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Health & Safety

The Health and Safety at Work Act 1974
places a duty on employers to ensure the
health, safety and welfare of all their
employees.

This is further endorsed by the Management of Health and Safety at
Work Regulations 1999, which underline the need for formal
arrangements and policies to manage the occupational health and
safety of all individuals in a place of work.

Capital is committed to ensuring that it meets its health and safety responsibilities.

Under the Management of Health and Safety Regulations 1999, the employer must make an
assessment of the risks to the health and safety of employees and others arising from processes
undertaken by an organisation. This process is known as a Health and Safety Risk Assessment and
can be of great benefit to any organisation with respect to generating a healthier and safer work place.

According to the Health and Safety Executive the Health and Safety Risk Assessment process should
follow five key steps;

1. Look for the hazard

2. Decide who might be harmed and by what means

3. Evaluate risks and assess all existing precautions

4. Record all findings

5. Review your Health and Safety Risk Assessment and revise if necessary

Capital has developed a generic risk assessment, which can be applied to many standard technical
environments. We have also produced a generic risk assessment for the standard office environment.

From these assessments we have developed our working methods and standards in order to produce
our generic method statement. This document details our work practices and procedures and covers
all aspects of our services.

We can produce detailed site-specific risk assessments when requested (usually by clients who have

unusual or hazardous premises) and from these assessments we produce site-specific methods and
practices.
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COSHH Control of Substances Hazardous to Health Regulations 1999

It is the duty of the employer to be responsible for the health, safety and welfare of all employees. This
entails the adoption of preventative measures and where necessary the utilisation of personal
protective equipment. The co-operation of the employees must be obtained through information,
instruction, training and enforcement.

All chemicals used by Capital have been through a process of trial and evaluation. We first obtain
COSHH information sheets, then go through a process of evaluation to ensure that the chemicals we
use are appropriate and safe; and are being handled in the correct manner. Members of staff are
trained in the use of these chemicals and are made aware of any potential hazards in connection with
their use. Personal protective equipment (PPE) is supplied and used where necessary.

Electrical Safety and Portable Appliance Testing (PAT)
All electrical equipment used by Capital is regularly checked and tested.

We have a rolling programme of electrical safety checks and tests to ensure that all equipment is fit for
purpose and safe to use. All staff members are fully trained in equipment use.

All of Capital's health and safety practices and procedures undergo an on-going programme of review,

to ensure that we maintain the high level of health and safety responsibility that is rightly expected by
our staff and our clients' staff.
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Quality & Control

Capital is dedicated to providing superior
quality services to its clients. To do this
requires planning, procedure and control.
We have a quality management system for all specialist cleaning
services. This was established when ISO 9002 was applicable. Our

quality system ensures adherence to procedure, thereby promoting
high quality service provision.

The quality management system is extensive and covers every
element of our business from how we carry out cleaning services,
through employment, to how we raise an invoice.

Everything focuses on ensuring high quality services and customer satisfaction.

Our quality system covers many issues including:

e Health and safety e Training, supervision and management
e Equipment and chemical control ¢ Non-conformance reporting
e Interactive field reporting ® Best practice monitoring

e After sales service procedure

All procedures can be viewed on request.

Staff Selection and Supervision
The key to providing superior services is the quality of staff.

We take great care when interviewing prospective employees. We need to be certain they fit our
employment profile and we only use people who have a supported work history. All staff are fully
referenced; many will have passed security vetting to allow them to work in high security areas
including banks and government bodies.

We only work in supervised teams. Each team member, including the supervisor, is uniformed and carries
photo identification. Teams are supported by field managers and in turn by office-based management.
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Staff Training
Training plays a major role in the maintenance of quality.

All employees undergo initial in-house training, followed by training in the field under strict supervision.
Full training records are kept on each member of staff.

The aptitude of staff is consistently monitored to ensure adherence to best work practices and
maintenance of quality.

Health and safety training is high on the agenda.

Training is on-going and varied. Some staff are trained to specialise in the cleaning of PCs or printers,
whilst others learn about working in technical environments such as computer or communications
rooms where they are taught the do’s and dont’s of working in these sensitive areas. They will be
taught how to buff floors and clean under floor voids, overhead areas and equipment cabinet
surfaces; in fact, all aspects of technical room cleaning.

All training focuses on our commitment to providing high quality services in a controlled and diligent
manner.

