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Health and Safety Policy Statement
Acivico Limited (Acivico) is a registered company wholly owned by Birmingham City Council. The Company
comprises of a number of subsidiaries, Acivico Design, Construction & Facilities Management (DCFM)
Limited, Acivico (Building Consultancy) Ltd. All references to Acivico within this policy document includes the
subsidiary companies.
As Managing Director of Acivico Limited, I recognise our responsibility for the management of Health &
Safety and provide below our statement of intent:
Acivico is committed to compliance with all of its statutory health, safety and welfare obligations.
It is our sincere intention to achieve high standards of workplace health and safety and to ensure, so far as is
reasonably practicable, the health, safety and welfare of all employees, visitors, contractors and others who
may be affected by the Company’s operations.
We recognise that the effective management of health and safety in the workplace is a shared employer and
employee responsibility. To this end, we encourage a proactive health and safety culture, involving all
employees, and will provide the necessary training, guidance and support to enable employees at all levels
in the organisation to be effective stakeholders in their own and other people’s safety and we will provide
clear communication channels to ensure effective safety management.

Chris Hall
Group Managing Director, Acivico Group Ltd.
January 2021
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Statutory Requirements
Legislation imposes a duty on employers to prepare a written statement of their general policy, with respect
to the health and safety at work of their employees, and the organisation and arrangements for carrying out
that policy and to bring that statement to the attention of all its employees.
This policy is in compliance with those requirements.

Acivico's Health and Safety Policy
The Chairman has overall responsibility for ensuring that robust health and safety management systems,
organisation and arrangements exist for Acivico.
The Executive Management Team are responsible for informing the Board of any significant or notable
Health and Safety issues and requirements, including the reporting of Accidents & Incidents.
Day to day responsibility for implementing Acivico’s Health and Safety Policy is delegated to individual
members of the Acivico Management Team who are personally accountable for achieving the aims and
objectives set out in Acivico’s policy.
It is every employee and associated organisation’s responsibility to operate within the requirements of
Acivico’s Health and Safety Policy and procedures.

The Aims of Acivico:
•

Effectively identify, assess and control risks and prevent harm primarily to our staff, guests, visitors
and/or any trades/members of public etc. that may be within our specific duties of care throughout our
operations and secondly property, animals and the environment.

•

Ensure a planned and systematic approach to the management of health, safety and welfare
arrangements when engaging with Contractors, Suppliers and third party organisations and premises,
ensuring it is understood, agreed and achieved.

•

Ensure Contractors, Companies or Individuals acting on our behalf are compliant with all legislative
requirements and are suitable and sufficient to the tasks at hand.

•

Set a clear Company direction in respect of health, safety and welfare arrangements (by way of this
Policy), to be supported and adhered to by all employees within the company, and driven by clear
senior management commitment to the Policy and Procedures and general health, safety and welfare
principles.

•

Promote a positive health and safety culture within Acivico to protect the assets, earnings and
reputation of Acivico
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To Achieve these Aims Acivico will:
•

Create and operate a Safety Management System based on the risk control principles outlined in the
Health and Safety Executive document HSG65 summarised as:

PLAN - DO - CHECK - ACT
•

Prepare and implement procedures and arrangements to deal with health and safety concerns, near
misses, accidents, illness, injuries and emergency situations.

•

Safeguard all employees throughout their activities by ensuring that both they and their managerial
representatives are trained and competent within the realms of their operations and the levels of
health, safety therein.

•

Adequately assess work related risk factors faced by employees and by people not in our employment
but who may be affected by the Company’s operations and that employees and other persons are
sufficiently informed about the risks and preventative and protective measures that exist to control
these risks for the benefits of their health, safety and welfare.

•

Inform employees of their legal health and safety responsibilities owed to their employers and peers,
consult with them regarding any significant changes to the health, safe and welfare arrangements of
their workplace where relevant to them.

•

Ensure employees receive suitable and sufficient training so that they have the necessary knowledge,
skills and competence to fulfil their duties without risk to their health and safety. Employ technically
competent persons(s) to assist the Company in meeting the requirements of Health and Safety
legislation.

•

Provide accurate documentation to support the delivery of our operations and make this easily
accessible to those who need it.

