health&safety

A few handy hints on using your new covid-19 secure
update for existing jobs in your software:




Covid-19 Risk Assessments

To add in your Covid-19 Workplace (on site) and Covid-19 Workplace (office) Risk
Assessments to an existing job you need to ADD them to your job.

To do this go to the Risk Assessment Tab and press Add button on the top ribbon.
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Below are the risk assessments currantly selected for your project. A risk assessment is  careful examination of what in your project could cause harm to people and the measures that can be taken ta prevent accidents and ill health, You can add or
delete risks at any time.

| Ref | Title Date created [ Last edited | Complete | Publish status
| ByRAOT Al operations - core assessment 29/0420201728 1100520201506 @  Notpublished [=]
| BiRa02  Surveying and setting out 29/04/2020 17:28 | 11/05/2020 15:06 @  Notpublished
| £\ RA04.02 | Transportation of packaged and unpackaged goods 20/04/2020 17:28 | 11/05/2020 1506 ©  Notpublished
/By RAO4.03 | Starage of packaged and unpackaged goods 20/04/2020 17:28 | 11/05/2020 1506 ©  Notpublished
| A\ RAOS | Movement of stores 29/04/2020 1728 | 11/05/2020 15:06 ©@  Notpublished
M\RA06 | Earthworks - general 20/04/202017:28 | 11/05/2020 15:06 @  Notpublished
| £\ RAOT | Loading and transportation of materials from site 20/04/2020 17:28 | 11/05/2020 15:06 @  Notpublished
| £y RA08 | Excavations 20/04/2020 17:28 | 11/05/2020 15:06 ©@  Notpublished
| £5RAT1 | Delivery and placement of membranes and geotextile materials 20/04/2020 1728 | 11/05/2020 15:06 ©  Notpublished
| 5RA13 | Backfll and compaction of materials 20/04/2020 1728 | 11/05/2020 15:06 ©  Notpublished
| &\RAT4 | Delivery and placement of capping and other granular materials 29/04/20201728 | 11/05/2020 15:06 @  Notpublished
[\RATS | Testing and taking of material samples on site 29/04/2020 17:28 | 11/05/2020 1506 @  Notpublished
| £\RAT6 | Breakout of existing carriageway / surface 29/04/2020 17:28 | 11/05/2020 15:06 @  Notpublished
| £\ RA21 | Erection and dismantling of formwork 20/04/202017:28 | 11/05/2020 15:06 ©  Notpublished
| f\RAz2 | Handling and installation of reinforcing bar 20/04/2020 1728 | 11/05/2020 15:06 © Notpublished
| £\RAZ3 | Work adjacent and under structures under construction 20/04/2020 1728 | 11405/2020 15:06 ©@  Notpublished
MyRA24 | Construction plant operations 20/04/2020 1728 | 11/05/2020 15:06 ®  Notpublished
/B RAZ4.01 | Graders and scrapers 20/04/2020 1728 | 11/05/2020 15:06 ®  Notpublished
| B\ RA24.02 | Bulldozers 20/04/2020 17:28 | 11/05/2020 15:06 @  Notpublished
[\ RAZ4.03 | Crane operations 29/04/2020 17:28 | 11/05/2020 15:06 ©  Notpublished <
e 1 = = |

A dialog box will pop up. Select RA144 and RA145 by checking the tick box next to them, and
then press OK.

Select documents to add to your project.

[ St They will now be added to
ket |Toe ' [oee | your job to print out.

brgyreeios— o sarstaces brésmssessmens =
& RAT10  Heating Risk Assessment
[ﬁ} RAT1T Housekeeping Risk Assessment
IE| M\ RAT12 | Ignorance and camplacency Risk Assessment
[ﬁ} RAT13 | Office lighting Risk Assessment
[ & RAT14 | Lone workers Risk Assessment
MB\RAT1S  Moisy operations Risk Assessment
& RAT16 | Office machinery Risk Assessment
]| ﬁ}‘ RAT17 | Pregnant employees Risk Assessment
m] & RAT18 | Security Risk Assessment
& RAT19 | Slips and trips Risk Assessment
éﬁ} RA120 | Smoking Risk Assessment
[m RA121 | Stress/mental health Risk Assessment
[ & RA122 | Water systems Risk Assessment
gﬁ} RA123 | Workplace Risk Assessment
il & RA124 | Work at a workstation Risk Assessment
1 MB\RAI33 | Scaffold crane Risk Assessment
| [ﬁ& RA138 | Site electricity supply Risk Assessment
& RAT44 Covid-19 Workplace {on site) Risk Assessment
i ["x’& RAT45 | Covid-19 Workplace (office) Risk Assessment E'-'

