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painting and building maintenance

“Building the Foundations”

First Line Managers Development Programme
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LEADING BY EXAMPLE



Our Core Values

e Career Development and
Training for Employees

e Employment Stability for
Employees

e Putting our Customers first.
e Leaving alegacy

e Open door approach of
Management.

e Good communication

e |Instilling a passion and
empowering our employees

e Benefit from a Diverse
Workforce

e Promoting Equality of
Opportunity



CIUR PECIPLIE

ARE OUR

GREATEST ASSET

» A First Line Manager is a person who operates their own work area and
directly manages employees, resources and operations of a business

» They assign tasks, manage workflow, monitor the quality of work, deal
with employee problems and keep middle managers and senior
managers informed of any issues and successes at ground level

» First Line Managers are Key Influencers
» First Line Managers Lead by Example

Leadership expectations of First Line Managers

Effective
Communicators

Lead by Example Commitment &
Passion

Decision Making
Capabilities

Accountability




What Work Related Tasks do | need to undertake in my role as a First Line Manager?

1. TEAM

2. PEOPLE

3. SAFETY

4. CUSTOMERS

5. PLANNING

6. EQUIPMENT & MATERIALS




The Effective First Line Manager

Hard Work

Rewarding

» Support from the Branch team

P Right tools for the job — resource, equipment, tools

» Good quality operatives producing a consistent standard of work
» To be trusted and have people you can trust

» A motivated workforce

What Support do | need to be effective in my role?




Work Related Tasks bell @)
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« Managing a Site Based Workforce ops, sub-contractors and apprentices

« Reading & Understanding the Job Specification

+ Organising workload at Site Level, Materials, Plant & Equipment

- Estimating Minor Works Projects & vanations (where not done by CM)

« Targets - commumicating & ensuring on track to achieve

+ Attending Weekly Ops Meetings

). 00 C-<-C - 4

+ Ordering Materials - timely, in bulk and in line with proqgramme
requirements

Work Related Tasks bell @)
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- Liaising with Clients & Stakeholders

« Attending Client Meetings & Site Surveys

+ Liaising with all contractors, all trades

« Ensure Timesheets are completed correctly & submitted timely

+ Ensure sub-Contractor Invoices are correct & submitted timely

« Carry out a site induction for any operative prior to starting work

» Delivering Maternials when the Supplier cannot meet demand
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« Quality Control including updating of Quality Plan weekly

=

« Recycling of Empty paint cans & associated paperwork

+ Works are snagged, complete & signed off

- Ensuring you have the right labour for the works in hand

+ Ensuring your team has the right tools to complete the job

+ Reviewing Team Performance & taking action where necessary

« Ensuring welfare provisions are adequate, stocked, clean & tidy

Work Related Tasks — Notes




A Good Technique for Motivating People

Manage

By /
Walking {1kl
Around

It’s What All Good Managers Do!

Practical ‘Manage By Walking Around’ Example

Hi George, what are you working on at the moment?
| am painting the stairwells in these flats
How's it going?

It’s going really well, | am on target but | am a bit worried about the
access on that section over there.

OK, so what are the options you are considering?
Jim talks about his thoughts
That's good so which option are you going to take?

Jim makes a decision which you can support



Quality Management

Why is Quality Important — Getting Things Right First Time?

What’s the resulting impact of Poor Quality?
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Behavioural Safety

"A process that creates a
safety partnership between
management and employees
that continually focuses v
people's attentions and ﬁ
actions on theirs, and others,

daily safety behaviour."

Key Beliefs

P Zero tolerance to unsafe behaviour
» If you see a problem - help solve it!

» Think before you act

i —

&1 Objectives
& Risks

/& Conlrols

: . \‘75/ & Resulls i




What are my Health & Safety Responsibilities as a First Line Manager?

-
-
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Health & Safety Related Tasks

* Knowledge and Understanding of 5Site Health & Safety

* Ensuring the CPP is used and updated as project progresses

# Inductions

# Ensuring Weekly Toolbox Talks are planned & delivered

* Organise and Display Health & Safety Bulletins

# Ensuring all Operatives are wearing the appropriate PPE

» Delivery of Daily Briefings for Operatives

» Health & Safety Monitoring in line with QM5

= Dzily,Weekly Plant inspections for 2xample Ladder Inspections

= Ensuring the site is kept clean & tidy with no trip or slip hazards

* Reporting Mear Misses

= Reporting Accidents & Understanding of the Reporting Procedurs

= Ensuring the site file is up to dzte and filled cut in line with Qpas & HES
legizlation

€€ECECECECL €« e
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Construction (Design & Management) Regs 2015

The aim of the CDM Regulations is to improve Health & Safety in the
Construction industry by helping you to;

» Safely Plan Work
» Manage the Risks from Start to Finish

» Have the Right People, for the Right Job at the Right time

Ask yourself these questions in regard to your own CDM Duties;

» Do you understand the current Bell Safe Forms & Content of those
forms?

