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Health & Safety General Policy

HEALTH and SAFETY POLICY

It is the policy of NAM Retail Services to provide and maintain safe and healthy
working conditions, equipment and systems of work for all our employees 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.

We regard health and safety as ranking in importance with our main Company
activities and see the promotion of health and safety measures as a mutual objective
for all those who work in the Company. Personnel within the organisation are to do all
that is sensibly possible to prevent injury to themselves and others, and to prevent
damage to property.

The management of all departments in the Company are to comply with the relevant
provisions of the Health and Safety at Work Act 1974 and are to ensure that
employees understand the main provisions of this safety policy.

Therefore, we provide, so far as is reasonably practicable:

a. a safe system of work

b. safe plant and equipment

C. safe means of handling, transporting articles, substances and
people

d. adequate training, instruction, information and supervision

e. a safe place of work with safe access and egress

f. a safe and healthy environment

g. adequate welfare facilities

We also ensure, so far, as is reasonably practicable, that the way we carry out our
work does not affect the Health and Safety of persons who are not our employees,
for example, visitors and contractors.

It is also recognised that where we produce articles and substances for use at work,
or we erect or install any plant or equipment, we have a duty to ensure the Health
and Safety of those who use them and make available all the required information for
their Health and Safety.

We remind you, our employees, of your duty to look after your own Health and Safety
and ensure that you do not endanger others and that you must co-operate with
us, as your employer, in meeting our legal obligations.

This policy will be regularly reviewed and kept up to date, particularly to reflect any
changes in the nature or size of the business.

Neil McColm
Managing Director







Statement of Intent

NAM Retail Services have been consistently successful in all its business activities
throughout the country. They have an excellent reputation and have won many
working contracts by being both safety conscious and a safe Company.

It is the intention of the Company that the highest standards will be met so as to
ensure, so far as is reasonably practicable, that the health, safety and welfare of its
employees and those who might be affected by the Company's operations is
ensured and that the environment is realistically conserved.

NAM Retail Services has appointed Cathedral Safety Services to provide advice and
assistance on health and safety matters. The advice and assistance will normally be
provided personally by Phil Simmons and will include practical advice and help at
site level as well as in the formation of policy and safety systems.

All personnel employed within the Company will receive training in both working
procedures and Health and Safety subjects, which will include, the Company Safety
Policy, Safe Systems of Work etc.

To implement this intention the Company will operate in full understanding of the
Company Safety Policy and in line with the following broad outlines. These broad
outlines are supported by safety procedures as detailed in this document.






WH Smith
Health and Safety

Board Commitment

WH Smith PLC is committed to making sure that the activities of the business are safe for staff,
customers and anyone connected to our operation. We will do all that is reasonable to ensure a
safe and healthy working environment and safe working methods.

The Standards to be Achieved

It is important that we set out the standards in health and safety matters which the Company will
strive to achieve. These are:

¢ Monitor the working environment and systems of work to ensure risks are kept to a
minimum

¢ Provide information to staff and customers to keep them properly informed about health
and safety arrangements

¢ Provide suitable and sufficient training and supervision to management and staff to allow
them to carry out their job safely

e Make sure that all parts of the company have access to competent, specialist advice

e Monitor and investigate accidents to identify trends and reduce the likelihood of future
incidents

¢ Consult with staff on health and safety issues

¢ Compliance with the law currently in force

Who is Responsible for Health and Safety?

Every member of staff has a legal duty to take care of themselves and others who may be
affected by what ever they do - or don’t do - whilst at work. We are also duty bound to co-
operate with the Company’s arrangements for controlling health and safety.

Managers and supervisors have additional responsibilities. It is an integral part of their duties to
manage all health and safety issues with their unit. Advice and assistance is always available
from the specialist support departments but the manager or supervisor retains full responsibility
for making sure that suitable health and safety arrangements have been made locally and that
individual responsibilities are clearly allocated.

Each business within the company has appointed a director or senior manager to be
responsible to the business management board for:

e Making sure suitable health and safety training is carried out for all staff

¢ Making sure there is a suitable system of consulting with staff on health and safety
issues

¢ Making sure that the company’s policy on health and safety and the arrangements for
bringing it into effect is complied with and communicated to all staff

It is currently the responsibility of the Group Finance Director to keep the Company Board
advised on the progress the businesses are making towards compliance with the Company
Policy and to ensure that adequate, competent specialist health and safety support is available
to the businesses.

