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GUIDANCE

FOR ARCHAEOLOGICAL
FIELDWORK GRADUATE TRAINEES

During their period of training with Oxford Archaeology we anticipate the Graduate Trainees
will achieve the skills and knowledge necessary to undertake the role of an archaeologist
with PIFA grade responsibilities and remuneration. Key skills are excavation, data collection,
accurate recording and health and safety. Competence in primary processing techniques (e.g.
environmental and finds processing) and CPD is recommended but is not mandatory.
Each Graduate Trainee will be supported by a work based mentoring and training programme.
The expected learning outcomes for the Graduate Trainees are laid out in a Learning
Agreement. The Learning Agreement details who will support the Graduate Trainee, what
learning activities and tasks will help the Graduate Trainee achieve the goal and by when.
For the duration of their training (ie until the Graduate Trainee has achieved incremental
progression to Archaeologist) each Graduate Trainee will be allocated a Mentor. The Mentor
will be a member of OA staff who is experienced in the role of Assistant Supervisor. Wherever
possible we will deploy Graduate Trainees with their assigned Mentor to the same site to
facilitate continuous learning.
The assigned Mentor will help their Graduate Trainee to achieve the goals listed on their
Learning Agreement whilst undertaking specific tasks as assigned by the supervising
archaeologist on site; this will include showing the Graduate Trainee how to carry out tasks
safely and effectively and supervising the Graduate Trainee whilst they are carrying out the
tasks.
The assigned Mentor and the Graduate Trainee will together use the Learning Record to
monitor the Graduate Trainee’s progress. The Learning Record sets out all of the goals on the
Learning Agreement and specifies the skills and knowledge needed to achieve these goals.
The Learning Record should be completed by the Mentor at six and then twelve weeks from
the start of the programme (Milestone 1). At the six week point the Learning Record will be
used to give the Graduate Trainee feedback and will be used as an opportunity to identify
areas of skills or knowledge which need further work or improvement and this information will
be shared with the assigned Mentor and the Fieldwork Manager. At the twelve week point the
Graduate Trainee will be eligible for an incremental pay rise assuming they have progressed
satisfactorily to Milestone 1. If not, they may be eligible for a discretionary extension of up to a
further six weeks, to allow them to attain Milestone 1.
Each of the goals set out in the Learning Agreement will be assessed and scored on a scale
of 0 to 5. The scores will be documented on the Learning Record, at the intervals described
above.
To achieve Milestone 1 the GT needs to achieve a minimum total score of 27 for the 9
mandatory learning goals with no mandatory learning goal being scored at less than 2.
Achievement of Milestone 2 will follow the same timescales as described for Milestone 1
(above). The GT will need to achieve a minimum total score of 43 for the 9 mandatory learning
goals with no mandatory learning goal being scored at less than 3.
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Suggested timescale and process
for progression from Graduate Trainee
to PCIfA level Field Archaeologist
Graduate trainees (usually defined as those with an archaeological degree but no
significant commercial fieldwork experience) will be appointed at Spinal Point (SP 8).
They will be offered a twelve week contract, and will enter the Training Programme;
they will then be assessed at the end of that initial period using the Learning Record.
If they have achieved the necessary level of competence (and assuming that the work
is available) they will progress to SP 10, where they will undertake the second twelve
week phase of the Training Programme. When trainees have demonstrated sufficient
competence in the second phase, they will progress to SP 12.
Discretionary extensions of six weeks for each phase may be granted: the process
will therefore take a minimum of 24 weeks and a maximum of 36 weeks. It is strongly
recommended that achievement of this is accompanied by an application for PCIfA
membership, which OA and the Trainee’s Mentor will actively support.
Appointments may be also made at SP 10 for those people who can demonstrate
some competence and professional commercial experience, but do not yet meet the
Archaeologist criteria.
There may be breaks in the Training Programme when there is insufficient work to
ensure continuous employment. However, the Programme will be designed to ensure
that it can be resumed after a break in employment, or can even be transferred to
other employment should the employer have compatible schemes in place.
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Job Description

Your current job description is as set out in the Learning Agreement.
Through this Graduate Training Programme you will be working towards
being able to fulfil the requirements within the job description for an
‘Archaeologist – Fieldwork’. Please find overleaf.
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JOB DESCRIPTION
ARCHAEOLOGIST ‐ FIELDWORK
This job description is compiled in accordance with the National Occupational Standards for Archaeology.
Alphanumeric references in brackets refer to the relevant section of the NOS, copies of which can be found on
our intranet and in our libraries.

Job Title:

Archaeologist ‐ Fieldwork

Line Manager:

Head of Fieldwork, or Operations Manager

Functional Manager:

Project Specific: Assistant Supervisor, Supervisor and /or Project Officer

Supervisory Responsibility:
none

Function:

To contribute to both intrusive and non intrusive archaeological field
investigations.
Under the direction of a more senior archaeologist, the Fieldwork
Archaeologist will work as part of a team to contribute to the preparation
for an investigation on site, the fieldwork, and the interpretation, analysis
and presentation of the recovered data, in accordance with all current OA
manuals and policies, and the CIFA Code of Conduct and relevant Standards
and Guidance.
These investigations may include surface artefact collection, evaluations,
surveys, and excavations.
The Fieldwork Archaeologist, from time to time, may be required to work in
other areas of the organisation, for example, Finds and / or
Environmental Processing, Archives, or Logistics.

Duties:

1. The Fieldwork Archaeologist will contribute to archaeological
investigations on and off site.
2. The Fieldwork Archaeologist will undertake all duties with due regard
to the health and safety of themselves and others (J9.3, J10.1).
3. The Fieldwork Archaeologist is responsible for his own self development
and to develop him/herself to improve performance (K3.1)
4. The Fieldwork Archaeologist may be asked to provide one to one
guidance, either on or off site, to volunteers, particularly Work Experience
Students, and/ or support to new staff members.

Knowledge and Skills Required:
a) good general knowledge and understanding of archaeology, particularly
British archaeology, and the principles, practices, procedures and processes
relevant to archaeological investigations
b) ability to contribute to archaeological investigations by undertaking
the range of investigation tasks including field walking and excavation. This
includes good observation and measuring skills, and the ability to adapt,
under supervision, investigation techniques, procedures and practices to
suit different conditions.
1
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c) ability to accurately record all relevant types of archaeological data,
including the use of basic computer skills when required, to store it securely
and appropriately in the required format, and to observe any rules
required for the investigation method and analysis.
d) ability to excavate, handle, transfer and clean artefacts and
environmental samples with care and safety, so as to protect them
appropriately.
e) ability to operate with regard to health and safety by following the
requirements in a Risk Assessment and any related policies, using safe work
practices, and using and maintaining equipment and personal protection
clothing safely and properly.
f) ability to understand and adhere to the organisational structure and
lines of accountability relevant to this post and to the specific site.
g) ability to understand and observe the principles of Continuing
Professional Development and how to prepare and maintain a Personal
Development Plan.

Operating Instructions:
1. The Fieldwork Archaeologist will contribute to investigations on site by:
a) undertaking tasks which may include surveying, planning, machine
watching, excavating, recording and interpreting, collecting artefacts and
taking environmental samples, by working efficiently and systematically
and in accordance with the project method statement (C3.2, C5.2).
b) adapting work procedures and practices, if instructed, to allow for
different circumstances and conditions (C3.2, C5.2).
c) maintaining the site in good order, observing safe work practices and
ensuring disruption to other activities on the site is kept to a
minimum (C3.2, C5.2).
This may include erecting polytunnels, fencing, laying planks, cleaning mud
and debris from public highways, and cleaning tools and the portacabin.
d) making observations and measurements and recording investigation data
clearly, accurately, and storing it securely for later analysis in accordance
with the specified data requirements (C3.2, C5.2).
This may include site plans, context sheets, photographs, section drawings,
finds recording and taking environmental samples.
e) consulting with the line or functional manager as appropriate, when
uncertain about any aspect of the investigation or the work, or one’s
own responsibilities for action (C3.2, C5.2).
f) taking care of equipment and maintaining it in good operational order
and storing it securely (C3.2, C5.2).
This may include excavation, photographic and survey equipment.
g) when required, and if appropriate, to contribute to the driving duties
to and from sites.
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2. The Fieldwork Archaeologist will contribute to the investigation off site
by:
a) storing the investigation data accurately and securely to prepare for post
excavation analysis (D1.2)
This may include data entry on to databases, labelling of photographic
records and slide marking, labelling of plans, and checking context sheets
for accuracy
b) implementing routine cleaning and processing of artefacts where
appropriate (E8.2), and
c) processing and sorting of environmental samples, where appropriate and
under supervision (C5.2).
3. The Fieldwork Archaeologist will undertake all duties with due regard
to the health and safety of themselves and others by: (J9.3, J10.1)
a) carrying out working practices in accordance with legal requirements, the
current site specific Risk Assessment, and any related work place policies
for this job role
b) rectifying those health and safety risks within your capability and the
scope of your job responsibilities, and passing on any suggestions for
reducing risks to health and safety within your job role to the
responsible persons
c) ensuring that your personal conduct and work practices do not endanger
the health and safety of yourself or any other persons
d) ensuring that all relevant Personal Protective Equipment is used at all
appropriate times and is maintained in good order.
4. The Fieldwork Archaeologist is responsible for his own self development
and to develop oneself to improve performance by: (K3.1)
a) endeavouring to develop your own knowledge and skills, and managing
your time and other resources so that you can meet your personal
objectives.
b) preparing and maintaining your Personal Development Plan in line with
Continuing Professional Development principles and practice.
5. The Fieldwork Archaeologist may be asked to provide one to one
guidance, either on or off site, to volunteers, particularly Work Experience
Students, and/ or support to new staff members.
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Manual handing training, on the job training
assisting excavation of features, excavating
own features

AC5

AC3, AC5

AC3, AC5

AC3, AC5

Become competent in the correct use of
handheld excavation equipment; keeping
a clean and tidy working environment; and
excavation of archaeological deposits

Competence and understanding of recording
systems used by OA

Produce accurate, clear, informative drawings
(eg plans, sections, elevations)

Understand how archaeological data is
located and gain competence in basic survey
methods (tapes, dumpy level, DPs)

Introductory talk/demonstration,
Practical training in basic survey, on the job
practice, feedback

Introductory talk,
Practical training in drawing, on the job
practice, feedback

Practical training in recording, OA
Manual, on the job practice, feedback

On the job training, area cleaning and
pre-ex planning

AC5, AC3

Recognise different context types and
understand the importance of context

Training in H&S procedures, Tool Box
Talks, Risk Assessments

Learning activities and tasks

AJ10

National
Occupational
Standards

Understanding of Health and Safety in the
work place

Formal Learning Goals

Survey Supervisor, Field Supervisor, Mentor

Illustrators, Field Supervisor, Mentor

Field Supervisor, Mentor

Field Supervisor, Mentor

Field Supervisor, Mentor

OA H&S Advisor, Supervisor, Mentor

Who will provide support to meet this
goal?

Name of Mentor: ................................................................................................................ Spinal Point: .................................

Name of Trainee: ................................................................................................................ Start date: ....................................

OXFORD ARCHAEOLOGY LEARNING AGREEMENT
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AC5

AC3, AC5

AC5

AK3

Gain competence in taking and recording
photographs on sites, understand the different
end uses

Become competent in the primary processing
of finds and samples

Maintain a record of learning

AC5

Learn to recognise archaeological artefacts
and become competent in collection and
recording methods

Understand sampling methods and become
competent in their use

National
Occupational
Standards

Formal Learning Goals

Practical training in processing, on the job
practice, feedback

Introductory talk/demonstration Practical
training in photography, on the job practice,
feedback

Introductory talk/demonstration Practical
training in sampling methods, on the job
practice, feedback

Practical training in basic survey, on the job
practice, feedback

Learning activities and tasks

OXFORD ARCHAEOLOGY LEARNING AGREEMENT

Mentor

Finds and Enviro Supervisors

Photography Supervisor, Mentor

Enviro Supervisor, Field Supervisor, Mentor

Finds and Field Supervisors, Mentor

Who will provide support to meet this
goal?

v. 2

Final Milestone 2
(24 weeks)

Interim
(18 weeks)

Final Milestone 1
(12 weeks)

Interim
(6 weeks)

Assessment Stage

Date
Assessed

Assessment Score Mentor Comment

Mentor Name and Signature

Essential requirements: CSCS Card, awareness of own safety and others, attends Tool Box Talks, knows what the law requires

Learning Goal: Health and Safety

Also note – some Trainees will have been appointed at a higher level, as their field experience will have been judged sufficient for them not to
undertake the first Milestone. They will be shown as ‘GT2’ on the deployment sheet, as opposed to ‘GT1’ . Those appointed at GT2 level will only
require scores at the 18 and 24 week intervals (see below).

Please note – if all scores at each interval are done by the same mentor on the same date, it will only be necessary to fill out the ‘date assessed’ and
‘mentor name and signature’ fields for the first competency.

OXFORD ARCHAEOLOGY Learning Record for …..........................................................................................................................Start date: .........…...................
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Assessment Stage

Final Milestone 2
(24 weeks)

Interim
(18 weeks)

Final Milestone 1
(12 weeks)

Interim
(6 weeks)

Date
Assessment Score Mentor Comment
Assessed

Mentor Name and Signature

Essential requirements: Ability to recognize archaeological contexts and distinguish between them, knowledge and correct use of
archaeological terms

Learning Goal: Context understanding and recognition

OXFORD ARCHAEOLOGY Learning Record for …..........................................................................................................................Start date: .........…...................
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Final Milestone 2
(24 weeks)

Interim
(18 weeks)

Final Milestone 1
(12 weeks)

Interim
(6 weeks)

Assessment Stage

Date
Assessment Score Mentor Comment
Assessed

Mentor Name and Signature

Essential requirements: Correct choice and use of tools, maintain clean and tidy working environment, able to clean, excavate and
understand simple features/deposits

Learning Goal: Hand Excavation

OXFORD ARCHAEOLOGY Learning Record for …..........................................................................................................................Start date: .........…...................
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Final Milestone 2
(24 weeks)

Interim
(18 weeks)

Final Milestone 1
(12 weeks)

Interim
(6 weeks)

Assessment Stage

Date
Assessment Score Mentor Comment
Assessed

Mentor Name and Signature

Essential requirements: Completes indices correctly and clearly, context sheets completed accurately and clearly, construction of
simple accurate matrices

Learning Goal: Competence and understanding of recording systems used by OA

OXFORD ARCHAEOLOGY Learning Record for …..........................................................................................................................Start date: .........…...................
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Final Milestone 2
(24 weeks)

Interim
(18 weeks)

Final Milestone 1
(12 weeks)

Interim
(6 weeks)

Assessment Stage

Date
Assessment Score Mentor Comment
Assessed

Mentor Name and Signature

Essential requirements: Appropriate choice and use of materials/ equipment, attention to detail, accuracy and clarity, drawing at
different scales, correct labelling, indexing, cross-referencing, understanding and using appropriate methodology

Learning Goal: Produce accurate, clear, informative drawings (eg plans, sections, elevations)

OXFORD ARCHAEOLOGY Learning Record for …..........................................................................................................................Start date: .........…...................
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Final Milestone 2
(24 weeks)

Interim
(18 weeks)

Final Milestone 1
(12 weeks)

Interim
(6 weeks)

Assessment Stage

Date
Assessment Score Mentor Comment
Assessed

Mentor Name and Signature

Essential requirements: Ensure context data/plans/sections are located accurately in 3 dimensions, eg using drawing points, site
grids, dumpy level, tapes, or other methods as directed by supervisor.

Learning Goal: Understand how archaeological data is located and gain competence in basic survey methods (tapes,
Drawing Points etc)

OXFORD ARCHAEOLOGY Learning Record for …..........................................................................................................................Start date: .........…...................
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Final Milestone 2
(24 weeks)

Interim
(18 weeks)

Final Milestone 1
(12 weeks)

Interim
(6 weeks)

Assessment Stage

Date
Assessment Score Mentor Comment
Assessed

Mentor Name and Signature

Essential requirements: Appropriate choice and use of materials/ equipment, attention to detail, accuracy and clarity, drawing at
different scales, correct labelling, indexing, cross-referencing, understanding and using appropriate methodology

Learning Goal: Learn to recognise archaeological artefacts and become competent in collection and recording
methods

OXFORD ARCHAEOLOGY Learning Record for …..........................................................................................................................Start date: .........…...................
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Final Milestone 2
(24 weeks)

Interim
(18 weeks)

Final Milestone 1
(12 weeks)

Interim
(6 weeks)

Assessment Stage

Date
Assessment Score Mentor Comment
Assessed

Mentor Name and Signature

Essential requirements: Takes bulk samples, appropriate/accurate recording, labelling, cross referencing,

Learning Goal: Understand sampling methods and become competent in their use

OXFORD ARCHAEOLOGY Learning Record for …..........................................................................................................................Start date: .........…...................
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Final Milestone 2
(24 weeks)

Interim
(18 weeks)

Final Milestone 1
(12 weeks)

Interim
(6 weeks)

Assessment Stage

Date
Assessment Score Mentor Comment
Assessed

Mentor Name and Signature

Essential requirements: Know how to use digital and 35mm cameras, take good record shots of own features – appropriate scale,
photo board contains all information, framing is appropriate, maintains photographic index

Learning Goal: Site photography

OXFORD ARCHAEOLOGY Learning Record for …..........................................................................................................................Start date: .........…...................
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Final Milestone 2
(24 weeks)

Interim
(18 weeks)

Final Milestone 1
(12 weeks)

Interim
(6 weeks)

Assessment Stage

Date
Assessment Score Mentor Comment
Assessed

Mentor Name and Signature

Essential requirements: Able to clean and handle finds using appropriate techniques to an acceptable standard, carries out flotation
of bulk soil samples to an acceptable standard. Follows guidance and maintains labels, records and indices as required

Additional Learning Goal: Become competent in the primary processing of finds and samples

OXFORD ARCHAEOLOGY Learning Record for …..........................................................................................................................Start date: .........…...................
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Final Milestone 2
(24 weeks)

Interim
(18 weeks)

Final Milestone 1
(12 weeks)

Interim
(6 weeks)

Assessment Stage

Date
Assessment Score Mentor Comment
Assessed

Mentor Name and Signature

Essential requirements: Create a Personal Development Plan, keep a record of learning activities and relate back to PDP

Additional Learning Goal: Maintaining CPD

OXFORD ARCHAEOLOGY Learning Record for …..........................................................................................................................Start date: .........…...................
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Final Milestone 2
(24 weeks)

Final Milestone 1
(12 weeks)

Assessment Stage

Date
Supervisor Comments on general aptitude, attitude and
Assessment Score
Assessed
potential

Supervisor Signature

Essential requirements: Good attitude, works well in a team, follows instructions, produces good, accurate, neat work in a timely
manner

FINAL ASSESSMENT

OXFORD ARCHAEOLOGY Learning Record for …..........................................................................................................................Start date: .........…...................
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Assess each learning goal against the essential criteria (as listed on the scoring sheets) and with reference to the Assessment scoring criteria (below). If you
have any doubts please contact the Graduate Trainee Scheme co-ordinator for your office for advice.

