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WELCOME TO

KNIGHTS ENERGY

1. Company manual
� Edition to be 2023
� About Knights section- Kindly include the following, O&M scope, plant 
testing and construction monitoring works in the description. This can be derived 
from the respective documents you have shared with us
� Update the organogram- Use the regional organogram that you had 
updated for us.
� In the departmental objectives please include the E-mobility department 
objectives, Engineering and procurement
� In the EHS objectives. Please include our safety theme for the year 2023- 
Plan well today, be safe tomorrow
� The Safaricom contact number +254 795 836 822 needs to be removed. 
It's no longer working. Please use Romano's contacts
� On the last pages, we need an acknowledgement section for the staff say 
3 pages

2. Safety manual
� Please change the edition to be 2023
� Where we work section, we need to have the company mission, vision 
and core values incorporated too. This helps in merging safety with the company 
values
� Please update the following policies in the section that have been added 
as attached.
� Update the Environmental, Drug, quality and Hse policy as attached for 
2023.
� On the last pages, we need an acknowledgement section for the staff say 
3 pages
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Knights Energy is a Renewable Energy Company specializing in Low Carbon Technologies with a 

special emphasis on Solar and Wind Energy in Africa. The Company has the capacity to realise 

projects of variable complexity and provide the exper�se to fully supply and install simple to 

complex on-grid and off-grid Photovoltaic power plants with verifiable experience in the task at 

hand.

Over the years, the Company has become one of the biggest installers and maintenance 

partners for medium and large scale solar installa�ons in the region with a considerable number 

of solu�ons for Domes�c, Ins�tu�onal, Commercial and Industrial projects. 

Knights Energy has developed an integrated Quality, Health, Safety, Security and Environment 

Policy statement to confirm the top management's commitment to Health & Safety. The 

Company is also fully equipped with the industry standard equipment for Professional solar plant 

installa�on safe and quality installa�on, Tes�ng and cer�fica�on as well as full-fledged Opera�on 

and maintenance team.

ABOUT 

KNIGHTS 

ENERGY
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INTRODUCTION

Knights Energy carry out regular maintenance/inspec�on of PV systems, including both regular 
and irregular site visits and 24/7 remote online monitoring to ensure the peak efficiency of  
plants are a�ained as per required standards. Knights Energy also offers independent third-party 
end of Construc�on tes�ng and commissioning services to help solar PV customers ensure that 
solar plants meet all specifica�ons in design, regula�ons and performance according to the 
provision of globally accepted standard IEC 62446.



Core Values
Our work culture is driven by deeply 
entrenched tenets which are ingrained in the 
hearts and minds of every member of the 
Knights Energy Company team. These tenets 
are enshrined in our work ethics and shared 
with our customers and other stakeholders. 

Mission

Vision
A Beacon in Provision of Quality and 
Sustainable Energy Services in Africa.

Guided by Innova�on, we Provide Quality, 
Reliable Clean Energy Solu�ons towards a 
Carbon Neutral Environment.

These values which permeate our ethos and 
steer our undertakings are summarized in the 
acronym IT IQ SP:

Self-driven, commi�ed, disciplined, highly 
energized team

Researching and implemen�ng crea�ve 
products and services. 

Excellence in the provision of dis�nct 
products and Services.

Quality:

Working together to achieve clients' 
sa�sfac�on.

Adherence to all safety standards in our daily 
ac�vi�es.

Team Work:

Innova�on:

Safety:

Guided by strong moral principles.
Integrity: 

Passion:
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DEPARTMENTAL 
OBJECTIVES

Ÿ Ensure trust through transparency; providing 
thorough and accurate financial informa�on to all 
stakeholders.

Ÿ To protect personnel from any health hazards that 
may be associated with the work.

Ÿ To protect the health and safety of employees, 
contractors and communi�es.

Ÿ To support and adapt to relevant interna�onal 
standards directed towards minimizing the impact 
on the environment and society.