We will strive to improve on statutory minimum standards and implement cost effective approaches to
safeguarding Acivico’s employee and physical resources to provide a place of work that is safe while
minimising avoidable financial losses and liabilities.
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Responsibilities and Organisational Arrangements:
Acivico deliver a range of professional services in the Built Environment to a range of clients and act as the
managing agent for - and undertake statutory work on behalf of - Birmingham City Council. This Health and
Safety policy defines the specific duties and responsibilities of all managers and staff in Acivico.
The effective, ongoing management of health and safety is a line management responsibility. It requires
visible, active and committed leadership, communication and support that permeate Acivico’s structures
from the very top. From the Executive Management Team through all levels of the organisations, there must
be clear communication and awareness of Health and Safety to ensure the highest levels of conformance
and compliance.
All managers and staff shall fulfil their respective health and safety duties defined in legislation and this
Acivico policy.

The Board of Acivico:
The Board of Directors of Acivico will:
•

Provide strong and active leadership

•

Provide visible and active commitment for Health and Safety matters
o

•

Establish and maintain effective ‘downward’ communication systems and management
structures

Integrate good health and safety management within business decisions.
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Executive Management Team
The Executive Management Team will:
•

Lead and promote a positive health and safety culture within Acivico.

•

Periodically review Acivico’s health and safety performance and the Health and Safety Policy to
maintain its relevance.

•

Ensure effective communication of Health and Safety matters to The Board

•

Recommend the Acivico Health and Safety Policy to the board for approval.

•

Make adequate resources available to allow all health and safety duties to be met in accordance with
legislative requirements and company policy.

•

Advise the Board of the implications of any health and safety matter that cannot be completely
resolved or adequately funded.

Establish effective arrangements in Acivico to:
•

Make all their managers, supervisors and employees aware of the Acivico Health and Safety Policy and
their specific duties.

•

Ensure the competence of all employees to fulfil their health and safety responsibilities

•

Meaningfully consult employees on health and safety matters.

•

Produce and ensure compliance with appropriate guidance, procedures and method statements for
safe working practices relevant to specific hazards.

•

Co-operate with all health and safety inspections, investigations and audits of Acivico undertakings

•

Implement improvements detailed in any action plans resulting from health and safety inspections,
investigations and audits.

•

Review the health and safety performance of Acivico annually and present a summary of that review to
Executive Management Team.

•

Obtain assistance from appropriately qualified health and safety professionals as required.

Managers and Supervisors
All managers and supervisors will lead and promote a positive health and safety culture and support the
members of the Acivico Executive Management Team to fulfil their health and safety responsibilities.
•

With their own areas of responsibility, line managers and supervisors will:
o

Make adequate resources available to allow all health and safety duties to be met

o

Advise their Line manager of the implications of any health and safety matter that cannot be
completely resolved or adequately funded.

o

Investigate all accidents, incidents, ill health, diseases, dangerous occurrences and near misses that
occur at or as a result of work.

8

Client in Confidence

Establish effective arrangements to :
•

Make all their employees aware of their health and safety duties.

•

Ensure the competence of all their employees to undertake their health and safety duties.

•

Provide all their employees with appropriate information, instruction, supervision and training specific
to their health and safety duties, including job specific training where appropriate.

•

Analyse individual training needs related to health and safety as an integral part of the Appraisal
process.

•

Make available and ensure compliance with appropriate guidance, procedures and method statements
for safe working practices relevant to specific hazards.

•

Assess health and safety risks arising in their service area and take appropriate action to minimise and
control those risks that cannot be eliminated.

•

Ensure all accidents, incidents, ill health, diseases, dangerous occurrences and near misses that occur at
or as a result of work are promptly recorded on People Solutions.

•

Implement improvements detailed in any action plans resulting from health and safety inspections,
investigations and audits.

•

Review health and safety performance annually and feedback that review to their Business Unit Lead.

•

Obtain assistance from appropriately qualified health and safety professionals as required.

Employees:
All employees will contribute to a positive health and safety culture and support their supervisors and
managers to fulfil their health and safety responsibilities.
Employees will:
•

Follow safe working practices and comply with appropriate guidance, procedures and method
statements relevant to specific hazards.

•

Immediately inform their manager or supervisor of all accidents, incidents, ill health, diseases,
dangerous occurrences and near misses that occur at or as a result of work who will ensure that these
are correctly recorded.

•

Use and store equipment and clothing provided in the interests of health, safety and welfare as
instructed.

•

Attend relevant and appropriate training courses to ensure their health and safety duties and to work
safely.

