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1 Introduction 

1.1 Brief outline of work methodology 

Work Details / Remit – Burntisland – ECN2 – 090/Sea wall – 20m 1400yds – KY3 9JX 

Grid Ref: 324145,686266 

MASONRY REPAIRS - Carry out permanent repairs of areas of Voiding undercutting 
loose areas to following instructions, One 20m 1513yds, Two 20m 1555yds , Three 20m 
1610yds, Four 20m 1644yds Five 20m 1651yds , Six 20M 1682yds , Seven 21m 0040yds 
, Eight 21m 0235yds ,Nine 21m 0235yds ,Ten 21m 0410yds 

 
Access to the worksite will be made via Burntisland Slipway, behind the swimming baths, KY3 9BS for 
tracked plant and Bridge 70, A921, KY3 9LH 
 
The site supervisor is to undertake a hazard review on site prior to works commencing to ensure 
that the WPP and SWP are reflective of the conditions and hazards at site. This is to include 
walking routes to/from the site and at place of works. This hazard assessment is to be formally 
recorded on POWRA. The supervisor will communicate this to you and how any further control 
measures required will be implemented and maintained and this will be recorded on POWRA. 
 
Due to COVID-19 virus all briefings to be carried out with confined space of welfare van. All ops 
to keep a safe distance from each other during works i.e 2 meters as per recommended safe 
working practice, ops to wash hands before and after works with hand sanitizer available during 
works. Ops to be reminded to try and avoid contact with face.  

  

Note* During COVID -19 the site supervisor will sign in on behalf of the works party. 
 
The Site supervisor will ask each individual at the site signing in point: 

 If they currently have any of the potential Covid-19 symptoms, or 

  If any of the people in their household currently have symptoms, or 

  If they are living with a vulnerable person who is shielding from Covid-19 
 

Where any individual advises that they or a household member has symptoms, or is shielding 
they must leave site, return home and inform their line manager and HR coordinator without 
delay. 

 
Covid 19 Mitigation 

 Prior to attending site if any personnel within their household experiences symptoms they 

should contact AMCO HR prior to attendance on site. 

 If persons on site experiences a dry continuous cough or high fever they should 

immediately remove themselves from site notifying Amco supervisor via the phone. 

 All personnel onsite are to be equipped with face masks, goggles and glasses. 

 Where practicable a 2 meter separation distance should be applied for the duration of the 

works. 

 Where a 2 meter separation distance cannot be maintained, personnel should equip 

themselves with face masks, goggles and gloves. 

 Welfare units to be cleaned before and after each use. 

 Welfare units to be used by 1 person at a time in line with social distancing rules, staff 

should be given brakes on a rotational basis or use their own vehicles where possible. 
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 Further Covid 19 guidance can be found in the Covid 19 Risk assessment section of this 

document. 

 
Report all incidents (pollution, flood events) and any other potential hazards to your supervisor. 
 
SEPA flood warning web site to check. Work to start when there are no flood warnings in place. 
flood.sepa.org.uk 
 
Report any incident (at the time it happens) and any actions to resolve the issue.  Any incident 
should be followed up with a written report to SEPA in due course.  The pollution hotline 
number is 0800 807060 24/7/365. 
 
Working in a marine environment:- 

 Marine Scotland Licence to be available on site and the conditions adhered to. 

 Tracked plant to be supplied with bio-oil and must be cleaned of all mud etc. from previous 
site. 

 Excavator when tracking to keep away from rock formations and rock pools which could 
contain marine flora and fauna. 

 Excavator must be re-fuelled at least 10m away from MHWS. 

 Site Supervisor to issue Permit to Work in Water. The Site Supervisor will monitor the 
tide levels throughout the works. If the tide levels rise significantly the works will be 
stopped and the tide allowed to recede, before re-entering the watercourse. Life buoy ring 
to be set up and Life jacket to be worn at all times. 

 NOTE: Follow Check, Clean, Dry procedure on access/egress to the watercourse. 

 Spill kit to be on site and its use and location to be briefed to the worksforce. 

 

Excavators on site:-  

 Supervisor to check certification of the machine and the competency of the operator. 

 Excavator to work within an exclusion zone at all times and under the supervision of the 
banksman. 

 Excavator to be provided with bio-oil and to be clean. 

 Excavator to be re-fuelled at least 10m away from the MHWS. 

  

   

 
Site operatives will be signed into the attendance register by the AmcoGiffen supervisor. 
 