Ÿ To recruit and retain qualified staff in all posi�ons 
in the company and con�nually raise the staffing 
levels.

Management Objec�ves

Ÿ To have appropriate corporate governance 
structures.

Ÿ To develop accurate budgets for all projects; a 
realis�c budget that clearly indicates what the 
organiza�on will spend.Ÿ To comply with, and preferably exceed, 

environmental regula�ons, permits and 
legisla�ons.

Ÿ To maintain compliance with the HSE legal 
/regulatory requirements.

Accounts and financial objec�ves

Ÿ To lead the industry in provision of high quality 
products and services.

Ÿ To be responsive to community priori�es, needs 
and interests.

HSSEQ objec�ves

Ÿ To improve HSE culture among employees, 
contractors and clients.

Ÿ To reduce environmental impacts and improve 
performance regularly.

Ÿ To provide adequate financial guarantees 
(provisions) for responsible closure of projects.

Ÿ Procure funds from appropriate sources; able to 
decide how much debt the organiza�on should 
have keeping in mind its ability to pay back the 
debt.

Ÿ To pay off debts; paying of creditors in a �mely 
and fair manner.

Ÿ To provide accident free environment to 
employees, contractors and clients.

Ÿ To coordinate with other departments by ensuring 
flow of funds with the organiza�onal ac�vi�es.

Ÿ To maximize input from employees through an 
effec�ve staff  appraisal system.

Ÿ To develop effec�ve coordina�on and 
communica�on within the organiza�on and 
ensure all staff are given framework that helps 
them to succeed.

Ÿ To embrace wider societal and ethical 
developments by understanding how 
demographic, technological and other important 
societal changes including poten�al workforce 
affect the business.

Human Resource objec�ves
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E-mobility Objec�ves

• Expansion of EV leasing and sales - currently 
halfway through the implemen�ng of various 
leasing models with the current fleet of 66 EVs

• Expansion of Charging network- currently closing 
on strategic loca�ons in the city to support the 
taxi leasing model

• E- Mobility training and capacity building - 
partnering with stakeholders in the sector such 
as NITA and Pmanifold

• Developing RnD func�on to bid for research 
projects and carry out internal research.  The 
team is currently collec�ng data on EV use that 
will be used as proof of concept for carbon 
credits trading.

Procurement Objec�ves

• Support opera�onal requirements and promote 
efficiency of the company

• Manage procurement process and the supply 
base efficiently and effec�vely

• Ensure value delivery, effec�ve inventory 
management and overall ROI

• Enhance collabora�ve rela�onships between 
suppliers and the company, flexibility and 
responsiveness to changes in demand.

• Onboard data analy�cs, technology and 
innova�on to provide valuable insights in the 
supply chain performance.

• Promote and employ ethics and responsible 
sourcing

• Support organiza�onal goals and objec�ves

Procurement Objec�ves

• To size and design electrical systems in accordance 
to the engineering standard requirements such as 
KS, BS and IEC standards and industry best 
prac�ces.

• To ensure that quality Control is achieved through 
con�nuous review of performed works against 
installa�on standards and iden�fica�on of snags. 

• Ensuring effec�ve delivery of all scope defined in 
the O&M contracts to the client sa�sfac�on and 
proposal of current technological methods which 
are labour saving.

• Ensuring that all repor�ng and analysis 
requirements of the solar PV plants are achieved 
within the stated �melines.

• Managing the scheduling of ac�vi�es and stock of 
the procurement department by providing the bill 
of quan��es in advance ( Project material 
forecas�ng).



OBJECTIVESDEPARTMENTAL 

Ÿ To improve departmental performance by analyzing 
other departments especially sales and marke�ng.

Research and development objec�ves

Ÿ To assist with strategic planning by developing key 
market strategies to grow the business.