Yes D No D

» Are you able to select the appropriate forms?

Yes D No D

» Are you able to complete all the Bell Safe Forms correctly?

Yes D No D

» Are you confident in maintaining the On Site CDM Folder?
Yes D No D

If you have answered NO to any of the above questions or have identified any
other areas relating to CDM Regs and the CDM File set up that require any
further development, make a note of it here.

Areas for Development
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On Site Controls Assessment (OSCA)
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Use of OSCA — The Bell Safety Services Rules;

1. The OSCA form should only be used on Short Duration work
2. The OSCA form must be completed prior to any work starting

3. The OSCA sheet may be used to support a full CDM Plan where
the programme of work is geographically dispersed and small
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variances occur in the approach to required tasks

4. The OSCA form should only every be used for simplistic work

5. The form should never be used for work above two storeys or

work that involves challenging circumstances
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Accidents & Near Miss Reporting

Are you are aware of the Near Miss & Accident Reporting Procedure?

Why is it important to report all Near Misses?

List what can be done to ensure we prevent Accidents?

Do you understand the wider impact that happens when accidents
occur?
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I j’ SHE Incident Reporting Procedure
bE“ u Bell Safe Form B35 Mda

OroLe
Part A: Pecple involved (witnesses or other significant parties involved)
Cormipkete for all o es ireoieed | Comiplets Complsfe
Name Contracton Employer Role on she
Name Contracton” Employer Role on she
Name Contracton’ Employer Role on she
Name Contractor’ Employer Role on she

Part B: About the incident

Wnat happenad (ganerally).
To be compieied by Sell Maragers andion SUpenisors

Incident Involving Tk
Fall from hekght

Cable strike (Mote: LV or HY ) andfor Elsciric shock

Moving Plant and equipment

Work at Helght

Scaffoiding

Storage of matenatks

Slips and tips

Ground condiionss Weaathar condilons

ey 4 Sheet  of ES DDga
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Site File Index bell )

gQrou
1. Raglater 55 001 - Site Regiater
2. Site Checka: BS 002 - Dally Slis Checks
3. Induction: 55 003 - Site Induction Reglater
55 004 - Sits Induction Chackiiat
4 CDM Plans {use slither BS 005a, B5 005h, BS 005C or BS 005d)

B3 005a - Bell CDM Plan

appandicea: -

1. Haalih & Safety, Environmeantal and Qualltty Pollcy Statamenta
Rigk Asssssmenis

COSHH Asgasaments

Tralnbng Records

COM F10

Sub-confra safe system of work

Asbestos Management Plans | Reglaters and Surveys

Fire and Emangency Plan

N

BS 005b - OSCA Minor Works CDM Plan
BS 005z — Point of Work Risk Assessment (for MoD contracts only)
BS 005d — Void Work Project Plan

Inspaction: 55 006 - 5ie Inspaction Report
Toolbox Talka: BS 007 - Toolbox Talk Reglster
Fire and Emergency: 55 008 - Fire & Emergency Pkan
accident and incidents: BS 00534 - Incldent Reporting Procedurs
BS 009b - Company Incldent Record
65 003C - Incident Witness Statement
a. Site Specifc: B8 010 - She Specifc Method Statemeant
BS 011 — Project Speciic Risk Assasament
10 Equipmant [PUWER]: 65 012 - Plant and Equipment (LOLER) Regleter and Chacks
BS 013 - Harness and Lanyard Inspacihons
1. Work at Helght: 55 014 - Scalfodd Regleter and Inspeciionsa
BS 015 - Ladder inspaction and Reglster
BS 015a- Ladder Retumn Report
12 Vehlcla Checka: 55 016 - Bedl Vehlchs Standard Equipment Checkilat

@ =l @ &h

Behavioural wellbeing culture at the Bell Group

13. Additional Supporting documents:

BS 017 — Sub-Contracior RAMS .&p—pr-:-'-.'al Formn
55 018 — Fall Protection Policy

E5 015 — Work at Helght Rescus Plan

£5 020 — MEWP's Pre-Ussr & Dally Inapection Checklist
B55 021 — Envircommanial Imncident Fonm

£% 022 — Site Inspection Follow Up Report

£50 23a — Hot Works Parmit

550 23b — Hot Works Reglater

E50 24a — Emergency Drill Report Formn

BE0 24 — ET"IBTQ cliles Drill Gulkdancs Document
550 28 — CDM Health & Safsty Flle Format

17



] Site Regist
bell Q) L o

This register |s to recond &l Bell operathves working on any project [3s2ng longer than 5 days wilh an established
site office and full site COM Fle. This register provwidses & dally amandance record and can be used o
ST eCand 3 PErsons of SRE i Ihe venT of 3 ire.