Note: AmcoGiffen Supervisor to carry out POWRA prior to works commencement each shift 
 
The site supervisor will carry out a site specific briefing to the workforce prior commencing works 
including: 
 
o Work scope 

o Whiteboard brief 

o Location of emergency equipment 

o Network Rail Hazzard Map 

o Known Hazards 

o Welfare provisions & Locations 

o Check Competencies  

o COVID-19 (Latest Guidance)  
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Site supervisor will confirm competencies, certification of plant and inspection of tools/plant prior 
commencement. The AmcoGiffen site supervisor must be on site at all times when works are taking 
place. 

 

TBS001 – Sea Wall Repairs 

The supervisor will then brief the workforce on the tasks to be completed as per this work package 
plan. 

 

Methodology 

 Supervisor must carry out a POWRA at the beginning of each shift. This must be 

recorded on the tablet in the first instance or the booklet. 

 
Delivery of plant –collection of plant 

 Park up at swimming baths to take delivery of wheeled excavator and dumper. 

 Ensure the parked vehicles don’t obstruct others. 

 Supervisor to ensure the delivery lay down area is suitable for heavy vehicles. No 

hidden voids and overhead obstructions. 

 Trip hazards to be removed if present. 

 Delivery vehicle to drive straight into access area. No reversing off the carriageway is 

permitted. Hazard beacons/lights to be on before slowing down to access. 

 Reversing vehicles to be within an exclusion zone and controlled by a banksman. 

 Delivery of plant to take place well away from the live railway as no ALO is in place. 

 Exclusion zone to be in operation during the unloading of plant. 

 Supervisor to check machines are clean and delivered with bio-oil. Check 

certification is in order and the competency of the operators. 

 Spill kit to be available at all times with its location and how to use briefed to the 

workforce. 

 Collection of plant to be carried out as per the delivery. 

 When low loader is leaving site, hazard beacon/lights to be on. Access carriageway 

when it is safe to do so. Do not make oncoming traffic brake or swerve to avoid. 

 

Accessing site with wheeled excavator & dumper 

 Supervisor to ensure there is enough time to carry out the works by checking the tide 

times at the start of every shift. 

 Note: Beware that tide may come in to the slipway before the work locations and 

could trap the excavator on the beach.  

 Drive down slip way then make way along beach to location of repairs. 

 Take care if walking down slipway as may be slippy due to seaweed etc. 

 Dumper to be loaded with plant and materials. 

 Dumper driver to wear seat belt at all times when driving. 

 Keep away from rock pools where marine flora and fauna could be present.  

 Banksman to be in attendance at all times and an exclusion zone to be in operation 

around the working plant and maintained at all times. 
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Staff accessing the sea wall  

 Park up site vehicles next to Bridge 70 on the main Kinghorn Road to unload. 

Supervisor to ensure the parked vehicles don’t obstruct other road users or 

pedestrians. 

 Supervisor to brief the workforce of the presence of trip hazards due to rocks and 

uneven ground on the beach at the base of the sea wall. Watch where placing feet 

and do not carry plant and materials which could affect balance. 

 Carry all plant and materials down through bridge 70 to access the sea wall. 

 

Works 

 Place men at work signs at either side of work location before commencing works. 

 At the location of each site, lay polythene sheeting to the base of the wall on the 

beach to keep clean from the sea wall repairs. 

 Make sure spill kit is available at each location of the works. 

 Set up paddle mixer on an impervious layer of polythene and plywood at least 10m 

away from MHWS. Mixing area to be coned off from the general public. 

 Set up generator, cables, Hilti-TE-80, Sthil saw. Where possible, all plant, equipment 

and tools to be set up at least 10m away from the MHWS. All fuelling to take place at 

least 10m away from MHWS on a plant nappy or drip tray. 

 Excavator, working within an exclusion zone, to lift the fallen masonry off the beach 

and transport to the individual worksites on the sea wall.  

 Care to be taken not to disturb the marine environment by lifting the natural stones 

from the beach or disturbing rock pools etc.  

      

Location one - 20m 1513yds          

 Remove all loose concrete from the sea wall and square up with Sthil saw.  

 Fill holes with a Natcem 35 and existing masonry from the beach approx. 1sqm x 

150mm deep.  

         

Location two - 20m 1555yds          

 Fill hole with Natcem35 and existing masonry from the beach approx. 600 x 600 x 

500mm. 

          

Location three - 20m 1610yds          

 Fill the two holes with Natcem35 and existing masonry from the beach approx. 600 x 

600 x 500mm.           

 

Location four - 20m 1644yds          

 Fill hole with Natcem35 and existing masonry from beach approx. 1.4 x 600 x 

300mm.           

 

Location five - 20m 1651yds          

 Fill hole at base of wall with Natcem35 and Mastercrete rapid setting mortar approx. 

5m x 300 x 75mm.          
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 Excavator to pass masonry from beach up onto wall head. Fill in hole with masonry 

approx. 1.2 x 1m x 500mm.         