oK Cancel




Young Persons Risk Assessment — updated with Covid-19 clauses

To replace your existing RA47 Young Persons Risk Assessment with the new Covid-19 version
in an existing job, you need to delete the existing one, and add the new one in. Here's how:

To do this go to the Risk Assessments Tab.

Locate the RA47 Young Persons Risk Assessment, click on it, then press Delete button on the
top ribbon.
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Below are the risk assessments currently selected for your project. A risk assessment is a careful examination f what in your project could cause harm to people and the measures that can be taken to prevent accidents and ill health, You can add or
delete risks at any time.

| young 0 AV

[Ref = [Title [ Date created [ Last edited [ Complete | Publish status ]
| B RAd301 | Blecericy 29/04/2020 1728 | 11/05/2020 15:06 ®  Notpublished <]
| £ RA43.02 | Electricity - overhead live electric ines 20/04/2020 1728 | 11/05/2020 1506 ©  Notpublished

& RA43.03 | Electricity - underground cables 29/04/2020 17:28 11/05/2020 15:06 (/] Not published

& RA43.04 | Buried services 29/04/2020 17:28 11/05/2020 15:06 -] Not published

| f\RA4S | Access equipment 29/04/202017:28 | 11/05/2020 1506 ©  Notpublished

| AR5 | Porsble tools 20/04/2020 1728 | 11/05/2020 1506 ©  Notpublished

| AR5 | Lone working 20/04/2020 1728 | 11/05/2020 1506 ©  Notpublished

A\RMT  Young persons 20/04/2020 1728 11/05/2020 1506 ©  HNotpublished

& RA48 Asbestos matenal 29/04/2020 17:28 11/05/2020 15:06 ] Not published
| & RA49 Authorised visitors 29/04/2020 17:28 11/05/2020 15:06 ] Not published

ARASO Bitumen bollers 20/04/2020 1728 | 11/05/2020 15:06 ©  Notpublished

BRAS2 | Diesel fuel 20/04/2020 1728 | 11/05/2020 1506 ®  Notpublished
| A\RASS | Environmental impact 20/04/2020 1728 | 11/05/2020 1506 ©  Notpublished
| & RAS7 Fire control 29/04/2020 17:28 11/05/2020 15:06 (] Not published
| L@l RA58 Hat roofs 29/04/2020 17:28 11/05/2020 15:06 ] Not published
| & RA59 Fluorescent light removal 29/04/2020 17:28 11/05/2020 15:06 ] Not published
[ Burac | Fragile roofs 29/04/202017:28 | 11/05/2020 15:06 ®  Notpublished
| £RA6T | Ginwheel 20/04/2020 17:28 | 11/05/2020 1506 ©  Notpublished

ARGz | Glazing 20/04/2020 1728 | 11/05/2020 1506 ©  Notpublished

& RAB3 ‘Goods hoist 29/04/2020 17:28 11/05/2020 15:06 (] Not published =
= = d

You then need to add in the updated one. Do this by pressing Add button on the top ribbon
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Below are the risk assessments currently selected for your project. A risk assessment is a careful examination f what in your project could cause harm to people and the measures that can be taken to prevent accidents and ill health, You can add or
delete risks at any time.