•

Not engage in any work activity for which they have not received adequate information, instruction,
training or supervision.

•

Not put their health and safety or that of others at risk due to their own acts or omissions.
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•

Immediately inform their manager or supervisor of any situation which they consider may create a
danger to health and safety at work including any known medical conditions that might affect their
health and safety at work.

•

Assist and support managers in monitoring and reviewing the effectiveness and appropriateness of
these practices and procedures as appropriate.

•

Co-operate with all health and safety inspections, investigations and audits of Acivico undertakings.

•

Not interfere with or misuse equipment, materials or facilities provided in the interest of health, safety
and welfare or the fulfilment of any legal obligation.

•

Co-operate with the implementation of improvements detailed in any action plans resulting from
health and safety inspections, investigations and audits.

Health and Safety Advisor:
The Interim Health and Safety Advisor is the primary contact for Company-wide Health and Safety related
matters, this includes:
•

Provision of health and safety advice, support and services to assist managers in complying with their
health and safety duties.

•

Develop and review the Acivico Health & Safety Policy.

•

Assist managers to produce and review documentation in respect of safe working practices and
procedures

•

Conduct Health & Safety inspections and audits

•

Investigate accidents, incidents, ill health, diseases, dangerous occurrences and when necessary report
to the Health & Safety Executive (HSE).

•

Liaise with the Enforcing Authorities (for example HSE) in respect of any contact with Acivico.

•

Develop and deliver training courses and initiatives to promote health and safety awareness and
competence within Acivico.

For further information in respect of health and safety employees should initially contact their line manager,
alternatively contact the Interim Health and Safety Advisor for advice and support.
For contact details see Appendix 1.
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Safety Management System Arrangements
Accident & Incident Reporting, Investigating & Recording
Accidents, incidents, injuries, ill health, diseases, dangerous occurrences and near misses that occur at, or
as a result of work, are not usually isolated, unpredictable or random events. They can be the result of
deep rooted management failures with many contributory factors that lead to the undesired outcome.
These are organisational or systemic failings that Acivico’s Managers are responsible for addressing.
Employees should report all occurrences to their Line Manager, these details will then be communicated
to the relevant health and safety and/or human resources representative who will investigate and provide
subsequent reports. Trade Unions are to be informed in relevant cases so as to provide them the
opportunity to participate in the investigation process.
Acivico accident records are reviewed by the Interim Health and Safety Advisor, Executive Team, Line
managers and the Director of OD & HR(as applicable to incidents); records are stored for the required
period of time.
There is statutory obligation to report some accidents / incidents to the Health and Safety Executive (HSE).
Any event that requires reporting will be reported by the Interim Health and Safety Advisor or the Director
of OD & HR.
Further information about these requirements can be found at:
http://www.hse.gov.uk/riddor/report.htm
Further advice can be obtained from the Acivico Interim Health and Safety Advisor.

Alcohol and Drug Consumption
Acivico does not condone the misuse of any substance; however, it will balance the need for disciplinary
action with an understanding of an individual employees personal circumstances. Any employee in need of
support should contact Human Resources. All such cases will be dealt with confidentially and
sympathetically.
Work activities should not be undertaken where medication or any other substance has been consumed
which could inhibit or adversely affect an employee’s ability to work and operate any work equipment,
including vehicles, safely. If it is necessary to take medication that could cause these effects, this should be
discussed with the HR or the Interim Health and Safety Advisor prior to working / operating work equipment.
Acivico Mental Health Ambassadors can provide guidance, support in relation to any issues with drugs
and/or alcohol.
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Control of Contractors and Visitors
Where appropriate, each Acivico premises / location is to have defined Visitor Reception procedures (this
may be through an external Contractor). Through these arrangements visitors and contractors can be
advised of: specific site hazards; restricted areas; fire safety; first aid arrangements; etc., or, if appropriate,
assigned to the supervision of their host. Visitors / contractors will also be enabled to make Acivico aware of
any relevant medical issues or disabilities.

Control of Substances Hazardous to Health (CoSHH)
Acivico Sites: Where substances require a CoSHH assessment for example cleaning processes, catering
situations etc. – a substance specific CoSHH assessment will be required / completed (utilising the COSHH
Assessment Procedure) and utilised within the specific Risk Assessment for that work activity.
External operations: Where substances require a CoSHH assessment a substance specific CoSHH assessment
will be required / completed and utilised within the specific Risk Assessment for that work activity.