There are 11 learning goals in total, 9 are considered to be essential to becoming a competent field archaeologist, a further two are classified as additional
(although still recommended for individuals to become well-rounded archaeologists). If opportunities arise to enable the additional goals then please utilise them,
but they are not essential to the process.

Notes for Assessors

OXFORD ARCHAEOLOGY Learning Record for …..........................................................................................................................Start date: .........…...................

On successfully achieving Milestone 2 (CPIfA Level) they will be considered to have completed the Graduate Training Scheme and will be promoted to
Archaeologist grade.

Graduate Trainees will be then expected to achieve a total score of 43 across the 9 essential learning goals, with no mandatory learning goal being scored at
less than 3. They will then have reached Milestone 2.

Graduate Trainees will be expected to achieve a total score of 27 across the 9 essential learning goals, and a minimum score of 2 for each essential learning
goal in order to reach the first Milestone. On successfully reaching this Milestone they will be eligible for the first incremental progression.

5 = Trainee has understood, recognised the need for and carried out task successfully and within good time with little or no direct supervision

4 = Trainee has demonstrated that they can successfully carry out the task required in good time with moderate to little direct supervision

3 = Trainee has demonstrated that they can successfully carry out the tasks required with moderate direct supervision

2 = Trainee has demonstrated that they can successfully carry out the tasks required under direct supervision.

1 = Trainee has been shown how to carry out a particular task and understands why it needs to be done

0 = Trainee has no or limited understanding of the learning goal

Assessment is on a Scale of 1-5 as follows:

The Final Assessment should be carried out by a Supervisor or above. The assessment score is the total of either the 12 or 24 week scores for the 9 essential
learning goals. Comments should take into consideration the general attitude and team working of the individual as well as the skills and knowledge that they
have acquired.

Interim assessments provide a useful guide to the progress of the GT and should highlight any areas that need development/improvement to provide the GT
with the best chance of achieving the Milestones.
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OXFORD ARCHAEOLOGY
CONTINUING PROFESSIONAL
DEVELOPMENT (CPD)
POLICY and GUIDELINES
As a Registered Archaeological Organisation with the Chartered Institute for
Archaeologists (IfA), OA is committed to the implementation of CPD, and fully
endorses and follows the principles and procedures outlined in the CIfA CPD scheme
guidelines.
It considers that CPD is fundamental to ensuring that we all maintain the skills to
continue to work as competent practitioners in an evolving profession. Mandatory
CPD is required in many of the professions with whom we daily rub shoulders with
and it will be a fundamental requirement if OA decides to attain Investors in People
status.
An integral component of the company’s Remuneration Policy is the maintenance
of a CPD Log and one’s Personal Development Plan (PDP). This is required to be
presented at annual Staff Appraisals.
The preparation and maintenance of a PDP and an adherence to the principles
and procedures of CPD are included in all Job Descriptions for all posts within the
company.
Each staff member has a CPD Log contained in their own personal CPD folder
distributed November 2007 or as one joins the company.
These folders are designed to hold all relevant documents regarding one’s job and to
provide secure and durable storage for all records relating to their PDP including the
recording of all CPD training and learning events and opportunities.
This folder is owned by the individual staff member and it is their responsibility to
maintain and keep it.
It should be seen as a working document to assist in the process of recording their
development and career progression.
In order to be compliant with and meet the requirements of the OA policy in CPD
maintenance, staff are required to have undertaken and recorded 50 hours of
training over the last 2 years (or 25 hours over the last year). If there are exceptional
circumstances, like an extended leave of absence or sickness, these will be taken
into account in consideration of this requirement.
It is a fundamental principle of CPD that maintaining our skills is a shared responsibility
between the individual and the organisation. On this basis, OA will make every effort
to support CPD that is in the organisation’s interest, but will expect that individuals
will be dedicated and proactive to their own professional development.
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OXFORD ARCHAEOLOGY

CONTINUING PROFESSIONAL DEVELOPMENT
LOG SUMMARY
NAME:
TIME PERIOD:
DATE

LEARNING EVENT

TOTAL HOURS FOR THIS PERIOD

© Oxford Archaeology Ltd.

CPD
HOURS
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Learning outcomes

Type of learning mode used

Trainer/ tutor

Event provided by

Event description/ title

Number of hours of training

Date of event

Signed oﬀ by tutor and/ or manager

Any further training required in this area

How these link with your PDP
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Learning outcomes

Type of learning mode used

Trainer/ tutor

Event provided by

Event description/ title

Number of hours of training

Date of event

Signed oﬀ by tutor and/ or manager

Any further training required in this area

How these link with your PDP
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Learning outcomes

Type of learning mode used

Trainer/ tutor

Event provided by

Event description/ title

Number of hours of training

Date of event

Signed oﬀ by tutor and/ or manager

Any further training required in this area

How these link with your PDP
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Learning outcomes

Type of learning mode used

Trainer/ tutor

Event provided by

Event description/ title

Number of hours of training

Date of event

Signed oﬀ by tutor and/ or manager

Any further training required in this area

How these link with your PDP
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Fieldwork Crib Sheets

a companion guide to the fieldwork manual
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A feature is allocated
Choose the right tools

Excavating a Feature

Clean the area. Define extent of contexts
Consider whether pre-excavation
photos and plans are necessary
Use nails and string to mark out area for excavation
Excavate the feature/deposit,
removing the latest context first
Take environmental samples if necessary, see
Environmental Samples

Bag finds from each context separately, see
Finds

Clean the feature. Check with Supervisor
Photograph the section, see
Taking Record Photographs

Draw the section, see
Drawing Sections

Basic Drawing Conventions

Draw the plan, see
Drawing Plans

Basic Drawing Conventions
Drawing Points

Measure levels, see
Grids, Coordinates and Levelling

Write context sheets, see
Recording - Deposits

Recording - Cuts
Recording - Interpretation
Recording - Discussion & General Points

File paperwork

© Oxford Archaeology Ltd.
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Soil sample

Series/monolith
sample

859

3

25m

W

Small find

15

120E
145N

Structure number

108

25m

Break in
trench plan

Location of drawing
point with orientation

Grid point (minimum
of 4 per plan)

Drawing point

Cut number

107

Hachures

Continuation
Section line on plans
(direction of arrows
showing orientation
of section)

Height above Ordnance
Datum (sea level)

Under-cutting

Near vertical slope

Vertical edge

Moderate slope

Shallow slope

Break of slope is indicated by the hachure tail ends

15.12 mOD

Extrapolated extent of context
Certain extent of context
Extent of truncation affecting
context

Limit of excavation

Deposit number

104

v.2.2

Brick
br

s

Bone
b

Area of burning/
intense charcoal
concentration

Charcoal flecks

Clay lump

Shell

Flint

Tile

t

f

Pot

p

Sloping stone

Stones

Always include a simple
key, e.g.

Inclusions

Basic Drawing Conventions
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• Charred plant remains (CPR):
normally 40 litres (e.g. 4 buckets)
• Waterlogged plant remains:
normally 20 litres

Bulk

• One sticky label on the side of the
bucket, not the lid. Wipe bucket if
wet/muddy before labelling
• Two waterproof labels inside the
bucket, at the top
• Use permanent marker
• Fill in the Register. Each sample
needs a unique number. Record this
number on the context sheet
• When bringing samples back to the
office, provide a copy of the Sample
Register
• Refer to the site-specific sampling
strategy. If there isn’t one, use the
guidance in the manual
• Speak to environmental coordinator
about the types of sample to take
• Remove large stones from sample

General

• Pollen, diatoms and soil
micromorphology
• Must overlap by at least 5 cm
• Take photo and draw location on
the section
• Label clearly with permanent
marker

Monoliths

Snails (2L) and insects (10L)
Waterlogged plant remains (10L)
Sample in spits 10 cm apart
Each sample in the series gets
an individual number
• Record locations on the section
• Do not mix contexts/cross context
boundaries

•
•
•
•

Series

• Bones/artefacts:
specialist sample used to avoid
recovery bias. Up to 100 litres.
Do not use this sample to check if
small bones/artefacts are present
- use charred remains

v.2.2

Fill in the sample label like this:

• Mark top, bottom, overlap points,
context changes
• Label top of each monolith with
height OD and relative depth from
ground surface
• Wrap securely in cling film and
black plastic

Environmental Samples

© Oxford Archaeology Ltd.

• Fill in register. Each object needs a
number
• Label bag clearly
• Box and support fragile items

• Always talk to your supervisor about
how to care for finds
• Contact finds coordinator if in doubt
(no query is too small)
• A conservator can visit if needed
• A range of packaging is available for
block lifting/sensitive finds - ask
• If objects are found dry, keep dry. If
wet, keep wet
• NEVER wrap in tissue, use cushions
• Waterlogged finds need extra
protection (in boxes, 2 bags etc.)
• Put finds in a safe place until they
can go to the office
• Bring finds back to the office as soon
as possible, especially if fragile or
sensitive to environmental change
• On some sites, all finds may be
individually recorded and/or given a
unique id number - your supervisor
will inform you if this applies

v.2.2

manual

• Double bag glass
• Wrap timbers in black plastic
• Always refer to site-specific
finds strategy. If there isn’t one,
use the general guidance in the

Other

Context
number

Small find
number

Return all finds to the office with a completed transfer form

Context
number

Fill in a finds label like this:

• Separate by material whenever
possible (bone, pot, etc.)
• Use bags of the right size for the find
• Put 2 waterproof labels in the bag
• Label with the fill/deposit number as
shown below
• Use permanent marker
• Write clearly

Bulk finds

Small finds/Object record

General

Finds
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•
•
•
•

v.2.2

1. Scale, the appropriate size for the feature
2. One shot with a board (digital + 35mm)
3. One shot without a board on the
digital camera (check results)
4. Up to two shots without a board with
B&W/Colour 35mm (bracket exposure)

A record shot needs

The board needs

Site code
North arrow
Section/Feature number
Digital shot number
(if relevant)

Photo without board

Photo with board

Taking Record Photographs
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• Leave objects in view. Always clear area
of tools/fence/buckets/clothing/etc...
• Leave the board in for all your photo shots

Never:

• A scale must be laid truly horizontally or vertically
to the camera viewpoint. If it is at an angle then it
is distorted and therefore can’t be used as a scale
• Boards are useful for identifying different
features. Write neatly and legibly. Always
ensure the board can be read. Take a
separate photo of the board if necessary
• A photo needs a unique number. Fill in
the register for every photo taken
• Check quality of digital photos and re-take if necessary
• Consider photographing the feature in its wider context

Always:

A record shot is a photograph of
every section or feature on site

Ask if you need
help to get a
good result.
Think about the
outcome

• Cross-reference photo
numbers onto record sheets

• Fill in the photo register

• 2 without a board (sometimes
only one needed)

• 1 shot with a board

• Check lighting conditions

• Scale(s)

• Clean and clear area

Checklist

Taking Record Photographs
v.2.2
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• Use a minimum of 4 targets with geo-rectified
number visible (taken from the register)
• Place in a rough square around object
• Targets must be on the same level as one
another and the feature to be rectified
• Complete the Rectified Photography Sheet - include the
position and reference numbers of targets. Remember a
north arrow and note the distance between the targets
• Take a reference photo, then photo directly over the object
keeping the camera lens vertical - use spirit levels
• 4 targets must be visible in each photo and the
object must be within the targets
• For larger features, overlap photos - 4 targets, 2 from the previous photo
• Always face the same direction for each photo and take two photographs
• Review the photograph:
4 targets visible?
In focus?
Good brightness/contrast?
No shadows?
• Complete the Photographic Register
• Cross-reference photographic number to the Rectified Photography Sheet
• Ensure site surveyor locates targets - preferably the same day
• Do not remove targets
• No surveyor? Hand plan target locations and tie into site grid

Features and Objects

Geo-rectified Photographs
v.2.2
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Skeletons

• Use a minimum of 6 targets with geo-rectified number visible
(taken from the register)
• Place targets as near to the skeleton as possible
• Targets must be on the same level as one another
and the skeleton
• Complete the Skeleton Rectified Photography Sheet (see overleaf)
• Photo directly over the object keeping the camera lens vertical
- use spirit levels
• Take up to four photographs:
1. Whole skeleton with all targets visible (this does
not need to be vertical)
2. Upper half of body - vertical photograph with 4
targets visible
3.+ 4. Middle and lower part of body - vertical
photograph with 4 targets visible (two overlapping
from the previous photograph)
• Review photographs ensuring 4 targets visible in
each shot. Check focus, brightness/contrast and shadows
• Complete Photographic Record Sheet
• Cross-reference photographic number
to the Skeleton Rectified Photography Sheet
• Ensure site surveyor locates targets - preferably the same day
• No surveyor? Hand plan target location and tie into site grid

Digitised Photo

Geo-Rectified Photographs
v.2.2

Final Illustration
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Key
p = Pot
br = Brick

W/S

108

103

102

114

109

DP numbers

101

Draw cut line
slightly heavier to
make it obvious

E

115
116

Orientation

North and east facing section showing
ditch 108 and wall 115

p

104

Limit of
excavation

Indicate
change of
direction

NICESEC08
Section 85
1:20
John Smith
18/06/2008
N

104

br

Example of a section

0
1:20

Zigzag line =
A section breaks
across the page

v.2.2

1m

Site code
Section number
Scale
Drawn by (name)
Date
Title
Orientation

Checklist

• Key

•
•
•
•
•
•
•

Reduced level in
metres above
Ordnance Datum (mOD)

112.80 mOD

String height

S.85

Drawing Sections
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1m

800

Key
Charcoal flecks

0

NICEPLAN08
Plan 303
1:50
John Smith
18/06/2008

1

105E/100N

N

54.59 mOD

53.98 mOD

3

800

• Key

• Levels

• Continuation of the feature edges

• Context numbers clearly labelled

• All section numbers clearly labelled

• Drawing points/ grid points

• North arrow

• Date

• Your name

110E/95N

Section 807

DP303.1

DP303.2

2

818

3

2

• Scale and scale bar

54.64 mOD

• The site code and drawing number

• Drawing number in the
right hand corner

Information required on all drawings

1

P.303

Checklist

v.2.2

Levels:

Example of a plan

Drawing Plans
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Example of a crosssection of a feature
showing how to label
drawing points on site:

DP 1001.1
1321

DP 1001.2
1325

• Write the unique drawing point number on each tag - they are consecutively numbered prefixed with ‘DP’ followed
by the plan number (X) e.g. DP X.1, DP X.2 (see the illustration below)
• Always label DP’s from left to right as you view the section
• Clearly label each cut with the cut number – the surveyor will survey these too
• Each drawing point must be drawn and correctly labelled with the whole DP number on both sections and plans.
Labelling drawing points only with DP.1, DP.2 etc. is NOT ACCEPTABLE as this does not provide a unique number
for every intervention

Labelling the tags, drawings and features

• Use the section line nails as the baseline for the intervention plan
• Once the drawings are complete, locate the baseline nails (DPs) with new nails through labelled tags in the ground
• Ensure the new nails are inserted firmly into the hole where the baseline nails once were and are flush with the
ground. The surveyor will survey the ‘new’ nail location

Method

• Every drawing point number is derived from the related plan number. This is a unique reference number that must
be used on each related drawing where the DP nail appears – plans and sections. Do not use any other number
• On the very rare occasions where there is only a section and no related plan, obtain a plan number from the
register and write ‘not used – assigned for DP purposes only. See section No. ****’

Numbering

Drawing points (DPs) are used to locate hand drawn illustrations (usually plans) onto the digital site plan.
Always follow the instructions of your surveyor

Drawing Points

• When using a site grid, ensure every grid peg and
drawing point on every plan and section is clearly
labelled with the coordinates – where unique DP
numbers are used there is no need to write Eastings
and Northings (see reverse)
• The Easting coordinate is written first, followed by the
Northing
• To avoid confusion ALWAYS write an E after
the Easting and an N after the Northing e.g.
1000E/2000N
• Grids must be related to Ordnance Survey by a
FS

TBM +
7.53

example:

BS =
1.26

IH
8.79

FS =
2.31

RL
6.48

TBM

BS

TBM + Backsight (BS) = Instrument Height (IH)
IH - Foresight (FS) = Reduced Level (RL), see below:

Staff on feature

Coordinates

How to reduce levels

• Ensure the dumpy level is set up correctly. Feet firmly
pushed into the ground, level head secured to tripod and
bubble in the centre of the spirit level
• Take a backsight reading on the TBM (Temporary
Bench Mark)
• Ask your supervisor if you are unsure of the TBM height.
Note TBM number and value on the Level Register
• ALWAYS show the location of each level with this symbol
• Write the reduced level on all drawings
• Check your results by comparing them with previous
measurements and the TBM – do your calculations
make sense?

Staff on TBM

Size of grid square Diagonal (hypotenuse)
1mx1m
1.41 m
2mx2m
2.82 m
H
yp
ot
3mx4m
5m
en
us
e
5mx5m
7.07 m
10 m x 10 m
14.14 m
20 m x 20 m
28.28 m

Levelling

Useful measurements when establishing grids:

v.2.2

Grids

Grids, Coordinates and Levelling

Dumpy Level
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Use prompts with the keywords below to
describe your cut
Discuss what the cut could be and present
your evidence for this interpretation
PRomPts

Recording - Cuts

SHAPE IN PLAN

SIDES/BASE

DIMENSIONS
SKETCH

ORIENTATION
LOCATION
OTHER COMMENTS

KEYWoRDs
Circular
Square
Irregular
Linear
Oval
Rectangular
Curvilinear
Add ‘sub’ if the shape is not
completely regular
Other

Concave
Convex
Straight/flat
Irregular
Sloping
V-shaped
Undercutting
Length (L),Width (W),
Depth (D), Diameter
(DIAM) in metres (m)
Show contexts, dimensions,
truncation and annotate with
useful information.
Include a north arrow
N-S, etc.