Lyoung L

[Ref = [Title [ Date created [ Last edited [ Complete | Publish status
| B RAd301 | Blecericy 29/04/2020 1728 | 11/05/2020 15:06 ®  Notpublished <]

| £ RA43.02 | Electricity - overhead live electric ines 29/04/2020 1728 | 11/05/2020 15:06 ©  Notpublished

& RA43.03 | Electricity - underground cables 29/04/2020 17:28 11/05/2020 15:06 (/] Not published

& RA43.04 | Buried services 29/04/2020 17:28 11/05/2020 15:06 -] Not published

| f\RA4S | Access equipment 20/04/2020 17:28 | 11/05/2020 1506 ©  Notpublished

| AR5 | Porsble tools 20/04/2020 1728 | 11/05/2020 1506 ©  Notpublished

i 20/04/2020 11052020 15:06 ©  Notpublished

T e 1 T

Authorised visitors 29/04/2020 17:28 11/05/2020 15:06 ] Not published

| & RAS0 Bitumen boilers 29/04/2020 17:28 11/05/2020 15:06 ] Not published

AiRas2  Diesel fuel 20/04/2020 1728 | 11/05/2020 15:06 ©  Notpublished

ARASE Environmental impact 20/04/2020 1728 | 11/05/2020 1506 ®  Notpublished

| £\RAST | Fire control 20/04/2020 1728 | 11/05/2020 15:06 ©  Notpublished

| & RA58 Flat roofs 29/04/2020 17:28 11/05/2020 15:06 (] Not published

| L@l RAS9 Fluorescent light removal 29/04/2020 17:28 11/05/2020 15:06 ] Not published

| &RA&D Fragile roofs 29/04/2020 17:28 11/05/2020 15:06 ] Not published

|BrrasT | Ginwheel 29/04/202017:28 | 11/05/2020 15:06 ®  Notpublished

|Brasz  Giszing 20/04/2020 1728 | 11/05/2020 15:06 ©  Notpublished

ARA63 | Goods hoist 29/04/2020 1728 | 11/05/2020 15:06 ©  Notpublished
& RAB4 Grit blasting 29/04/2020 17:28 11/05/2020 15:06 (] Not published =
= =t ]



A dialog box will pop up.

Add Documents

Select documents to add to your project.

| young

W | Ref Title

Type

T, VO T VTS TR TTLITIg T

Zﬁ}. RAZ4.271 | Extruded asphalt kerbing machine

1 ﬁl RAZ25 Hand start generators and pumps

] . & RA29 Muclear density gauges

|:| [Q}, RA31 Raising ironwork and kerbing (prep work)
Ir' {Q} RA32 Paving operations (machine and hand-lay)
L . & RA33.01 Roadworks - general

] [ﬁ} RA33.02  Temporary traffic signals

1 {_@"_\, RA33.03  Stop/go traffic control

|:| g@h RA33.04 | Convoy systems for traffic control

1 f{\, RA36 Working in waste tips / quarries / aggregate and concrete plants
'__ & RAAT Young persons

Il B\ Ras1 Chainsaws [é

] B\ RAS3  Demolition

| . [ﬁ"_\, RATZ Ower water

[Q}, RAT4 Passenger hoists

,_r_'g}, RABS Authorised visitors - house purchasers
gﬁ_\ RAET Needles and syringes

1@3 RAGS Portable pipe threading machine

A Rra101

O

Working with sewage

TSN ASSCSSTITCIT
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment
Risk Assessment

Risk Assessment

=]

OK ‘ ‘ Cancel

Locate the RA47 Young persons Risk Assessment and press OK.

It will now be added to your job with the Covid-19 content on Activity 2 of your Young Persons
RA.

Below are the suggested resks for this particular task. The mmportant things you need to check are whether 8 hazard i =g ard whether you have covered & by oy 25 the itk i small g
Task
Operstion/task:  Young persons Aszessor Using default assessor |
Locationfarea: | Any Others at risk: Various e, public
Employees st risk: 4L Key responsibile persons: | Resporsibis Marager

Activity 1 % | Actnty2 % | - Add

Activity: Operating in the workplace
Hazards Risks Pre-control risk  Control measures. Post-control risk  Comments.
Spemad of Covid-19 infection Spreading of Cowid- 1% by young penan orrisk { & = |(7 3 sy not understand the =T m % Delete
of infectian of young person 1 | 19 moe how # iz spresd o

b spent with ther bo

te, betone ating
the todet and

working, taking &
of wetfare facilities or

e vy flows of

'V Spefing o Cancel



Toolbox talk
To add in your Covid-19 Toolbox Talk to an existing job you need to ADD it to your existing job.