Communication and Consultation
Acivico communicates relevant H&S information to staff, visitors and contractors - attending our premises
through health & safety induction and other media.
Acivico recognises Trades Unions and has appropriate consultation arrangments in place with the Health,
Safety and Wellbeing Steering Group, which Includes repesentation from Trades Unions and Acivico
management. The group meets, as a minimum, on a quarterly basis.

Display Screen Equipment (DSE)
As part of the Employee H&S Induction, relevant staff are provided with information, instruction and training
in the use of DSE. Subsequently a personal workplace assessment should be undertaken by each affected
employee; this should be reviewed, signed off by line managers and re-assessed annually.
The Individual Workstation Assessment, undertaken by all employees, will highlight any risks posed by dayto-day working.
DSE Eye-Test for further information contact your line manager or HR.
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Driving & the use of Private / Company Vehicles at work
Acivico Employees who, in the course of their work, drive Personal or Company vehicles are required to
provide the Company with proof that they hold a valid UK Driving Licence and to inform the Company
immediately of any material change to their licence that might temporarily or permanently disqualify them
from holding such a licence. Failure to do so will be considered a disciplinary offence that may amount to
Gross Misconduct.
Acivico will put in place arrangements to establish that employees have a valid driving licence and, where
relevant, confirmation that employees have business use included on their personal vehicle insurance.

Electrical Safety
Acivico Interim Health & Safety Advisor will ensure that mains and portable electrical tests and inspections
are scheduled, conducted and recorded in accordance with statutory requirements. These tests are at
appropriate intervals.

Emergency Evacuation Procedure
In the event of an emergency situation at Acivico's office, the building Fire Evacuation Procedures should be
followed. These procedures are explained at induction and supported by signage displayed throughout the
building.
In the event of an evacuation being required, never jeopardise personal safety in the interest of safeguarding
property, belongings or documents.

Fire safety
The safe evacuation of people is the primary objective and this message should be conveyed by any
Company Manager with a responsibility of providing employees with fire safety information, instruction or
training.
Acivico has appointed and trained (volunteer) employees or Appointed Persons to act as workplace Fire
Marshalls.
The Interim Health & Safety Advisor is responsible for:
•

ensuring that a current Fire Risk Assessment is in place and maintained for 3 Brindley Place.

•

ensuring that Emergency lighting, fire extinguishers, fire alarms, fire detectors, unobstructed fire
evacuation routes and evacuation procedures are in place.

•

putting in place arrangements for office / area testing and inspections to take place at required
intervals.

Only employees who have been trained in the use of fire extinguishers should use extinguishers and only
then where they believe the situation allows for such intervention and would not jeopardise either their
personal safety or the safety of others. Use of fire extinguishers by non-trained personnel is prohibited.
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For external projects, the associated service manager will ensure that the agent/contractor etc. undertaking
the works on Acivico’s behalf are aware of their duties and responsibilities in relation to Fire Safety and are
compliant with relevant requirements

First Aid
Acivico has appointed and trained (volunteer) employees or Appointed Persons to act as workplace First
Aiders. Acivico will ensure that where the volunteer member of staff wishes to remain appointed, their
qualification remains valid and is renewed when necessary.
Acivico informs employees about their designated First Aiders and first aid arrangements through induction
and signage.

General Safety, Security, Maintenance, Housekeeping, Welfare facilities
of Acivico's offices
The Building Manager will manage the welfare facilities and ensure they are maintained in a serviceable
condition; any defects should be reported to the Building Manager.
•

Telephone and IT defects or problems are the responsibility of IT.

•

General cleanliness in refreshment / drink / meal preparation areas will be maintained and users of
communal areas should assist in this.

•

Acivico operates a clear desk policy; in part this is to provide the cleaners with access to desks.

Harassment, Bullying & Violence in the Workplace
Harassment or bullying behaviour in the workplace is unacceptable to Acivico.
When such behaviour is evident or reported by employees, it will be dealt with by Human Resources; in the
case of potentially criminal behaviour assistance may be sought from the Police.
Acivico operates a confidential, ‘open-door’ policy and any member of staff should feel comfortable to
approach their line manager with any work related situations that are causing them distress. The matter will
then usually be referred to Human Resources.
Acivico Mental Health Ambassadors can also provide support & advice.

