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1 - STATEMENT OF INTENT 
 

OUR HEALTH AND SAFETY POLICY: 
 

The Management of the DB Group believe that health safety is a vital component of the 
business – a good health and safety record goes hand in hand with high level of service 
and quality standards. 

 
It is our intent to demonstrate an ongoing and determined commitment to improving 
health and safety at work throughout our organisation. 

 
Our employees are the most important asset to this company, and therefore their 
health, safety and welfare is a priority at all times. We will ensure the health and safety 
at work of all our people, that of our customers as well as the health and safety of other 
people who may be affected by our work activities. 

 
From a legal perspective, the company is committed to ensuring that it complies with all 
relevant health and safety legislation. Where it is reasonably practicable to do so, the 
company will strive to go beyond the requirements of legislation. 

 
This policy reflects our commitment to ensuring that health and safety at work is 
paramount to the business, and that effective health and safety actively contributes to 
our success. 

 
The main objectives of this policy are:- 

 
To serve as the basis for the protection of workers and others that may be affected by 
the company operations through the one year cycle of this policy. 

 
To ensure compliance with Occupational Health and Safety Laws and regulations 
through the cycle of this policy 

 
To serve as the first step of the management continuous improvement cycle that should 
be followed by Organisation, Planning and Implementation, Monitoring and Review 
through the cycle of this policy. 



 

 

  2 - MANGEMENT STRUCTURE  
 
 
 
 

 
 
 
 
 



 

 

 

 
 

 
 
 
 
 
 
 
 
 



 

 

  
2.1 - DUTIES AND RESPONSIBILITIES  

 
The duties and responsibilities included in this policy are of a generic nature. Other 
duties may be required according to the designation and its relative position within 
the management structure. 

 
The enlisted duties and responsibilities are inserted in no order or preference or 
importance and therefore all should receive the highest attention. 

The duties and responsibility of workers apply to all employees irrelevant to the 
added duties and responsibilities required by their position within the management, 
their designation or special duties assigned. 

 
2.2 - MANAGERS 

 
Managers are responsible for the oversight of departmental arrangements for 
health and safety within their area of responsibility, to provide assurance that they 
are functioning in accordance with the organisation’s policies. Managers should: 
 

 Ensure that the full range of health and safety risks are considered across the areas 
of responsibilities designated to them and ensure that newly emerging hazards are 
reported, identified and rectified. 
 

 Ensure the Health and Safety at all times of all persons who may be affected by the 
work being carried out or by other conditions. 

 
 Avoid risk at planning stages of the task, operations, selection and setup of work 

equipment and the workplace. 
 

 Include health and safety in their operational plans. 
 

 Clarify within the area of responsibility the relative roles and responsibilities for 
health and safety and ensure effective communication on health and safety matters 
within all parties involved. 

 
 Ensure systems are in place for briefing newly appointed Managers, Head of 

Sections, Supervisors and workers on their health and safety responsibilities, 
including the responsibility to ensure that the agreed actions are being 
implemented and risks are adequately controlled. 

 
 Collaborate with the Directors and Chief Executive Officer and all parties on all 

aspects in relation to the management of Health and Safety. 
 

 Ensure the allocation of suitable and sufficient resources (including financial, 
human, equipment, time) for the safe operations of the organisation. 

 



 

 

 
 Ensure that the protection of the Customer’s health and safety is given the same 

level of protection as that of the worker’s health and safety. 
 

 Ensure that the area of responsibility and its management are regularly monitored 
and corrective actions are taken and ensure a record is kept. 

 
 Make such appropriate arrangements for the effective planning, organisation, 

control, monitoring and review of the preventive and protective measures. 
 

 Ensure that health and safety instructions and information are provided to workers. 
 

 Ensure that access to competent advice is available. 
 

 Keep abreast with Occupational Health and Safety Laws and pertinent regulations 
and ensure compliance. 

 
 Ensure that an effective system of employee’s participation and cooperation is in 

place and that a Worker’s Health and Safety Representative’s system is in place. 
 

 Contribute to the development of this Health and Safety Policy by cooperating with 
the Directors and Chief Executive Officer, by providing regular feedback and 
recommend improvements. 

 
 Ensure that when contractors are required to perform at the Hotel, they are 

ordered to produce a risk assessment covering the work designated. Ensure the Risk 
Assessment is vetted by a competent person and ensure that the agreed measures 
are properly implemented. Compliance with the Health and Safety laws and 
pertinent regulations should be ensured. 

 
 Ensure competence of all subordinated for the job/task designated. 

 
 Require risk assessments to be reviewed and when required revised on regular 

periods (1 year) and to require further risk assessment as may be needed including 
the employment of risk groups, new operations/jobs and tasks, changes at the 
workplace, changes in the method of work, special operations etc.. 



 

 

2.3 - HEAD OF SECTIONS 

Heads of sections are responsible for the health and safety of employees, customers 
and other persons visiting the hotel or rendering a service in all areas under their 
control, and are responsible for ensuring compliance with relevant legislation and 
the application of organisation’s safety policy in those areas. 

Heads of sections may delegate certain responsibilities for health and safety to 
individuals with authority for day-to-day management of others, such as supervisors. 
However, heads retain ultimate responsibility for safety matters and remain 
accountable to section’s safety performance.  

The following is a list of the most important safety duties and responsibilities: 

 Ensure that all work equipment, chemical substances, jobs and tasks and   work 
areas are all covered by a suitable and sufficient assessment. Deficiencies should be 
reported to the Manager. 

 Be conversant with the Organisation’s safety policies and departmental local rules. 

 Cooperate with Managers to examine health and safety risks across the areas of 
responsibility designated to them and ensure the hazard and risks identified are 
addressed. 

 Collaborate and coordinate with the Manager to include health and safety in 
operational plans. 

 Keep up-to-date with the duties and responsibilities assigned and ensure 
compliance. 

 Brief newly appointed Managers, Head of sections, Supervisors and workers on their 
health and safety responsibilities. 

 Ensure that Risk Assessments cover the whole range of activities as well as the 
related hazards and risk created by such work activities. Report new hazards and 
risks to the management for reassessment. 

 Collaborate with all parties on all aspects of health and safety. 

 Monitor Health and Safety performance regularly and take actions in consultation 
with the Manager and the Supervisors to remedy potential risks and keep written 
records. 

 Keep abreast with Occupational Health and safety Laws and pertinent Regulations 
and ensure compliance of the area of responsibility with such legislation. 

 Provide the necessary time for persons with specific Health and Safety related 
functions including first-aiders, fire wardens, Worker’s Health and Safety 
Representatives. 

 Ensure that employees, customers, or other workers visiting or providing services at 
the Hotel for whom they are responsible receive suitable induction training and 
information about emergency procedures as adequate. 

 Ensure that relevant safety documentation is readily available for 
reference. 