To do this go to the Toolbox Talk Tab and press Add button on the top ribbon.
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Toolbox talks are short presentations to the workforce on a single aspect of health and safety such as welfare, work at heights, excavations, young persons and tool and plant safety. You can add or delete toolbox talks at any time and create your
own

[ Ref [ Title [ Date created [ Last edited [ Complete | Publish status
[ITT01  Health onsite 29/04/2020 1728 11/05/20201506 @  Notpublished ||
[]TT02 | Health and safety benefits 29/04/2020 1728 | 11/05/2020 15:06 ©  Notpublished
D T103 General safety legislation 29/04/2020 17:28 11/05/2020 15:06 (/] Not published
D TT04 Health and Safety at Work Act 1974 29/04/2020 17:28 11/05/2020 15:06 -] Not published
[[] 7105 | Legal duties of employees 29/04/202017:28 | 11/05/2020 1506 ©  Notpublished
| 17706 | Powers of the HSE 20/04/2020 1728 | 11/05/2020 1506 ©  Notpublished
[ 7707 Safety inspactions and consultation 20/04/2020 1728 | 11/05/2020 1506 ©  Notpublished
[]TT08 | Accident prevention and control 20/04/2020 1728 | 11/05/2020 15:06 ©  Notpublished
| {17109 | Accident reporting and investigation 20/04/2020 1728 | 11/05/2020 15:06 ®  Notpublished
El 10 Competence 29/04/2020 17:28 11/05/2020 15:06 ] Not published
[JTT11 | Young persons on site 20/04/2020 1728 | 11/05/2020 1506 ©  Notpublished
[|TT12  Riskassessments and method ststements 20/04/2020 1728 | 11/05/2020 1506 ®  Notpublished
[ (17713 | Control of substances hazardous to health 20/04/2020 1728 | 11/05/2020 15:06 ©  Notpublished
D T4 Fire prevention and control 29/04/2020 17:28 11/05/2020 15:06 (] Not published
| D Ti1s Control of noise 29/04/2020 17:28 11/05/2020 15:06 ] Not published
CI TT16 Security on site 29/04/2020 17:28 11/05/2020 15:06 ] Not published
[Cm7 | Firstaid 29/04/202017:28 | 11/05/2020 15:06 ®  Notpublished
[|TTi8  Personal protective equipment 20/04/2020 1728 | 11/05/2020 15:06 ©  Notpublished
[]TT18 | Protectian of eyes 29/04/2020 1728 | 11/05/2020 15:06 ©  Notpublished
D T120 Protection of skin 29/04/2020 17:28 11/05/2020 15:06 (] Not published =
i = ]

A dialog box will pop up. Select TT85 by checking the tick box next to it and then press OK

+ Add Documents ] x

Select documents to add to your project.

| Ref | Title | Type
% \‘] TT85 Covid-19 Toolbox Talk

oK Cancel

It will now be added to your job to print out.



Site Rules & Site Induction

To replace your existing Site Rules and existing Site Induction with the new Covid-19 versions
in an existing job, you need to delete the existing ones, and add new ones in. Here's how:

To do this go to the Management Documents Tab.
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Below are additional health and safety documents to help you achieve and maintain the health, safety and welfare of employees and the public.