Ÿ To iden�fy new market segments by loca�ng viable 
    new markets.
Ÿ To counter compe��ve strategies analyzing the 

company strength and weakness and sugges�ng 
strategies to counter aggressive markets.

Legal advisory objec�ves

Ÿ To develop and promote corporate legal standards and 
prac�ces by ensuring that professional best prac�ce is 
achieved, helping to ensure appropriate legal policies 
and prac�ces are in place and building understanding of 
legal issues, risks and obliga�ons through advice.

Ÿ To promote  health and safety standards for the team 
are met by ensuring staff are well informed on health 
and safety  requirements in the workplace and are 
adequately trained to carry out their works safely, 
prompt and accurate repor�ng, recording and 
inves�ga�on of all workplace incident injuries and 
ensure the all hazards are promptly assessed for their 
significance and managed.

Ÿ To develop and maintain effec�ve trust filled 
rela�onships by establishing and maintaining effec�ve 
public service and professional networks, providing 
advice to the chief execu�ve and execu�ve leaders in 
the range of legal interest risk and obliga�ons.

Opera�ons objec�ves

Ÿ To keep the business running efficiently by analyzing 
what is prac�cal with the materials, tools, equipment 
and workforce available.

Ÿ To ensure overall quality by ensuring works undertaken 
by the company are of the highest quality.

Ÿ To ensure �meliness in delivery by making sure 
customers' orders should be delivered on �me.

Audi�ng objec�ves

Ÿ To determine compliance with policies and procedures.
Ÿ To assess the quality of internal control.
Ÿ To evaluate quality of risk management.
Ÿ To assess compliance with accoun�ng standards; 

Financial Accoun�ng Standards or Government 
Accoun�ng standard Board.

Ÿ To review effec�veness and security of informa�on 
technology systems.affect the business.
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Engineering Objec�ves

• To size and design electrical systems in accordance 
to the engineering standard requirements such as 
KS, BS and IEC standards and industry best 
prac�ces.

• To ensure that quality Control is achieved through 
con�nuous review of performed works against 
installa�on standards and iden�fica�on of snags. 

• Ensuring effec�ve delivery of all scope defined in 
the O&M contracts to the client sa�sfac�on and 
proposal of current technological methods which 
are labour saving.

• Ensuring that all repor�ng and analysis 
requirements of the solar PV plants are achieved 
within the stated �melines.

• Managing the scheduling of ac�vi�es and stock of 
the procurement department by providing the bill 
of quan��es in advance ( Project material 
forecas�ng).



Ÿ Barring anyone suspected or reported to 

be under the influence of drugs and/or 
alcohol from gaining access to our sites or 
opera�ons.

Ÿ Tes�ng employees before employment, on 
a random basis to enforce the Knight & 
Apps Ltd's Drug & Alcohol free workplace 
policy.

Ÿ Performing tests in case of suspected drug 
or alcohol influence, before allowing the 
concerned personnel to resume work. 
Posi�ve results will lead to disciplinary 
ac�on against him/her.

Ÿ Educa�ng the employees on their 
responsibility to report any use of 
prescribed medica�on that may affect 
their ability to work safely.

Ÿ Tes�ng all personnel involved in any 
accident/Incident as a part of the 
inves�ga�ve process.

Ÿ Ensuring that personnel dismissed from 
the site for drug and/or alcohol abuse are 
not eligible to go to other Knight &apps 
Ltd's sites.

Ÿ Ensuring the secured storage and use of 
acceptable substances such as industrial 
spirits or medica�on drugs.

Ÿ Maintaining awareness throughout the 
workforce on the dangers of alcohol and 
drugs at the workplace.

Knights & Apps is commi�ed to a drug and alcohol free working environment. Knight & Apps Ltd 
has developed this in order to prevent abusive behaviour related to their consump�on, and the 
preserva�on of a good working environment by:

All the above shall apply to Knights & Apps Ltd's permanent, temporary or contracted employees. 
It shall also apply to staff on assignment outside of Knights & Apps Ltd's premises.