 

 

2.4 - SUPERVISORS 
 

In this context, Supervisor refers to both designated supervisors and to those who 
direct or manage the activities of others on a day-to-day basis. 
 
Supervisors have a key role to play in delivering good quality work and good health 
and safety performance. The following is a list of the most important safety 
responsibilities: 
 

 Ensure that the agreed corrective actions and operational plans are implemented 
and feedback is provided to the Head of Section about their effectiveness. 

 
 Be conversant with the Organisation’s safety policies and departmental local rules. 

 
 Ensure the necessary risk assessments have been done and the safety provisions 

relating to the work are discussed with those doing it. 
 
 Ensure that work environment and protective equipment are safe and well 

maintained. 
 
 Ensure that all work equipment, chemical substances, jobs and tasks, work areas 

and all other related aspects of the job are all covered by a suitable and sufficient 
Risk Assessment. Deficiencies should be reported to the Head of Section. 

 
 Monitor compliance with risk assessments, enforce the control measures and report 

those who fail to comply. 
 

 Carry out start of shift checks to ensure that the area of responsibility is in good 
order in line with the agreed arrangements and keep a written record available. 

 
 Identify and correct hazardous conditions and report such conditions to the Head of 

Section for further considerations. 
 
 Investigate accidents or incidents and request the revision of risk assessments, 

where necessary. 
 
 Ensure proper disposal of waste. 

 
 Ensure proper end of shift handover. 

 
 Keep up-to-date with the duties and responsibilities assigned and ensure 

compliance. 
 
 Ensure that those under their supervision have received training appropriate to 

their job/task at hand and that safety considerations are integrated into this 
training. This should be coordinated with the Group Training Manager. 

 
 Cooperate with Head of Sections on all aspects of health and safety 



 

 

2.5 – WORKER’S HEALTH AND SAFETY REPRESENTATIVE (functions) 
 

The Workers Health and safety Representatives should serve a link between the 
employer and the employees. The Workers OHS Rep shall also keep an eye on the 
Health and Safety arrangements and represent issues to the management for a 
remedy. They shall be: 

 
 Representing employees in consultation with the employer 
 Investigating potential hazards and dangerous occurrences 
 Investigating the causes of accidents together with the team 
 Investigating employee complaints relating to health, safety and welfare 
 Marking representations to the employer on health, safety and welfare matter 
 Carry out workplace health and safety inspections 
 Identify potential hazards at the workplace 
 Representing employees at the workplace in consultation with enforcing inspectors 
 Receiving information 
 Attending safety committee meetings 
 Cooperate with the Health and Safety Inspectors of the Authority and assist them during 

inspections. 



 

 

2.6 - WORKERS 
 

In law, employees have a responsibility for their own safety and for others who may 
be affected by their acts or omissions. They can discharge this by following the duties 
specified in L.N. 36 of 2003 (General Provisions) Regulations, safety policy and any 
local departmental rules, and in particular they must: 

 Make correct use of machinery, apparatus, tools, dangerous 
substances, transport equipment and other means of production. 

 Make correct use of the personal protective equipment supplied to them and, after 
use, return it to its proper place. 

 Refrain from disconnecting, changing or removing arbitrarily safety devices fitted to 
machinery, apparatus, tools, plant and buildings, and to use such safety devices 
correctly. 

 Immediately inform the employer and, or the workers with specific responsibility for 
the safety and health of workers of any work situation they have has reasonable 
grounds for considering that it represents a serious and immediate danger to safety 
and health and of any shortcomings in the protection arrangements. 

 Co-operate with the employer and with workers having a specific responsibility for 
the safety and health of workers, for as long as may be necessary to enable to be 
carried out any tasks or requirements imposed by the Authority to protect the safety 
and health of workers at work. 

 Co-operate with the employer and, or workers with specific responsibility for the 
safety and health of workers, for as long as may be necessary to enable the employer 
to ensure that the working environment and working conditions are safe and pose no 
risk to safety and health within their field of activity. 

 Familiarise themselves with relevant policies and safety requirements applicable to 
their work. 

 Inform their supervisors/line managers of newly identified risks in existing work, or 
new risks associated with new work. 

 Be aware of potentially unsafe conditions or equipment and report them to 
supervisors/line managers. 

 Take reasonable care in all work activities and consult with supervisors or safety 
officers in any case of doubt. 

 Familiarise themselves with relevant emergency procedures. 

 Report accidents, incidents, near misses and work-related ill-health promptly so that 
remedial action can be taken to prevent recurrence. 

 Cooperate with the employer regarding health surveillance, where required by the 
risk assessment, and attend appointments where these have been arranged. 



 

 

 Attend any training that has been identified as necessary by their supervisor/line 
manager. 

 Follow the instructions and safety measures included in the Handbook and any other 
instructions provided by the management. 

 
2.7 – PERSONS WITH SPECIFIC FUNCTION FOR FIRE SAFETY 

 
The primary duty of a Fire Warden is to ensure evacuation of that part of the 
building they are responsible for. They should: 
 

 Not put themselves at risk in carrying out their duties 
 

 Should check designated areas (as per training and fire drills) such as rooms, toilets 
and store rooms within their designated area 

 
 Should encourage people to leave the building by the nearest available exit in an 

orderly manner and direct people to the appropriate assembly point 
 

 Should not use physical force or become involved in confrontation. If they are 
aware of somebody remaining in the building then they are to inform the Fire 
Service on their arrival 

 
 Report any other problems associated with the evacuation process to the senior 

person present (Security staff) 
 

 May have other duties related to your working practices and environments 
 

 Report to security staff if they find a disabled person in the safe refuge 
 

Fire Warden should carry out the following duties on a day-to-day basis: 
 

 Check that all fire exits and routes leading to them remain unobstructed and fire 
doors are not wedged open. 

 
 Ensure that call points are visible and unobstructed. 

 
 Ensure that fire extinguishers are not missing, obstructed or expired 

 
 Ensure that the general house-keeping does not pose a fire risk 

e.g. storage of waste paper. 
 Act on any evidence of smoking inside buildings. 

 
 Inspect with workplace for any fire potential and take suitable action. 
 
 Report unsafe acts, unsafe conditions or dangers of fire/evacuation to the Manager 

immediately. 



 

 

2.8 – FIRST AIDERS 
 

The primary aims of first aiders are to preserve life and limit consequences of injuries 
and ill-health. They should: 
 

 Respond calmly but immediately to a call. 
 

 To assess a situation quickly and safely, and summon appropriate help. 
 

 To protect casualties and others at the scene from possible danger. 
 
 To identify, as far as possible, the injury or nature of illness affecting a casualty. 
 
 To give each casualty early and appropriate treatment, treating the most serious 

conditions first. 
 
 To arrange for the casualty’s removal to hospital, into the care of a doctor, or to his or 

her home. 
 
 To remain with the casualty until appropriate care is available. 
 
 To report their observations to those taking over care of the casualty, and to give further 

assistance if required. 
 