| Ref [Title + | Date created [ Last edited Complete |Type [ Publish status
| @ HS13 | Lifting equipment inspection 29/04/202017:28  11/05/2020 15:06 @  inspection Not published []
[[IHS10 | Noise assessment 20/04/20201728  11/05/2020 15:06 ©  Other Net published
[F Hs42  Operatives and employee training record 20/04/2020 1728 11/05/2020 1506 ©  Register Not published
@HS14 | Plantinspection 20/04/20201728 | 11/05/2020 15:06 ©  Inspection Not published
[F Hs11 PPE register 29/04/202017:28  11/05/2020 15:06 @  Register Not published
EHSA1  Project waste management checklist 29/04/20201728  11/05/2020 1506 @  Inspection Not published
D HS18 Scaffolding handover certificate 29/04/2020 17:28 11/05/2020 15:06 [ Other Not published
| @S5 | Scaffolding inspection 20/04/2020 1728 11/05/2020 15:06 ©  inspection Not published
| Hs32 | scaffolding inspection register 20/04/2020 1728 11/05/2020 15:06 ©  Register Not published
|(11837  Simple construction phase plan 29/04/2020 1728 11/05/2020 15:06 K Construction Phase Plan | Not published
[F 01 Site attendance register (Visitor register) 20/04/202017:28  11/05/2020 15:06 @  Register Not published
| @ HS25 Site audit 29/04/202017:28 11/05/2020 15:06 (] Inspection Not published
[ HS05  Site induction 29/04/202017:28  11/05/2020 1506 @ Other Not published
|E7 Hs05 | Site induction register 29/04/20201728  11/05/2020 15:06 ©  Register Not published
@ Hs24 | Site inspection checklist 20/04/202017:28 | 11/05/2020 15:06 ©  Inspection Not published
| D HS17 Site rules 29/04/2020 17:28 11/05/2020 15:06 (] Other Not published
@ HS09 Site setup checklist 29/04/2020 17:28 11/05/2020 15:06 @ Inspection Not published
ﬁ HS22 Toolbox talk register 29/04/2020 17:28 11/05/2020 15:06 ] Register Not published
| Hs23 | Toolbox talk training record 29/04/20201728  11/05/2020 1506 ©  Register Not published
7 HS07  Work parmit register 20/04/20201728  11/05/2020 15:06 ©  Register Not published
@ HS08.02 | Working at heights work permit 29/04/2020 1728 11/05/2020 1506 ®  Work Permit Not published B

Then locate your existing Site Rules and Site Induction and press Delete, to remove the
existing ones from your job.

Once deleted then press Add button on the top ribbon to add new ones in — the new Covid-19
impacted Site Rules and Site Induction.
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Below are additional health and safety documents to help you achieve and maintain the health, safety and welfare of employees and the public.

Title ~ | Date created Last edited Complete | Type Publish status

HS08.06 | Hot-works work permit 29/04/2020 1728 11/05/2020 15:06 ©  WorkPermit Not published [+]
@iHS38 | Ladder inspection 29/04/2020 1728 11/05/2020 15:06 @  Inspection Not published
@i HS13 | Lifting equipment inspection 29/04/20201728  11/05/2020 15:06 @  Inspection Not published
[]HS10 | Noise assessment 29/04/20201728  11/05/2020 15:06 @  Other Not published
[# Hs42 | Operatives and employes training recard 29/04/2020 1728 11/05/2020 15:06 @ Register Not published
@ HS14 | Plantinspection 20/04/202017:28  11/05/2020 15:06 @  Inspection Not published
E# HS11 | PPE register 29/04/20201728  11/05/2020 15:06 @  Register Not published

| @ HS41 | Project waste management checkiist 29/04/2020 1728 11/05/2020 15:06 @  Inspection Not published
[ HS18 | Scaffolding handover certificate 29/04/2020 1728 11/05/2020 15:06 @  Other Not published
GiHS16 | Scaffolding inspection 20/04/202017:28  11/05/2020 15:06 @ Inspection Not published
@ Hs32 | Scaffolding inspection register 20/04/202017:28  11/05/2020 15:06 @  Register Not published

| [1Hs37 | Simple construction phase plan 20/04/20201728  11/05/2020 15:06 K Construction Phase Plan  Not published
[# Hs01 | site attendance register (Visitor register) 29/04/2020 1728 11/05/2020 15:06 @ Register Not published
PHs25  Siteaudit 29/04/2020 1728 11/05/2020 15:06 @  Inspection Not published
[# Hsu6 site induction register 29/04/202017:28  11/05/2020 15:06 @ Register Not published
& HS24 | Site inspection checklist 29/04/2020 1728 11/05/2020 15:06 @ Inspection Not published
00 St st checiat e A/OAZ020 1728 11/05/2020 1506 ©  nspecton  Notpublished
[# Hs22 | Toolbox talk register 29/04/2020 1728 11/05/2020 &  Register Not published

| H523 | Toolbox talk training record 29/04/2020 1728 11/05/2020 15:06 @ Register Not published
[Z Hs07 | Work permit register 29/04/20201728  11/05/2020 15:06 @  Register Not published
) HS08.02 | Working at heights work permit 29/04/20201728  11/05/2020 15:06 @  Work Permit Not published 5



A dialog box will pop up. Check the box next to Site Induction and Site Rules, then press OK.