DRUG & 
ALCOHOL

POLICY
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EHS POLICY
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MANUALPOLICY

Ÿ Ensure that our ac�vi�es comply with all 

environmental legisla�on demonstra�ng 

our respect for the environment while 

aiming to con�nually improve our 

performance and reduce our impact.

Ÿ Iden�fying hazards and assessing risks 

pertaining to our opera�ons on a periodic 

basis and implementa�on of measures to 

mi�gate impact of our opera�ons on 

climate change.

Ÿ Develop and implement a Health and Safety 

Management System that meets the 

requirements of ISO 45001:2018 and 

ensures the involvement of all stakeholders.

Ÿ Con�nual improvement of the Occupa�onal 

Health, Safety and Environmental 

management system to enhance our Health 

& Safety performance.

Ÿ Provide safe and healthy working condi�ons 

for the preven�on of work-related injuries 

and all health.

Ÿ Communicate and promote Health and 

Safety policies and procedures to all 

employees and effected par�es.

Ÿ Con�nually improving the maturity of our 

emergency response prac�ses for mi�ga�ng 

opera�onal threats and vulnerabili�es.
Ÿ Expect our employees, customers, 

contractors and suppliers to comply with 

safe work prac�ses with the intent of 

avoiding injury to themselves and others 

and damage of equipment.

Ÿ Implemen�ng a robust governance to 

review incidents, inves�gate and strengthen 

proac�ve deployment of ac�ons to avoid 

occurrence and recurrence.

The Occupa�onal Health, Safety and Environment Policy will be reviewed annually or as required 
by the Managing Director.

The company is commi�ed to:OCCUPATIONAL 

HEALTH, SAFETY & 

ENVIRONMENT 

POLICY

Knights & Apps Ltd are leaders in 
designing and implementing 
Renewable energy solutions in East 
Africa Region. In order to maintain 
high standards of occupational 
health, safety and environment 
during execution of all their 
operations.
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2023 SAFETY THEME



·  Providing advice, informa�on and training related to safety in the workplace. 

·  Ac�ng as liaison between Knights & Apps Ltd and government agencies involved in 

   there is any doubt about safety, they will consult their supervisor before 

-  Before commencing any job, staff shall take the �me to look at the layout and 
   condi�on of the work area to determine if they are able to do the job safely — if 

-  Staff shall always report unsafe condi�ons or ac�vi�es to their supervisor as soon as

   to ge�ng the necessary first aid or medical treatment immediately. 

   health, safety environment affairs. 

SHE Manager

All staff must follow the correct safety procedures while execu�ng their du�es, these include: 

   commencing. 

·  Performing measurement and evalua�on of work related hazards. 

   possible. 
-  Staff shall report any accident or injury to their supervisor without delay and a�end 

·  Responsible for the overall and final responsibility for health and safety during 
   execu�on of the company's objec�ves.

Managing Director

   company

   ini�a�ves
·  Provide leadership and general guidance to the staff

·  To conduct work in a manner, which will not endanger them, co-workers or the

·  To follow safety procedures and instruc�ons

·  Define and issue Policies and objec�ves associated with health and safety of the

Staff Responsibili�es 

   public. 

·  Ensures availability of resources for implementa�on of the health and safety

·  To cooperate with the Safety Commi�ee and its members. 
·  To par�cipate in the iden�fica�on and correc�on of hazards by aler�ng their 
   supervisors to any accidents, injuries, or hazardous situa�ons they may encounter. 

Supervisor's Responsibili�es 
·  To inform workers of the safe work methods and protec�ve equipment. 

HSE Commi�ee Responsibili�es 

·  To review and analyse accidents and dangerous incidents. 
·  To promote safety awareness. 
·  To serve as a problem solving forum for addressing safety issues affec�ng the Organiza�on's 

·  To report accidents, dangerous incidents, and hazardous situa�ons. 

   opera�ons.