 To prevent cross-infections between themselves and the casualty as much as possible. 
 
 As first aiders they are expected to respond to first aid emergencies within the limits of 

your training. 
 
 Report any first aid supplies needed to the Person in Charge of the First Aid Station. 
 
 Ensure that your contacts details are clearly displayed at the designated communication 

points (include your room location, phone extension and expiry date). 
 
 Fill in the accident report form and submit it to the Manager in charge of the area of 

accident/illness. 
 
 Check on condition of first aid station regularly. 
 
 Inspect first aid station kits every month and record date of inspection on the inspection 

card. 



 

 

1 – RISK ASSESSMENTS TITLE: 

  3 – SAFETY MANAGEMENT SYSTEMS  
 

 
 

 
 

1.1 – RISK ASSESSMENT REQUIREMENTS 
 

The Employer shall ensure that is carried out, a suitable, sufficient and systematic 
assessment of all the occupational health and safety hazards which may be present 
at the place of work and the resultant risks involved concerning all aspects of the 
work activity. 

 
Such assessments shall consider the risks to the health and safety of workers, as well 
as the risks to the health and safety of other persons, including visitors and 
customers. 

 
Written or retrievable electronic copies of such assessments shall be kept and 
updated regularly. 

 
The employer shall decide on the protective measures appropriate to the nature of 
the work being carried out which are required to be taken, following these 
assessments and, if necessary, the protective equipment to be used. The actions that 
shall be taken should be based on the hierarchy of risk control included in the 
following list: 

 
(Abstract act 27 of 2000, Occupational Health and Safety (Authority) Act, Article 6(2), 
Duties of Employers) 
 
(2) The measures that need to be taken by an employer to prevent physical and 

psychological occupational ill-health, injury or death, shall be taken on the basis 
of the following general principles of prevention, that is by - 

 
(a) the avoidance of risk; 
(b) the identification of hazards associated with work; 
(c)  the evaluation of those risks which cannot be avoided; 
(d) the control at source of those risks which cannot be avoided; 
(e) the taking of all the necessary measures to reduce risk as much as 

reasonably practicable, including the replacement of the hazardous by the 
non-hazardous or by the less hazardous; 

(f)  giving collective protective measures priority over individual protective 
measures; 
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(g) adapting the work to the worker, particularly in so far as the design of work 
places, the choice of work equipment and the choice of working and production 
methods are concerned, in particular with a view to alleviating monotonous 
work and work at a predetermined work-rate, and to reducing their effect on 
health; 

 
(h) by adapting to technical progress in the interest of occupational 
health and safety; and 
(i) by the development of a coherent overall prevention policy which covers 
technology, the organisation of work, working conditions, social relationships 
and the influence of factors related to the working environment. 

 
The assessments referred to in these Safety Management Systems shall also be 
reviewed and revised whenever there is any change such as a change in the working 
conditions, place of work, changes in plant and equipment, changes to the method 
of work and use of new substances. The assessment should also be revised at regular 
intervals. 

 
Revisions may also be required in case of accidents, ill-health, loss or near miss. 

 
1.2 – TYPES OF RISK ASSESSMENTS 

 
The following types of risk assessments may be required: 

 General Premises Risk Assessments 
 Fire Safety and Evacuation Risk Assessments 
 Manual Handling Risk Assessments 
 Work Equipment Risk Assessments 
 Display Screen Equipment Risk Assessments 
 Chemical Substances Risk Assessments 
 Exposure to Biological Agents Risk Assessments 
 Task Specific Risk Assessments 
 Event Risk Assessments 
 Maintenance and Upkeeping Risk Assessments 
 Exposure to High Noise Levels Risk Assessments 
 Confined Spaces Risk Assessments 
 Risk Group Risk Assessments including but not limited to:    

                      Pregnant and Nursing Mothers 
Old Persons 
Young Persons 
Lone Workers 
Persons with Disabilities 



 

 

Managers are to ensure that whenever needed, these risk assessments are drawn 
before work is designated. 

 
1.3 – DISSEMINATION OF INFORMATION 

 
The results of the Risk Assessments should be communicated to the Managers, Head 
of Sections, Supervisors, Workers, the Worker’s Health and Safety Representatives. 
The results should also be communicated to any other person within the 
management according to the designation’s information needs. 
A Hard copy of the Risk Assessment shall be available at the Head of Section’s Office 
and will be made available to all employees. 

 
1.4 – IMPLEMENTATION 

 
Corrective actions specified in the Risk Assessment report shall be transposed into an 
action plan based on the indicated target implementation stage. The action plan shall 
be followed by a person in charge to prevent delays and maintain progress within the 
specified deadlines. 

 
The Employer should ensure that all the recommended actions are properly 
implemented and that their effectiveness is checked as soon as they are 
implemented. This process may require the support of a competent person. 

 
1.5 – MONITORING OF COMPLIANCE WITH THE AGREED MEASURES 

 
The Employer shall monitor compliance with the measures agreed and specified in 
the risk assessments. Surprise inspections shall be organised to take a snapshot of 
the actual working conditions and to report compliance. 

 
1.6 – UNDERTAKINGS BY EXTERNAL COMPANIES OR SELF EMPLOYED PERSONS 

 
Where an external company or a self-employed person is ordered to carry out 
service at the Hotel, a Risk Assessment covering the undertakings and if required a 
method statement should be requested in advance. The Risk Assessment and 
Method Statements should be vetted by a competent person before order to start 
work. 



 

 

2 – TRAINING ARRANGEMENTS TITLE: 

 
 

 
 

 

2.1 – TRAINING REQUIREMENTS - WORKERS 
 

(Abstract L.N. 36 of 2003, General Provisions For Health and Safety At Work Places, 
Article 14 (1) ) 
“The employer shall ensure that each worker receives adequate training on health 
and safety, in particular in the form of information and instructions specific to the 
workstation and to the task assigned: 

 
(a) on recruitment; 
(b) in the event of a transfer or a change of job or task; 
(c) in the event of the introduction of new work equipment or a     

change in equipment; 
(d) on the introduction of any new technology; 
(e) on the introduction of new work practices. 
(2) The training referred to in the preceding sub regulation shall be adapted to take 
account of new or changed risks, and repeated periodically where necessary.” 

 
– TRAINING REQUIREMENTS – WORKER’S HEALTH AND SAFETY REPRESENTATIVES 
 
In addition to the training specified in 2.1, Worker’s Health and Safety Representatives shall 
be provided with specific training to enable them to perform and fulfil their duties. 
 