Woek STarmng:

A deciare that | have

nartcipated In & shte

rduction and will

S e e | Amva Depearturs

Dperativs nams e time:

nt (It a Bedl Date and the sha nuiss".

[print) oparative writs 1wl oty work I |

Eﬂ.’ nave particioated In 3
DALY BRIEFING.

Eigned Dy operadve

Rew 2 Sheet  of BS5 D01
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bell @

Draily Site Checks
Bell Safe Form BS (02

group
This daily site checks st must be signed dally befiore any work staris Dy the Bell manager, superdsor or fTorman.
mmﬂﬂ I wasshend work b urcenaen eosrd on 55 000
agyreed By eller:
Daqr Acthon /Eullkm. s retEoe ot Sorarean
= Pdotee:
CDM Plan or O5SCA on site and up to date?
==
Dally she biefing undestaken’
==
Monday Weekly foolbox talk planned or underiaken?
F= Zigned
All operatives hawe had a site indwction™ an
L——PHama (peint)
Changes of circumstances considersd™
e T CTH
CDM Plan or O5SCA on site and up to date? H )
=
Dally she biefing undestaken’
==
Tuasday Weeekly toolbox talk planned or undertaken?
=3 |2 lgned
All operatives have had a site induction®
L Mame (print)
Changes of circumstances considersd™
F= oiBs:
DM Plan or OSCA on site and up to date?
==
Dally she briefing unoetaken?
==
Wadnazday | Weekly to0lbox talk planned or undertaken?
| =2 [Zignad
All operatives have had a site induction® an
L fHame (print]
Changes of clrcumstances considerad™
= Poies:
COM Plan or O3 CA on site and up to date?
=
Dally she briefing unoetaken?
| =3
Thursday Wiaekly toolbox talk planned or underaken?
=4 |2 Ignad
All operatlves hawe had a site indwcllon™
L fHame (print)
Changes of clrcumstances considerad™
=3 e
COM Plan or O3 CA on site and up to date? i ’
=
Dally she briefing undertaken?
=3
Friday Weekly foolbox talk planned or underiaken?
= |2 Igned
All operatlves hawe had a site indwcllon™ an
Fiame [print)
Changes of clrcumstances considerad™ |
e 2 Shest_of_ 55 002
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bE“ h" j’i, Site Induction Register
groop Bell Safe Form BS 042
This regiser = o recom that al Bell operaiives and sub-contaciors working on any 5t have been ghven an

Site Induction Training sesslon coverng the topics defalied In Foim BS 004, The sesslon may be
prorited by @ Bl Mananer or 3 SUPSTVison. Regisiers o Be reEned in Bell COM Project Fils.

Imnduction Tralner Posltion Ho. tralned

|narmsa) {job titie) thila sasalon |

deciars thatl | have paricioaied I his Site Inducion
on and unoderstand ail e issues covensd Inciuding
Company Risk Assessmens and Work Method Siatements for
uTu"r rrrren" Iate  work. I!I‘EH" parikipats In ':nm.m-m=1
I'E-q.l a5 ProgQresses
(It Bell Operative T.ls'atme oy urE:'aueeu-::.mmm She Fules™
wriie Bell) will HOT stari work without 3 Bell DRILY BRIEFING.

Signed Dy Stenoes

Dperative Hame [Prinf)

Rew 2 Sheel  of 855 D03
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b “ I j. Site Induction Checklist
e ) Bell Safe Form BS 004
grous
This checklist must be used by 3l Supenisors and Managers when providing the site Induction 1o all operatives

Mobe: Mo operative must work on any Bl site uniess they have had a full ste Inducion and signed e Indwcion
REQsiEr R BF 003,

SCOPE OF THE WORK CN SITE OVERALL
2 UNDERSTAND THE Bell-5afe Initiative.
Esil-Zafe Micclon Stabsmant:
T ensure that Bell Group work activities Impact only positively on the world and
nat all oparafives, other confractors and the general public remsln sats and

haalthy.
Ball-Eade Fay balbefc:
1. Ferotokrance to unsafs benaviour.