Vertical
Steep
Moderate
Shallow

Where it is on site, e.g. NE
corner of site
Any relevant information
to aid description or justify
interpretation

© Oxford Archaeology Ltd.
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modifier
light
mid
dark

Colour

Fine-grained
sediment

Compact

Coarse-grained

Hue
pinkish
reddish
yellowish
brownish
greenish
bluish
greyish

Friable

Soft

Firm

Loose

term

sediment type

Use the following guidelines

Compaction

Colour
pink
red
yellow
brown
green
blue
grey
white
black

Requires mattock
for excavation
Can be excavated
with hoe or trowel
Moulded only by
strong pressure
Easily moulded
with fingers
Crumbles, won’t
hold together

Definition

• Say where they occur
in the deposit

well sorted moderately poorly
sorted
sorted

• What are they?
• Frequent/moderate/rare
• Angular, sub-angular,
rounded or sub-rounded
• Sorted, see below:

Inclusions

• Use a maximum of two
terms: one from silty,
clayey, sandy and/or one
from silt, clay, sand

Composition

v.2.2

• Tool type/what you did
• Ground conditions i.e.
good, sunbaked, very
wet, partially frozen

method and
conditions

• Any additional description

Comments

• Record the whole deposit
• Show on a sketch,
if necessary
• Make clear which
dimensions relate to
the excavated section

Dimensions

• Measure from the top to
the bottom of the deposit
• Note any variations
• Do a sketch if necessary

thickness

Recording - Deposits
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Beamslot
Construction cut
Cremation cut
Ditch
Grave
Gully
Hearth
Inhumation cut
Kiln
Natural feature
Oven
Palaeochannel
Pit
Plough furrow
Pyre
Posthole
Quarry
Ring ditch
Robber cut
Stakehole
Stokehole
Structure
Tree throw
Water-hole
Well

Alluvial layer
Colluvial layer
Deliberate backfill
Layer
Natural
Occupation layer
Other fill
Placed deposit
Primary fill
Post-pipe
Secondary fill
Tertiary fill
Topsoil
Cremation burial
Inhumation burial
Floor surface
In situ burning
Remnant topsoil
Ploughsoil
Midden deposit
Subsoil
Post-pad

Consider using the following keywords
Keyword - Cuts
Keyword - Deposits

v.2.2

Description

A final backfilling of a feature by human agency
Other - elaborate in Interpretation box
IV

Initial erosion/collapse of the feature edge by natural
processes
A ‘primary’ placed deposit e.g. burial, ox skull, cremation, grave
goods (the main reason for constructing the feature)
‘Secondary Fill’ formed by natural processes e.g. erosion of
surrounding topsoil/subsoil/bank etc.
‘Secondary Fill’ formed by human processes e.g. dump of
charcoal from a fire, cess etc.
Collapse or destruction layer or fill - can be by human or
natural processes
Very slow silting period, usually the final silting of a feature by
natural processes
IIIb

IIIa

IIc

IIb

IIa

Ib

Ia

Category

Categories I, II and III correspond in some respect
to Primary, Secondary and Tertiary Fills - never use
these terms without further clarification. Remember,
you may have more than one of each category

Formation Categories

Recording - Interpretation
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inclusions add to the interpretation of the feature?

in this deposit?
• How did the anthropogenic components arrive in
this deposit?
• Where was the upcast from this cut deposited?
• How does this context relate to human activity?
• Where were the finds located within this context?
• Are the finds large/small or abraded/unabraded?
• What can the distribution, size and proportion of natural

• What is this context?
• How did this context form?
• How did the non-anthropogenic components arrive

• Write clearly on the context sheet in black ink - print
or use block capitals

Think about the feature and how it was formed.
Consider answering the following questions
(they are intended as a guide, not a list of
questions that must be answered)

section, plan, sample and photographic numbers

• Include a context matrix on all section drawings.
• Include a cut matrix and north arrow on all plans.
• Always plan the unexcavated half of discrete
features
• On ditch intervention plans, plan at least 1 m
beyond the excavated slot
• Cross-reference all relevant information e.g.

• On plans and sections all writing must be at least
3 mm high

• Agree description, interpretation and key points
with your supervisor

General points for perfect
recording

v.2.2

Discussion

Recording - Discussion & General Points
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• If hands/feet are crossed - take
one sample for each

5. abdomen/pelvis
6. right foot
7. left foot

1. skull
2. chest
3. right hand
4. left hand

grave cut
skeleton
grave fill
coffin (if remains are visible)
coffin fill (if a difference is seen)
grave goods (may need small
finds no. - check with supervisor)
• group (to include all of the above)

•
•
•
•
•
•

‘Empty’ graves
Take one bulk sample from
a few centimetres above the
base of the grave

One bulk sample around and
beneath the skeleton

Infants under c. 5 yrs

Sampling areas
Adults and infants over c. 5 yrs

Assign numbers to:

Numbering

Excavate in plan
Position yourself outside the grave to avoid damage to skeleton, grave goods, etc.
Excavate in c. 5 cm spits until reaching bone - usually the skull is seen first
Remove soil from around the skull. Sample while excavating (see below)
Excavate from the skull downwards
Uncover hands and feet last - the bones are easily disturbed
Use paintbrushes, wooden tools, leaf trowel, dental tools etc. Avoid scraping
bones
• Ensure the grave is bottomed
• After recording, trowel through the base of the grave to ensure all bones are
recovered

•
•
•
•
•
•
•

Inhumations

Never excavate human remains without an appropriate licence. Contact Heritage Burial Services, Janus House, Oxford

Human Remains
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Assign numbers to:
• The cut
• Fill(s) including the cremated deposit as a whole
(bone, ash, charcoal together)
• The urn (if present)
• Associated small finds
• Group (to include all of the above)

Tr e a t h u m a n r e m a i n s w i t h d i g n i t y a n d r e s p e c t a t a l l t i m e s

• If time permits, bag the 4th rib from the top, right ribs
and left ribs separately
• If the left and right hands/feet cannot easily be identified
bag together (one for hands, one for feet)
• Label bags and finds labels with the site code, skeleton
number and the body part

Recover as a bulk sample
Do not half section or excavate in spits
Once excavated draw the profile of the feature (1:10)
After recording bulk sample around the feature to
ensure all bone is recovered

Numbering

•
•
•
•

Unurned Cremation Burials

• Take geo-rectified photos in addition to a hand plan
• Lift whole whenever possible - do not excavate
contents
• Leave soil around the outside/bandage (use tights
etc) for support if necessary
• If urn is badly broken, bulk sample (see below)

Urned Cremation Burials

Cremation Burials
• Photograph all cremation burials before excavation
and hand plan at 1:10 (or 1:5)

Skull and jaw - place in a skull box
Loose teeth - bag and place inside the skull box
Left arm: scapular, clavicle, humerus, radius and
ulna - bag together
4. Left hand and wrist bones
5. Right arm: scapular, clavicle, humerus, radius and
ulna - bag together
6. Right hand and wrist bones
7. Left leg: pelvis, femur, patella, tibia and fibula - bag
together
8. Left ankle and foot bones
9. Right leg: pelvis, femur, patella, tibia and fibula - bag
together
10. Right ankle and foot bones
11. Chest region: vertebrae (remove from pelvis upwards),
ribs, sternum and sacrum - bag together

1.
2.
3.

v.2.2

Lift and bag skeleton in the following order:

Human Remains

v.2.2

fill iN all prOmpt bOxes
ON the treNch sheet
if archaeOlOgy preseNt
Note feature types
if NO archaeOlOgy preseNt

Trench Recording

Write blaNK trench in comments box

iN bOth cases
Numbering (check for each site)
• Usually use the trench no. followed by two zeros
e.g. in Trench 42 the first context number is 4200
• The plan and section numbers are
allocated in exactly the same way
Draw a plan with:
• North arrow
• Levels marked on it
• Location of sample section (check
that you need to do one)
• Context number assigned to natural/ base of trench
• Other information (e.g. features, truncation, sondage)
• A sketch plan is sufficient for blank trenches

things to record on the trench sheet are:
• Thickness of topsoil/ subsoil/ all contexts
• Presence and thickness of alluvial/ colluvial layers
that overlie some features and not others
• Difficulties in distinguishing archaeological
and geological/ natural features
• Unusual finds or concentrations of finds
• Waterlogged remains and deposits
• Problems with drainage
• Variations in geology across the trench
(sketch with brief description is usually ample)
• Services - plan them too!

© Oxford Archaeology Ltd.
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Level on base
of trench and
on ground level

Fill number

Cut number

Section no.
(e.g. S.78)

North arrow

N

1

5

7

6

3

2

4

S

South Peg
DP number

SE

checklist

v.2.2

• trench sheet
• sample section of
baulk showing soil
sequence (if needed)
• feature sections
• trench plan (scale
plan or sketch if
trench is empty)
• trench record photos
• levels
• file paperwork

ESE

SW

E

WSW

NE

W

SSE

NNE

ENE

SSW

N

WNW

NW

NNW

TBM (temporary bench mark)
BS (back site)
IH (instrument height)
Reduced level values
1.
2.

Hachures

Section no.
(e.g. S.79)

Context number
for natural/ base
of trench

Legend

Site code
Trench no.
Plan no.
Your name
Scale
Date

North Peg
DP number

Trench Recording
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• When barrowing or undertaking other forms of manual
handling, lift correctly as trained - ask for assistance or
reduce the weight if necessary
• Change your position regularly when working to avoid

THE JOB

• Never operate vehicles, plant or machinery unless you
are trained, qualified and have permission to do so
• If driving a vehicle, drive with care and observe the site
speed limit
• Be aware of plant, machinery and other vehicles
moving around site
• Approach plant from front only - ensure the driver is
aware of your location

VEHICLES

• Wear safety footwear (steel toe caps and mid soles)
and company issue hi-vis vest at all times
• Always wear a hard hat, unless it can be clearly
demonstrated that there is no risk of head injury
• Wear ear defenders, eye protection and gloves
(or other PPE including sun screen) when necessary

PPE

•

•

•
•

•

v.2.2

01865 980 725
07725 782 597

Dan Poore

If necessary, you can also contact the Oxford
Archaeology Health and Safety
Coordinator (in complete confidence):

When in doubt about any health and
safety issue... ask your line manager!

wear on your joints. Adopt a position that minimises
any strain. Use a kneeling pad if necessary
Ensure all materials, plant and tools are cleaned,
stored safely and locked away each night
Report and remove any defective tools
Fence off deeper excavations or those filled with
water
Don’t dig deeper than 1m without stepping or shoring
- in some soils, trenches can be hazardous when
less than a metre deep.
Do not enter any areas or excavations unless you are
sure it is safe to do so

Health and Safety
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• Do not start work on site until you have received and
signed for a safety induction
• Observe all safe working procedures and site rules
• Inform supervisor / management of any medical
condition that could be relevant to your safe working
• Never consume alcohol or take illegal drugs before or
during work. If you are taking medicines, ensure that
any side effects (e.g. drowsiness) will not put you or
others at risk
• Use designated pedestrian routes and park vehicles
only in designated areas

BASICS

• Use issued Health and Safety equipment correctly

RESPONSIBILITIES

• Know who the first aider or appointed person is and
where the first aid kit is kept
• Report all accidents, ill health and near misses to
the senior person/ first aider on site immediately and
ensure that appropriate records are kept
• Remove, make safe or report hazards - and amend
the risk assessment if necessary
• In the event of an accident: consider your own safety
first; stay calm; never move the casualty unless they are
in extreme danger of further injury; call 999 as soon as
possible (if necessary); notify first aiders immediately;
do not change your location once you have contacted
the emergency services

ACCIDENTS

• Wash your hands and face before eating, drinking or
smoking - do not eat or smoke on site
• Familiarise yourself with any emergency procedures,
You have a legal duty to:
e.g. action in the event of a fire
• Take reasonable care for your own safety and that of
• Ensure adequate fire extinguishers are within reach if
others
using heat or naked flames. Know where they are and
• Inform your line manager of any hazard which you
how to use them
notice and feel still needs attention

Health and Safety

v.2.2

This guide is intended to help with recording on
site. It has been designed as a companion to the
(forthcoming) fieldwork manual and summarises
key components of OA’s standard protocols. Ensure
you are familiar with important site procedures
before commencing work, e.g. health and safety,
numbering, where north is, etc. If you are unsure
about any aspect of your work, or the information
contained within this guide, ask your supervisor.
All drawings in this guide are for visual aid and may not be to scale.
Oxford Archaeology North
Mill 3
Moor Lane Mills
Moor Lane
Lancaster
LA1 1GF
01524 541 000

Oxford Archaeology East
15 Trafalgar Way
Bar Hill
Cambridge
CB23 8SQ
01223 850 500
Oxford Archaeology South
Janus House
Osney Mead
Oxford
OX2 0ES
01865 263 800

http://oxfordarchaeology.com/
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INTRODUCTION

1.1.1

The Health and Safety at Work Act (1974) requires high standards of health and
safety at work. It does this by ensuring that safety awareness, safety training, and
effective safety organisation are applied to all areas of employment according to the
particular dangers, risks, and needs associated with that employment. The Health and
Safety at Work Act requires employers of five or more people to prepare a written
policy statement on the health and safety of their employees. This document contains
that Policy Statement, outlines the means by which Oxford Archaeology (hereafter
OA) organises for Health and Safety, and records the Arrangements which have been
made in order to implement an appropriate Health and Safety system.

1.1.2

The purpose of this Policy Document is to provide a ready source of information to
all staff, particularly those responsible for developing safe systems of work for
fieldwork and other projects. It is not a detailed procedures manual, but broadly
defines roles, responsibilities and arrangements for health and safety at OA. To this
end all members of staff, permanent, temporary and voluntary, are required to sign an
undertaking that they have received and read a copy of the OA Health and Safety
Policy.

1.1.3

The Management of Health and Safety at Work Regulations 1999 requires employers
to assess the health and safety risks, which arise from their undertakings, and to take
appropriate preventative measures. The regulations also place a specific duty on
employees to assist with the implementation of these requirements. All OA
departments and projects and activities are subject to Risk Assessment using standard
proforma; all staff involved in any project or work activity will see and be
familiarised with the appropriate Risk Assessment(s) during the safety induction
specific to that activity.

1.1.4

The nature of the archaeological practice undertaken by OA means that fieldwork is
undertaken in a wide variety of locations, often with minimal lead-in times.
Fieldwork can involve work on construction sites (buildings, roads, pipelines, etc.),
work on railway sidings, work with standing and ruined structures, work on
mountains, and in peat bogs, and with organic remains, etc. In addition to particular
health and safety hazards (e.g. confined spaces, lone site visits, etc.), OA staff are also
exposed to a number of general risks associated with working with, and alongside,
heavy machinery, in deep trenches, at height and in areas of possible contamination.

2

DUTIES

2.1

Employers

2.1.1

OA will take positive steps to ensure the safety of employees, and follow current
practice, unless this is obviously inappropriate in the circumstances. Any deviation
from established practice or legal requirements could invite prosecution even when
no accident or dangerous occurrence has occurred.

2.1.2

OA will keep up to date with legislation, and apply new information and specialist
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knowledge, evaluate the risks taken by employees, and take the necessary precautions
to minimise these risks.
2.1.3

OA will also take all reasonable steps to ensure the health and safety of all persons
not in their employment, such as volunteers, students, visitors, and members of the
public (this includes trespassers).

2.1.4

OA will ensure that no one suffers injury because of dangers arising from the state of
the premises, or things done, or omitted to be done, on the premises.

2.2

Employees

2.2.1

2.3

Control of premises

2.3.1

2.4

The person(s) or organisation(s) controlling premises have a liability to keep them
safe, which includes means of access and egress, and any plant or substance there or
provided. These requirements extend to accommodation where provided and
controlled by OA. Premises used but not controlled by OA (for example, bed and
breakfast accommodation) will be monitored to ensure that an appropriate standard is
maintained by the proprietor.
Manufacturers and suppliers

2.4.1

2.5

Manufacturers or suppliers (including hire companies) are required to ensure their
products are safe at all times, and provide the necessary safety information. Project
Managers will ensure that all ‘brought-in’ or hired equipment has been appropriately
maintained, that all operatives are adequately experienced and trained, and that all
necessary safety documentation is provided.
Reasonably practicable

2.5.1

3

Employees are responsible for their behaviour and actions, and will co-operate with
the employer, and take reasonable care to ensure both their own safety and that of
others. An employee will not misuse anything provided in the interests of health and
safety.

‘Reasonably practicable’ does not impose an absolute duty to remove all risk, but
rather enable a balance to be made between the risk and the inconvenience of the
counter measures to the risk. Time and expense may be taken into account, but the
burden of proof upon prosecution lies with the defence to show the court that (with
hindsight), it was not reasonably practicable to have done more than was actually
done to satisfy the duty concerned.

STATEMENT OF SAFETY POLICY

3.1
3.1.1

Summary of Policy
Oxford Archaeology undertakes to safeguard, so far as is reasonably practicable, the
health, safety and welfare of its staff and of others who may be affected by our work.
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This applies in particular to providing and maintaining suitable premises, ensuring the
safety of all equipment supplied by the Company and providing all reasonable
safeguards and precautions against accidents.
3.1.2

OA is fully familiar with and will comply with all current and relevant legislation,
including, but not limited to:
• The Health and Safety at Work Act (1974),
• Management of Health and Safety at Work Regulations (1999),
• Manual Handling Operations Regulations 1992 (as amended in 2002),
• The Construction (Design and Management) Regulations (2015),
• The Personal Protective Equipment at Work Regulations (1992 – as
amended)
• The Health and Safety (Display Screen Equipment) Regulations 1992
(as amended 2002)
• The Control of Asbestos Regulations (2012),
• Confined Spaces Regulations (1997),
• The Workplace (Health, Safety and Welfare) Regulations (1992),
• The Health and Safety (Miscellaneous Amendments) Regulations
(2002),
• The Work at Height Regulations (2005),
• The Safety Representatives and Safety Committees Regulations (1977),
• The Control of Substances Hazardous to Health Regulations (2002 - as
amended),
• The Health and Safety (First-Aid) Regulations (1981 - as amended
2013),
• The Regulatory Reform (Fire Safety) Order (2005),
• The Control of Noise at Work Regulations 2005,
• The Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations (2013),
• The Provision and Use of Work Equipment Regulations (1998),
• Lifting Operations and Lifting Equipment Regulations (1998).