2.2 – IDENTIFICATION OF TRAINING NEEDS 
 

The Risk Assessment shall be used as a basis for the training needs. Other training 
requirements however may come directly from regulations. Training required may 
include: 

 Basic Health and Safety 
 Manual Handling 
 Use of Work Equipment 
 Use of Chemical Substances 
 Exposure to Biological Agents 
 First Aid 
 Fire Fighting 
 Manager’s and Supervisor’s Health and Safety training 
 Worker’s Health and Safety Representative training 
 Dealing with Stress 
 Diffusing Potentially Violent Situations 
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– PROVISION OF TRAINING 
 
Training that is commissioned by an employer and given to workers or to Workers’ 
Representatives shall be at the expense of the said employer. 
 
The training given to workers and to the Workers’ Representatives shall take place during 
working hours. 
 
– REFRESHER TRAINING 
 
Refresher training shall be provided according to the training refreshment periods indicated 
by the course provider. 



 

 

3 – WORKER’S HEALTH AND SAFETY REPS TITLE: 

 
 

 
 
– SELECTION PROCEDURES 
 
Workers shall be given the opportunity to nominate any worker for the position of a 
Worker’s Health and Safety Representative. When more that one person is nominated for a 
department and both show interest in accepting the post, an election will be held where all 
workers will be allowed to vote for their favourite representative. 
 
If workers fail for whatsoever reason, to choose from amongst them a number of workers 
to represent their interests on matters concerning occupational health and safety, the 
employer shall directly appoint the Workers’ Health and Safety Representatives. 
 
– NUMBER OF HEALTH AND SAFETY REPS 
 
One Health and Safety Representative per department shall be chosen. The setup of the 
sections is as shown below: 
 

 Food and Beverage 
 Kitchens 
 Housekeeping 
 Front Office 
 Maintenance 
 Spa/Gym 
 Administration Offices 

 
The names of all Health and Safety Representatives shall be made known to all workers so 
that, matters arising can be passed on to any of the representatives in case of difficulties in 
meeting the section’s representative due to shifts. 
 
– PROTECTION AND RIGHTS OF WORKER’S REPS 
 
(Abstract L.N. 36 of 2003, General Provisions For Health and Safety At Work Places, Article 
13 (5) ) 
 
Workers and their representatives shall have the right to make representations with, and to 
make proposals to their employer on any matter which may affect the health, safety and 
welfare at work, including, but not limited to - 
 
Measures which may substantially affect health and safety; 
 
the designation of workers having specific functions for first aid, fire-fighting and the 
evacuation of workers in case of serious and imminent danger, and on the method of 
selection of workers’ representatives; 
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Those risk assessments required to be carried out by an employer and their results, the 
preventive and protective measures required to be taken; 
 
Occupational accidents, injuries and cases of occupational ill-health occurring at the 
employer’s place of work; 
 
The enlistment, where and when appropriate, of those competent services or persons 
outside the undertaking and, or establishment, as referred to in regulation 9(3); 
 
All information required to be given to workers by virtue of these regulations and of any 
other regulations issued under the Act; 
 
The planning and organisation of the training required to be given to workers by virtue of 
these regulations and by other regulations issued under the Act. 
 
Workers’ representatives shall have the right to ask the employer to take appropriate 
measures and to submit proposals to him to that end to mitigate hazards for workers and, 
or to remove sources of danger. 
 
Workers and the workers’ representatives may not be placed at a disadvantage because of 
any activity taken pursuant to any matter relating to the protection of occupational health 
and safety. 
 
Employers shall allow workers’ representatives with specific responsibility for occupational 
health and safety adequate time off work, without loss of pay, and provide them with the 
necessary means to enable such representatives to exercise their rights and functions 
deriving from these regulations. 
  
Workers and, or their representatives are entitled to make representations to the Authority 
if they consider that the measures taken, and the means employed by the employer are 
inadequate for the purposes of ensuring health and safety at work. 
 
Workers’ representatives must be given the opportunity to submit their observations during 
visits by officers. 



 

 

– CONFLICT OF INTEREST 
 
(Abstract L.N. 36 of 2003, General Provisions For Health and Safety At Work Places, Article 
13 (4) ) 
 
A workers’ representative shall not carry out, or be involved with, any work which can give 
rise to a conflict of interest in the discharge of his functions pursuant to these regulations, 
and in discharging such functions, the workers’ representative shall act with the sole 
objective of safeguarding the workers’ health and safety. 
 
3.4 – Time for the execution of their functions 
 
The worker’s health and safety representatives shall be given sufficient time to execute 
their duties during working hours. This requires to be coordinated by the Managers, Head of 
Sections and Supervisors. 



 

 

4 – HEALTH AND SAFETY MEETINGS TITLE: 

 
 

 
– AIMS OF HEALTH AND SAFETY MEETINGS 
 
Committee meetings are an important tool that enhances the collaboration and 
cooperation between all parties. Committees shall discuss the general matters arising and 
lead to a suitable course of action. 
 
The following are some functions of the committee: 
 

 Discuss statistics on accident records, ill health, sickness absence; accident investigations 
and subsequent action; 

 Discuss inspections of the workplace by enforcing authorities, management or employee 
health and safety representatives; Discuss Risk Assessments; 

 Discuss health and safety training; Discuss emergency procedures; and 
 Discuss issues in the workplace affecting the health, safety and welfare of employees. 

 
– THE COMMITTEE 
 
The committee shall comprise of the following personnel: 
 
Management representatives who have the authority to give proper consideration to views 
and recommendations. 
 
Employee representatives, elected by your workforce, who have knowledge of the work of 
those they represent 
 
Co-opted workers and specialists - people who are included because of their specific 
competences such as the company doctor, health and safety adviser, and other specialists 
(to be called in as required) 
 
– FREQUENCY OF MEETINGS 
 
The committee shall meet once every four months. Other additional meeting may be called 
in case of accidents, ill health, near misses, significant changes or when deemed necessary. 
Invitations will be sent out at least a week before date. Details of the meeting venue and 
the agenda shall be provided with the invitation. 
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5 – FIRE SAFETY AND EVACUATION TITLE: 

 
 

 
 

5.1 – PLANNING FOR FIRE SAFETY; THE FIRE SAFETY FILE 
 
The management shall hire the services of a competent person to draw up a Fire and 
Evacuation system and Risk assess the premises and tasks involving a fire risk. The 
studies should include: 
 

 Fire Emergency Policy & Procedures Fire Safety Audits & Inspections 
 Fire Evacuation Drills and Records Fire Safety Training and Records 
 Fire Incidents and Near Misses and Recording/Reporting Fire Detection & Alarm System 
 Building design aspects in terms of fire and smoke spread, flammability of surfaces / 

structured etc.. 
Fire Fighting Equipment Service, checks and Records Compliance with Legislation. 
 
5.2. – Fire risk assessments 
 
The management shall appoint a competent person to carry-out a fire risk assessment 
that covers all areas and operations of the hotel. The risk assessment shall be reviewed 
at regular intervals and whenever there are reasonable grounds that the assessment 
may need to be reviewed and updated. The risk assessment should be reviewed at least 
once every year, in case of significant change or if there is evidence that the controls are 
not working. 
 