 Excavator to lift up 20 bags of Soluform from ground level up onto wall head to finish 

off hole.          

            

Location six - 20m 1682yds          

 Fill hole on with masonry from beach approx. 1.5 x 1.3 x 1.2 and level off with 20 

Soluform bags  to match top of the sea wall.       

 

 Location seven - 21m 0040yds          

 Excavator to clear a road into the damaged wall leading from the sandy beach. Note 

no excavations are to take place on the beach below MHWS. Excavator to fill in the 

voids with masonry lifted from the beach. 

 Excavator to place larger  masonry into dumper (driver to stand aside during this 

task) and replace along the front of the damaged wall approx. 7m x 1.2m x 1m  

 Ensure the newly placed stones are secure by compacting with bucket of the 

excavator. 

 

 Location eight - 21m 0235yds          

 Fill in hole at base of wall using masonry from beach approx. 3m x 2m x 1m.  

 Finish off hole with Soluform bags approx. 50 bags and level off to existing wall level. 

 

Location 9 - 21m 0286yds           

 Level off masonry stonework below the damaged concrete apron and lay 50 

Soluform bags to front of apron.         

 Batch Natcem 35 and pour onto the top of the Soluform bags, finish off with a 

wooden float.           

 Excavator to load dumper with larger stones and place to front of the damaged area 

of wall approx. 7m x 1.2m x 1m 

        

 Location ten - 21m 0410yds          

 Fill in hole at base of wall using masonry from beach approx. 600 x 600 x 500mm. 

 Finish off hole with Natcem 35 and float off to match levels of existing wall. 

 At the end of every shift, worksite/beach to be tidy and cleared of all plant and 

materials. 

 

Site tidy 

 All masonry, mortar or related material cleaned from the sea wall to be removed from 

site as much as possible, and not be allowed to remain on the beach.   

 All plant and tools covered in cement/mortar to be washed out into a bucket at least 

10m away from MHWS. 

 Never allow concrete or mortar wash out in or near the marine environment; the 

resulting wash water is highly alkaline and can kill fish and other aquatic animals. 
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Potential severity of 
injury/ill health at 
workplace/site of 
work 

Number of 
employees 

Minimum number of first aid personnel on 
duty at all times  

The following 
factors may 
affect 
provision 

Low severity  Fewer than 25  At least 1 Appointed Person • If a low 
severity has 
been identified, 
there is still a 
possibility of an 
accident or 
illness occurring, 
consider 
providing a first 
aider  
• Planned or 
unplanned 
absences of first 
aid personnel 
• Members of 
the public in the 
area 
• Employees 
who work shifts 
or out of hours 
• The needs of 
contractors 
working for 
Network Rail 
• Workplace or 
site of work 
remote from 
emergency 
services 
• Types of 
injuries that can 
occur with 
activity 

 25 - 50  At least 1 Emergency First Aid at Work  
first aider 

 More than 50  At least 1 First Aid at Work first aider  
 for every 50 employees  

Medium severity  2 - 24  At least 1 Emergency First Aid at Work  
first aider 

 More than 25  At least 1 Emergency First Aid at Work first 
aider 
 OR 
 At least 1 First Aid at Work first aider 
 for every 25 employees, 
 depending on the type of injuries that 
might occur 

High Severity  2 - 24  At least 1 Emergency First Aid at Work  
first aider 

 More than 25  At least 1 First Aid at Work first aider  
 for every 25 employees,  
 depending on the type of injuries that 
might occur 

PLEASE NOTE – First aiders working in high severity environments may require additional training or 
first aid equipment. More information can be found in the First Aid at Work business process 
NR/L2/OHS/00110 

 

5.1.2 Emergency Arrangements 

5.1.2.2 All H&S Accidents, Major Environmental Incidents, Damage to Client or Utility    

Infrastructure and Rail Possession Irregularities are to be verbally reported as soon 
as practicable, to line management.  
Any Incident/Accident must be reported through the AMCO on-call as soon as site     
is safe and in a position to do so and or request your assistance to update NWR 
Control. 

 
Person reporting to the AmcoGiffen ‘On-Call Manger’ to Check and Confirm the 
following: 
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•Who you are (Joe Bloggs),  
•Your location (Example East Junction or near to SH20 (sierra, hotel, two, zero) 
signal 
•Identify what has happened i.e. the accident/incident/significant close call 
•What action needs to be taken i.e. Emergency Assistance, Emergency Line Block    
etc. 
•Confirm whether this has been reported to NWR Control (Decide who will report 
this) Reporting to NWR must be within 2 hours of the event happening. 
•Photographs to be taken of location 

 

5.1.3 Evacuation arrangements 
5.1.3.1 If required, Evacuation will be initiated by COSS/Site Supervisor Muster Point. If 

evacuation is initiated it will be done verbally and all personnel will make their way to 
the agreed muster point. Muster point to be identified within the pre-work brief by the 
Amco supervisor 

  

5.1.4 Fire safety arrangements 
In the event of a fire, the person who identifies the fire will utilise the air horn and all 
site personnel will evacuate using the designated emergency exit route and make 
their way to the fire assembly point / muster point immediately after hearing the 
emergency horn, they will wait there until further notice.  