·  To take the necessary steps to correct hazards. 

·  To inspect work areas. 

·  To develop safety standards and procedures for the Organiza�on. 

Responsibilities

General Work Habits 

& Safety Practices 

GENERAL HEALTH AND SAFETY 
MANAGEMENT SYSTEM POLICY MANUAL

MANUALPOLICY
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   out of hazardous work areas, by way of barricades and signage. 

Personal protec�ve equipment that is provided for staff safety must be kept in good condi�on. 
Loss, damage, or malfunc�on shall be reported and corrected. Different work situa�ons may 
dictate different uses of protec�ve equipment. If there is any doubt as to the right equipment for 
the job, staff shall verify this with their supervisor. The use of the right equipment is part of all 
staff job and staff shall make sure that they and their co-workers are suitably equipped before 
star�ng any tasks. These include: Foot protec�on, eye protec�on, hand protec�on, head 
protec�on, respiratory protec�on, hearing protec�on, and general body protec�on.

   their supervisors. 

 

·  Spills such as grease, water, or oil shall be cleaned up as soon as possible; 
·  All work places shall be maintained in good and clean state. 

·  A safe access shall be maintained to work areas. Shortcuts, such as through 
   construc�on areas should be avoided. Staff shall never block aisles, traffic lanes, or 
   fire exits with equipment or materials, and make sure members of the public are kept

·  Before using any tool, staff shall first find out how to properly use it according to the 
   opera�ng instruc�ons. If more informa�on is required they shall seek the advice of 

   them to their place of storage. Staff shall never use defec�ve tools, and make sure 

   the appropriate department for repair. 
   nobody else uses them. Staff shall report faulty tools either to their supervisor or to

   applying force to a tool, in order to avoid injuring themselves. 
·  Cu�ng tools shall be kept sharp. 

·  Staff shall examine the condi�on of the tools before using them and before returning

   tool for the job. 
·  Tools are to be used for no other purpose than their intended uses i.e., use the right

·  Modifica�on of tools or removal of safety devices is not permi�ed. 

·  Staff shall make sure they assume a comfortable posi�on and use a firm grip when 

Personal Protective 
Equipment 

Housekeeping

The use of Hand
& Power Tools

MANUALPOLICY
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   route.

Only properly trained individuals shall operate power equipment or machinery. 

Staff shall never adjust, repair, clean, or oil machinery or equipment while any of its parts are in 

mo�on. They shall use lock out switches to prevent accidental start-ups and make sure that 

someone else cannot energize the equipment while the repair work is in progress. Lockout 

procedures shall be approved by the supervisor prior to commencement of the repair work. To 

be sure the equipment is effec�vely locked out, staff shall do a test to be sure the equipment 

cannot be ac�vated. All guards must be replaced a�er comple�ng repairs. 

   plug. 

-  Not cover or hide fire protec�on equipment and fire alarms from view.

·  Be sure that all electrical poten�al has been discharged before commencing repair work on any 

   pedestrian traffic. 

·  No electrical work should be performed "hot" when it can be done "cold". 

All electrical equipment and machinery shall be properly grounded. Control switches shall be 

located at the point of opera�ons best suited to control the equipment.

·  Any electrical equipment that has been we�ed should be disconnected at the main switch or

In the event of a fire, staff shall only a�empt to ex�nguish it if it can be done safely. They shall 

maintain a safe escape route behind them as they fight a fire.

-  Familiarize themselves with the loca�on of fire ex�nguishing equipment and fire 
   alarms in their work areas, as well as the emergency exit route and an alternate 

Smoking is not permi�ed in work areas of Knights & Apps Ltd. 