5.3 – Evacuation routes 
 
The management shall appoint a competent person to draw up and evaluate the current 
evacuation routes. The routes shall be detailed in the fire safety file. 
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6 – FIRST AID TITLE: 

 
 

 
 

6.1 – FIRST AIDERS 
 
All Managers, Head of sections, supervisors and selected workers should be trained and 
designated as first aiders. 
 
6.2 – FIRST AID BOXES AND EQUIPMENT 
 
Every department shall have at its disposal a fully stocked first aid box. The box shall be 
located at an easily reachable position. A sign shall be posted on location and when 
required, directional signs shall be posted to indicate route to first aid. Other first aid 
signs shall also be displayed for the indication of means of communication and other 
first aid equipment. 
 
 

 
Abstract OHSA First aid regulations L.N.11 of 2002 as amended by L.N. 348 of 2011 
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The content of first aid boxes should include as a minimum those items specified in L.N. 
11 of 2002 as amended by L.N. 348 of 2011 (Work Place First Aid Regulations) The list 
includes: 
 
Abstract L.N. 11 of 2002 of 348 of 2011 (Work Place First Aid Regulations) article 4 Sub-
article (4) 
 
(4) The contents of first aid boxes shall include the following items: 
 
(a) a minimum of ten individually wrapped sterile adhesive dressings in various sizes: 
(b) sterile eye pads with attachment; 
(c) a minimum of three triangular bandages; 
(d) a minimum of six safety pins; 
(e) a minimum of three sterile un-medicated dressings in various sizes; 
(f) a suitable supply of sterile eye wash; 
(g) a minimum of three pairs of surgical gloves; 
(h) a minimum of three roller bandages of different sizes; 
(i) one personal protection shield for use during artificial respiration; 
(j) three individually wrapped gauze pads. 
 
First aid boxes should be checked regularly by the designated first aiders and request 
replenishment to the person in charge of the supplies right after use. 
 
AUTOMATED EXTERNAL DEFIBRILLATOR (AED) is available at the reception. All first-
aiders have been trained on how to use the equipment. AEDs shall only be used by 
trained and competent persons. 
 

6.3 MEANS OF ACCESSING FIRST AID 
 
Means of communication shall be made available in high risk areas, such as plant rooms, 
kitchen, storage areas, pools, sports grounds, vehicle parking. This communication 
should lead directly to the reception office where the receptionists will handle the case 
and notify first aiders for swift action. 
 
Contacts of first aider shall be at the reception and other strategic places. 



 

 

6.4 IN CASE OF INJURY 
 

First aiders are required to follow procedures in line with the training provided in 
case of accidents and ill-health. 
The first aider, depending on the case, may also require the Company Doctor, or the 
travel agent’s doctor to visit the casualty. 

 
The first aided is duty bound to fill in the first aid record form attached to this Safety 
Management System and pass is on to the Manager’s office. 

 
Further investigation, in line with Safety Management System 15 (Accidents, ill-
health, near misses reporting and recording) may be required. 



 

 

7 – WELFARE TITLE: 

 
 

 
 
– SANITARY FACILITIES 
 
Separate Ladies and Gents facilities are available. The facilities shall be kept in a good level 
of hygiene. A schedule for the cleaning of such facilities shall be drawn and a record will be 
kept. 
 
– WASHING FACILITIES 
 
Showers and wash hand basins, separate to public ones are available at the changing 
rooms. 
The facilities shall be kept in a good level of hygiene. A schedule for the cleaning of such 
facilities shall be drawn and a record will kept. Other wash hand basins are available around 
the hotel. 
 
– DRINKING WATER 
 
Drinking water shall be provided to all workers. This is provided at the staff canteen. 
 
– CHANGING FACILTIES AND STORAGE OF PERSONAL BELONGINGS 
 
Lockers should be provided for every employee. Users should not store objects other than 
clothing. It is the duty of each user to keep the locker in good hygiene order. 
 
– FACILITIES FOR PREGNANT AND NURSING MOTHERS 
 
The management is committed to provide adequate resting facilities to pregnant and 
nursing mothers provided that the mother notifies the employer by the presentation of a 
certificate issued by the family doctor. 
 
The duty to report pregnancy and nursing is on the mother, however, Head of Sections and 
Supervisors should ensure that all female employees are aware of the duty to report to the 
employer as early as possible. 
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8 – ARRANGEMENTS FOR MONITORING TITLE: 

 
 

 

8.1 – MONITORING OF HEALTH AND SAFETY PERFORMANCE 
 
The aim of this SMS is to create basic arrangements for monitoring the workplace health 
and safety performance. This should aid the management in fulfilling the obligations 
under L.N. 36 of 2003 and Act 27 of 2000 an abstract of which is being quoted 
hereunder. 
 
(Abstract L.N. 36 of 2003, General Provisions For Health and Safety At Work Places, 
Article 2 sub-article (2) ) 
“(2) An employer shall make such appropriate arrangements for the effective planning, 
organisation, control, monitoring and review of the preventive and protective measures, 
taking into consideration the nature of the activities and the size of the undertaking.” 
 
(Abstract Act 27 of 2000, Occupational Health and Safety (Authority) Act, Article 6, Sub-
article 2, (3) 
“(3) Without prejudice to the generality of the preceding sub article (2), it shall be the 
duty of an employer to provide such information, instruction, training and supervision 
as is required to ensure occupational health and safety.” 
 

8.2 – DAILY WORKPLACE INSPECTIONS AND SUPERVISON 
 
It is the duty of the Head of Section in collaboration with the Supervisors to ensure that 
the areas under his responsibility are inspected daily. 
 
A checklist shall be made available to all Head of Sections for the ease of carrying out 
the inspection; however, other Hazards, Risks, unsafe acts and conditions that are not 
included in the checklist may also be present and these should also be included in the 
report. 
 
Further to the above, the Head of Section in collaboration with the Supervisors should 
ensure that there occur no unsafe conditions and unsafe acts and correct any negative 
findings timely. They should also ensure that a suitable level of supervision is 
maintained at all times. 
 
A written record should be kept and the following information should be included: 
 
 Date and time 
 Details of person carrying out the inspection 
 Significant findings 
 Actions taken 
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8.3 – VISUAL CHECKS 
 
Areas such as restaurants, pool areas and similar locations require frequent checks. 
These areas are prone to unsafe conditions and unsafe acts. Therefore, these facilities 
should be monitored more closely. 
 
It is the duty of the Head of Section to ensure that the areas under his responsibility are 
checked regularly and the necessary actions to correct unsafe acts and conditions. 
 