5.1.4.1 Firefighting equipment will be available on site in a safe location with additional 
equipment stored in site vehicles at the access. If in the event of a fire on site the 
Amco operatives, if safe to do so will extinguish it with the onsite equipment.  

  
5.1.5 Security arrangements 
5.1.5.1 Ensure access gates are secured on access/egress 

5.1.5.2 Keep site vehicles locked when not attended and remove all plant, tools and 
materials at end of every shift and during breaks. 

 

5.1.6 Environmental Emergencies 
5.1.6.1 Extreme Weather and Flooding:  

 Monitoring of compliance with any permit / licence / consent affecting watercourses 
and flood risk. 

 Daily completion of the Permit to Work Within, Over, and Adjacent to a Watercourse 
(HS131).  

 Review and communication of weather forecast, flood information and tide times.  
Use of national flood warning services: https://flood-warning-
information.service.gov.uk/warnings.  

 Checking of any temporary works to ensure that they suitable and sufficient to cope 
with seasonal weather / river flows.  

 Measures to be established to prevent debris entering the watercourse which may 
pose a flood risk.  

 Where possible, materials, plant and other items shall be stored at least 10m from 
the watercourse edge or, preferably, off the flood plain altogether. 

5.1.6.2   Oil Spill:   
   Adopt the following procedure where safe to do so: STOP the source of the spill.  

CONTAIN the spill using available spill equipment. NOTIFY your Site Manager. 
CLEAN UP the spill and dispose of waste materials as a hazardous waste.  If the 
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Gas Scottish Gas Networks 0800 912 1700 

Telecoms British Telecom 0800 800150 

Water Scottish Water  0800 077 8778 

 







 Network Rail Project No: 6381 

AG Contract No: SCOAM18 

Issue: 01 

Revision Date: 30/03/22 

 

Work Package Plan – [NR Project Name & Number] – Draft/Issue # 
  

28 of 55                    Proforma uncontrolled when printed RFM-HS-006-05 

Parent Procedure:  HS52: Planning and Managing Rail Construction Work 

 
 

 

 

7  Hand Over and Hand Back Arrangements 

7.1 Hand over and hand back arrangements 
7.1.1 AmcoGiffen Supervisor will carry out a check of the work site to ensure no materials 

& equipment has been left within the worksite and surrounding area. 
  Working area to be left clean & tidy. 
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Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

All activities. Spread of Coronavirus 
from person who are 
unaware of AmcoGiffen 
Covid-19 Guidance and 
no control; over 
supplier and 
subcontractors causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9 

If any individual is already self-isolating in 
accordance with the Government guidelines, 
they are not to turn up: 

 AmcoGiffen management to check register 

 Agencies to confirm all attending are fit for 
duty and no signs of illness 

 Sub-Contractors to confirm to 
Project/Depot/Site manager 

AmcoGiffen 
Covid-19 
Guidance 

6    

 

All activities Spread of Coronavirus 
due to lack of suitable 
hand washing facilities 
and materials causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9 

Hot water and soap to be available at all 
locations to allow operatives to wash hands as 
frequently as possible for 20 seconds. 

Apply personal hand sanitiser as frequently as 
possible. 

Stay 2m away from other people where possible 

AmcoGiffen 
Covid-19 
Guidance 

3    

 

All activities Damage to mental 
health of employees 
due to: 

 Concern about 
contracting the virus 
through work 
activities 

 Passing on virus to 
family members 

3 3 9 

Adhere to the control measures in AmcoGiffen 
Site Operating Procedures for Covid-19. 

Adequate supervision and monitoring of site 
activities to provide reassurance on additional 
controls 

When there is a ‘Change=Stop’, stop work and 
report concerns to supervisor / manager. 

AmcoGiffen 
Covid-19 
Guidance 

6    

 

Travel to and 
from Site 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9 

Site to brief and implement the following 
arrangements, wherever possible: 

 One person per van. 

 Road vehicles should be single occupancy 
unless you are able to travel in a medium / 

AmcoGiffen 
Covid-19 
Guidance 

3    
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Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

long wheelbase crew / messing vehicle that 
has an approved barrier installed, when two 
people (including the driver) are permitted. 
In this case the passenger should sit as far 
away as possible, on the diagonal, from the 
driver and good air flow should be 
maintained. Journeys should be shared 
between the same individuals. Try not to 
rotate teams using a van. 