Health Surveillance
There are currently no Acivico activities that would expose its workers to hazardous substances or
environmental conditions that would require health surveillance.
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Lone Working
Acivico has a potential requirement to survey locations and manage incidents 24/7; this may create a need
for lone working.
Where lone working is necessary Acivico will ensures that appropriate arrangements are in place to mitigate
the risk.
This may include the following:
•

Where possible lone working should be pre planned and notified.

•

Lone workers shall inform their service managers of any potential for lone working.

•

Where issued, lone workers will ensure that the Solo Protect lone working device personal details are
current.

•

Where Issued, lone workers will carry the Solo Protect device with them at all times.

•

Informing the relevant manager, via phone or text, when lone working is complete. If message / call is
not received the manager contacts lone worker via phone or text to confirm location and situation.

•

Where possible periodical check-ups and monitoring should be arranged, this may require liaison with
contractors/landlords/security etc.

Due to the variation of our operations between Services within Acivico, Lone Working procedures may vary,
employees should check with their manager for service specific procedures and controls.
Full Policy can be found on the Information Hub.

Manual Handling
Acivico will always attempt to remove the need for manual handling where possible.
•

Manual Handling training will be provided where necessary; Managers can book Manual Handling
training with HR or Health & Safety Advisor.

•

Should any employee require manual handling training or information they should contact their line
manager or Health & Safety Advisor.

•

Manual handling aids will be provided where appropriate.
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Personal Protective Equipment (PPE)
Managers must ensure that appropriate PPE is worn where required, that there are suitable places of
storage available for PPE where it is required long-term or for reuse and that it is subject to any inspection or
maintenance requirements set out in manufacturer’s instructions.
•

Necessary and appropriate PPE will be provided to employees at no cost.

•

Subcontracted employees will be expected to provide appropriate PPE for the work they are
subcontracted to perform.

•

Temporary employees will be provided with PPE for the duration of their employment.

Stress Management
Acivico promotes a positive culture of good Mental Health; it recognises that employees can experience
stress as a result of domestic or work stressors, it offers employees support through:
•

Mental Health First Aiders who are available to discuss and consult in relation to stress management
and other Mental health / Wellbeing issues.

•

The Employee Assistance programme, accessible at www.my-eap.com using access code BHAMWELL or
calling 0800 111 6387

Advice and support can be accessed through your line manager, HR or Mental Health Ambassador.

Training
Acivico recognises that ongoing training and development is necessary to ensure compliance with health and
safety responsibilities.
The Executive Management Team will ensure manager(s), within their area, monitor and assess training
requirements. Training requirements will be subject to ongoing review at Executive Management Team and
Health and Safety meetings.
Staff training will utilise a range of methods and media that include: e-learning modules; cascade briefings;
e-mail formal and on-the-job training. Training records will be retained.
Operatives undertaking external works should be trained suitably and sufficiently for their roles and specific
tasks.
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Managing Project Safety Risks
Acivico employs Technical Managers and Advisors to assist with the Health & Safety Management of its
activities.
•

Potential project hazards are identified;

•

Suitable contractors/suppliers health and safety capability is vetted through Contractor (H&S) PreQualification questionnaires.

•

Proactive ongoing management, including inspection and communication are in place throughout the
project duration (incorporating maintenance and after-service where applicable).

Working at Height
Where work at height is due to take place, those in control of the work have a duty to ensure that
appropriate controls are in place to prevent falls and falling objects.
This includes ensuring that all equipment provided for the work is suitable, in a safe (maintained) defect free
condition and, where appropriate, only operated by a competent person.

Monitor, Audit and Review
Acivico will use a range of data including: the outcomes from significant incidents; inspections and audits to
monitor the effectiveness and compliance of its Health and Safety arrangements and will review these on an
annual basis, or if there is significant change such as a change applicable legislation or a serious incident and
improve any applicable policies and procedures to ensure effective safety management and continual
improvement.
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Appendix 1:
Health and Safety Key Contacts:

Name

Telephone No

Mobile

Main contact number

0121 303 2420

N/A

John Merchant
Health and Safety Advisor

07892 786 395

Accident, Injury, Near Miss Reporting

Line manager / Interim Health and Safety Advisor

Out of Hours Emergency
Please contact the Control Room and
ask for the contact details of the Duty
Health & Safety Advisor

0121 303 4149

Health, Safety & Wellbeing Documents

Acivico Information Hub

RIDDOR Reporting

http://www.hse.gov.uk/riddor/report.htm
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