L Add Documents O X
Select documents to add to your project.

W | Ref | Title Type

] % H540 Design risk management checklist Inspection

[ @ HS43 Work equipment inspection Inspection

&) HS0B.04 | Electrical work permit Work Permit

vl [|Hs0s  siteinduction Other

[¥] [JHs17  Site rules Other

oK Cancel

The replacement Site Induction and Site Rules will now appear in your job, and contain
relevant Covid-19 clauses.



Company Health & Safety Policy / Pre Construction Info / Construction Phase Plan

As you are working on an existing project and are likely to have already updated your Policy,

Pre Construction Info and Construction Phase Plan with your wording, HBXL have not
overwritten your content automatically.

The EASIEST way to apply the Covid-19 wording to these 3 documents is to create a NEW job,

and you will automatically get the NEW Covid-19 measures in your Policy, Pre Construction
Info and Construction Phase Plan.

However, if you don't want to do that, there is a process to apply them to your existing job —
which is basically to go through, clause by clause and apply them as follows:

For example, navigate to Policy Tab, and press the Open button next to a paragraph:
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A Company health and safety policy is the starting point to managing health and safety in the work place and sets out how you manage health and safety in your organisation. It defines who does what, and when and how they do it

n

HS27: Company Health & Safety Policy

2.1 General policy statement: Statement of general policies s
Overall and

sets out the organizations acceptance of the obligation placed upon it by various Acts.

al responsibility for health and safety in f%CompanyNamest} is that of the Board of Directars who are advised by [%HealthAndSafetyDirector,Name3t, the director responsible for
health and safety within the company.

1L an(C
The company will comply with the Health and Safety at Work Act 1974, and other relevant legislation and mest the standards required to protect { Select another paragraph 1
likely to be affected by our work operatians.

Ifyou have created your own paragraphs you can select ™

alternative paragraphs to import into the document.
The abjective of this policy is to sustain high standards of health and safety performance throughout the company and detail the standards expected of emplayees and sUb-contractors who under
take work on its behalf,

Hazards will be identified and the risk of injury, disease or dangeraus occurrence will be minimised by the achievement and maintenance of high standards of health and safety. These standards will
be attained, so far as is reasonably practicable by:-

- The provision of information, instruction, training and supervision such as is necessary o ensure the health, safety and welfare of employees of the company.
- Adequate arrangements for suitable and sufficient assessment of wark activities in order to identify assaciated hazards and control th arising.

- The provision and maintenance of safe access to and egress from any workplace under the control of the company plus safe systems of work.

ployees of the company to enable statutory obligations to be met.

- The co-operation of &
- Avisible management
throughout the compan
- The provision of first ai
- Arrangements for ens:
- The provision of perso:
- The provision and mar

commitment to higher standards of health and safety achieved through monitoring performance and the continuous improvement of the health and safety culture

e prevention and control, welfare facilities and working environments that are, so far as is reasonable, without sk to health.
fety and the minimising

isks to health in connection with the use, handling, storage, transportation and disposal of articles and substances.
rotective clothing and equipment deemed necessary as the result of a risk assessment.

nance of machinery, plant and systems of work that are safe and without risk.

The policy will be kept up to date, particularly as the business changes in nature and size. To ensure this, the policy and the way in which it is implemented will be reviewed at least annually.

A dialog box opens. You'll see an alternative paragraph is available for the section.



Nan

HEXL Standard Paragraph [Default]

oK Cancel

Click on the section and then press OK to select the alternative “Covid-19" paragraph.
This will then apply it to your Policy /Pre-Construction Info / Construction Phase Plan

Unfortunately you will need to do this for every paragraph of your Policy, Pre-Construction Info
and Construction Phase Plan. As above we have not wanted to override your wording as they
are specific to your business and projects. The easiest and quickest way to apply the changes
to your Health & Safety Xpert software, is to create a brand new project and they should be
automatically applied.

still got questions?

If you still have questions, please contact our Technical Support Team
Callus on 0117 916 7899 / Monday - Friday, 9am - 5pm

Email us at support@hbxl.co.uk

Or chat with us online at https://help.hbxl.co.uk/support/home

Please be aware that we are experiencing high call and chat volumes at this time and we'll do
our absolute best to reach you asap!