8.4 – COMPREHENSIVE WORKPLACE INSPECTIONS 
 
Specialist workplace inspections shall be carried out at regular intervals. These 
inspections are required to examine the overall performance of health and safety at the 
specified areas. The exercise also involves examining safety documentation. (accidents, 
daily checks etc) 
 
A full report covering including the following will be issued: 
 

 General details 
 Scope 
 Summary 
 Findings 
 Recommendations 
 Prioritisation 
 Action plan 
 Conclusion 

 
8.5 – INSPECTIONS BY THE HEALTH AND SAFETY REPRESENTATIVES 
 
Worker’s Health and Safety Representatives have the right, under the General 
Provisions of health and safety at work act to carry out workplace inspections and 
report the findings to the employer. These inspections should be recorded and the 
necessary actions should be taken by the management. 
 
8.6 – HEALTH AND SAFETY AUDITS 
 
Audits provide a ‘feedback loop’ and are essential in maintaining safety performance in 
an organisation. 
 
 
 



 

 

 

 
The aims of auditing are to establish that the three major components of a safety 
management system are in place and operating effectively. It should show that: 

 Appropriate management arrangements are in place 
 Adequate risk control systems exist, are implemented, and consistent with the 

hazard profile of the organisation 
 Appropriate workplace precautions are in place 

 
Yearly audits shall be carried out details of which including auditing dates and 
frequency will be detailed by the management. 

 
Results of audits shall be provided to all employees according to the 
information needs. 

 
 
 
 



 

 

8.7 – INSPECTIONS AND EXAMINATIONS BY EXTERNAL COMPETENT PERSONS 
 
Further to the inspections in this SMS, other active inspections and monitoring shall be 
carried out in other areas including: 
 

 Food hygiene 
 Water safety checks 
 Work equipment testing and certification 
 Fire safety equipment, evacuation and management 
 Certification of installations 
 Testing and certification of portable appliances 
 Checking on the structural integrity of the building and furnishings 
 Health surveillance 
 Noise exposure monitoring 

8.8 – REACTIVE MONITORING 
 
Refer to SMS 15 – Accidents, ill-health, near misses reporting and recording 



 

 

9 – MAINTENANCE, TESTING, CHECKING AND 
CERTIFICATION OF EQUIPMENT 

TITLE: 

 
 

 

9.1 – MAINTENANCE, TESTING, CHECKING AND CERTIFICATION OF EQUIPMENT 
 
The duty to ensure that work equipment, installations, the building and all the facilities 
are checked, tested, maintained and where required certified is on the employer. 
 
The Managers are duty bound to ensure that a schedule for the servicing, checking, 
maintenance, certification and other interventions required is drawn. A person shall be 
designated to ensure that such interventions are coordinated timely and that records 
are kept for future reference. 
 
The schedule should be based on statutory legislation, the recommendations of the 
manufacturer or company commissioning an installation and the suppliers. The 
following is a list of legislation that may require the management to carry out the 
mentioned intervention: 
 
 

 LEGAL NOTICE 250 of 2010. Work Place (Minimum Health and Safety Requirements for 
the Protection of Workers from Risks resulting from Exposure to Artificial Optical 
Radiation) Regulations. 

 LEGAL NOTICE 231 of 2007. Inspection Of Lifts Regulations. (Published under Chapter 427 
and 424 of the Laws of Malta 

 LEGAL NOTICE 282 of 2004. Work Equipment (Minimum Health and Safety Requirements) 
Regulations 

 LEGAL NOTICE 121 of 2003. Minimum Requirements for the Use of Personal Protective 
Equipment at Work Regulations 

 LEGAL NOTICE 45 of 2002. Work Place (Provision of Health and, or Safety Signs) 
Regulations 

 LEGAL NOTICE 44 of 2002, as amended by Legal Notice 437 of 2012 Work Place (Minimum 
Health and Safety Requirements) Regulations 

 LEGAL NOTICE 43 of 2002. Minimum Health and Safety Requirements for Work with 
Display Screen Equipment Regulations 

 LEGAL NOTICE 52 of 1986, as amended by Legal Notices 22 and 71 of 1996; Act XXVII of 
2000; and Legal Notices 44 of 2002, and 35, 36 and 121 of 2003. Work Places (Health, 
Safety and Welfare) Regulations 

 LEGAL NOTICE 34 of 1976, as amended by Act XXVII of 2000 and Legal Notice 426 of 2007. 
Steam and Hot Water Boilers Regulations 

 LEGAL NOTICE 47 of 1964, as amended by Act XLIV of 1965; Legal Notices 48 of 1967 and 
50 of 1982; and Act XXVII of 2000. Work Places (Hoists and Lifts) Regulations 
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 GOVERNMENT NOTICE 340 of 1954, as amended by Government Notice 98 of 1956; Legal 

Notice 26 of 1964; Act XLIV of 1965; Legal Notices 62 of 1966, 17 and 116 of 1969, 72 of 
1971, 70 of 1973, 11 of 1975, 25 of 1976, 124 of 1978 and 98 of 1981; Act XXVII of 2000; 
and Legal Notice 426 of 2007. Work Places (Superintendence and Control of Plant) 
Regulations 

 GOVERNMENT NOTICE 787 of 1949, as amended by Acts XLIV of 1965 and XXVII of 2000; 
and Legal Notice 44 of 2002. Work Places (Woodworking Machinery) Regulations 
 
N.B. The previous list refer to the legal notices issued under the Act 27 of 2000 
Occupational Health and safety Authority Act. Other legislation not issued under this act 
may also apply. 



 

 

10 – PROVISION OF INFORMATION AND 
INSTRUCTIONS 

TITLE: 

 
 

 
 
10.1 Information 
 
The Employer has the overall responsibility for the provision of safety 
information. The Manager should ensure that there exists a system covering 
the dissemination of health and safety information. Health and safety 
information may include: 
 

 Fire safety related information 
 First aid related 
 Work equipment related information 
 Procedural information 
 Chemical substance information 
 Actions taken after accidents, ill-health and near misses. 
 Any other Health and safety related information 

Information may need to be provided on recruitment, after an event, at regular intervals or 
in exceptional circumstances. Information may also need to be provided to customers and 
external persons such as those visiting or carrying out a task at the hotel. 
 
10.2 Instructions 
 
The Employer has overall responsibility for the provision of safety instructions. The 
Manager should ensure that the necessary health and safety instructions are provided to 
all those required to follow them. Instructions need not to be complex and lengthy but 
they should be provided in easily understandable, clear, concise and free of ambiguity.  
 
Health and safety information may include: 

 Health and safety Representative related instructions 
 First aid instructions 
 Fire safety related instructions 
 Work equipment related instructions 
 Before use / start of shift instructions 
 Procedural instructions 
 Notification instructions (such as pregnancy, administration of 

medications, signs and symptoms of muscular-skeletal disorder etc.) 
 Use of chemical substance instructions 
 Use of Personal Protective Equipment Instructions 
 Instructions to report accidents, ill-health and near misses. 
 Any other Health and safety related instructions that may be needed 

SAFETY AND HEALTH MANAGEMENT SYSTEM 10 



 

 

11 – SUBSTANCE ABUSE TITLE: 

 
 

 
11.1 PURPOSE 

The purpose of this policy is to maintain a work environment, which is free from the 
influence of illegal drugs and alcohol to protect the health, safety, and well-being of all 
employees, customers and others that may be affected. It is also to assist in identifying 
appropriate interventions in reference to the chemically dependent employee, and to 
create an environment beneficial to the employee identifying the problem and taking 
appropriate action before the condition renders the employee unfit for work. 
 