3.1.3

OA has a detailed legal register identifying the legislation and regulations relevant to
Health and Safety. It is located on ‘OA Cloud’ (OA’s document management system)
at the following location:
https://files.oxfordarchaeology.com/nextcloud/remote.php/webdav/~OA%20Docume
nts%20%26%20Policies/Health%20%26%20Safety/Health%20and%20Safety%20Po
licy%20and%20Related%20Documents/Legal%20Register/H%20and%20S%20LEG
AL%20REGISTER.docx

3.1.4

The responsibilities of staff, employees and volunteers in maintaining high standards
of health and safety are set out below, as are the arrangements in place to ensure safe
systems of work.

3.1.5

The Safety Policy of Oxford Archaeology is, so far as is reasonably practicable:
•
•

to maintain a working environment for employees that is safe and
without risks to health, and adequate as regards to facilities and
arrangements for their welfare at work;
to provide and maintain equipment and systems of work that are safe
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•
•
•

and minimise risk to health;
to make arrangements for ensuring safety and minimal risk to health in
connection with the use, handling, storage and transport of articles and
substances;
to provide such information, instruction, training and supervision as is
considered necessary to ensure the health and safety of all staff, and to
ensure that staff are competent to carry out their roles;
to assess the risks involved in all activities and environments and to
eliminate, or reduce those risks to the lowest practicable level, through
appropriate control measures.

3.1.6

To achieve these five objectives, the full co-operation of (and between) all staff is
essential. While at work they will be expected to act with reasonable care for
themselves, other employees and the general public.

3.1.7

A copy of this policy and any subsequent revision or amendment will be made
available to all staff during their initial induction and through the company intranet.
The signed master copy is kept by the Chief Executive Officer.

3.1.8

The Officer under whom the safety function is placed in the company is:
Dan Poore MCIfA TechIOSH
Chief Business Officer
Oxford Archaeology
Janus House
Osney Mead
Oxford OX2 0ES

3.1.9

The policy will be reviewed regularly as activities develop.

Signed

Dr Gill Hey FSA MCIfA
Chief Executive Officer
20th revision
May 2017
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COMPANY SAFETY MANAGEMENT STRUCTURE

4.1

Introduction

4.1.1

Oxford Archaeology operates from three regional offices. OA(South) is based in
Oxford, at Janus House in Osney Mead. OA(North) is based in Lancaster, at Mill 3 in
Moor Lane. OA(East) is based in Cambridge, at Trafalgar Way in Bar Hill. The
structure of our organisation for health and safety is shown below.

Chief Executive Officer - Dr Gill Hey

Chief Business Officer and Director with responsibility for H
and S - Dan Poore TechIOSH

Staff Health and
Safety Representation
(provided by
Prospect)

Regional Manager OA East
- Advised by Regional H and S Advisor

Regional Manager OA North

Regional Manager OA South -

- Advised by Regional H and S Advisor

Advised by Regional H and S Advisor

Department Heads
and Project Managers

Department Heads
and Project Managers

Department Heads
and Project Managers

Project Officers

Project Officers

Project Officers

Project Supervisors

Project Supervisors

Project Supervisors

Assistant Supervisors,
Archaeologists and
Trainees

Assistant Supervisors,
Archaeologists and
Trainees

Assistant Supervisors,
Archaeologists and
Trainees

Figure 1: Organisation structure for OA Health and Safety
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Executive Team structure

4.2.1

The OA Chief Executive Officer is ultimately responsible under the terms of the
Health and Safety Act (1974) for ensuring the safety of all company employees. The
Chief Executive Officer must know the broad requirements of relevant legislation.
The Chief Executive Officer of OA is Gill Hey.

4.2.2

Full operational responsibility for Health and Safety is delegated by the Chief
Executive Officer to the OA Chief Business Officer. The Chief Business Officer
must: know the broad requirements of relevant legislation; attend meetings of Health
and Safety Committees for all offices; co-ordinate review of policies and procedures
and ensure that responsibility for health and safety is properly assigned and accepted
at all levels. The Chief Business Officer (CBO) of OA is Dan Poore (TechIOSH).

4.2.3

The Chief Business Officer is advised and supported by the three OA Regional
Health and Safety Advisors who keep abreast of relevant legislation and approved
practice, and help disseminate this information to OA staff; advise staff as required on
matters of health and safety; approve health and safety documentation prepared by
others; maintain the OA health and safety records. The post of Health and Safety
Advisor fulfils the requirement for a ‘Competent Person’ under the Management of
Health and Safety at Work Regulations (1999). All Regional Advisors have attained
the Level 3 Certificate in Occupational Health and Safety (NEBOSH National
General Certificate or NEBOSH National Construction Certificate), and are therefore
qualified to give competent advice.

4.2.4

The OA Chief Financial Officer is Simon Palmer. He takes overall responsibility for
finance and administration of each of the regional offices.

4.3

Operational management structure

4.3.1

The Regional Managers at OA(South), OA(North), and OA(East) are responsible
for implementation of OA health and safety policy in their respective offices (and all
associated operations). They must know the broad requirements of relevant
legislation; call and chair meetings of the regional OA Health and Safety Committees;
request and receive consultation with/from staff Health and Safety Representatives;
ensure that responsibility for health and safety is properly assigned and accepted at all
levels within their regional office, and that sufficient time and resources are allocated
to ensure that all regional operations are undertaken safely. They are advised by the
Regional H and S Advisor for their office.

4.3.2

The Heads of Department or Operations Managers report directly to the regional
manager. They must know the broad requirements of relevant legislation and ensure
that responsibility for health and safety is properly assigned and accepted at all levels
within their department.

4.3.3

The Project Manager is the person delegated to take overall charge of a particular
project or projects. They are responsible for health and safety matters on projects or
tasks that they manage, reporting to either the head of department or operations
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managers (as appropriate: regional variations mean that not all operations ‘belong’ to
a department), and ultimately to the regional manager. The Project Manager is also
the principle point of contact for Clients and Sub-contractors, and will ensure safety
through liaison and co-operation between OA and the client and other contractors.
4.3.4

It is the responsibility of the Project Managers or Head of Department to maintain
safe systems of work and complete risk assessments and method statements for each
of their projects or workplace activities for which they are responsible. Project
Managers and Supervisory staff must be able to demonstrate that appropriate care,
supervision and safety precautions are being taken where at all practical.

4.3.5

The Project Officer or Supervisor is the person delegated to take charge of a
particular phase of a project. They will be involved in drawing up the health and
safety arrangements, and responsible for implementing and maintaining the
arrangements at project level. They are immediately responsible for the Health and
Safety of employees under their supervision. They report directly to the Project
Manager.

4.3.6

The Assistant Supervisors, Archaeologists, and Trainees are immediately
responsible to their direct supervisor (normally a Project Officer or Supervisor). They
will assist with the implementation of the Health and Safety arrangements by cooperating with their supervisor.

4.3.7

Each Individual working at an OA site or premises is responsible for
• taking reasonable care for their own health and safety and that of others
who may be affected by what they do or do not do
• co-operating with the employer on health and safety
• correctly using work items provided by the employer, including
personal protective equipment, in accordance with training or
instructions
• not interfering with or misusing anything provided for their health,
safety or welfare

4.4

Prospect

4.4.1

On 2nd April 2003 OA Senior Managers and Prospect Representatives negotiated and
signed the ‘Recognition and Procedural Agreement between the Oxford
Archaeological Unit and Prospect’ (OAP). The agreement states that formal
consultation takes place between OA and Prospect through the Joint Negotiating and
Consultative Committee (JNCC) (OAP B2) and that the JNCC alone will cover
statutory matters, including information and consultation on health and safety (OAP
B5.1).

4.4.2

As an organisation we achieve consultation on H&S by following the relevant H&S
legislation and regulations, within the terms of our trade union recognition agreement.

4.4.3

In practice this means that all employees of the company, below the Senior
Management Team, fall within the scope of the collective bargaining machinery
(OAP B6). The role of the Union in OA H&S matters is via the mechanism of OA’s
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Health and Safety Committees, both at Regional and at Plenary level (this is the
machinery referred to in OAP B5.2). Prospect appoints safety representatives, who
will be appropriately trained by the Union, under the relevant Safety Representatives
and Safety Committees Regulations 1977 (SRSCR Regs 1.14.a,b,c., 1.15.c & 3.1).
4.4.4

Our Health and Safety Committees reflect this in their make-up, with members from
Senior Management, OA H&S advisors and Prospect H&S representatives. Prospect
appoints two or more H&S representatives to each regional committee and one H&S
representative from each Regional Committee to the Plenary H&S Committee.

4.4.5

The adoption of the agreement with Prospect demonstrates OA’s commitment to
engaging in genuine consultation and promoting a climate that sees OA management
and Prospect H&S representatives working in partnership to improve workplace
health, safety and welfare, for the benefit of all employees.

4.5

The Health and Safety Committees

4.5.1

The Regional OA Health and Safety Committees consist of the Chief Executive
Officer, the Chief Business Officer, the Regional Manager and Safety Advisor, Head
of Fieldwork (in OA South), Operations Manager (in OA North and OA East), and
two Staff H and S representatives (provided by Prospect). Project Managers are coopted on to the committee as appropriate. Meetings of the Committee are normally
held in March, July and November, or called by the Group Health and Safety Advisor
when there is particular business for discussion, and may be called by other members
of the committee. Heads of Department, and Project Managers may also be asked to
attend, or may ask to attend.

4.5.2

The senior members of all three Committees meet once a year (in January) to discuss
Group-wide strategies for safe systems of work, and ultimately to review and
determine Health and Safety Policy for the organisation as a whole. The Group-wide
Health and Safety Committee is made up of the Chief Executive Officer, the Chief
Business Officer, the Regional Managers, the Regional Safety Advisors, and a
Prospect representative from each regional office.

4.6
4.6.1

4.7
4.7.1

External advisors
As necessary, OA will seek advice from External Health and Safety Advisors on
complex or specialised health and safety matters, beyond the competence of the OA
advisors.
Joint Ventures
When working in partnership with other archaeological contractors, projects are
allocated on a case by case basis to Project Managers of either organisation. Each
project will operate under the H&S management system of that Project Manager’s
‘parent’ company. Responsibility for co-ordinating all aspects of H&S related to each
project – regardless of the profile of the field team – will similarly rest with the
Project Manager and his or her parent company. This responsibility will include
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preparation and approval of Risk Assessments, H&S Plans, Method Statements, and
any other documentation considered appropriate to the project. The Project Manager
will nominate a site based H&S Lead Person from their company who will reinforce
and lead H&S implementation on site.
5

SITE SAFETY PROCEDURES MANUAL

5.1

The OA Safe System of Work for Archaeological Sites

5.1.1

All site work is undertaken following a Safe System of Work, which consists of a
series of procedures collectively defined by the OA Site Safety Procedures Manual.
The Manual aims to ensure that all site work is undertaken safely and that all
procedures are properly recorded and audited.

5.1.2

The OA Site Safety Procedures Manual can be found at:
https://files.oxfordarchaeology.com/nextcloud/remote.php/webdav/~OA%20Docume
nts%20%26%20Policies/Health%20%26%20Safety/Site%20Safety%20Procedures/Si
te%20Safety%20Procedures%20Manual/Site%20Safety%20Procedures%20Manual.p
df

5.2

Project Health and Safety File

5.2.1

6

Each site will maintain a file which will contain the Site Safety Procedures Manual,
as well as copies of all the documents relevant to Health and Safety, both generic and
site specific. It brings the site Health and Safety information together in one place and
acts as a prompt for action such as inducting all staff, undertaking site inspections,
reviewing the risk assessment and giving weekly briefings. The Project Manager will
delegate responsibility for keeping this file up to date to the Project
Officer/Supervisor. It will be available for inspection by the Project Manager during
site visits, and will form a crucial part of any site safety audit undertaken by an OA
Health and Safety Advisor.

ARCHAEOLOGY AND THE CONSTRUCTION (DESIGN AND
MANAGEMENT) REGULATIONS 2015

6.1.1

Archaeology undertaken as a 'stand-alone' workplace activity is excluded from the
CDM 2015 regulations. Archaeologists will therefore never act as Principal Designer
or Principal Contractor.

6.1.2

However, where archaeology is undertaken alongside construction work then it will
fall under the regulations, and OA will act as a Contractor. In these instances the
project manager will request a copy of the Construction Phase Plan from the Principal
Contractor and will then prepare method statements and undertake risk assessments
as appropriate, submitting these initially to the OA Health and Safety Advisor for
internal approval, and then to the Principal Contractor for approval and incorporation
into the Plan. Full co-operation with the Principal Contractor and adherence with their
Plan will then be maintained.
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Method statements and risk assessments will also be sought from OA's approved subcontractors.

RISK ASSESSMENT PROCEDURES

7.1

Introduction

7.1.1

In keeping with the requirements of the Management of Health and Safety at Work
Regulations 1999, OA undertakes Risk Assessments (RAs) for the entire range of its
operations; the principle of risk assessment, and subsequent mitigation of any risks
identified, underpins OA’s entire health and safety strategy.

7.1.2

All OA Risk Assessments and Method Statements are internally checked for quality
under the OA Quality Assurance Policy by each regional office.

7.1.3

Each regional office holds a Risk Assessment Schedule recording all necessary RAs,
with their assessment dates, review dates and details of monitoring, compliance and
sign off.

Departmental risk assessments
7.1.4

The following departments within OA have generic RAs specific to their function,
each produced by a Health and Safety Advisor in conjunction with the relevant Head
of Department or line manager and approved by the Group Health and Safety
Advisor.
• Archives
• Environmental
• Graphics
• Logistics
• IT support
• Outreach
• Finds

7.1.5

These RAs are reviewed as necessary. They are also used as the basis for task specific
RAs as necessary. Reviews are prompted regularly by new activities, procedures or
members of staff within the department.

7.1.6

Other departments are covered by the General Office Work RA (see below).

Project specific risk assessments
7.1.7

All new site based projects are subject to a specific risk assessment, using an OA proforma which details a series of generic risk assessments for common tasks.

7.1.8

There are a series of RA proformas for types of field based work:
• Evaluations and Excavations Geomatics (site surveying)
• Historic Buildings Recording
• Heritage Management Services department site walkovers
• Landscape/Topographic surveying
• Uplands Surveys
• Lone Working

C:\Users\dan.poore.OXARCH\Nextcloud\~OA Documents & Policies\Health & Safety\Health and Safety Policy and Related
Documents\Health and Safety Policy\Oxford Archaeology H&S policy 2017-18.docx

13
© Oxford Archaeology Ltd.

Oxford Archaeology

7.1.9

Health and Safety Policy

The RA is undertaken by the project manager or delegated to an experienced member
of the project team. The RA is then approved by a Health and Safety Advisor, who
informs the appropriate Head of Department that the RA is approved.

Other risk assessments
7.1.10 RAs are also undertaken for
• Driving (undertaken by a Health and Safety Advisor),
• Fire (undertaken by a Health and Safety Advisor),
• General office work (undertaken by a Health and Safety Advisor),
• Substances hazardous to health (undertaken by Heads of
Department/line manager, using the Safety Data sheet, on-line at
http://www.coshh-essentials.org.uk/),
• Pregnant members of staff (undertaken by a Health and Safety Advisor
with support from the Human Resources Officer),
• Young people (undertaken by the co-ordinator of volunteers, and
approved by a Health and Safety Advisor),
7.1.11 A number of these RAs are available on the OA intranet; all are reviewed as
necessary. Reviews are prompted regularly by new activities, procedures or members
of staff within the department.
8

METHOD STATEMENTS

8.1

Introduction

8.1.1

8.2

A safety method statement describes in a logical sequence exactly how a job is to be
carried out in a safe manner and without risks to health. It includes all the risks
identified in the risk assessment and the measures needed to control those risks, and
clearly defines roles and responsibilities. This allows the job to be properly planned
and resourced.
Project Method Statements

8.2.1

Project Method statements will be produced using standard pro-forma by Heads of
Department or Project Managers as appropriate and signed off by a Health and Safety
Advisor.

8.2.2

The OA method statement pro-forma can be found here: https://files.oxfordarchaeology.com/nextcloud/remote.php/webdav/~OA%20Docume
nts%20%26%20Policies/Health%20%26%20Safety/Site%20Safety%20Procedures/M
ethod%20Statements%20and%20Safety%20Plans/OA%20Sample%20Health%20and
%20Safety%20Method%20Statement%20August%202014.odt

9

HEALTH AND SAFETY RISKS

9.1
9.1.1

Main hazards encountered by OA staff
The following lists the most common hazards likely to be encountered by an
employee of OA. The list is not intended to be exhaustive:
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
9.1.2

9.2

Road traffic accidents
Collapsing excavations
Dangerous machinery especially plant and other site vehicles
Dangerous hand and power tools
Overhead and buried electricity cables
Insecure structures
Uneven or slippery surfaces
Extremes of weather
Strains from lifting/handling
Hand injuries from lifting/handling
Confined spaces
Unexploded ordnance
Display screen workstations
Noise
General fire hazards
Electric shock
Demolition work
Skin contact with, inhalation of, ingestion of or eye splashes from
harmful chemicals
Inhalation of harmful dust
Contact with soil contaminants
Zoonotic infections
Falls from height
Falling objects
Working near water/flooding

The following sections detail specific arrangements and procedures (unless detailed in
subsequent sections) designed to mitigate the risk of certain common and significant
hazards.
Driving

9.2.1

All drivers are subject to an induction before they can drive with passengers for OA.
As part of the induction all drivers will receive, read and sign the Drivers Risk
Assessment. They will also be issued with the drivers’ Code of Conduct and a
checklist of essential checks to be carried out before commencing a journey.

9.2.2

The company aims to ensure all drivers are subject to assessment by a suitably
qualified external assessor (usually AA Drivetech). Individuals will not be allowed to
drive OA vehicles if they are assessed as ‘High Risk’ with immediate effect until they
have been re-assessed and shown to be a ‘Medium’ or ‘Low’ risk.