 Limit the number of persons per van to 
maintain some distance between occupants, 
e.g. keep an empty seat between each 
occupied seat during travel to / from / during 
work. Try not to rotate teams using a van. 

 Use alternative means of transport to avoid 
public transport where possible. 

 If available, travel to site could be using own 
transport, as long as the relevant insurance 
is in place and approved by Regional 
Director. 

 Providing hand-cleaning facilities at 
entrances and exits. This should be soap 
and water or hand sanitiser. 

 Wipe door handles with bacterial wipes 
before egressing car. 

 Regularly clean the inside of vehicle cabs 
and between uses by different operators. 

 Vehicles to be thoroughly cleaned at the end 
of each shift. 



 Network Rail Project No: 6381 

AG Contract No: SCOAM18 

Issue: 01 

Revision Date: 30/03/22 

 

Work Package Plan – [NR Project Name & Number] – Draft/Issue # 
  

39 of 55                    Proforma uncontrolled when printed RFM-HS-006-05 

Parent Procedure:  HS52: Planning and Managing Rail Construction Work 

 
 

 

 

Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

Parking at the 
Office, Depot 

and other 
sites. 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

2 3 6 

All vehicles to be reverse parked or nose to 
bumper. 

If the driver parks vehicle next to another vehicle 
with a passenger – only 1 to egress from vehicle 
until 2m away before other person egresses. 

AmcoGiffen 
Covid-19 
Guidance 

3    

 

Arriving at 
Depot/Site – 

Taking of 
Temperatures 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9 

Where Depots/Sites have been given a non-
contact Forehead Thermometer the following to 
be implemented. 

 Testing must be carried out when operatives 
arrive on site and prior to any briefings/setting 
up the work site. 

 Testing must be carried out on all who arrive 
on site including NWR Employees, 
AmcoGiffen SHEQ Team etc. Taking of 
temperatures will require the tester and the 
employee to wear the following PPE; FFP3 or 
FFP2 RPE, eye protection (goggles or face 
shield), nitrile gloves (or similar) beneath task 
gloves. The personnel involved should be 
briefed in the safe way to wear and remove 
RPE and gloves and the safe disposal of used 
PPE (see AmcoGiffen TBT 01-20 for guidance 
on this).  

 Waste which relates to COVID-19, such as 
facemasks, gloves, and cleaning wipes, 
should be double bagged, labelled with the 
date & time and secured/isolated for 72 hours. 

 The normal human body temperature range is 
typically stated as 36.5 – 37.5 °C 

AmcoGiffen 
Covid-19 
Guidance 

3    

 



 Network Rail Project No: 6381 

AG Contract No: SCOAM18 

Issue: 01 

Revision Date: 30/03/22 

 

Work Package Plan – [NR Project Name & Number] – Draft/Issue # 
  

40 of 55                    Proforma uncontrolled when printed RFM-HS-006-05 

Parent Procedure:  HS52: Planning and Managing Rail Construction Work 

 
 

 

 

Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

 If a temperature is tested at 37.8⁰C or more, 
action will be taken, and the individual will be 
asked to leave site or the workplace and seek 
further advice. (NHS online).  

 The supervisor / tester is to inform their line 
manager if anyone has been asked to leave 
site. 

Starting 
Works 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 
 

3 3 9 

 Staggered starts should be used to reduce 
numbers congregating in the same place. 

 The site supervisor is to undertake a hazard 
review on site prior to works commencing to 
ensure that the WPP and SWP are reflective 
of the conditions and hazards at site. This is 
to include walking routes to/from the site and 
at place of works. 

 The NWR Slips & Trips form must be used 
prior to commencing works by the Site 
Supervisor to carry out their own 
assessment and to check against the Site 
Hazard Map. 

 All information to be recorded on POWRA. 

 Site Supervisor to brief any extra control 
measures and how they will be implemented 
and maintained. 

 Brief outside where possible. 

 Works are to be a min of 3m from nearest 
running line. 

AmcoGiffen 
Covid-19 
Guidance 

3    

 

Site Access 
Points & 
Briefings 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

3 3 9 

Site to implement the following procedures: 

 Stop all non-essential visitors. AmcoGiffen 
Covid-19 
Guidance 

3    
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Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

 Fatality  Allow plenty of space (at least two metres) 

between people waiting to enter site. 

 Require all workers to wash or sanitise their 

hands before entering or leaving the site. 

 Reduce the number of people in attendance 

at site inductions and consider holding them 

outdoors wherever possible, keeping a 

distance of 2 metres between people. 