11.2 POLICY 
 
The management is committed to the protection of employees, customers and other 
that may be affected as well as to promote a substance abuse free workplace. Any 
unlawful or unauthorized transfer, sale, distribution, manufacture, possession, or use of 
a controlled substance or alcohol by an employee on the job, in the workplace or where 
our facility work is performed is prohibited. It is also considered infringing to report to 
work under the influence of any illegal substance or alcohol. This policy applies to all 
official or unofficial break and meal periods, and all other times during the working day 
in which an employee has reported for work. 
 
The employer reserves the right to contact proper law enforcement officials and/or 
State licensing/certifying boards regarding any matter, subject to this policy. Violation of 
the substance abuse program will be subject to disciplinary as deemed fit by 
management. 
 
11.3 DEFINITIONS 
 
“Illegal drugs” in this policy means inhalants and controlled substances, and includes 
medications, which contain a controlled substance, which are used for a purpose or by a 
person for which they were not prescribed or intended or otherwise used under the 
supervision of a licensed health care professional. 
 
“Reasonable suspicion” or “reason to suspect” means a basis to form a belief based on 
specific facts and inferences drawn from those specific facts. 
“Under the influence of alcohol” means appearance, speech, behavior or bodily odour 
which causes a superior to suspect the employee to reasonably be intoxicated. 
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11.4 REPORTING 
 
When any person has reasonable suspicion that a person is under the influence of illegal 
drugs or under the influence of alcohol, he/she are duty bound to report such suspicions 
to the Manager and Head of section. 
 
The Manager in collaboration with the head of section and the Human Resources 
Manager should investigate the incident and take action accordingly. Actions may 
include: 
 

 Dealing with severe intoxication through the first aiders and external 
emergency services 

 Temporary suspension from work 
 Monitoring of the person’s performance and possible reoccurrence 
 Reference to employee support services 
 Exposure to disciplinary procedures 
 Other actions deemed fit for the case. 

11.5 EMPLOYEE ASSISTANCE 
 
Our management encourages employees to seek help. To assist employees in obtaining 
treatment, the employee may be referred to the Foundation for Social Welfare Services. 
This may include an Employee Assistance Program (EAP) which provides an assessment, 
counselling, aftercare and referral service for employees with drug-related problems 
and other personal problems. Confidentiality shall be assured. 
 
Employees who undergo voluntary counselling or treatment, and continue to work are 
subject to the same job performances and behaviour standards as other employees. As 
is the case of all employees, those seeking voluntary counselling or treatment that fails 
to meet performance standards will be subject to disciplinary action. Work by such 
employees shall be subject to a dedicated Risk Assessment. Temporary transfer to a 
light job shall be considered in such cases. 
 
When treatment is necessary, coverage is based on the parameters set forth in the 
medical benefits plan. 
 
11.6 EMPLOYEE ASSISTANCE – SUPERVISON AND MONITORING 
 
The Human Resources Manager in collaboration with the Head of Section and the 
Supervisor shall monitor closely the performance of employees who undergo voluntary 
counselling or treatment, and continue to work and take suitable and reasonable 
actions as may be required. 
 
 
 
 
 



 

 

12 – CONTRACTORS OR SELF EMPLOYED PERSONS 
PERFORMING WORK AT THE HOTEL 

TITLE: 

 
 

 
 

12.1 REQUIREMENTS 

Contractors, self-employed persons and any other persons required to carry out 
work at the Hotel should be required to provide the following: 

 
 A Method Statement covering the work requested and a 
 A Risk Assessment covering the work enlisted in the Method 

Statement 
 Details of workers who will be designated to carry out the work and 

evidence of their competence 
 Monitoring and supervision arrangements (both operational and safety) 
 Submit a permit-to-work form in case of hot work, work in areas open for 

customers and workers, work on electricity, work at heights, work on or 
affecting the emergency and evacuation equipment and other work as 
deemed fit. 

The data submitted will be vetted and approved or otherwise before the official 
order to start work is issued. 

 

12.2 PROVISION OF INFORMATION 

Visitors, contractors, self-employed persons, consultants and other external persons 
should be provided with the necessary Health and Safety information. Such 
information may include: 

 
 Fire and evacuation information 
 First aid information 
 Prohibition of access to high risk areas (such as plantrooms kitchens, 

maintenance rooms, loading bays etc.) 
 
The Manager approving such work or visit should ensure that all relevant 
information has been given. 

 
12.3 MONITORING OF UNDERTAKINGS 

 
The management should designate a person who will have the duties of supervising 
the undertakings and report progress and any issues to the Manager for action. 
The person should ensure that all measures agreed to mitigate risks are being taken 
and this may entail regular checks and actions. 
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13 – STRESS AT WORK TITLE: 

 
 

 
 
13.1 INTRODUCTION 

The management is committed to protecting the health, safety and welfare of 
employees. The company recognises that workplace stress is a health and safety issue 
and acknowledges the importance of identifying and reducing workplace stressors. 
This policy will apply to everyone in the company. Managers are responsible for 
implementation and the company is responsible for providing the necessary resources. 
This Policy is based on the policy published by the Health and Safety Executive of the UK 
 

13.2 DEFINITION OF STRESS 

The Health and Safety Executive (UK) define stress as “the adverse reaction people have 
to excessive pressure or other types of demand placed on them”. This makes an 
important distinction between pressure, which can be a positive state if managed 
correctly, and stress which can be detrimental to health. 
 

13.3 POLICY 

 The management shall identify all workplace stressors and conduct risk 
assessments as and when required to eliminate stress or control the risks 
from stress. These risk assessments will be regularly reviewed. 

 The company shall provide training for all managers and Supervisory staff in 
good management practices. 

 The company shall provide confidential counselling for staff affected by 
stress caused by either work or external factors. 

 The company shall provide adequate resources to enable Managers to 
implement the company’s agreed stress management strategy 

 
 

13.4 ORGANISING 

 
 Provide specialist advice and awareness training on stress. 
 Train and support Managers in implementing stress control measures. 
 Support individuals who have been on sick leave due to stress and advise 

them and their management on a planned return to work. 
 Refer to workplace counsellors or specialist agencies as required. 
 Monitor and review the effectiveness of measures to reduce stress. 
 Inform the employer and the health and safety committee of any changes and 

developments in the field of stress at work. 
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13.5 RESPONSIBILITIES 
 
MANAGERS 
 

 Conduct and implement recommendations of risks assessments within 
their jurisdiction. 