9.2.3

In exceptional circumstances, where it is not possible for the individual to be assessed
by AA Drivetech before they drive for OA, individuals will be assessed by a
competent and experienced OA driver to ascertain if they are safe to drive until they
have undertaken the AA Drivetech assessment.

9.2.4

Project Managers are responsible for making sure that their projects have sufficient
drivers and that journeys are planned to ensure that adequate breaks are taken. Drivers
are entitled to additional breaks during the working day when long journeys are
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necessary.
9.2.5

Individual drivers have a legal responsibility to undertake all checks as defined by the
Highway Code and OA's Driver’s Code of Conduct: visual checks of all site vehicles
will be undertaken daily; thorough weekly checks will be undertaken as part of the
project Health and Safety Briefing. Project Managers are responsible for ensuring that
regular vehicle checks have been performed and that vehicles are roadworthy.

9.2.6

License details of all OA drivers will be collected by the assistant to the Head of
Fieldwork (OA South), the Operations Manager (OA North) or the Operations Team
(OA East).

9.2.7

Driver Risk Assessment and Driver Code of Conduct are located here: https://files.oxfordarchaeology.com/nextcloud/index.php/apps/files?dir=/~OA%20Do
cuments%20%26%20Policies/Health%20%26%20Safety/Health%20and%20Safety%
20Policy%20and%20Related%20Documents/Driving

9.3

Manual handling

Introduction
9.3.1

The Manual Handling Operations Regulations 1992 (as amended in 2002) require
employers to:
• avoid the need for hazardous manual handling, so far as it is reasonably
practicable
• assess the risk of injury from any hazardous manual handling that can’t
be avoided and
• reduce the risk of injury from any hazardous manual handling so far as
it is reasonably practicable.

Common manual handling tasks
9.3.2

Employees at OA undertake a range of potentially hazardous manual handling
operations including but not restricted to:
• hand excavation using shovel, mattock and trowel
• pushing wheelbarrows up steep slopes
• carrying heavy objects such as large finds or bags/boxes of finds, boxes
of paper records, buckets of soil
• carrying and installing mobile equipment such as trench shoring,
fencing, walkways or mobile towers.

Risk assessment
9.3.3

Health and Safety Advisors will undertake generic risk assessment of regularly
undertaken manual handling tasks and record them on the departmental risk
assessment or pro-forma for project specific risk assessments (see Section 7 and 8).
Project managers or department heads will ensure that specific risk assessments are
undertaken for manual handling tasks that are not commonly undertaken, or when
individual or local factors complicate an otherwise common task.
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9.3.4

During the assessment, the assessor will first define a task as potentially hazardous by
looking at the nature of the lift required, the load itself, the working environment, the
capacity of the individual lifter, any handling aids or equipment and factors relating to
the organisation of the work itself, such as very repetitive lifting.

9.3.5

Risk will be reduced by, for example, removing the need for manual handling
altogether if possible by using a mechanical aid, reducing the size of the load or the
carrying distance, avoiding repetitive handling, improving the working environment,
maintaining equipment and considering individual needs.

Training
9.3.6

Training will be given initially via induction, where the specific manual handling
risks will be identified to staff, and necessary mitigation measures explained.

9.3.7

Training will cover:
• manual handling risk factors and how injuries can occur;
• how to carry out safe manual handling including good handling
techniques for lifting and good handling techniques for pushing and
pulling;
• appropriate systems of work for the individual’s tasks and environment;
• use of mechanical aids;
• practical work to allow the trainer to identify and put right anything the
trainee is not doing safely.

9.3.8

Guidance for manual handling risk assessment can be found at:
http://www.hse.gov.uk/pubns/indg143.pdf#search=%22getting%20to%20grips%20wi
th%20manual%20handling%22

9.4

Precautions during deep excavations

9.4.1

Deep excavations are defined as any excavation which creates a situation in which
there is the risk of a collapse of the sides of that excavation likely to cause injury;
material can fall and cause injury even in excavations less than a metre deep.

9.4.2

All deep excavations require a site specific Method Statement to accompany the
project Risk Assessment. All fieldwork Project Officers and Supervisors are required
to attend a half day deep excavation training course so they are qualified to assess the
safety of deep excavations. Several members of OA staff are also trained in shoring and
if necessary can install, maintain and inspect basic trench support systems (using ‘open
or closed pole’ systems, i.e. trench sheet, props and walers).

9.4.3

Shoring will only be installed, inspected and removed by these suitably qualified and
experienced persons. Shoring will be inspected at the start of each working session and a
schedule of inspection will be maintained. Suitable means of access and egress will be
devised and maintained. The quality of the air will be monitored by means of gas
detectors.

9.4.4

The requirements of the Work at Height Regulations (2005) will be met during all
work involving deep excavations, with particular consideration being given to the

C:\Users\dan.poore.OXARCH\Nextcloud\~OA Documents & Policies\Health & Safety\Health and Safety Policy and Related
Documents\Health and Safety Policy\Oxford Archaeology H&S policy 2017-18.docx

17
© Oxford Archaeology Ltd.

Oxford Archaeology

Health and Safety Policy

need for edge protection wherever there is the risk of a fall likely to cause injury, and
to the need for personal protective equipment.
9.4.5

9.5

All deep excavations will be assessed in line with the requirements of the Confined
Spaces Regulations 1997 (for more detail on Confined Spaces see below).
Working with earthmoving equipment

9.5.1

All plant and dumper operators will be adequately trained and hold the appropriate
certificates or ‘tickets’ (as a minimum the NPORS or CITB ticket, sometimes also the
CPCS card); these tickets will be checked by the Project Officer/Project Supervisor
prior to work starting on site. Operators of other machinery will also be trained in
proper usage and their tickets checked. Evidence of competence and their willingness
to operate within a safe system will be monitored, and action taken in the event of any
failure to meet the necessary standard. A photograph will be taken of all relevant
operative tickets and kept as part of the project health and safety file.

9.5.2

All persons, including visitors and machine operators, will wear as a minimum hard
hats, high visibility vests and safety boots when working on site with machinery.

9.5.3

All machinery on hire will be regularly serviced/maintained and Project Managers are
to ensure that the hire company supplies evidence that the equipment has been
regularly and appropriately maintained. Project Managers will also ensure all plant
and equipment is supplied with appropriate spill kits.

9.5.4

All staff will be advised during induction of the hazards of earthmoving plant. All
plant will be supervised by a suitably qualified or competent banksman. Banksmen
will stand outside the swing radius of the machine in front of the machine on the cab
side. The supervisor will only enter the machines swing radius when the bucket has
been grounded and the machine has been isolated. All necessary measures will be
undertaken to segregate plant and pedestrian movement where possible.

9.6

Noise

9.6.1

For the majority of archaeological work, noise levels are unlikely to exceed the
Lower Exposure Action Level (daily or weekly average exposure level of 80dB(A) or
peak sound pressure of 135dB(C)). However, in some cases, particularly where
archaeological works are being carried out alongside other construction activities,
noise levels could exceed the Lower Exposure Action Level and an assessment of the
risk of this occurring must be made for all new sites. HSE guidance provided in L108:
Controlling Noise at Work as well as published noise data (for example, the Update
of Noise Database for Prediction of Noise on Construction and Open Sites, DEFRA
2005) will be used in carrying out a risk assessment of noise levels.

9.6.2

Ear protection is compulsory if the noise level exceeds 85 decibels (as required by the
Control of Noise at Work Regulations 2005). On archaeological sites, earth moving
or demolition plant is the likeliest source of noise at levels in excess of 85dB. The
maximum exposure levels are 87dB(A) or a peak value of 137dB(C). If noise exceeds
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these values then all work will stop until a safe system of work has been put in place.
9.6.3

Where the risk assessment determines that the Lower Exposure Action Level could be
regularly exceeded, health surveillance will be provided to any individual who may
be particularly sensitive to noise (for example, because of pre-existing hearing loss or
a family history of the early onset of deafness). Where the risk assessment determines
that the Upper Exposure Action Level (85dB(A) or 137dB(A)) could be regularly
exceeded, health surveillance will be provided to all individuals who could be
regularly exposed to such noise levels. Health surveillance is not required if the
Upper Exposure Action Level is only occasionally exceeded.

9.6.4

Such health surveillance, if required, will be carried out in accordance with the
recommendations set out in HSE guidance L108, Appendix 5, and will comprise the
following:
• baseline audiometric testing before exposure;
• follow-up audiometric testing annually for the first two years following
exposure and at three-yearly intervals thereafter;
• more frequent testing may be required if significant changes in hearing
level are detected.

9.6.5

Should noise-induced hearing loss be detected, follow-up action will be taken in
accordance with the HSE’s categorisation scheme and could include a formal
notification in the case of mild hearing impairment (category 2), or medical referral in
the case of more serious impairment (categories 2 and 4).

9.6.6

As a general rule of thumb, if you are having to raise your voice to make yourself
heard by someone less than 2 m away, the noise level is likely to be higher than 80
decibels. At this level it is advisable although not compulsory to wear ear defenders
or ear plugs. This advice must be passed on to all staff by the person responsible for
monitoring sound levels (usually the Supervisor or Project Officer). If you have to
shout to be heard, the level is likely to be in excess of 85dB. At this level the wearing
of ear defenders or plugs is mandatory, and must be enforced by the Supervisor or
Project Officer in charge on site.

9.7
9.7.1

Services
To comply with the current legislation, OA will follow the guidance provided in
HSG47 (‘Avoiding danger from underground services’ – currently third edition)
available here: - http://www.hse.gov.uk/pubns/books/hsg47.htm
and GS6 (‘Avoiding danger from overhead power lines’ – currently fourth edition)
http://www.hse.gov.uk/pubns/gs6.pdf

9.7.2

All available services drawings are requested from the client and thoroughly reviewed
prior to mobilisation. Project Managers must ensure that a Statutory Authority service
search for the site has been carried out either by the client or instigated by the Project
Manager, as far as reasonably practicable. Mobilisation may be delayed until the
service checks have been carried out.
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9.7.3

All areas will be visually scanned prior to excavation to check for overhead cables or
for other signs of buried services such as warning markers or evidence of recent
excavation.

9.7.4

All excavation areas will be subject to Cable Avoidance Tool (CAT) and Generator
(Genny) scanning prior to any mechanical excavation; all CAT and Genny scanning
is carried out by trained and competent OA staff.

9.7.5

Hand digging will be carried out to locate and identify services as required. Staff
hand digging to find services will be suitably trained and will use insulated hand
tools.

9.7.6

Machine excavation will be monitored by a competent Banksman. Any suspicious
service trench or service uncovered during machine watching will be hand dug using
insulated tools to identify and locate the service.

9.7.7

The relevant utilities company will be contacted in the event of the discovery of what
appear to be live services within excavation areas.

9.7.8

All located services are assumed to be live unless proven otherwise by the statutory
authorities or otherwise trained personnel. Located services will be clearly marked
and segregated from working areas, and appropriate notification made to the relevant
statutory authority or Main Contractor.

9.7.9

Work under overhead cables will be avoided if possible. The local supplier will be
asked to provide safe working and travelling heights for plant working near or
crossing the overheads. Unless OA is provided with safe working distances and
heights OA will keep plant to a minimum of 15m away from overhead cables – with
clear demarcation of this exclusion zone in place.

9.8

Asbestos

9.8.1

The Control of Asbestos Regulations 2012 require employers to prevent exposure to
asbestos, or, where this is not reasonably practicable, to make sure that it is kept as
low as reasonably practicable, and in any case below the control limit.

9.8.2

The Regional Manager is responsible for the OA(South) Asbestos Management Plan.
He keeps a register of all known asbestos-containing materials in Janus House and the
neighbouring store. These materials are inspected yearly by the Regional Manager
and the results recorded on the Asbestos Containing Materials Visual Check sheet.

9.8.3

The OA(North) Office contains no asbestos and therefore no management plan is
required.

9.8.4

The Regional Manager is responsible for the OA(East) Asbestos Management Plan.
They keep a register of all known asbestos-containing materials in Bar Hill and
Bourne. These materials are inspected yearly by the Regional Manager and the results
recorded on the Asbestos Containing Materials Visual Check sheet.
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9.8.5

All Project Officers and Supervisors have had online Asbestos Awareness training, as
have members of the Finds and Environmental Departments. Further recognition
courses and Tool Box Talks will be run for site staff who will be deployed to sites
where there is a risk of asbestos being present, particularly during the recording of
historic buildings. Should asbestos be recognised on site the client will be informed
and a specific RA will be carried out and specialist advice sought regarding safe
working and disposal.

9.8.6

For further information, go to http://www.hse.gov.uk/asbestos/

9.9

Confined spaces

9.9.1

If risk assessment identifies a workplace as a ‘confined space’ then the Confined
Spaces Regulations 1997 will apply. A confined space is a place which is
substantially enclosed (though not always entirely), and where serious injury can
occur from hazardous substances or conditions within the space or nearby (e.g. lack
of oxygen).

9.9.2

The regulations contain the following key duties:
• avoid entry to confined spaces, e.g. by doing the work from the outside;
• if entry to a confined space is unavoidable, follow a safe system of
work; and
• put in place adequate emergency arrangements before the work starts.

9.9.3

Several members of OA staff at each of the offices have confined spaces training.
Should a site appear to constitute a confined space these individuals will be deployed
to the site to undertake assessment. As necessary, they will then design a safe system
of work and will produce a confined spaces risk assessment and emergency plan
before any work occurs in the confined space. No untrained staff will be allowed to
enter a confined space and a permit system will be operated for the duration of the
work.

9.9.4

For further information, go to http://www.hse.gov.uk/confinedspace/index.htm

9.10 Unexploded ordnance
9.10.1 All new sites will be evaluated for the risk of there being unexploded ordnance
present. Project managers will in the first instance consult the Zetica database: http://www.zetica.com/uxb_downloads.htm
9.10.2 However, consideration will also be given to a site’s past use, preferably at deskbased assessment stage but certainly prior to mobilisation to site. The site specific risk
assessment will identify sites located in areas where ordnance was produced, or sites
which may have been a target for wartime bombing raids. Where sites are identified
as having the risk of unexploded ordnance the risk assessment will define a specific
procedure for dealing with ‘suspicious objects’. This procedure will be brought to the
attention of everyone on site by means of induction and prominently displayed
information sheets.
C:\Users\dan.poore.OXARCH\Nextcloud\~OA Documents & Policies\Health & Safety\Health and Safety Policy and Related
Documents\Health and Safety Policy\Oxford Archaeology H&S policy 2017-18.docx

21
© Oxford Archaeology Ltd.