·  Equipment or tools with known electrical defects, such as frayed wires or open 

All staff shall:

Sources of igni�on, such as cigare�es, matches, portable hea�ng equipment, unguarded light 

bulbs, etc., are prohibited in areas where explosives, flammable liquids or gases, or other 

combus�bles exist. (i.e., at the workshop)

   contacts, shall be taken out of service and repaired before being put into opera�on. 
·  All electrical outlets should carry a grounding connec�on requiring a three-pronged 

·  Never remove the ground pin of a three-pronged plug. 
·  All wiring should be done by, or under the approval of, a licensed electrician. 

   breaker before being handled. Familiarize yourself with the loca�on of such devices. 
·  Ensure that all wires are dry before plugging into circuits. 

   equipment containing high voltage power supplies or capacitors. 
·  Minimize the use of extension cords and avoid placing them across areas of 

·  Use only CO2 (carbon dioxide), halon, or dry chemical fire ex�nguishers for electrical fires.
   Make certain that the ex�nguisher's label indicates it is approved for Class "C"  fires. 
·  Ground fault circuit interrupters are required for all electrical tools used in wet areas. 

The Use of 
Equipment 

& Machinery 

Fire 
Protection

Electrical 
Safety

MANUALPOLICY
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Li�ing and materials handling are responsible for many back and other musculoskeletal injuries, 
which make up the costliest category of work related injuries. Preven�ng such injuries requires 
planning and good technique. 

      ·   A lot of li�ing can be avoided altogether by good design of work areas - storing
          heavy and frequently used materials at waist height makes good sense. 

      ·   Plan your li� - if you have to carry something first make sure your route is
          unobstructed to ensure you do not have to step over things or open doors while 

      ·   Use li�ing and conveying devices like forkli�s and trolleys where feasible, to avoid 
          manual li�ing. 

      ·   Li� the object gradually - do not jerk as this can cause strains. Lower gradually too. 
      ·   Li� with your legs, not your back. Lower with your legs too. 

          Only professional movers should do li�s beyond normal capacity. 

          carrying a heavy item. 
      ·   Get help when needed, rather than trying to li� and carry heavy items on your own. 

          the knees and assume a comfortable grip and posture i.e., keep your head and back 
          erect. 
      ·   Before actually li�ing test, the weight slightly to get a feel for how heavy, it is and 
          whether you are capable of doing the li�. 

      ·   Keep the weight as close to your body as possible. Extending your arms while 

      ·   To prepare for a li� first posi�on yourself as close to the object as possible. Bend at

      ·   Never turn or twist your body at the waist when carrying heavy objects — always 
          turn with your legs and feet in conjunc�on with your whole body.  

          leverage. 
          holding even a small object can exert tremendous strain on you back due to 

Manual Lifting 
& Materials Handling 

MANUALPOLICY
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It is your responsibility to closely follow the laws set forth in the applicable “Local 

Highway Codes”.   This includes respec�ng speed limits, safe following distances, 

signalling turns, and the use of seat belts. 

Ÿ It is also your responsibility to ensure any vehicle is in a proper state of repair.  

This means no�fying your supervisor of braking or steering problems, lights or 

horns that have quit working, or any defec�ve safety devices such as seat 

belts, as soon as the problem is discovered. 

Ÿ Passengers are not permi�ed in the cargo areas of trucks. They must ride in 

the passenger compartment with their seat belts secured. 

Ÿ Smoking is not permi�ed inside Knights & Apps Ltd owned vehicles.

Ÿ Red flags measuring 1-foot square must be placed on the end of loads that 

extend 4 feet or more past the end of the truck. 

Ÿ Motor vehicle traffic mixing with bikes and pedestrian traffic is a major 

concern. Motor Bikes are required to follow the rules of the road, (the same 

as motor vehicles). Pedestrians at �mes step off a curb and cross the street at 

any loca�on. Always be on the lookout for them. 

Ÿ Materials or equipment to be moved on trucks shall be strapped or held down 

by ropes - not by people. 

Ÿ Industrial equipment, such as tractors and backhoes, are required to have an 

audible back-up signal. 