Staff Management

Our management structure is designed to ensure that members of staff are fully supported in the field.
With dedicated field management backed by office-based logistical and senior management, we do
everything we can to maintain high quality service provision and customer satisfaction.
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Clients

Media, Marketing & Advertising

Ipsos MORI

Conran Design Group
British Board of Film Classification
BBC

BBC World Service
Channel Four

Clear Channel

Associates in Advertising
Atom Publishing Ltd
Carlton Books

GMTV

Initiative Media London Ltd
Mirror Colour Print Ltd
Private Eye

Education

Bancroft's School

Kingston University

Birkbeck College

British Universities

CIPFA Education

Imperial College of Science Medicine
James Dixon Primary School

City and Guilds

London College of Beauty

Royal College of Veterinary Services
Seven Mills Primary School
Longfield First & Middle School

Charities & Associations

Comic Relief

St. Pauls Cathedral

ACAS

Charities Aid Foundation

Cystic Fibrosis Trust

Diabetes UK

Association of Anaesthetists
Association of Police Authorities
Association of Electricity Producers
Country Landowners Association
Glass & Glazing Federation

Hong Kong Tourist Association
International Association of Oil and Gas
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Retail & Manufacturing

Harrods

Mary Kay (UK) Ltd
Sainsbury's
Fortnum and Mason
John Lewis

River Island

Fred Perry
Callaway Golf

Stag Brewing
Hunter Plastics
Volvo Truck and Bus
Osram

Banking & Finance

Lloyds TSB

Banque AIG

Bank of Scotland
Co-operative Bank
Macquarie Bank
Barnes Roffe

BDO Stoy Hayward
Stenham Plc

Room Solutions Ltd
KBC Financial Products

Government & Local
Government

BERR (DTI)
Home Office
DVLA
Government of Western Australia
London Boroughs of:
e Hammersmith
e Greenwich
e Ealing
e Enfield
e \Wandsworth
* Bromley
Surrey Police
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Building, Construction & Maintenance

Qtec Single Source Solutions
Mace

Mitie Engineering

8Build

Virgin Media

Bailey Teswaine

EIC - Energy Industries Council
Inviron

Connect Engineering
Cookham Builders

Communications & Technology

Global Crossing

Colt Communications
BGC Group

DXI Networks

Hitachi UK

Digica

Samsung Europe
Pioneer GB

Fujitsu

Sony Ericsson
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Environmental Policy Statement

We are committed to providing a quality service in a manner that ensures a safe and healthy
workplace for our employees and minimises our potential impact on the environment. We will operate
in compliance with all relevant environmental legislation and we will strive to use pollution prevention
and environmental best practices in all we do.

Our policy is to:

° Wholly support and comply with or exceed the requirements of current environmental
legislation and codes of practice.

o Minimise our waste and then reuse or recycle as much of it as possible.
o Minimise energy and water usage in our buildings, vehicles and processes in order to
conserve supplies and minimise our consumption of natural resources, especially where they

are non-renewable

° Operate and maintain company vehicles with due regard to environmental issues as far as
reasonably practical and encourage the use of alternative means of transport as appropriate.

o Apply the principles of continuous improvement in respect of air, water, noise and light
pollution from our premises and reduce any impacts from our operation on the environment
and local community.

° As far as possible purchase products and services which do the least damage to the
environment.

° Assess the environmental impact of any new processes or products we intend to introduce.

o Ensure that all employees understand our environmental policy and conform to the high
standards required.

o Address complaints about any breach of our Environment Policy promptly and to the
satisfaction of all concerned.

° Update the Environmental Policy regularly in consultation with staff, associates and customers.
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Health and Safety Policy Statement

Health & Safety at Work Act 1974

Capital recognises and accepts its duties under the Health & Safety at Work Act
1974 and delegated legislation. Capital is committed to ensuring the health,
safety and welfare of its employees and all those affected by its operations, be
they clients, contractors or the general public.

Capital will:

° provide adequate control of the health and safety risks arising from its
work activities

° consult with its employees on matters affecting their health and safety
o provide and maintain safe equipment

° ensure safe handling and use of substances

° provide information, instruction and supervision for all employees

° provide adequate training to ensure all employees are trained to the

highest possible standard

° will take all measures in order to prevent accidents and cases of work
related ill-health

° maintain safe and healthy working conditions:

° review and revise this policy as necessary at regular intervals.
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Contact Us

For more information:

0800 013 2182 - Nationwide Coverage
Ironstone House

205/213 High Street

Beckenham

Kent BR3 1AH

Tel: +44 (0) 20 8663 0700
Fax: +44 (0) 20 8663 0900

www.capital.uk.com
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