An annual health and safety report detailing trends, performance and recommendations will be
presented to the Board. The Business’ Health and Safety Manual provides details of the
organisation and arrangements which have been put in place to promote the effective
management of health and safety within our business. We will ensure that this Policy and
arrangements are regularly reviewed and updated.
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PART 1 - The Project

Introduction

1.1

1.2

This project health and safety plan sets standards and procedures for the
merchandising of WH Smith. The plan aims to provide a safe basis for the
works to prevent accidents to NAM Retail Services personnel, store staff and
customers.

The document should be read in conjunction with NAM Retail Services health
and safety policies, current safe systems of work documentation and generic
risk assessments. Site specific risk assessments and methods of work are
attached.

Description of the Project

2.1

The project is a series of merchandising calls to the store as per discussed
programme

Work Programme

3.1 The general scope of the works is indicated by the task list below:
e Re-merchandising Activities
o Re-profile shelves
o Fit point of sale material
e Manual Handling
Location
4.1 WH Smith stores nationwide as discussed programme.
4.2 Access. Access will normally be via the main car parks, which at the times of
arrival could be significantly in use by customers.
4.3 The senior merchandiser is to liaise with the store manager and agree a suitable

area for unloading/loading of any equipment and/or materials, which minimises
both the disruption to customers and the general public and the distance from
the task.

Restrictions Affecting the Work

5.1

5.2

Store opening and public access. Stores opening hours are vary from store to
store and are to be confirmed on an individual basis

The store will remain open to the public although work areas will be taped off.
All stock and equipment will be brought to the working area along routes agreed
with the store manager.
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PART 2 - Management Arrangements

Standards

6.1

6.2

NAM Retail Services personnel are expected to comply with health and safety
law and associated approved codes of practice.

They are expected to comply with the specific arrangements as required by WH
Smith for contractors working on site.

Consultation. Liaison & Communication

7.1

7.2

7.3

The senior merchandiser is to liaise with the store manager, or his deputy, and
in particular discuss and agree:

. areas which will be temporarily excluded to store staff and the general
public

routes for movement of materials in/out and waste

parking and materials storage

use of shared welfare facilities

general emergency and fire routines

first aid arrangements

In the event of an accident involving NAM Retail Services personnel, or a
customer, the senior merchandiser is to inform the store manager and comply
with WH Smith investigative arrangements.

The NAM site accident investigation report is also to be completed in accordance
with NAM standard procedure

Monitoring and review

8.1 Safety standards will be monitored through a continuous process by the senior
merchandiser.

8.2 Visits and inspections by NAM Retail Services Field Support.

Site Rules

9.1 The following rules are to be observed on site;

o All of those working on site must complete site induction (both NAM &
WH Smith) before starting work

Safety footwear is to be worn by all personnel

Only battery powered tools are to be used

Waste and debris is to be cleared as work progresses

Tools and materials are to be stored to avoid trip hazards

Smoking is prohibited other than in the store designated areas

Meals and drinks are only to be consumed in specified rest areas
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PART 3 - Risk Management

Activity

Hazards/Risk

Required Method of Work

Work Standards

General management of work

Proximity of public during store
opening times

Proximity of store staff

Movement of materials

Risk Assessment:

LOwW

Co-ordination of work

The site supervisor is to liaise with the store manager or his
deputy and in particular discuss and agree;

o areas which will be temporarily excluded to
store staff and the general public

. routes for movement of materials in/out and
waste

. parking and materials storage

Risk Assessment:

Occupied Premises
Merchandising Activities

Re-merchandising of stock

Conflict with neighbouring work
General use of hand tools

Manual Handling

Risk Assessment:

LOwW

The working area is to be made secure by means agreed
with the store manager to prevent access to the work areas
by members of the public.

NAM Retail Services personnel are to re-merchandise
products where necessary.

Any additional replacement stock will be brought to the
working area along routes agreed with the store manager.

Stock is to be placed as close as possible to the working
area in such a manner as to avoid a trip hazard.

Manual handling hazards have been discussed overleaf.

Risk Assessment:

Merchandising Activities
Occupied Premises

Use of Non-Powered
Hand tools

Manual Handling
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Activity

Hazard/Risk

Required Method of Work

Work Standards

Re-merchandising of stock
(cont)

Manual handling

Risk Assessment:

LOW

All tasks carried out by NAM Retail personnel involve lifting
and handling to some extent.

Handling is taken to mean; the lifting, lowering, carrying,
pushing, pulling, holding, or moving (in each case) by hand
or bodily force.