 When briefing safety documentation, e.g. 

whiteboards and task briefs consider holding 

them outdoors wherever possible, keeping a 

distance of 2 metres between people. 

 Use electronic methods for transferring 
documentation where possible. Do not 
collect and return paperwork in person 
unless an area for collecting and returning 
paperwork is unavailable and electronic 
transfer is not possible. 

 Do not hand out the task brief, SWP, 

whiteboard brief or similar to the workforce to 

sign, but write in their name on their behalf. 

 When scanning in sentinel cards ask the 

person to place the card on a surface so that 

it can be scanned safely and maintain 2 

metres. 

 Regularly clean common contact surfaces in 

office, access control and delivery areas e.g. 

scanners, turnstiles, screens, telephone 

handsets, and desks. 
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Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

 Ensure there is a single drop off / collection 

point for deliveries. 

 Delivery drivers should remain in their 

vehicles, if the load will allow it, and must 

wash or sanitise their hands before 

unloading goods and materials. 

 When taking deliveries do not sign the 

delivery ticket but ask the delivery driver to 

sign on your behalf. 

 

Operating 
small plant 
and tools 

 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9 
 Operators must be trained and competent for 

the use of the plant/tools. 

 Impact goggles/Face shield to be worn at all 
times. 

 Wearing of gloves (cut 5/similar type) at all 
times.  

 Inspect plant and equipment before use.  
Report faults to Supervisor.  Take damaged 
plant out of use. 

 Regularly cleaning of plant and tools once 
used (before and after each shift/use). 

 Shared tools to be wiped down with bacterial 
wipes before use. 

 Sanitise / wash hands.  

 Avoid hand to face / mouth / nose / eyes 
touching. 

AmcoGiffen 
Covid-19 
Guidance 

3     
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Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

 Sufficient hand washing and / or hand 
sanitising facilities to be available. 

Poor Hygiene - 
vehicle 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9 Enhanced cleaning procedures should be in place 
for service vehicles including: 

 Dash board and steering wheel 

 Use of seat covers – wiped down after each 
journey. 

 Cleaning of the vehicle internally 

 Cleaning of door handles – internal and 
external 

 All rubbish should to be put straight in the bin 

 All vehicles to be cleaned after each shift 

 Cleaning of machinery and equipment being 
transported 

 Regularly clean the inside of vehicle cabs 
and between use by different operators. 

AmcoGiffen 
Covid-19 
Guidance 

3     

Hygiene Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9 Enhanced cleaning procedures to be in place, 
including regular cleaning of: 

 Taps and washing facilities, toilet flush and 
seats. 

 Door handles and push plates. 

 Hand rails on staircases. 

AmcoGiffen 
Covid-19 
Guidance 

3     
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Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

 Machinery and equipment controls and 
shared tools. 

 Vans and vehicles. 

 All surfaces, particularly food preparation 
and eating surfaces. 

Cleaning Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9 Enhanced cleaning procedures to be in place, 
including regular cleaning of: 

 Taps and washing facilities, toilet flush and 
seats. 

 Door handles and push plates. 

 Hand rails on staircases. 

 Machinery and equipment controls and 
shared tools. 

 Vans and vehicles. 

 All surfaces, particularly food preparation 
and eating surfaces. 

 Telephone equipment, keyboards, 
photocopiers and other office equipment. 

AmcoGiffen 
Covid-19 
Guidance 

3     

Mess / Eating 
Arrangements 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9 The following to be implemented wherever 
possible: 

 Break times staggered to reduce congestion 
and contact. 

AmcoGiffen 
Covid-19 
Guidance 

6     
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Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

 Depending on communal areas i.e. Kitchen, 
only permit two persons at any one time. 

 Hand cleaning facilities or hand sanitiser 
should be available where people eat and 
should be used when entering and leaving 
the area. 

 Everyone asked to bring pre-prepared meals 
and refillable drinking bottles from home. 

 Everyone should sit 2 metres apart from 
each other whilst eating. 

 Where food is provided on site, it should be 
pre-prepared and wrapped food only. 

 Crockery, eating utensils, cups etc. should 
not be provided. 

 Where equipment such as kettles, 
microwaves etc. are provided, they must be 
regularly cleaned. 

 Drinking water facilities should have 
enhanced cleaning measures (e.g. tap 
handles disinfected). 

 Tables should be cleaned between each 
use. 

 Rubbish should be put straight in the bin and 
not left for someone else to clear up. 
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Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

 Areas used for eating must be thoroughly 
cleaned at the end of each break / shift, e.g. 
chairs, door handles etc. 

Changing 
Facilities, 

Showers and 
Drying Rooms 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9 Regimes to be put into place to include: 

 Ensure use of facilities complies with social 
distancing, including assessing a max 
number at any one time and brief workforce. 