Oxford Archaeology

Health and Safety Policy

9.10.3 On sites where the risk is identified as greater than can be covered by the procedure
described above (for example when a site was known to have been the target of
wartime bombing raids), the Project Manager will arrange for a specialist company
(e.g. BACTEC) to undertake a risk assessment and devise a safe system of work
which may allow for the presence on site of specialist staff, and equipment designed
to detect suspected explosive devices in advance of machine excavation.
9.11 Young and Vulnerable People
9.11.1 Vulnerable people are defined by the HSE as Migrant workers, New or expectant
mothers, disabled employees, younger or older workers, staff new to the job, and
Lone workers.
9.11.2 OA employs workers from across the world. As with all other employees OA will
make sure that migrant workers understand the risk assessment and safe systems of
work and are suitably supervised.
9.11.3 New or expectant mothers are protected under the Management of Health and Safety
at Work regulations (1999), Workplace (Health, Safety and Welfare) Regulations
1992 and the Equality Act 2010. Once notified that a female worker is pregnant,
breast-feeding or has given birth within the last 6 months, OA will risk assess the
individual’ circumstances and produce a pregnancy related risk assessment. OA will
then take appropriate, sensible action to reduce, remove or control any risks
identified.
9.11.4 The pregnancy risk assessment pro-forma is located here: https://files.oxfordarchaeology.com/nextcloud/index.php/apps/files?dir=/~OA%20Do
cuments%20%26%20Policies/Health%20%26%20Safety/Office%20Safety%20Proce
dures/Risk%20Assessments%20for%20Office%20Work/Generic/Pregnancy
9.11.5 There is no requirement to carry out a specific, separate, risk assessment for a
disabled person. OA may review, as appropriate, the existing risk assessments if a
disabled worker or visitor were to attend either the office or an archaeological site to
make sure it covers risks that might be present for them. OA will produce Personal
Emergency Evacuation Plans (PEEPs) for disabled workers as required.
9.11.6 It is a requirement of the Management of Health and Safety at Work Regulations
(1999) that a risk assessment for each child (i.e. under 16) must be completed,
approved by a Health and Safety Advisor, and a copy sent to the parents, before they
start any type of work with OA (see Section 7.1.10). Anyone under eighteen will also
have a specific risk assessment carried out prior to starting any type of work for OA.
9.11.7 On occasion it may be necessary to consider police vetting of OA staff or subcontractors in circumstances where young people are working closely with staff
whilst unaccompanied by a parent or guardian.
9.11.8 Due to the nature of archaeological field work new staff who have at least six
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months’ field experience are considered able to understand the general risks within
archaeological fieldwork, although they will not be deployed in a situation where they
are not provided supervision until they understand OAs safe systems of work. For less
experienced staff OA operates a graduate training scheme. Under the scheme staff
new to the job are suitably trained and supervised to reduce the risks associated with a
lack of experience of archaeological work.
9.12 Contaminated sites
9.12.1 Under the CDM regulations (2015) the client is required to provide pre-construction
information to designers and contractors to enable them to carry out their work safely.
This information should include the previous and current land-use, the known history
of the site, and areas of restriction. If a potential for land contamination is identified
the client has a responsibility to carry out soil testing. Contaminated soil is identified
under the Environment Protection Act 1990 (Part IIA) which provides specific
legislation in how contaminated land should be dealt with through the local authority.
9.12.2 Prior to any site work taking place an assessment will be made of the potential for
that site to be contaminated (e.g. heavy metals, hydrocarbons, hazardous biological
waste). Previous uses of the site will be considered through careful consideration of
the desk-based assessment if available. Copies of any site investigation will be
requested from the client and the soils report examined closely. For sites where
contamination seems likely (e.g. brownfield sites) but no soils report exists, OA will
request such an investigation from the client or will consider commissioning their
own site investigation and soils analysis.
9.12.3 OA reserves the right to delay the start of field work until sufficient information is
provided, either through the client providing soil contamination data or through a site
investigation commissioned by OA. Once sufficient information is available a risk
assessment will be carried out and appropriate mitigation measures put in place,
including specialised PPE as necessary. Heavily contaminated sites will not be
excavated by hand, but either recorded from a safe distance (as defined by the RA), or
defined as unworkable.
9.12.4 If soil contamination is identified during archaeological fieldwork OA will
immediately contact the client and work will cease until a risk assessment has been
carried out and suitable controls are put in place.
9.12.5 OA operates under a strict approach to hygiene: no eating or drinking is permitted on
any site apart from within defined welfare facilities, and washing facilities are
available to all. No smoking (including e-cigarettes) is permitted unless in designated
areas. All staff are advised to wash hands carefully at the end of each session to
minimise the possibility of ingestion of contaminated or otherwise harmful material.
Gloves, goggles and masks are provided to minimise the risk of inhalation or of
splashes from contaminated material.
9.12.6 See also section 16.4
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9.13 Office work
9.13.1 All office-based staff undertake their own assessment of the suitability of their
workstation using a self-assessment pro-forma issued by the trained DSE Advisors.
The results are checked by an Advisor and any problems that have been identified are
then remedied, either by adjustments to the workstation or by the purchasing of new
equipment.
9.14 Lone working
9.14.1 Under the Health and Safety at Work Act 1974 (HSW Act) and the Management of
Health and Safety at Work (MHSW) Regulations 1999, employers have
responsibilities for the health, safety and welfare at work of their employees who
work alone. It is the employer’s duty to assess risks to lone workers and take steps to
avoid or control risk where necessary. The HSE defines lone workers as those who
work by themselves without close or direct supervision.
9.14.2 OA’s procedure for lone working identifies a member of office-based staff (usually
the manager) who will maintain telephone contact with the lone worker and ensure
that they have left site safely at the end of each working day. If telephone
confirmation is not received a set procedure is initiated which culminates in the police
being called.
9.14.3 All sites, or staff operating as ‘lone workers’ will have a contract mobile phone in
order to ensure good lines of communication in the event of an emergency.
9.14.4 Lone workers will be capable of responding correctly to emergencies. Risk
assessment will identify foreseeable events. Emergency procedures will be
established and employees trained in them. Lone workers should have access to
adequate first-aid facilities and mobile workers will carry a first-aid kit suitable for
treating minor injuries. Occasionally risk assessment will indicate that lone workers
need training in first aid.
See lone worker risk assessment pro-forma: https://files.oxfordarchaeology.com/nextcloud/remote.php/webdav/~OA%20Docume
nts%20%26%20Policies/Health%20%26%20Safety/Site%20Safety%20Procedures/G
eneric%20Risk%20Assessments%20for%20Site%20Work/Loneworking/Loneworker
%20attachment.doc
9.15 Extremes of weather
9.15.1 Fieldwork will be re-arranged if practicable. Staff will be issued with suitable
clothing and suitable footwear.
9.15.2 Additional breaks will be taken in the event of very hot or very cold weather.
9.15.3 People working at office workstations which are subject to high temperatures will be
given the opportunity to move to a cooler workstation if reasonably practicable;
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otherwise cooling systems will be provided, e.g. mobile air conditioning units.
9.15.4 Weather forecasts are to be monitored and precautions taken in the event of
predictions of dangerous weather e.g. high winds - shelter in a cabin or vehicle;
electrical storms - shelter in a vehicle.
9.16 Working abroad
9.16.1 When undertaking work outside the UK, all of the measures described in this policy
document will be adhered to as necessary. In addition, the Project Manager or
Department Head, with the advice and support of the Group Health and Safety
Advisor, will undertake a review of local Health and Safety legislation to ensure
compliance with the regulations of that country.
9.16.2 The circumstances of individual members of OA staff working abroad will be subject
to an RA and subsequent recommendations for safe working, with reference to
Foreign Office advice regarding travel to the country where the work will take place.
If considered necessary, a system of daily contact between that individual and a
nominated member of the staff based at Janus House will be set up; this contact will
usually be by telephone.
10 PERSONAL PROTECTIVE EQUIPMENT (PPE)
10.1.1 Under the Personal Protective Equipment at Work Regulations 1992 OA are obliged
to provide staff, without charge, any equipment which has been identified through
risk assessment as necessary to protect staff during their work.
10.1.2 Field staff are issued the following construction industry standard PPE (meeting
relevant British Standards) upon commencement of employment:
• Steel toe and midsole boots
• Hard hat
• High visibility vest
• High visibility waterproof trousers
• High visibility waterproof coat
10.1.3 OA’s responsibilities under Regulation 7 of the Personal Protective Equipment at
Work Regulations 1992 require them to maintain PPE in an efficient state, in efficient
working order and in a good state of cleanliness and repair, and a regular laundry
service is provided. OA staff are required to assist in this process by regularly
checking their kit for signs or wear or excessive dirt, and letting the Logistics Dept.
know when maintenance/replacement is required. Hard hats are replaced at least
every 3 years (from date of issue).
10.1.4 Visitors and volunteers are issued PPE as necessary if they don't have their own.
10.1.5 Additional PPE is issued when risk assessment identifies a need for it; staff are
briefed in the correct use of the equipment, through tool-box talk and induction.
10.1.6 OA may take disciplinary action against employees not using their PPE appropriately
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or not wearing the correct PPE. The issue of all PPE will be recorded and dated.
11 WELFARE

Introduction
11.1.1 The Workplace (Health, Safety and Welfare) Regulations 1992 cover a wide range of
basic health, safety and welfare issues and apply to most workplaces (with the
exception of those workplaces involving construction work on construction sites,
those in or on a ship, or those below ground at a mine). They are amended by the
Health and Safety (Miscellaneous Amendments) Regulations 2002, and the Work at
Height Regulations 2005.

On site
11.1.2 Minimum facilities for teams of over approximately 5 people at any one time on a
fixed site will include:
• Adequate toilet facilities; these will be protected against the weather, be
lighted (if necessary), include facilities for disposal of sanitary
dressings and enclosed for privacy. No toilet will be in a rest or
workroom.
• Adequate washing facilities, these will include: a basin or sink, soap
and towels (or other drying method), and hot and cold or warm water
(which shall be running water so far as is practicable). If there is no
piped hot water supply it is essential that enough hot/warm water is
provided, via kettles etc., to allow hand washing at meal and other
times when needed.
• Shelter and accommodation for clothing and taking meals, including
protection during bad weather, storage for both personal and protective
clothing.
11.1.3 Minimum facilities for teams of between 1 and 5 people will include, where
reasonably practicable:
• Adequate toilet facilities,
• Adequate washing facilities,
• Accommodation for employees to warm and dry themselves,
• Hot water for making of drinks.

In the office
11.1.4 The requirements of the Workplace (Health, Safety and Welfare) Regulations 1992
will be met for all office-based staff as far as reasonably practicable. Workstation
assessment pro-forma are issued to all staff; these guide staff through a process of
self-assessment which involves examination of the workstation’s set-up, equipment
including display screen and general environment. Once the assessment is complete it
is returned to the office DSE Assessor who will act upon any issues identified and
carry out further assessment of individuals if required.
12 ALCOHOL AND DRUGS
12.1.1 The consumption of alcohol of whatever form, and the use of unprescribed
drugs/controlled substances is expressly forbidden on all OA property and OA sites.
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12.1.2 Any employee reported to be in possession of or consuming any such alcohol or
drugs, or being incapable of providing a satisfactory day’s work due to the effects of
alcohol and or drugs, will be subject to disciplinary procedures. In serious cases this
is likely to be considered gross misconduct and may result in instant dismissal.
12.1.3 OA will provide support to staff who have concerns over their drug and/or alcohol
consumption and will assist them in receiving suitable treatment if required.
12.1.4 Exceptions to the consumption of alcohol either on OA premises or by an employee
during the working day may be authorised by the Director and Chief Executive or one
of the Senior Management Team. Examples of such exceptions are likely to be OA
Social gatherings e.g. Annual General Meetings, Christmas Parties and the
entertaining of visitors/clients in the corporate interests of OA.
12.1.5 OA reserves the right to instruct any employee suspected of being under the influence
of alcohol and/or drugs to be tested by a suitably qualified expert at OA’s expense.
Any such report resulting from this action will be made available to the employee
involved. The employee may also retain a blood/urine sample for their own
independent analysis.
12.1.6 Certain OA commercial contracts require testing of employees. All OA staff will be
required to make themselves available for such testing. Failure to do so may be dealt
with through the disciplinary procedure. Any results of such tests conveyed by OA’s
client to OA may also be taken account of and in the event of a positive test the
employee may also be subject to a disciplinary procedure.
13 CONSULTATION WITH EMPLOYEES
13.1 Introduction
13.1.1 Under the Safety Representatives and Safety Committees Regulations (SRSCR) 1977
act OA recognises the trade union Prospect. Prospect members elect health and safety
representatives, to represent all OA staff (below Senior Management Team level) on
Health and Safety matters.
13.1.2 The union representatives have received training from Prospect in representing staff
in matters of health and safety and sit on the Health and Safety Committee; they will
undertake site safety inspections, near miss investigations, and accident investigations
amongst other duties.
13.2 Health and Safety Committees
13.2.1 The committees discuss all aspects of the respective regional Health and Safety
strategy, and a list of action points is drawn up at the end of each meeting, each action
being assigned to individual members of the committee. The action lists are made
available to all staff through the intranet, the health and safety notice board and via
memos sent to individual sites.
13.2.2 A Plenary Health and Safety meeting will be held once a year to review the health
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and safety policy and define new safety objectives for the year. The meeting will also
discuss Group-wide strategies for safe systems of work, and review H and S
Performance for the preceding year. Objectives will also be set for the year ahead.
13.2.3 See also Section 4.5
13.3 Consultation board and staff representation

Objectives
13.3.1 The prime objective of each regional Consultation Board is to facilitate
communication within the organisation, enabling any issue raised by members of staff
throughout OA to be brought forward for consideration and discussion at the highest
level of the organisation. Issues raised at the Senior Project Managers’ Meeting can
also be discussed (as appropriate) at the Consultation Boards. Equally, it gives the
Senior Management Team the opportunity to discuss issues and seek advice on a
broad range of strategic concerns.
13.3.2 The Consultation Boards have a broad remit, so that issues and tasks which may form
part of the agenda can and do include such areas as Health and Safety. The
Consultation Boards meet every three months.
13.3.3 For more detail on the Consultation Boards, see the OA Staff Handbook.
14 VEHICLES, TOOLS AND PLANT
14.1 Vehicles
14.1.1 For OA(South), the assistant to the Head of Fieldwork is responsible for the
purchasing, hiring, maintenance and deployment of all vehicles (other than plant)
used by OA staff, apart from private cars. Individual drivers are responsible for daily
checks.
14.1.2 Vehicles owned by OA are serviced every 6000 miles. The service schedule is
maintained by assistant to the Head of Fieldwork.
14.1.3 Individual drivers report faults and other concerns regarding vehicles to the assistant
to the Head of Fieldwork who will then act upon these reports.
14.1.4 As no vehicles are owned by OA(North and East), Project Managers are ultimately
responsible for hiring vehicles and ensuring these are well maintained and daily
checks are being undertaken.
14.2 Hand and power tools
14.2.1 All hand tools will be of sufficient quality to minimise the risk of breakage during
use.
14.2.2 Staff will be trained in the correct and safe use of hand tools.
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14.2.3 All tools will be regularly inspected on-site; faulty tools will be marked and returned
to the Logistics Manager (OA South), or Stephen Rowland (OA North), or the
appointed tool monitor in OA East (tbc) to organise repair or disposal. All tools will
be checked prior to being re-entered into stock and re-issued to site.
14.2.4 Power tools will only be operated by competent (i.e. trained and experienced) people.
All power tools will be regularly serviced and maintained.

Pumps
14.2.5 OA East owns a petrol powered pump. This will be serviced by an external contractor
on a yearly basis or more often if required. COSHH assessments will be undertake for
relevant substances.

Pallet Truck
14.2.6 The pallet truck at OA East will be serviced and certificated on a yearly basis in
accordance with LOLER (1998).
15 ELECTRICAL EQUIPMENT
15.1 Portable Electrical equipment

General
15.1.1 All new electrical equipment will be listed and registered with a unique number,
visually inspected for damage, and then labelled by an appropriate person before
being allocated to OA sites or offices.
15.1.2 The effective maintenance of portable electric equipment will then be achieved by a
combination of:
• Checks by users
• Formal visual inspections by a competent person
• Where necessary, a combined inspection and test, also known as a
portable appliance test (PAT), by an electrically competent person.
15.1.3 The requirement for, and the frequency of, inspection and testing will vary according
to the type of equipment, the use to which it is put and the environment in which it is
used. For example, equipment which is deployed to a construction site will need to be
inspected and tested more frequently than equipment that is used solely within an
office. Determination of requirement and frequency of inspection and testing will be
made following the guidance contained in Maintaining Portable Electrical
Equipment (HSE Guidance Note HSG107).

User checks
15.1.4 Users of portable electrical equipment are expected to check on a regular basis for
signs that any equipment they use (including cables, plugs, sockets and extension
leads) may not be in good condition. User checks will include:
• damage (apart from light scuffing) to the supply cable, including
fraying or cuts;
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•
•
•
•
•
•
•

damage to the plug or connector, eg the casing is cracked or the pins
are bent;
inadequate joints, including taped joints in the cable;
the outer sheath of the cable is not effectively secured where it enters
the plug or the equipment. Evidence would be if the coloured insulation
of the internal cable cores were showing;
the equipment has been subjected to conditions for which it is not
suitable, eg it is wet or excessively contaminated;
damage to the external casing of the equipment;
loose parts or screws;
evidence of overheating (burn marks or discolouration).

15.1.5 If any damaged equipment is found during these checks, the user must stop using it
and report it to the Logistics and Facilities Manager (OAS), the Operations Team
(Nicola Gifford-Cowan or Jason Graham at OAE) and the H and S Advisor (OAN).
15.1.6 The use of personal portable electrical appliances is prohibited without the prior
approval of the Regional Manager.

Formal Visual Inspection and Portable Appliance Testing
15.1.7 Inspection and testing of all portable appliances, including IT equipment, will be
undertaken at suitable intervals, defined on a risk assessed basis by suitably qualified
employees or external specialists. A register of inspections and tests will be kept.
15.1.8 Archaeological sites should be considered in the same way as construction sites when
assessing the need for and frequency of testing.
15.2 Fixed electrical installations
15.2.1 The fixed electrical installation within any premises controlled by OA must be
inspected and maintained by a competent electrical contractor.
15.2.2 Periodic Inspection and Testing will be carried out on fixed electrical installations at
regular intervals, and no less than every five years. More frequent inspection and
testing may be required if parts of the installation become obviously defective
between Periodic Inspections.
16 WORKING WITH SUB-CONTRACTORS
16.1.1 To operate successfully as an archaeological contractor OA is often required to use
contractors for various specialist roles, both on site and in the office.
16.1.2 In order to assess the competence of any sub-contractor OA will:
• Request a copy of the subcontractors Health and Safety policy and
review it to ensure it is of legal standard, and appropriate for the scope
of work envisaged,
• Take up references and review (except for plant hire on minor projects),
• Require the sub-contractor to complete the OA 'Sub-contractor Health
and Safety competence assessment form'
• Supply OA Health and Safety Plan and Risk Assessments, and request
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•

•

method statements and risk assessments (RAMS) from the subcontractor; review the RAMS and incorporate into the safety plan,
Ensure that induction and other training sessions include all subcontractor staff, ensuring that they implement the requirements of
Method Statements and Risk Assessments. Performance of subcontractors will be checked against their own method statement by the
Project Manager.
OA holds the right to carry out Health and Safety Audits and
inspections of sub-contractors as required.

17 SAFE HANDLING AND USE OF SUBSTANCES
17.1 General
17.1.1 The control of Substances Hazardous to Health Regulations, 2002 (as amended)
(commonly shortened to COSHH) established a framework requiring:
• An adequate assessment of the hazards and the risks posed to health,
arising from substances hazardous to health encountered during work
activities.
• The introduction of effective control measures necessary to eliminate or
reduce the risk to an acceptable standard, ensuring that the controls are
properly used and maintained.
• The monitoring of the controls, employee exposures, and their health,
as necessary to ensure the effectiveness of the control programme.
17.2 Responsibilities
17.2.1 An individual, normally the Head of Department or relevant line manager (guided by
the OA Group Health and Safety Advisor) will be responsible for carrying out
assessments of any hazardous substances used by OA (see Section 7.1.10). This
person is also responsible for disseminating the results of assessments and
implementing the control strategies required. All personnel with these responsibilities
will be competent to do so.
17.3 Identification of hazardous substances
17.3.1 Safety data sheets are requested from the manufacturer and used to undertake the
COSHH risk assessment. This will usually be undertaken on-line at
http://www.coshh-essentials.org.uk/
17.4 COSHH Assessments
17.4.1 Assessment of each of the hazardous substances identified will be carried out. The
objective of the assessment is to determine if the substance presents a risk, to identify
the manner in which that risk is presented, and to identify the steps required to
eliminate or control the risk.
17.4.2 General assessments of substances, or groups of substances used widely, will be
adequate in some circumstances, whereas in others a more specific assessment will be
required (for example, when a new substance is used, or when an existing substance
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is used in a new way, or in a new environment). Essentially, there is no difference in
the assessment process between general and specific assessments.
17.5 Asbestos and other hazardous substances
17.5.1 Asbestos, lead, ionising radiation, and substances below ground in mines are not
covered by the COSHH Regulations as they are already subject to specific controls
elsewhere.

Asbestos
17.5.2 Three types of asbestos are commonly found (white, brown and blue). It is only
possible to identify the type of asbestos by laboratory analysis. Exposure to asbestos
can cause lung damage and cancer, and is subject to rigorous controls. Work will not
be carried out on a site where there is a risk of exposure, until assessment has been
made and appropriate measures taken. Asbestos removal will only be carried out by
licensed contractors.
17.5.3 See Section 9.8 for further detail regarding OA’s policy towards asbestos.