Manual handling hazards will be recognised by a separate,
on going risk assessment programme.

The site supervisor is appointed the competent person to
carry out the assessments and to make recommendations
with regard to manual handling tasks.

The following factors will be taken into consideration when
carrying out an assessment.

Task

Load

Equipment

Working environment

Individual capability

Need for instruction and training
Requirement for personnel selection

Risk Assessment:

Manual Handling

Re-profiling shelves

Manual handling

Trips/slips/falls

Risk Assessment:

LOW

Re-profiling shelves is a relatively straightforward task and
all personnel employed by NAM Retail Services have
attended training in this operation.

All shelf components are to be placed as close as possible
to the working area in such a manner as to avoid a trip
hazard.

Risk Assessment:
Manual Handling

Fitting point of Sale material

Falls

Falling Material

Risk Assessment:

LOW

Where POS material is fitted at high levels work will be
carried out from a safe working platform with barriers fitted
to prevent accidental falls. (Stepladders)

Safe use of Stepladders




RISK MANAGEMENT MEASURES
Introduction

The Management of Health and Safety at Work Regulations 1992 complement the
general requirements of the Health and Safety at Work Act and overlap with other
regulations such as the Construction (Health Safety and Welfare) Regulations.

The keystone of the Management Regulations is the requirement for employers to
carry out risk assessments for all work which they undertake.

Hazards and Risk

The regulations and accompanying code of practice define the terms "hazard" and
"risk" with:

Hazard - as something with the potential to do harm, and might include a
machine, or working at height or a fall.

Risk - describing, not only the likelihood that harm will occur, but also the
severity of harm (if multiple deaths were a possible result should a fall
or collapse occur the risk rating would be much higher than where the
result of a fall from lesser height was at worst one twisted ankle).

These terms are used to quantify risks in the assessments which follow with risk
ratings ranging from high (a near certainty of an event likely to cause death or major
injury) to low (where the event is considered unlikely and would at worst cause a
minor injury).

Generic Assessments.

The range of work tasks and circumstances involved whilst working on construction
sites is large and no two tasks are ever quite the same. Even changes in the
weather from one day to the next can make work more or less risky.

Because the number of risk assessments required to cover all eventualities would be
vast "generic" assessments are used to cover typical regular tasks. These
assessment can then be used to determine the hazards and the degree of risk
involved and to produce methods of work which reduce or eliminate risk - i.e. safe
methods of work.

The assessments and methods of work which follow cover a range of tasks
frequently undertaken by the Company on a "generic" basis.

It is important to bear in mind that they should be applied to work undertaken by the
Company only after assessing whether the particular circumstances pose any
additional hazards to workers or make the likelihood or severity of any accident
greater than in the written assessments given here.

If so then precautions or protective measures will be required.



Risk Control Measures

Where site specific risk assessment are carried out, or in documenting additional
generic assessments for inclusion in this document, it is essential to bear in mind the
required priority for risk reduction measures.

Where, despite any measures taken to remove or reduce danger, the risks remain
unacceptable (normally any risk rating higher then ‘high’) the priority for control
measures should be, in order

C Avoid the risk altogether - e.g. by doing the work at ground level rather
than at height.

C Combat risks at source rather than by preventative measures - so if the
steps are slippery, treat or replace them rather than providing a
warning sign.

C Give priority to measures which protect the whole workforce.

C Only resort to personal protective equipment as the last option for

reducing risks to acceptable levels.



Risk Assessment & Safety Method Statement

Title:

Expected Duration:

Merchandising

Location:

Brief Description of
task

This general risk assessment and arrangements covers the main tasks involved in the
re-merchandising of products and POS within ‘trading’ WH Smith stores nationwide.

Assessed hazards

Details: Risk:  High/Medium/Low
1. Manual handling Medium

2. Working in occupied premises Low

3. Housekeeping Low

4.

Persons at risk

NDI Momentum Staff
General Public
Store Staff

Person in charge

NDI Momentum’s senior merchandiser

Qualified persons
involved

Risk Assessment

A Certainty - likely to happen at any moment
Highly probable - could occur 2 or 3 times a year
Likely - would expect it to happen once a year
Improbable - would not expect it happen in 2-3 years
Unlikely - would not expect it to happen in 5 years (3)
Serious Death Multiple
injury fatality
Colour Code D . . Disablement Fire Major explosion

Insignificant Low Medium

........ with risk assessed before site specific safe methods of work and risk reduction measures are applied