 Enhanced cleaning of all facilities throughout 
the day and at the end of each day. 

 Increasing the number or size of facilities 
available on site if possible. 

 Suitable and sufficient rubbish bins with 
regular removal and disposal. 

AmcoGiffen 
Covid-19 
Guidance 

6     

Toilet Facilities Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9  The number of people using toilet facilities 
must be restricted to maintain 2 metres 
separation. Prevent use of every second 
cubical/urinal with a notice posted on the 
door advising maximum occupancy. 

 Notices must be posted regarding hand 
washing or sanitising before and after using 
the facilities. 

 Enhanced cleaning regimes must be 
implemented, particularly door handles, locks 
and the toilet flush. 
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Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

 Suitable, sufficient rubbish bins for hand 
towels must be provided with regular 
disposal. 

Working within 
2m of each 

other 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

4 3 12 There will be situations where it is not possible or 
safe for workers to distance themselves from 
each other by 2 metres. Regimes to be put in 
place to include: 

 Non-essential physical work that requires 
close contact between workers should not be 
carried out. 

 Work requiring skin to skin contact should not 
be carried out. 

 Plan work to minimise contact between 
workers. 

 Where it is not possible to maintain 2 metres 
distance for a particular task it is necessary to 
consider the following:  
a. Is the task “essential” – if ‘yes’ continue to 

next point, if ‘no’ refer to line management 

before progressing the task.  

b. Is the task “short duration” e.g. short bursts 

of a few minutes or fairly constant throughout 

the shift – if it is short duration consider 

alternative / additional controls, if it is most of 

the shift it should only progress in exceptional 

circumstances with Operations Director / 

SMOC agreement.  

AmcoGiffen 
Covid-19 
Guidance 

9     
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Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

c. Where essential short duration work is 

required to be undertaken within 2 metres this 

will require a specific local risk assessment 

along with additional PPE comprising FFP3 

or FFP2 RPE, eye protection (goggles or face 

shield), nitrile gloves (or similar) beneath task 

gloves. The personnel involved should be 

briefed in the safe way to wear and remove 

RPE and gloves and the safe disposal of 

used PPE (see AmcoGiffen TBT 01-20 for 

guidance on this).  

 Waste which relates to COVID-19, such as 
facemasks, gloves, and cleaning wipes, 
should be double bagged, labelled with the 
date & time and secured/isolated for 72 
hours. 

 

Where lifts or hoists must be used: 

 Lower their capacity to reduce congestion and 
contact at all times. 

 Regularly clean touchpoints, doors/gates, 
controls, buttons etc. 
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Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

PPE Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9 
 Re-usable PPE should be thoroughly cleaned 

after use and not shared between workers. 

 Single use PPE should be disposed of so that 
it cannot be reused. 

 Contaminated/Disposal of PPE should be 
double bagged, labelled with the date & time 
and secured/isolated for 72 hours. These can 
then be disposed of as general waste. 

AmcoGiffen 
Covid-19 
Guidance 

6     

Operatives 
feeling 

unwell/showing 
signs of COVID-
19 prior/during 

works 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

5 3 15 
 If a worker develops a high temperature or a 

persistent cough while at work, they should: 

 Report all symptoms immediately to their 
lead/supervisor/manager maintaining 
minimum 2m (360 degrees) separation. 

 Return home immediately. 

 Avoid touching anything. 

 Cough or sneeze into a tissue and put it in a 
bin, or if they do not have tissues, cough and 
sneeze into the crook of their elbow. 

 They must then follow the guidance on self-
isolation and not return to work until their 
period of self-isolation has been completed. 

AmcoGiffen 
Covid-19 
Guidance 

3     

Minor injury 
requiring first 

aid. 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9 
 IP to self-treat with first aider present and 

remaining 2m away always. 

 First Aid kit to be wiped down with bacterial 
wipes and passed to IP. 

 First Aider to wear surgical gloves and face 
mask. 

 All first aid equipment used to be wiped down 
with bacterial wipes. 

AmcoGiffen 
Covid-19 
Guidance 

3     
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Hazard Hazard outcome S P Initial 
risk 

Risk control measures AMCO Ref Residual 
risk 

Applicable Tasks 

1 2 3 4 

 Follow HS32 - Complaints, Accidents, 
Incidents, Rule Breaking and Non 
Conformance (CAIRN) Investigation and 
Reporting 

Major injury 
requiring first 

aid. 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

4 3 12 
 First Aider to wear surgical gloves and face 

mask. 

 All first aid equipment used to be wiped down 
with bacterial wipes. 

