up to. For example, if your employee robs 
a bank or has a fight with a relative, it doesn’t make 
you responsible for the consequences. However, most 
circumstances are less black and white.

Note. Each case is looked at on its merits to 
determine whether the employee’s negligent act was 
committed “during the course of their employment”.

Example
Mattis v Pollock 2003 was a key case in understanding 
where the line should be drawn. Mr Pollock (P) was a 
nightclub owner who employed a bouncer, Mr Cranston 
(C). C assaulted a customer, who had supposedly been 
barred from the club, but was fought off by other 
customers. He went away and returned with a knife 
brought from home. He came across the customer 
outside the nightclub and stabbed him in the back. The 
injuries resulted in paraplegia.

Connection with the job
At the original trial to determine liability for damages 
P successfully argued that C wasn’t acting within the 
course of his employment. But the Court of Appeal 
judge overruled this decision.

Even though the stabbing hadn’t taken place on the 
premises, it was connected with the earlier incidents in 
the nightclub. The court also placed weight on evidence 
that P knew C tended to be violent and had positively 
encouraged the behaviour in his instructions to C.

Note. This case was quite extreme, but it’s usually much 
clearer than this as to whether someone was acting in 
the course of their employment; in other words, were 
they at work at the time and undertaking a task which 
was conceivably part of the job?

Avoiding it?
You can’t completely avoid vicarious liability but it can 
be controlled.

Tip 1. Having good Health and Safety systems in place 
will limit the risk of claims arising from the acts or 
omissions of your employees. Give clear instructions 
to staff about safe working and, if necessary, take 
disciplinary action to reinforce.

Tip 2. Vicarious liability for the acts of employees is 
covered by Employers’ Liability insurance, which is a 
legal requirement. So, if you think that your business 
could be held liable for the acts of another, contact your 
insurer immediately.

To summarise: You could be vicariously liable if an 
employee acts in an unsafe manner and causes injury 
or damage. Your only defence is running a ‘tight ship’ 
and ensuring staff follow safe systems of work at all 
times.

Source: Indicator
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How many fire drills 
are required?

You haven’t had a fire drill for some time and you want to ensure that they 
take place regularly from now on. However, there’s disagreement about how 

frequently they’re needed. What’s the answer?

Normal routine
Although fire drills are usually conducted once or twice 
per year, this isn’t a strict legal requirement. It’s a 
decision to be made as part of your fire risk assessment.

Tip. The first place to check is your current fire risk 
assessment. If it’s been carried out by a qualified 
assessor you should find that fire drill requirements are 
considered here.

Reference sources
If your fire risk assessment doesn’t make much 
comment on the subject, or you’ve chosen to carry out 
the assessment in-house, you need to go back to basics 
and work out a suitable fire drill programme. Where 
should you start? The government’s fire risk assessment 
guides are the primary source of advice https://www.
gov.uk/workplace-fire-safety-your-responsibilities/
fire-risk-assessments

There are guides for different types of premises, e.g. 
offices and shops, healthcare, and factories. The advice 
varies, but whichever document you look at you’ll find 
that it prescribes a minimum of one drill per year with 
additional ones to reflect the level of risk and type of 
use.

Tip 1. Unless you have a small workforce, two fire drills 
per year makes more sense than one. With two it’s 
easier to cover staff turnover or absences.

Tip 2. In every premises dedicated to education it’s 
recommended that you conduct drills once per term. 
This ensures that new staff and students are familiar 
with the evacuation procedure.

Tip 3. If staff work shifts, you’ll need to have drills at 
different times in order to cover their hours.

Must you include non-employees?
The fire risk assessment guidance includes information 
about dealing with members of the public, residents 
and others who might be present.

Tip 1. If you have a building which is occupied by 
non-employees, it’s worth having a look at the 
recommendations for your type of premises.

Tip 2. You need to be realistic about what can be practised 
and balance the need for drills with the risk of doing so. 
For example, there can be a risk of injury when trying 
to evacuate vulnerable persons. If full drills involving 
non-employees are not an option, consider how you can 
mock up the scenarios you need to practise, e.g. staff 
could act as customers who are reluctant to leave or as 
visitors with mobility problems.

Note. If you have only a handful of staff in a simple 
premises, you might decide instead to have a refresher 
instruction session during which you remind all staff 
how to raise the alarm, where to assemble and who is 
to phone the fire brigade.

What if someone misses a drill?
Time your drills so that you have the maximum number 
of staff taking part. For example, you might deliberately 
have a drill on a day when there’s a staff meeting or in 
the afternoon following inductions for new starters.

Summary:
Decide on the frequency of drills when you conduct 
your fire risk assessment. The minimum recommended 
frequency is once per year, but adjust your programme 
to take into account shift workers, staff turnover, etc. 
Include non-employees if it’s safe and beneficial to do 
so.

Please contact us to discuss your individual 
circumstances if you are unclear as fire drills are an 
essential part of fire safety management. 

We offer regular Fire Marshal Training which covers this 
topic in some detail. 

Tel 01204 772977 for information and guidance.