Lead
17.5.4 Under the Control of Lead at Work Regulations 2002 (CLAW) OA will prevent, or
where this is not reasonably practicable, control employee exposure to lead. Lead is
occasionally encountered by OA staff for example during the excavation of lead
coffins. All such excavations are undertaken only following a specific risk
assessment, and will use appropriate mitigation methods, likely to be gloves, overalls
and RPE, if disturbance of the lead is unavoidable.
18 INFORMATION, INSTRUCTION AND MONITORING
18.1 Induction
18.1.1 During their initial induction, all new members of OA staff are given a safety
briefing, which includes being given a copy of this Policy (see 3.1.6, above). They
will then be given a task specific induction by their line manager, whether based on
site or in the office. The induction will be based largely on the findings of the risk
assessment for that department or site, and all staff will sign to demonstrate that they
have been inducted. Appropriate training will then be given by the manager or their
nominated representative.
18.1.2 OA staff will always undergo Principal Contractor induction in addition to the OA
induction where this is necessary.
18.1.3 All OA inductions are recorded and staff are given opportunity to provide details
about any medical conditions that may affect the role they are undertaking.
18.2 Information

Office-based
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18.2.1 All three offices display:
• Names of First Aiders or Appointed Persons
• Address, phone number and route to nearest Casualty Hospital
• Health and Safety Law Poster
18.2.2 The OA insurance certificates are displayed electronically on the OA intranet. The
certificates are available here: http://intranet.oxfordarchaeology.com/health-and-safety
18.2.3 All appropriate signage is displayed in each office. In addition, the minutes of each
Health and Safety Committee meeting are displayed on the notice board. Minutes of
all Health and Safety committee meetings and other relevant Health and Safety
material are also displayed on the intranet.
18.2.4 Regular bulletins are sent to all staff (via e-mail, as individual memos or as posters
displayed on notice boards) by the Health and Safety Advisors containing information
regarding new procedures, or designed to reinforce existing procedures.
18.2.5 All employees will attend regular tool box talks on relevant Health and Safety
matters.
18.2.6 Health and Safety is included as a standard agenda item for departmental and Project
Manager meetings.

Site-based
18.2.7 Each site office displays copies of the ‘Health and Safety on Site - Action in The
Event of Any Health and Safety Concerns’ memo adjacent to the first aid kit as well
as the following:
• Names of First Aiders or Appointed Persons
• Address, phone number and route to nearest Casualty Hospital
• Health and Safety Law Poster
18.2.8 In addition to safety induction, all departments and sites undertake regular ‘toolbox
talk’ sessions where an appropriate health and safety topic is discussed. These
sessions also give staff the opportunity to raise issues of concern with their line
managers.
18.3 Health and Safety Briefings
18.3.1 On every field-based project (with the possible exception of projects which run for
less than a week, or projects staffed by fewer than three people), Health and Safety
briefings will be arranged weekly, on a set day and time where possible. It is
recommended that these briefings take place early in the week (usually Tuesdays) so
that they are not compromised by the usual end of the week rush. A record will be
kept of each staff member’s attendance.
18.3.2 The weekly briefing will take the form of a meeting of all staff present on that day,
and will be overseen by the most senior member of the project team available. It will
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include:
•
•
•
•

•

a toolbox talk: topics can be chosen either from a set list of common
health and safety issues, or as specific issues relating to that site arise,
a review of the project risk assessment,
an opportunity for all members of the team to raise any concerns,
an instruction to drivers to undertake all necessary vehicle checks
(including service intervals), and to ensure that vehicles are cleaned
inside and out, especially where muddy conditions might result in a
build-up of soil on the underside of vehicles,
an instruction to ensure that all site housekeeping has been undertaken.

18.3.3 For OA(South), office-based briefings will be undertaken during departmental
meetings. For OA(North) and OA(East), monthly office-based toolbox talks will be
organised by the regional manager.
18.3.4 The Project Manager or Head of Department is responsible for ensuring that regular
Health and Safety Briefings take place.
18.4 Inspections
18.4.1 Site safety inspections are undertaken by Senior Project Managers, Health and Safety
Advisors and members of the Senior Management Group, using the ‘Site Safety
Inspection’ proforma. A copy of the individual inspection is kept by the Group Health
and Safety Advisor, and a copy placed in the project’s central file. Should significant
failures of health and safety provision be identified during the inspection these will be
the subject of a report to the Director and immediate action undertaken to remedy the
problem.
18.4.2 Each site will maintain the Site Safety Procedures Manual Checklist, which records
the implementation of OA's Safe System of Work. These checklists will be reviewed
during site inspections, to monitor performance. See Section 5.
18.5 Auditing Health and Safety performance
18.5.1 On the 19th January 2016, the H and S Advisory Team met for the annual audit and
review of OA H and S Policy. The review identified the importance of defining
objectives in order to measure performance and improve effectiveness.
18.5.2 The following overarching objective was set: to devise and implement a means of
measuring H and S performance, against a set of agreed criteria and defined 'SMART'
(specific, measurable, attainable, relevant and timed) objectives. Objectives will be
set every year with the intention of implementing them in that year.
18.5.3 For 2017 – 18, the objectives are:
• Objective 1 To ensure that all staff receive H and S training
appropriate to their grade and role, by creating a Health and Safety
Training Matrix and measuring compliance with its requirements.
• Objective 2 To ensure H and S compliance within our supply chain by
designing and implementing procedures which require our suppliers to
demonstrate that they have suitable H and S provision in place.
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•
•
•

Objective 3 To design and implement a mental health and stress policy
to help minimise work related stress and associated mental health
issues.
Objective 4 To review and re-issue OA’s suite of H and S documents
in an easily accessible and consistent format.
Objective 5 This is an objective carried over from last year. Its original
wording (Measure and improve the extent of compliance with the
requirement for site information (services information, access
arrangements, ground contamination etc.) from clients, before
commencement on site) has been revised as follows: Record the level
of site information provided by clients prior to mobilisation, and record
the actions required as a result of information not being available.

18.5.4 An Implementation Plan has been drawn up which defines the means by which these
key objectives can be achieved, and methods to be used to measure progress towards
achievement of the objectives. The Implementation Plan is available on request.
18.5.5 H and S Reports are submitted to the OA Board of Trustees (non-Executive directors
of the company) on a quarterly basis; these include H and S statistics and
measurements of performance against the defined objectives for the year.
19 TRAINING
19.1 General
19.1.1 Health and Safety related training requirements are defined through an assessment of
common hazards faced and the training requirements necessary to reduce the risk
from those hazards. OA staff are currently trained in the following:
• First Aid at Work - 4 day course, plus refreshers
• NEBOSH General Certificate in Health and Safety (Level 3)
• NEBOSH National Certificate in Construction Health and Safety
(Level 3)
• Site Managers' Safety Training Scheme (SMSTS)
• Site Supervisors' Safety Training Scheme (SSSTS)
• Leading Safely (IOSH)
• Awareness of Safety in Excavations
• Safety in Excavations and Trench Shoring
• Confined Space Entry - Escape Sets
• Lone worker Training
• Fire Marshal Training
• Asbestos Awareness Training
• Driver Assessment and Training
• Vehicle Banksman Training
• HILTI Nail Gun Training
• Erection of Mobile Towers
• Use of Abrasive Wheels
• Cable Avoidance Tool Training
• Construction Project Management
• CSCS (Construction Site Certification Scheme) Health and Safety Tests
• Energy & Utility Skills (EUSR)
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19.1.2 Project specific assessments may also necessitate health and safety related training.
19.1.3 Whenever possible and appropriate, internal training courses are designed by a
competent person following attendance of a formal external training course.

Training Matrix
19.1.4 OA has produced a training matrix outlining the expected levels of training required
at each level of employment. All staff will be trained to meet these requirements. The
matrix can be found at:
https://files.oxfordarchaeology.com/nextcloud/remote.php/webdav/~OA%20Docume
nts%20%26%20Policies/Health%20%26%20Safety/Health%20and%20Safety%20Po
licy%20and%20Related%20Documents/Training/Health%20and%20Safety%20Matri
x.xls
19.2 The Construction Skills Certification Scheme
19.2.1 OA is committed to achieving 100% compliance with this scheme: all site-based
staff, or staff who are likely to be frequent visitors to construction sites, will be
prioritised for CSCS training. Currently archaeologists can either take the
Professionally Qualified route (PQP) through membership of the CIfA or
Academically Qualified route (AQP) by holding the relevant degree or qualifications.
19.3 Responsibilities
19.3.1 Heads of Department and line managers are responsible for assessing the health and
safety related training needs of their staff.
19.4 Records
19.4.1 All training courses and resulting certification are recorded by the Human Resources
Officer.
20 ACCIDENTS, FIRST AID AND WORK-RELATED ILL HEALTH
20.1 Reporting
20.1.1 All near misses, safety observations and environmental incidents will be recorded on
the OA Health, Safety and Environment Reporting of Issues and Incidents form. This
will include details of the incident, immediate action taken and further comment from
the Supervisor.
20.1.2 The form is available to download here: https://ktdms.thehumanjourney.net/view.php?fDocumentId=334464
20.2 RIDDOR
20.2.1 The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013
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(RIDDOR) requires employers to report some work-related accidents, diseases and
dangerous occurrences. It applies to all work activities.
20.2.2 A report will be made in the event of:
• Death or major injury
• Over-seven-day injury
• Disease
• Dangerous occurrence
• Dangerous release of Asbestos
20.2.3 As soon as a Project or Department manager knows that a reportable injury, disease
or dangerous occurrence has happened at any workplace under their direct
responsibility they will immediately report to Dan Poore CBO who will then arrange
for a report to the Health and Safety Executive as necessary; copies will be kept of
each report made - a copy will also be placed in the project file.
20.2.4 More guidance on the RIDDOR regulations, with definitions of what is reportable
and how reports must be made, can be found at:
http://www.hse.gov.uk/pubns/indg453.pdf
20.3 First aid
20.3.1 The Health and Safety (First Aid) Regulations 1981 require employers to provide
adequate and appropriate equipment, facilities and personnel to enable first aid to be
given to their employees if they are injured or become ill at work. What is ‘adequate
and appropriate’ will depend on the circumstances in the workplace and the
regulations therefore require that a risk assessment is undertaken to define these
needs.
20.3.2 The regulations require that the risk assessment considers the appropriate level of
First Aid cover necessary for each site. This must consider the size of the team, the
nature of the hazards present (e.g. plant on site, working in deep excavations), the
remoteness from the emergency services and whether the site is shared with other
contractors engaged in hazardous activities. If it is felt that a first aider is required for
a site the Head of Fieldwork - OA South, Head of Operations - OA North, or Project
Manager with responsibility for field deployment - OA East will be advised, and
appropriate provision made. Where the need for First Aid provision is unclear Dan
Poore (Group Health and Safety Advisor) will advise.
20.3.3 In the absence of a First Aider, as a minimum there will be an ‘Appointed Person’,
whose responsibility is to take charge when someone is injured or fall ill, and who
calls an ambulance if necessary. The appointed person also looks after and re-stocks
the First Aid box. The ‘appointed person’ and the first aid box are minimum
requirements for any workplace and the project manager will therefore ensure that
each site has this provision.
20.3.4 The name(s) of the appointed person or First Aider(s) will be prominently displayed
at each workplace, whether site or office based.
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20.4 Accident books
20.4.1 An Accident Book is provided to all workplaces (including all sites, permanent or
temporary) - it is then the Project Manager’s responsibility to ensure that the accident
book is present at all times and correctly filled in. All injuries will be recorded in an
accident book
20.4.2 The completed Accident Books will be kept (by the Group Health and Safety
Advisor) for three years; sections of the form containing personal details will be
returned to the Group Health and Safety Advisor, in line with the Data Protection Act.
20.5 Near misses
20.5.1

Near Misses will be recorded on the Health, Safety and Environment Reporting of
Issues and Incidents form

20.6 Investigation of injuries, diseases or dangerous occurrences
20.6.1 It is the responsibility of the Group Health and Safety Advisor to investigate (or
arrange to have investigated) any reportable injuries, diseases or dangerous
occurrence; in some cases, non-reportable injuries, diseases or dangerous occurrences
(near misses) will also be investigated. As a guide, non-reportable injuries requiring
medical treatment, all incidences of disease, and dangerous occurrences which could
have resulted in significant injury will be investigated.
20.6.2 The Group Health and Safety Advisor will request written accounts of the incident
from the injured or ill party, the Project Manager, and the person (usually Project
Officer or Supervisor) directly responsible for health and safety at the time of the
incident. These written accounts will be complemented by individual interviews if
necessary. If necessary, a site visit will be made by the Group Health and Safety
Advisor to record specific details of the incident. Once the investigation is complete
the Group Health and Safety Advisor will submit a report to the Director and Chief
Executive Officer making recommendations for further action to be taken. This report
will particularly concentrate upon any systems failures that lead to the incident and
will propose measures to improve systems or individual performance in order to
avoid further such incidents.
20.6.3 Some incidents, for example where staff may have been exposed to harmful
substances such as Asbestos, will require a report to OA’s insurers. This report will
be made by the Chief Finance Officer.
21 EMERGENCY PROCEDURES
21.1 Fire

Introduction
21.1.1 The Regulatory Reform (Fire Safety) Order 2005 requires employers, building
owners and occupiers to have an understanding of fire safety and nominate a
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‘responsible person’ to ensure compliance. The responsible person is required to:
• Carry out or nominate someone to carry out a fire risk assessment
identifying the risks and hazards,
• Consider who may be especially at risk,
• Eliminate or reduce the risk from fire as far as is reasonably practical
and provide general fire precautions to deal with any residual risk,
• Take additional measures to ensure fire safety where flammable or
explosive materials are used or stored,
• Create a plan to deal with any emergency and, in most cases, document
your findings,
• Review the findings as necessary.

Responsibilities
21.1.2 The Regional Manager in each of OA’s three offices fulfils the role of Responsible
Person. The responsible person is supported by the Fire Safety officer (OAS and
OAE) and trained fire marshals, who in the event of a fire will check that their area of
responsibility is clear of staff and assist in the implementation of PEEP’s for disabled
staff or visitors. The senior fire marshal is responsible for informing the fire and
rescue service of any unaccounted staff.

Risk assessment
21.1.3 The three regional advisors within each of the offices are responsible for carrying out
the Fire Risk assessments. These are yearly updated. The landlord of Mill 3
(Lancaster) will also carry out a fire risk assessment.
21.1.4 Each office has a Fire Safety Management and Fire Action Plan following on from
the fire risk assessment. The Regional Manager is responsible for delegating the
requirements of the plan within each office.

In the Event of a fire alarm sounding
21.1.5 In the event of a fire alarm sounding in any of OA’s premises, OA staff are expected
to follow the evacuation procedure outlined in the Fire Risk Assessment and Fire
Policy.
21.1.6 In the event of a fire the fire wardens are will check that their area of responsibility is
clear of staff and assist in the implementation of PEEP’s for disabled staff or visitors.
21.1.7 The Senior Fire Marshal is responsible for informing the fire and rescue service of
any unaccounted staff.

Fire alarm system
21.1.8 The Fire Alarm system in each office is fully serviced on a yearly basis and tested
monthly by an external contractor. Fire Drills are held at six-monthly intervals. Fire
extinguishers are checked informally on a monthly basis by in-house fire wardens and
by an external contractor on a yearly basis.
21.1.9 On site, all welfare facilities will be equipped with fire extinguisher. Evacuation
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procedures in the event of fire will be defined on a site-by-site basis and conveyed to
all staff during site induction. Regular tool box talks regarding fire safety will be
given to site based staff.
21.2 Flood
21.2.1 The area around Janus House is prone to flooding. On finding that the access routes to
the office are flooded, staff members should contact the office by telephone to be
advised regarding safe access. This will usually be provided by means of a shuttle
minibus or van service operated by the Logistics Department.
22 OTHER ASSOCIATED POLICIES AND PROCEDURES
22.1.1 In addition to the Site Safety Procedures Manual mentioned above, OA have a series
of related policies which together with this policy form our overall Health and Safety
System.
22.1.2 These are:
•
•
•
•
•
•

Smoking Policy
Bullying and Harassment Policy
Epidemic and Pandemic Policy
Adverse Weather Policy
Driving Policy
Vehicle Usage Policy

22.1.3 All of these policies and procedures are available as part of the OA Staff Handbook.
_______________________________________________________________________
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1. Site Safety Procedures Manual
Introduction
Oxford Archaeology undertakes to safeguard, so far as is reasonably
practicable, the health, safety and welfare of its staff and of others who may
be affected by our work. This applies in particular to providing and maintaining
suitable premises, ensuring the safety of all equipment supplied by the
company and providing all reasonable safeguards and precautions against
accidents and ill-health. OA staff work in a wide variety of different site
situations often within a construction industry environment where very real
risks to health and safety are commonplace. It is therefore imperative that we
have systems in place that keep our staff, sub-contractors, visitors and
members of the public safe. This manual describes and brings together a
series of procedures which together form the OA Safe System of Work for
Archaeological Sites.
It is important that OA not only works safely but also keeps proper records, in
order both to ensure and to demonstrate that systems are being properly
implemented, maintained and audited. In addition to being a Procedures
Manual, this document should also be used to compile a file which will act as
the Project Health and Safety File.
The file should contain copies of all the documents relevant to Health and
Safety for each site, both generic and site specific. It brings the site Health
and Safety information together in one place and should also act as a prompt
for action such as inducting all staff, undertaking site inspections, reviewing
the risk assessment and giving weekly briefings. The Project Manager will
delegate responsibility for keeping the file up to date to the Project
Officer/Supervisor. It should be available for inspection by the Project
Manager during site visits, and will form a crucial part of any site safety
inspection undertaken by an OA Health and Safety Advisor. Maintenance of
the safe system that the manual defines will form part of the ongoing
assessment of performance, which is now an integral part of the OA Staff
Appraisal system.
The folder should be neat and tidy with section dividers used as appropriate. It
should be kept in a safe place at all times. Sheets should be filed in
chronological order. The content will vary slightly depending on project type.
Once the site work has been completed, the site specific documentation
should be removed and kept with the project archive so that the file and its
generic contents can be re-used.
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Please note that the last document in the file is a checklist to help you keep
track of what you have done or still need to do. This form must be carefully
maintained as it will also be assessed during site inspections or at the end of
the project in order to help monitor the company’s overall H and S
performance.
An up-to-date version of this document can be found at:
https://ktdms.thehumanjourney.net/view.php?fDocumentId=334470
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2. Health and Safety Plans
CDM sites
Some sites fall under the Construction (Design and Management) Regulations
2007 (CDM). The project manager should establish at the outset of the project
whether this is the case. When working on CDM sites, OA will usually take the
role of a ‘Contractor’, under the overall control of a ‘Principal Contractor’ (PC)
who will be in charge of the Safe System of Work for that site on behalf of
their client. The PC will produce a Construction Phase Plan, which defines the
safe system for all Contractors working on the site, and which must be
available for viewing by all Contractors. If a copy is available it should be kept
in the file.
As a Contractor on a CDM site, OA’s main responsibility will be to produce a
Risk Assessment and, if necessary, Method Statements (see below) for
submission to the PC.
Occasionally OA takes the role of PC and is therefore required to produce the
Construction Phase Plan itself (a copy of which should be kept here). PC
responsibilities are complex and cannot be summarised here.
Non-CDM sites
Sites that are not defined as construction sites are less likely to have multiple
contractors working on them, and OA is therefore more likely to be the main
contractor. We then have responsibility for safety at the site, including that of
our sub-contractors (e.g. the machine operators). On larger or more complex
non-CDM sites it is advisable to produce a Health and Safety Plan, a copy of
which should be kept here.
An up-to-date generic example of a Health and Safety Plan for archaeological
excavation is can be found at:
https://ktdms.thehumanjourney.net/view.php?fDocumentId=334454

R:\Site Safety Procedures Manual\Site Safety Procedures Manual Version 2.doc

© Oxford Archaeology Ltd.