 Follow HS32 - Complaints, Accidents, 
Incidents, Rule Breaking and Non 
Conformance (CAIRN) Investigation and 
Reporting  

 Additional response measures to be planned if 
delays are anticipated with emergency 
services due to pressure from Coronavirus. 

AmcoGiffen 
Covid-19 
Guidance 

9     

Disposal of 
single use PPE 

and 
antibacterial 

wipes. 

Spread of Coronavirus 
causing: 

 Mild Illness 

 Severe illness 

 Fatality 

3 3 9 
 Contaminated/Disposal of PPE should be 

double bagged, labelled with the date & time 
and secured/isolated for 72 hours. These can 
then be disposed of as general waste. 

 

AmcoGiffen 
Covid-19 
Guidance 

3     
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Appendix 2 – Manual handling control measures 

Manual handling 
Manual handling causes over a third of all workplace injuries. These include work-
related musculoskeletal disorders (MSDs) such as pain and injuries to arms, legs 
and joints, and repetitive strain injuries of various sorts. 
The term manual handling covers a wide variety of activities including lifting, 
lowering, pushing, pulling and carrying. If any of these tasks are not carried out 
appropriately there is a risk of injury. 
 

Why is dealing with manual handling important? 
Manual handling injuries can have serious implications for the employer and the 
person who has been injured. They can occur almost anywhere in the workplace 
and heavy manual labour, awkward postures, repetitive movements of arms, legs 
and back or previous/existing injury can increase the risk. 

What do I have to do? 
To help prevent manual handling injuries in the workplace, you should avoid such 
tasks as far as possible. However, where it is not possible to avoid handling a load, 
employers must look at the risks of that task and put sensible health and safety 
measures in place to prevent and avoid injury. 

For any lifting activity 
Always take into account: 

 individual capability 
 the nature of the load 
 environmental conditions 
 training 
 work organisation 

 

If you need to lift something manually 
 Reduce the amount of twisting, stooping and reaching 
 Avoid lifting from floor level or above shoulder height, especially heavy loads 
 Adjust storage areas to minimise the need to carry out such movements 
 Consider how you can minimise carrying distances 
 Assess the weight to be carried and whether the worker can move the load safely 

or needs any help – maybe the load can be broken down to smaller, lighter 
components 
 

If you need to use lifting equipment 
 Consider whether you can use a lifting aid, such as a forklift truck, electric or hand-

powered hoist, or a conveyor 
 Think about storage as part of the delivery process – maybe heavy items could be 

delivered directly, or closer, to the storage area 
 Reduce carrying distances where possible 
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Good handling technique for lifting 
There are some simple things to do before and during the lift/carry: 

 Remove obstructions from the route. 
 Keep the load close to the waist. The load should be kept close to the body for as 

long as possible while lifting. 
 Keep the heaviest side of the load next to the body. 
 Adopt a stable position and make sure your feet are apart, with one leg slightly 

forward to maintain balance 
 

Think before lifting/handling.  
Plan the lift. Can handling aids be used? Where is the load going to be placed? Will 
help be needed with the load? Remove obstructions such as discarded wrapping 
materials. For a long lift, consider resting the load midway on a table or bench to 
change grip. 
 
Adopt a stable position.  
The feet should be apart with one leg slightly forward to maintain balance (alongside 
the load, if it is on the ground). Be prepared to move your feet during the lift to 
maintain your stability. Avoid tight clothing or unsuitable footwear, which may make 
this difficult. 
 
Get a good hold.  
Where possible, the load should be hugged as close as possible to the body. This 
may be better than gripping it tightly with hands only. 
 
Start in a good posture.  
At the start of the lift, slight bending of the back, hips and knees is preferable to fully 
flexing the back (stooping) or fully flexing the hips and knees (squatting). 
 
Don’t flex the back any further while lifting.  
This can happen if the legs begin to straighten before starting to raise the load. 
 
Keep the load close to the waist.  
Keep the load close to the body for as long as possible while lifting. Keep the 
heaviest side of the load next to the body. If a close approach to the load is not 
possible, try to slide it towards the body before attempting to lift it. 
 
Avoid twisting the back or leaning sideways, especially while the back is bent.  
Shoulders should be kept level and facing in the same direction as the hips. Turning 
by moving the feet is better than twisting and lifting at the same time. 
 
Keep the head up when handling.  
Look ahead, not down at the load, once it has been held securely. 
 
Move smoothly.  
The load should not be jerked or snatched as this can make it harder to keep control 
and can increase the risk of injury. 
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Don’t lift or handle more than can be easily managed.  
There is a difference between what people can lift and what they can safely lift. If in 
doubt, seek advice or get help. 
 
Put down, then adjust.  
If precise positioning of the load is necessary, put it down first, then slide it into the 
desired position. 
 
 