Source: Indicator

https://www.gov.uk/workplace-fire-safety-your-responsibilities/fire-risk-assessments
https://www.gov.uk/workplace-fire-safety-your-responsibilities/fire-risk-assessments
https://www.gov.uk/workplace-fire-safety-your-responsibilities/fire-risk-assessments
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In the spotlight
Welcome to our new retained Client 
this month, 

Kiernan Pipelines Ltd, Wigan.

Congratulations to our retained 
Clients achieving the below 
accreditations:

Bury Gas Services Ltd, Bury – Safe-
Contractor

Safeseal Roofing Ltd, Hindley 
Constructionline (Bronze & Acclaim)

DK Hughes Energy Saving Solutions, 
Stretford, Manchester – CHAS

Gaining Accreditations such as CHAS, SMAS and 
Safe- Contractor can be an onerous process at 
times. It really makes our day when we receive 
such positive feedback from our satisfied Clients:

‘Thank you to you and your company and the 
excellent service you provided in helping our company 
attain the Safe Contractor Certificate of Accreditation. 
Your knowledge and experience gave us trust knowing 
that we could completely depend on your expertise 
in this field. We just want you to know how much we 
appreciated your Health and Safety Service and will 
have no hesitation in recommending your company to 
anyone who requires it.

Your website uses the words quality, value and peace 
of mind - these words really do sum up your business.

Thanks again,

Pam and Mike, Bury Gas Services Ltd’

NEW!! 
Client referral Scheme

If you have appreciated our service 
like our Client below, do you have 
any contacts in business who may 
benefit from our services?

If so, please let us know at team@
complyatwork.co.uk so we can tell 
you how this may benefit you!
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Q&A
 Please find below a summary of general enquiries we have assisted our retained clients with this month. Please do 
get in touch using team@complyatwork.co.uk or call us on 01204 772977 if you require any assistance.

Q&A / How We Have Helped – August 2021

Topic Question? Answer Further Information
COVID19 Are we 

still legally  
required 
to display 
the Staying 
Covid-19 
Secure notice 
in our prem-
ises?

No – this is not a legal requirement. This publication was 
formally withdrawn on 19 July 2021

https://www.gov.uk/government/publications/staying-
covid-19-secure-in-2020-notice

You don’t need to display a COVID-secure notice from Step 
4.

Find out how to reduce the risk of COVID-19 spreading in 
your workplace.

However, if you feel it informs your staff, contractors, 
customers, and public of your remaining commitment 
and policies to reduce risks of spreading COVID19 in your 
workplace, then there is no reason you should not do so or 
create your own notice stating the same information.

The last version of the notice was updated on 19 April 
2021 but is no longer available to download.

https://www.gov.uk/coronavi-
rus - Check your own busi-
ness sector.

Check Local alert levels - 
https://www.gov.uk/guid-
ance/local-covid-alert-levels-
what-you-need-to-know

Work-
place 
Transport 
(Train-
ing and 
Licences)

Do all my op-
erators need 
a licence to 
operate a 
telehandler 
on work sites 
and on public 
roads?

To use a telehandler in the workplace, an employer has a 
duty of care to ensure that operators are properly trained 
to operate the machinery.  Training can be acquired 
though the NPORS or CPCS training schemes, which ensure 
that operators fully understand the theory and practical 
aspects of safe telehandler use. 
Your qualification must  cover operators or the right size 
and type of machine. Contact the appropriate training 
scheme providers

If driving the telehandler on public roads, operators  would 
also need the relevant UK Driving Licence.

Contact the appropriate training scheme providers.

Also check with your own business insurer what activities 
your policy covers and more importantly, what it excludes.

Hire companies for such equipment may offer or insist 
upon, additional insurance cover with  your hire agree-
ment. 

Contact your equipment/plant 
hire company.

https://www.hse.gov.uk/con-
struction/safetytopics/tele-
scopic.htm

https://www.hse.gov.uk/con-
struction/safetytopics/tele-
scopic.htm#training

https://npors.com/npors-cscs-
card-leaflet/

mailto:team@complyatwork.co.uk
https://www.gov.uk/government/publications/staying-covid-19-secure-in-2020-notice
https://www.gov.uk/government/publications/staying-covid-19-secure-in-2020-notice
https://www.gov.uk/guidance/working-safely-during-covid-19
https://www.gov.uk/guidance/working-safely-during-covid-19
https://www.gov.uk/coronavirus
https://www.gov.uk/coronavirus
https://www.gov.uk/guidance/local-covid-alert-levels-what-you-need-to-know
https://www.gov.uk/guidance/local-covid-alert-levels-what-you-need-to-know
https://www.gov.uk/guidance/local-covid-alert-levels-what-you-need-to-know
https://www.hse.gov.uk/construction/safetytopics/telescopic.htm
https://www.hse.gov.uk/construction/safetytopics/telescopic.htm
https://www.hse.gov.uk/construction/safetytopics/telescopic.htm
https://npors.com/npors-cscs-card-leaflet/
https://npors.com/npors-cscs-card-leaflet/
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