5

Oxford Archaeology

Site Safety Procedures Manual

3. Method Statements
Guidance
As described above, when working on CDM sites it is often a requirement of
the PC that Contractors submit Method Statements (usually in conjunction
with Risk Assessments, collectively known as ‘RAMS’ documentation). These
define their approach to the work required.
Whether on CDM sites or not, Method Statements might be necessary if
certain particularly risky operations are to be undertaken, such as excavations
deep enough to require trench support (shoring), work on contaminated sites
or work involving confined spaces. Some of this type of risky work will require
the presence of trained staff, such as those qualified to install trench support
systems. If in doubt always ask before starting work.
Copies of all Method Statements should be kept in the file. This may also
include Method Statements submitted to OA by their own sub-contractors.
An up-to-date sample Method Statement can be found at:
https://ktdms.thehumanjourney.net/view.php?fDocumentId=439511
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4. Risk Assessment
Guidance
All new site-based projects (with the exception of some ‘small works’) must be
the subject of a specific risk assessment (RA), using an OA pro-forma which
details a series of generic risk assessment for common tasks.
The RA is undertaken by the project manager or delegated to an experienced
member of the project team. It must be read and signed by the project
manager and then approved by a Health and Safety Advisor, who informs the
appropriate project manager that the RA is approved. Work must not start on
site until the RA is approved. It is particularly important to include, for
example, members of the Geomatics Department undertaking pre-site survey
in this RA process.
The RA should be reviewed on site before work starts, in case any risks or
hazards are present which were not apparent during the original assessment.
It is also important the RA be reviewed whenever significant changes occur,
e.g. different working practices, other contractors starting work, significant
increases in the numbers of staff present, and on a regular basis.
The following two tables show the risk-assessment process and the risk levels
at which it is appropriate to proceed or when work should not be started.
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Risk assessment methodology
NO

D o o r c o u ld h a z a rd (s ) /im p a c ts a ris e fro m
P la n t/A c tiv ity /L a y o u t/D e s ig n ?
YES
D e fin e th e h a z a r d ( s )/im p a c ts a n d h o w
it/th e y c o u ld o c c u r

NO

W ill th e s e h a z a rd s /im p a c ts c a u s e h a rm to
a n y o n e o r a n y th in g ?

LO W

W h a t is th e m a g n itu d e o f th e ris k ?
H IG H

( U n a c c e p ta b le /In to le ra b le )

C a n th e r is k b e a v o id e d ?

Y es

A c tio n

R e c o rd
assessm en t

NO
C a n th e r is k b e re d u c e d to lo w ?
NO
S p e c ify a c tio n s r e q u ire d to fu rth e r re d u c e
r is k to a n a c c e p ta b le le v e l e .g . o b ta in
m e th o d s ta te m e n t, tr a in /in s tru c t
o p e ra tiv e s /im p r o v e s u p e r v is io n /m o n ito r

N o fu r th e r
a c tio n b u t

In fo r m p e r s o n s w ith a n e e d to k n o w

R e c o rd A s se s sm e n t

R e v ie w a s n e c e s s a ry

REMEMBER
R e c o g n is e , E v a lu a t e , C o n t r o l, M o n it o r a n d R e v ie w

R:\Site Safety Procedures Manual\Site Safety Procedures Manual Version 2.doc

© Oxford Archaeology Ltd.

8

Oxford Archaeology

Site Safety Procedures Manual

CONSEQUENCES (IMPACT/DAMAGE)

Table 2: Risk levels for proceeding or stopping
FREQUENCY (PROBABILITY)
Improbable
Unlikely
As Likely
As Not
I
I
I

Insignificant
(No Effect)

Proba
ble
I

Highly
Probable
I

Marginal
(Minor
Injuries)

I

I

L

L

M

Serious
(Major
Injuries)
Critical
(Fatalities)

I

L

M

M

M

I

L

M

H

H

I

M

M

H

H

Catastrophic
(Disastrous)

RISK LEVEL

PROCEED WITH WORK
I
insignificant
L
low
RISK LEVEL
Insignificant
Low

Medium
High

DO NOT START WORK
M
medium
H
high
ACTION

No action required and no documentary records need to be kept.
No further preventative action. Consideration shall be given to more costeffective solutions or improvements that impose no additional cost burden.
Monitoring required to ensure that controls in place are properly maintained
Work shall not be started or continued until the risk has been reduced.
Considerable resources may have to be allocated in order to reduce the risk
Work shall not be started or continued until the risk level has been reduced.
While the control measures selected shall be cost-effective, legally there is an
absolute duty to reduce the risk, which means that if it is not possible to reduce
the risk even with unlimited resources, then the work shall not be started or
shall remain prohibited
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Site specific risk assessment
A copy of the approved site specific Risk Assessment should be kept here in
the file. Any reviews should also be kept here.
Copies of OA’s sub-contractors’ Risk Assessments should also be kept here.
Up-to-date generic Risk Assessments can be found at:
https://ktdms.thehumanjourney.net/browse.php?fFolderId=11618
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5. Staff Induction
Guidance
All members of OA staff and all sub-contractors’ staff must be given a safety
induction when they first start working at the site. The induction should cover
all of the main health and safety issues relating to that site, and all staff will
sign to demonstrate that they have been inducted. It is important that the
induction is not simply based on a reading of the results of the risk
assessment; generic guidance notes on site safety induction can be found at:
https://ktdms.thehumanjourney.net/view.php?fDocumentId=334456
OA staff will always undergo induction by the Principal Contractor in addition
to the OA induction, where this is necessary.
Induction records
It is very important to record each Safety Induction - records of staff induction
should be kept in this file for auditing purposes.
These can be made using the pro-forma, and copies kept here. A copy of the
pro-forma can be found at:
https://ktdms.thehumanjourney.net/view.php?fDocumentId=334458
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6. Site Rules
Guidance
On sites with certain specific risks it is advisable to display clearly defined site
rules in a prominent position (e.g. in the mess facilities) and draw attention to
them during the induction process. Such specific risks might include
unexploded ordnance (UXO), soil contamination or demolition.
Sample site rules can be found at:
https://ktdms.thehumanjourney.net/browse.php?fFolderId=52175
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7. Weekly Briefings and Tool Box Talks
Guidance
On every field-based project (with the possible exception of projects which run
for less than a week, or projects staffed by fewer than three people), Health
and Safety briefings will be arranged weekly, on a set day and time where
possible. It is recommended that these briefings take place early in the week
so that they are not compromised by the usual end of the week rush. A record
will be kept of each staff member’s attendance, using the enclosed form.
The weekly briefing will take the form of a meeting of all staff present on that
day, and will be overseen by the most senior member of the project team
available. It will include:
•
•
•
•

•

a toolbox talk: topics can be chosen either from a set list of common health
and safety issues (see below), or as specific issues relating to that site
arise;
a review of the project risk assessment;
an opportunity for all members of the team to raise any concerns;
an instruction to drivers to undertake all necessary vehicle checks
(including service intervals), and to ensure that vehicles are cleaned inside
and out, especially where muddy conditions might result in a build-up of
soil on the underside of vehicles;
an instruction to ensure that all site housekeeping has been undertaken.

The weekly briefings are not to be confused with the induction process, and
are designed to be undertaken separately.
Keeping records
Please use the form to record the weekly briefing. Records should be kept in
this file, or with the project archive once the fieldwork is completed. A copy
can be found at:
https://ktdms.thehumanjourney.net/view.php?fDocumentId=334462
Tool Box Talks
A series of standard tool box talks, appropriate to archaeological site
investigation work, can be found at:
https://ktdms.thehumanjourney.net/browse.php?fFolderId=6390
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8. Site Safety Inspections
Guidance
Full site safety inspections are undertaken by OA Health and Safety Advisors,
using the ‘Site Safety Inspection’ proforma. Members of the Senior
Management Group may also undertake shorter Health and Safety
inspections when visiting sites, using a summary version of the inspection
form.
This summary version can also be very useful for site inspections by a
member of the project team.
A digital copy of the inspection form is kept by the Health and Safety Advisor,
and the hard copy should be kept here. Should significant failures of health
and safety provision be identified during the inspection these will be the
subject of a report to the Director and immediate action undertaken to remedy
the problem.
Copies of the Full and Summary Site Safety Inspection forms can be found at:
https://ktdms.thehumanjourney.net/browse.php?fFolderId=52176
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9. Accidents, Ill-health and Near Misses
Accident books
All injuries suffered whilst at work, no matter how small, must be recorded in
the Accident Book. An accident book must be available on each site. The
person who had the accident, or someone acting on their behalf, should
record the details of the accident and any treatment given as soon after it has
happened as is practicable. Due to the Data Protection Act it is necessary to
tear out the sheet after the report has been made and give it to the ‘nominated
keeper’ for safe-keeping. This also allows the accident to be investigated if
necessary. Please follow the instructions in the accident book carefully.
The ‘nominated keepers’ of the accident records are Dan Poore (for work
from the Oxford office), Caroline Raynor (for Lancaster-based work) or either
Taleyna Fletcher or James Drummond-Murray (for Cambridge based
work).
All accident forms should be torn out and returned to the nominated keeper
as soon as is practical; the Project Manager should also be kept informed by
the Supervisor of Project Officer in charge of the site.
All completed accident books should be returned to the nominated keeper
once the site work is complete.
The accident books are important for a number of reasons, but not least of all
because they would be used in the event of any claim being made against the
organisation by an individual who has been injured whilst at work. It is a legal
requirement that each report is kept for three years from the date of the injury.
Please treat the accident books carefully. If the injury is major, it must be
reported under the Reporting of Injuries, Diseases or Dangerous Occurrences
Regulations (RIDDOR). It is the H and S advisor’s responsibility to decide if
an Injury, Disease or Dangerous Occurrence is reportable, and then make the
necessary report to the Health and Safety Executive (HSE).
Ill health
Any work-related ill-health must be brought to the attention of the OA Health
and Safety Advisor, who will investigate the causes of the illness as
necessary. Work-related illness will be reported by the individual concerned,
via the OA Sickness Absence and Return To Work Form. The Health and
Safety Advisor will keep records of any work-related illness and decide
whether the illness is reportable under the RIDDOR Regulations.
A copy of the Sickness Absence and Return To Work Form can be found at:
https://ktdms.thehumanjourney.net/view.php?fDocumentId=418910
Near Misses
Anything which could be classed as a Near Miss should be brought to the
attention of your line manager, and Dan Poore, the OA Group Health and
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Safety Advisor, using the appropriate form to make a report. A Near Miss is
an incident which had the potential to cause serious injury. This reporting
procedure is important both in order to allow us to learn from our mistakes
and avoid similar incidents in future, and because certain specific incidents
(known as 'Dangerous Occurrences') are reportable to the Health and Safety
Executive under the RIDDOR Regulations. Near misses will be investigated
by an OA H and S Advisor and appropriate action will be taken to avoid reoccurrences.
This form should be filled in by the most senior member of staff who directly
witnessed the incident. Once completed, a copy should be sent to Dan Poore,
Group H and S Advisor (at Janus House in Oxford); a copy should also be
kept in the project H and S file. Some incidents may be sufficiently serious to
require immediate reporting by telephone. If in doubt please call Dan Poore
on 07725 782 597.
A copy of the near miss reporting form can be found at:
https://ktdms.thehumanjourney.net/view.php?fDocumentId=334464
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Driving

Guidance
All drivers must be given an induction and an assessment before they are
allowed to drive with passengers for OA. As part of the induction, all OA
drivers will receive, read and sign the Driver’s Risk Assessment. They should
also receive a Driver’s Code of Conduct and a Driver’s Checklist detailing
essential checks that must be made prior to any journey.
Granville Laws (Oxford), Nicola Gifford-Cowan (Cambridge) and Alan Lupton
(Lancaster) have principal responsibility for induction and assessment of new
drivers, but may delegate this responsibility to individual Project Managers or
Supervisors/Project Officers as necessary. This is most likely to be necessary
when the new driver starts on site without having come into the office first.
Any senior member of the project team with significant experience as a driver
is suitable to undertake this assessment of new drivers. All inductions and
assessments must be recorded using the project Checklist (see below), and
reported to the three individuals specified above so that centralised records of
drivers’ status can be maintained.
Project managers are responsible for ensuring that their sites have the
appropriate number of drivers and that journeys are planned to ensure that
adequate breaks are taken, and long journeys are shared. Drivers are entitled
to additional breaks in the working day when long journeys are necessary.
Thorough checks and cleaning of all site vehicles will be undertaken weekly
as part of the project Health and Safety Briefing.
The Driver’s Risk Assessment can be found at:
https://ktdms.thehumanjourney.net/view.php?fDocumentId=334467
The Driver’s Code of Conduct can be found at:
https://ktdms.thehumanjourney.net/browse.php?fFolderId=52177
The Driver's Handbook can be found at:
https://ktdms.thehumanjourney.net/view.php?fDocumentId=334466
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Health and Safety Policy

Guidance
OA’s Health and Safety Policy is issued to every new member of staff when
they join the company, and they sign a Declaration Form confirming that it has
been read and understood. It is recommended that a copy is kept in the file for
reference purposes. A digital copy can be found on the intranet, or at:
https://ktdms.thehumanjourney.net/view.php?fDocumentId=54119
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Information to be Displayed

Guidance
Certain types of information should be clearly displayed at all times on site in
a prominent place, such as the site office or mess facilities. The list below is
not designed to be exhaustive, but a recommended minimum.
Health and Safety Executive (HSE) poster
This is the large laminated poster which you should be familiar with already,
and which will be provided as part of the site equipment put out by Logistics. It
is legal requirement that this poster is displayed at all workplaces, and is
correctly filled in. If in doubt about filling it in please contact Dan Poore, 07725
782 597.
Route to nearest Casualty Receiving Hospital
This information, in the form of a map, will be provided by Logistics or the
Project Manager for each new site.
Memo regarding Health and Safety Concerns
Please find at:
https://ktdms.thehumanjourney.net/view.php?fDocumentId=334468
Emergency Procedures
As a minimum, an ‘Action in the event of a fire’ sheet should be displayed
(please see enclosed pro-forma, or follow the link below); some sites may
require more complex Emergency Procedures to be displayed.
https://ktdms.thehumanjourney.net/view.php?fDocumentId=334460
Name of First Aider/Appointed Person, Site Address and Postcode and
Location of First Aid Kit
This information will be necessary in the event of an accident requiring first
aid, or attendance at site by the Emergency services.
Site Rules
See the specific section that deals with Site Rules, above.
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Inspections

Guidance
Certain safety measures require regular, recorded inspections, e.g. trench
support systems (shoring) and work platforms (mobile scaffolds). Please
follow the link for guidance notes from the Health and Safety Executive
(http://www.hse.gov.uk/pubns/cis47.pdf), and an inspection pro-forma.
Records on inspections must be kept here for auditing purposes.
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Other Relevant Information

Guidance
This section should contain any other information relevant to the safe system
of work defined at the site. Some examples of relevant information are
outlined below.
Key Contacts
It is useful to have defined roles and contact numbers for both internal OA
staff as well as others such as Client, Principal Contractor and other
Contractors.
Permits to Work
Some sites (usually those with particular hazards and risks, such as Confined
Spaces) may operate a Permit to Work system; this is most commonly
imposed by a Principal Contractor.
Site Investigation Reports (inc. Contamination Testing, Risk of
Unexploded Ordnance, etc.)
On sites where there is a risk of soil contamination, a Site Investigation (SI)
will often have been undertaken. A copy of the SI report should be requested,
and kept in the file. Its findings regarding likely hazards should inform the Risk
Assessment and any appropriate mitigation measures required.
Site Services Drawings
Whenever possible, drawings showing the position of known services at a site
should be requested before work starts and checked in advance of any
excavation, particularly mechanical excavation. Copies of the services
drawings should be kept in the file.
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Checklist

Guidance
The following form is designed to help you keep track of some of the key
actions you must undertake as part of the Safe System of Work. Please
record the information carefully; it will also be used to monitor performance,
both of the Project Manager and Project Officer/Supervisor responsible for the
site, but also of the company as a whole.
The frequency of actions undertaken should be recorded, as well as other
important details such as the type of accident reported, or the type of toolbox
talk given.
A copy of this form can be found at:
https://ktdms.thehumanjourney.net/view.php?fDocumentId=334469
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CONTACT NUMBERS
OA Switchboard / Reception						

01865 263 800

Ken Welsh (Regional Manager/Health and Safety)
								

Direct Line
Mobile

01865 263 844		
07500 446 830

David Score (Head of Fieldwork)				
								

Direct Line
Mobile

01865 980 738		
07725 782 591

Granville Laws (Deployment)				
								

Direct Line
Mobile

01865 980 866
07725 782 584

Gerry Thacker (Training Coordinator) 			
								

Direct Line
Mobile

01865 980 884
07584 501 599

Stacey Farrell (Human Resources)				

Direct Line

01865 980 704
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