2 I you 86 3 problem- halp sodve i
3.  Think bafors you act

WORKER CONSULTATION AND THE OPEN DOOR POLICY
SAFE ACCESS AND EGRESS TO SITE

PROTECTION OF ON SITE CLIENTS AND OTHER THIRD PARTIES

PEDESTRIAMN/ PLANT INTERFACE SAFETY

DELIVERY PROCEDURES AND SAFE STORAGE ON SITE (I avallable)

ENVIRONMENTAL CONSIDERATIONS PARTICULAR TO THIS SITE

9 WELFARE OM SITE {or welfare amangements on franslent sites)

10 SITE WORK HOURS

11 FIRE ACTION AND EQUIPMENT! RAISING THE ALARM

12 FIRST AID POINTS, FIRST AIDERS AND ACCIDENT REPORTING

13 PPE STANDARDS ON SITE

14 SPECIFIC NO GO AREAS

15 NODISE PROTECTION AREA

16 SPECIFIC ASBESTOS ISSUES (ACM RISK)Y DETAILS OF THE ASEESTCS REGISTER

17 PLANT AND TOOLS SAFETY REGISTER (Mote: User to dally Inspect all Plant and Equipment).
18 TRAFFIC MANAGEMENT PLAN

19 ELECTRICAL SUPPLY ON SITE

20 MANUAL HANDING RESTRICTIONS

21 LONE WORKING POLICY

22 WORK AT HEIGHT (dally visual ladderistepshop-umps checks by all operatives and manthly
signing tags/ labels) for all equipment.

23 ANTI SLIP DEVICES ALWAYS AVAILABLE AND USED APPROPRIATELY

24 SAFE ERECTION OF TOWER SCAFFOLDS BY COMPETENT PEQPLE OMLY

25 SITE RULES IM GENERAL

26 ANY QUESTIONS

REvZ Sheet  of 55 D04

=] 3 i s
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bell

group

Ladder Inspection and Register
Bell Safe Form BS 015

Bell Group managers, supervisors and foremen must ensure that all ladders are inspected on any project before being used and then weekly inspections. This is
supported by the operatives daily pre user checks (PUWER) and their MONTHLY ladder tags signing.

Ladders and step ladders

Class | — haaviest duty industrial
not used by Bell

BS-EMI31 (similar but better
than the old Class 2) — for
lighter work and painting as
used by Bell

Class 3 - light domestic usage —
MOT T BE USED BY Bell Group

Mote: Damaged ladders must
be removed from site
immediately and not be left in

Check the stiles — rche sue sy ar

DLk oF crikspes

Chack the rungs

Chaok any locking machaniems
i dodar could calispee.

Chack the staps or traads on stepiac

f they are bent, wom,

3l bert  damiagierd, i e dakde:

she: Inddler could fal

1asing or

¥ e 1l

: £pit o by

Chack the stapladder platform - 1 15
ristbiz or collanse

s it e ey o

wid

come

oTe

Whear dcing an ngpecton, ook fov:

it o dented sties

o boose rungs;

CHCT IR
 weciedd foints, looes rivets or damiaosd elays

the site store. b gy i i finge ) a0, Ty
Ladder . . . . . - o
No. Description Action required/ comments Declaration: “The ladder is fit for usage on a Bell site Date:
print:
sign:
print:
Rev 1 Sheet  of BS 015
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bE’" f"'” Bell Vehicle Standard Equipment Checklist
Bell Safe Form BS HE

group

This checklist must be displayed in all Bell Vehicles in a prominent
position. It is the duty of all Ball vehicle drivers to only take thair vehicle to
site with the required equipment

» Ladder anti slip device (in good order) for all
ladders carried

» Spill Kit. To include either: proprietary spill
kits, absorbent cloths/materials and sand
together with waste bags

First aid kit

Eye irrigation Kit

Hand sanitising kits (wipes and gel)

Fire extinguisher (Carbon Dioxide)

Additional PPE for site visitors

« An adequate number of ‘yellow’” Contractor
warning signs

« An adequate number of Wet Paint signs

Additional equipment is always available
from the Bell Branch stores.

Aev Sheel  of BS MG
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Managing Health & Wellbeing

ood Mental Health is characterised by
a person’s ability to fulfil a number of
daily key functions and activities
including forming and maintaining
relationships with others.

Poor Mental Health is associated with
emotional distress and is very common.
The onset of poor mental health can
happen for many reasons.

Opening up about Mental Health and Kool don, e ook 55

.. Tl 2 it 4% e ] By G b bl
recognising poor Mental Health e

gt 1 e B B e g

amongst our family, friends and work B A i e

bty e bl R

colleagues is more important than ever

ol e S i oy el el
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Self-Reflection

/’“

Self-reflection helps to build emotional self-awareness. By taking the time to ask
yourself the important questions, you gain a better understanding of your
emotions, strengths, weaknesses and driving factors.