 

Vehicle 
Safety

MANUALPOLICY
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Quan�ta�ve risks analysis is the tool used by Knights & Apps Ltd for decision-making and HSE 

problems solu�ons valida�on. It is a formal and systema�c procedure applied for hazards or 

poten�ally hazardous condi�ons iden�fica�on, occurrence probabili�es evalua�on and 

consequences of their impacts to men, equipment or environment minimiza�on.

Ÿ The client shall be informed within 24 hours of the accident happening.

In the event of an injury, the first thing to do is get the necessary first aid or treatment. In the 

event of a serious injury, call the emergency numbers listed in the local Emergency Response 

Plans for an ambulance and security. Follow this procedure: 

Ÿ Complete the Knights & Apps Ltd Accident/Incident/Occupa�onal Disease Report form 

together with your supervisor if possible.  

Ÿ The company shall carry out inves�ga�ons depending on the degree of the accident and 

furnish all concerned including the client with the findings and recommended ac�ons.

There are 2 principal reasons why accidents and incidents should be reported. The most 

important reason is to learn from the experience and iden�fy how a repeat incident can be 

avoided. This explains why all accidents, not just those resul�ng in injuries and lost �me, should 

be reported. 

Ÿ If a major accident, it must be reported to DOSHS within 24 hours using DOSHS approved 

forms.

The other reason is to meet legal requirements.  

Ÿ Immediately call your supervisor. 

 

This global process: risk iden�fica�on, effects and impacts analysis and correc�ve ac�ons 

iden�fica�on is called "Work Ac�vity Risk Assessment."  Risk assessment shall be done 

accordance with the Established Procedures on Job Hazard Analysis Management. The diagram 

below illustrates this process.

Accident & 
Incident 

Reporting 

Hazard & Risk 
Management 

Process

Ac�vity under 
Assessment

Iden�fy Hazards & Poten�al
Hazardous Events

Analysis of Hazardous Events

Likelihood per
event

Consequences 
(Including escala�ng scenario)

Likelihood of
exposure

Risk from  Hazardous Events

Overall risk to:
People, Assets, Environment

Risk reduc�on
Op�on selec�on
Change decision

Emergency response

re-assess based on
any changes

MANUALPOLICY
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A preven�ve maintenance plan and system ensures the safety of personnel who are responsible 
for opera�ng the equipment.

Knights & Apps Ltd has developed its own Emergency Response Plan and Incident Management 
procedures regardless of the client having their own plan. However, the Plan and Procedure shall 
take into considera�on the customer's HSE Management Standard requirements and incorporate 
principles included in HSE Rules and Specifica�ons.

Any defect is clearly indicated and ac�on taken to remedy it, before vehicle is allowed to return 
to service. If defect does not affect the unit safe opera�on, repair is noted and scheduled for 
next maintenance.

Trained examiners will carry out a safety inspec�on.

Knights & Apps Ltd will develop a competent workforce, including Supervisors, Foremen and 
support personnel through development and administra�on of a “Training Program”. HSE 
training program will be implemented for all basic HSE and customer's training and competence 
requirements.

Knights & Apps will assess safety training programs effec�veness and results of the assessment 
will be recorded for future use and training program modifica�ons / improvement.

All new employees shall undertake an HSE induc�on and orienta�on program prior to star�ng 
work.  This induc�on to Health, Safety, Environment, Security awareness will be adapted to 
employee's level and responsibili�es.

All Knights & Apps Ltd vehicles receive regular maintenance, at intervals no longer than that 
recommended by the manufacturer.

Knights & Apps Ltd shall operate a total vehicle inspec�on policy whereby vehicles are inspected 
on a prior-to-use basis.

HSE
Training

Emergency 
Preparedness & Response 

(EPR) Management

Preventive
Maintenance
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          applicable.

                                                                                                  and  preven�ve methods choice;

                                                                                                  responsibility supported by the shall par�cipates

                                                                                                         protec�ve equipment etc.