 Ensure good communication between management and staff, particularly 
where there are organisational and procedural changes. 

 Ensure staff is fully trained to discharge their duties. 
 Ensure staff is provided with meaningful developmental opportunities. 
 Monitor workloads to ensure that people are not overloaded. 
 Monitor working hours and overtime to ensure that staff is not 

overworking. 
 Monitor holidays to ensure that staff is taking their full entitlement. 
 Attend training as requested in good management practice and health 

and safety. 
 Ensure that bullying and harassment is not tolerated within their 

jurisdiction. 
 Be vigilant and offer additional support to a member of staff who is 

experiencing stress outside work e.g. bereavement or separation. 
 

HUMAN RESOURCES 
 

 Give guidance to Managers on the stress policy. 
 Help monitor the effectiveness of measures to address stress by collating 

sickness absence statistics. 
 Advise Managers and individuals on training requirements. 
 Provide continuing support to Managers and individuals in a changing 

environment and encourage referral to occupational workplace counsellors 
where appropriate. 

 
EMPLOYEES 
 

 Raise issues of concern with the Health and Safety Representative, 
Manager, Head of Section or Supervisor. 

 Accept opportunities for counselling when recommended. 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
WORKER’S HEALTH AND SAFETY REPRESENTATIVES 
 

 Health and Safety Representatives must be meaningfully consulted on any 
changes to work practices or work design that could precipitate stress. 

 Health and Safety Representatives must be able to consult with members on 
the issue of stress including conducting any workplace surveys. 

 Health and Safety Representatives must be meaningfully involved in the risk 
assessment process. 

 Health and Safety Representatives should be allowed access to collective and 
anonymous data from HR. 

 Health and Safety Representatives should be provided with paid time away 
from normal duties to perform work relating to workplace stress. 

 Health and Safety Representatives should conduct joint inspections of the 
workplace at least every 3 months to ensure that environmental stressors are 
properly controlled. 

 The Health and Safety Committee will oversee monitoring of the efficacy of 
the policy and other measures to reduce stress and promote workplace health 
and safety. 



 

 

14 – VIOLENCE AT THE WORKPLACE TITLE: 

 
 

 

14.1 INTRODUCTION 

The management is committed to protecting the health, safety and welfare of our 
employees. The company recognises that the control of workplace violence is 
essential in the protection of psychological well-being. 

 
This policy will apply to everyone in the company. Managers are responsible for 
implementation and the company is responsible for providing the necessary 
resources to make this management system work. 

 
This policy applies to employees, customers and any other person required or is 
granted the permission to visit or perform work at the Hotel. 

 
14.2 TYPES OF VIOLENCE 

There are many types of violence at the workplace that employers should be aware 
of. It includes both physical and verbal abuse. Vandalism, arson and sabotage, 
carrying or possessing weapons, are also to be considered as acts of violence. 
Threatening written or e-mail statements, gestures or expressions are also to be 
considered as acts of violence in the workplace. 

 
14.3 ZERO TOLLERANCE POLICY 

The management is committed towards a “Zero Tolerance policy”. 

Zero tolerance means that sanctions will be taken as soon as any from and degree of 
violence is confirmed. Certain sanctions may also be taken before confirmation if 
there are reasonable grounds to suspect that lack of immediate actions may lead to 
further violence or other negative outcomes. 

 
14.4 SANCTIONS 

Disciplinary action, up to and including loss of employment, are part of the policies 
that can be implemented for any of the above acts of violence at the workplace. 

14.5 REPORTING INCIDENTS 

Incidents of violence should be reported by victims to the Mangers. The Managers 
should make arrangements to receive reports and deal with such reports 
confidentially. It is the duty of the Managers to commission an investigation and seek 
the advice of competent persons and or the assistance of the Police. 

The duty of victims to report incidents of violence to the Manager does not affect 
the right of the individual to report such incidents to the Police. 
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14.6 POLICE ASSISTANCE 

The Manager may consider contacting the police concerning serious issues of 
violence at work. 



 

 

15 – ACCIDENT, ILL-HEALTH AND NEAR MISS 
REPORTING AND RECORDING 

TITLE: 

 
 

 

15.1 DEFINITIONS 

“Accident” – any unplanned event that results in injury or ill health of people, or 
damage or loss to property, plant, materials of the environment or a loss of business 
opportunity 

 
“Ill-health” - where a person suffers illness, or an existing condition is made 
significantly worse, directly as a result of a work related activity 

 
“Near miss” – is any incident that could have resulted in an accident. 

 
15.2 REPORTING REQUIRMENTS 

 
INTERNAL REPORTING REQUIREMENTS 

Accidents, work related ill-health and near misses should be reported to the 
manager. 

The manager should commission an investigation with the aim of recording the 
details of the incident and to enable a proper and accurate analysis of the factors 
that lead to the negative outcome and to ensure that actions to prevent 
reoccurrence of similar incidents occur. 
 
EXTERNAL REPORTING REQUIREMENTS 

It is the duty of the Manager to report accidents and work related ill-health to the 
(Occupational Health and Safety Authority) OHSA. The forms attached to this SMS 
should be used. The incident should be reported as detailed in the following abstract: 

L.N. 44 of 2002, and 35, 36 and 121 of 2003 Work Places (health, Safety and Welfare) 
Regulations, Part V, Notification of Accidents. “22. (1) For the purposes of these 
regulations any accident arising out of or in connection with work which results 
either –  

(1) (a)     in the death of or major injury to any person; or 
(b) in the case of an employee at work, in that employee being 
incapacitated for work for more than three consecutive days, excluding those 
days on which he is not expected to report for work; shall be a notifiable 
accident and as such shall be reported to the Director(Authority). 
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(2) (a)    Where the notifiable accident results in the death or a major   

injury to a person, the employer shall - 
(i) notify forthwith the Director (Authority) or his representative by 
the quickest practicable means; and 
(ii) within seven days from the date of the accident send written notice 
of the accident to the Director; and 
(b)      where the notifiable accident falls under sub regulation 
(1)    the employer shall inform the Director in writing or by other suitable 
means, within seven days from the date of the accident. 

 
15.3 INVESTIGATING ACCIDENTS 

The Manager should commission an investigation in case of accident, ill- health or a 
near miss. The investigation team shall include: 

 
 A person with Competence in Health and Safety 
 The Manager in charge of the area and operations 
 The Worker’s Health and Safety Representative of the section 
 Any other specialists that may be needed as the case requires. 

 
An incident report shall be drawn and shall include the following sections: 

 
 General details 
 Brief description of the accident 
 Statement of the casualty (when possible) 
 Statement of witnesses 
 Statements of First aiders, Head of Section and Supervisors in charge 
 Causes of the incident/ill-health 
 Mitigation measures 

 
15.4 PRESERVATION OF THE SCENE 

No one should be allowed to remove objects or tamper with the scene of accident in 
any way unless this is required for first aid and recovery purposes. 