In the workplace reflecting helps you to develop your skills and review their
effectiveness, rather than just carry on doing things as you have always done
them.

To support with your reflection you may wish to ask yourself these questions;

1. Is there anything that hinders your ability to be an effective leader, if so
what and how can we support you to change this?

2. Is there anything you would change in your team following today’s
training?

3. Isthere any further training and development you can think of that would
further support you in your role as a first line manager?

Things | Would Change/Do Differently and/or Further Training Needs
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Sometimes we have to take a step
BACK to see that we are moving
FORWARD in the right direction
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Notes Page
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Notes Page
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Programme Content Developed by Julie Lawrenson
National Training & Development Manager

Intellectual Property Rights @ Bell Group 2020
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	LEADING BY EXAMPLE
	“We want you to understand who you are working for and what we are trying to achieve as a business”
	“We want to work as a team from the top to the bottom of our business”
	“We want our people  to be the best”
	Our Core Values
	 Career Development and Training for Employees
	 Employment Stability for Employees
	 Putting our Customers first.
	 Leaving a legacy
	 Open door approach of Management.
	 Good communication
	 Instilling a passion and empowering our employees
	 Benefit from a Diverse Workforce
	 Promoting Equality of Opportunity
	Craig Bell, CEO

	 A First Line Manager is a person who operates their own work area and directly manages employees, resources and operations of a business
	 They assign tasks, manage workflow, monitor the quality of work, deal with employee problems and keep middle managers and senior managers informed of any issues and successes at ground level
	 First Line Managers are Key Influencers
	 First Line Managers Lead by Example
	Leadership expectations of First Line Managers
	What Work Related Tasks do I need to undertake in my role as a First Line Manager?
	The Effective First Line Manager
	What Support do I need to be effective in my role?
	It’s What All Good Managers Do!
	Practical ‘Manage By Walking Around’ Example

	Quality Management
	Why is Quality Important – Getting Things Right First Time?
	What’s the resulting impact of Poor Quality?
	Bell Group Key Beliefs
	"A process that creates a safety partnership between management and employees that continually focuses people's attentions and actions on theirs, and others, daily safety behaviour."
	What are my Health & Safety Responsibilities as a First Line Manager?
	Health & Safety Related Tasks
	The aim of the CDM Regulations is to improve Health & Safety in the Construction industry by helping you to;
	 Safely Plan Work
	 Manage the Risks from Start to Finish
	 Have the Right People, for the Right Job at the Right time
	 Do you understand the current Bell Safe Forms & Content of those forms?
	Yes        No
	 Are you able to select the appropriate forms?
	Yes        No
	 Are you able to complete all the Bell Safe Forms correctly?
	Yes           No
	 Are you confident in maintaining the On Site CDM Folder?
	Yes            No
	If you have answered NO to any of the above questions or have identified any other areas relating to CDM Regs and the CDM File set up that require any further development, make a note of it here.
	Areas for Development
	On Site Controls Assessment (OSCA)
	Are you are aware of the Near Miss & Accident Reporting Procedure?
	Why is it important to report all Near Misses?
	List what can be done to ensure we prevent Accidents?
	Do you understand the wider impact that happens when accidents occur?
	Health Assured manage Bell Group’s Employee Assistance Programme
	They provide a completely confidential counselling service which is available 24 hours a day, 365 days a year.
	Freephone: 0800 030 5182
	Familiarise yourself with this service, it may be of help to you or a team member in the future
	Key messages will be continually refreshed and communicated to employees in line with Bell Groups Wellbeing Action Plan
	Good Mental Health is characterised by a person’s ability to fulfil a number of daily key functions and activities including forming and maintaining relationships with others.
	Poor Mental Health is associated with emotional distress and is very common. The onset of poor mental health can happen for many reasons.
	Opening up about Mental Health and recognising poor Mental Health amongst our family, friends and work colleagues is more important than ever
	Self-reflection helps to build emotional self-awareness. By taking the time to ask yourself the important questions, you gain a better understanding of your emotions, strengths, weaknesses and driving factors.
	In the workplace reflecting helps you to develop your skills and review their effectiveness, rather than just carry on doing things as you have always done them.
	To support with your reflection you may wish to ask yourself these questions;
	1. Is there anything that hinders your ability to be an effective leader, if so what and how can we support you to change this?
	2. Is there anything you would change in your team following today’s training?
	3. Is there any further training and development you can think of that would further support you in your role as a first line manager?