       ·  Safety informa�on provided on a regular basis;
       ·  Displaying, distribu�on and minutes during scheduled HSE mee�ngs including copies of all 

                                                                                                      ·  Supervise HSE Plans drawing and gives advice 

                                                                                                         equipment, individual and collec�ve   

                                                                                                         procedures and HSE precau�ons and 

       ·  All basic HSE Standards are posted up in appropriate loca�ons.

SHE Manager shall distribute safety publica�ons, newsle�ers, slogans, posters etc. Following 
communica�on shall be made:

       ·  A regular Safety team briefing;

          incident, accident or non-compliance reports, excep�ons, viola�ons and HSE sta�s�cs, as 

                                                                                                  HSE technical advice is SHE Manager's 

·                                                                                 with key work personnel in  hazards evalua�on 

                                                                                                      ·  Par�cipates in work methods prepara�on and 
                                                                                                         suggests solu�ons for safe works execu�on;

                                                                                                         concerning selec�on of firefigh�ng 

                                                                                                         HSE mee�ngs shall be held at appropriate 
                                                                                                         predefined intervals and in accordance with
                                                                                                         established procedures. Mee�ngs objec�ves
                                                                                                         are as follows:
                                                                                                      ·  HSE project performance review, including
                                                                                                         accidents, incidents and HSE audit close out;
·                                                                                                     ·  HSE issues dissemina�on to workforce via Site 
                                                                                                         Toolbox Mee�ngs. e.g. reviews and
                                                                                                         programmes; 
                                                                                                      ·  Staff opinions and contribu�ons as input to 

                                                                                                         improvement;
                                                                                                      ·  HSE awareness increasing and obtaining 
                                                                                                         commitment to Project HSE Plan;
                                                                                       ·   Addressing and resolving, issues, concerning HSE

Regular structured mee�ngs are the means to ensure that effec�ve communica�on occurs between 
management and workforce. These mee�ngs shall include:

    ·   General HSE Mee�ngs
    ·   Toolbox Mee�ngs

    ·   Supervisors HSE Mee�ng

Communication, 
Motivation & Training 
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HEALTH / HYGIENE 
MANAGEMENT

Based on the results of the medical tests, the management will be advised by the DOSHS 
qualified medical prac��oner of the cause of ac�on to take and the company shall abide by this 
advice. Cases that require redeployment, shall be considered.

Knights & Apps Ltd shall ensure that all its personnel are healthy and medically fit for their 
respec�ve assignments before being allowed to perform any work. 

Meal rooms, if any, will be kept in a clean, hygienic and �dy manner to the sa�sfac�on of any 
statutory requirements. Daily inspec�on will be carried out on all ea�ng facili�es to ensure 
highest standards hygiene.

Fitness for work program will be implemented at Knights & Apps Ltd. The program will include 
controlling the risk associated with:

Ÿ General level of personal fitness and medical condi�ons,

Cases where further medical checks are required, the company will facilitate the same to ensure 
staff or sub-contracted staff is always fit to work and his/her health is not at risk.

Knights & Apps Ltd will maintain all work areas in a clean and �dy state and must promptly and 
appropriately dispose of waste material (at least once per day). 

Ÿ Drugs effects (prescrip�on, pharmaceu�cal or illicit).
Ÿ Fa�gue 

Ÿ Alcohol consump�on,

Ÿ Stress
All staff and sub-contracted staff engaged with Knights & Apps for a period of more than 1 (one) 
year, and work in areas classified as high risk or have hazards, shall undergo a medical 
surveillance test on an annual basis, this covers all drivers, and workshop personnel. 

Knights & Apps Ltd shall always ensure that its personnel and subcontractor's personnel maintain 
high standards of hygiene in connec�on with work performance.

Health Assessment
& Health Monitoring

Hygiene

Fitness for work
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MANUALPOLICY

This working hour's policy is designed to accommodate workplace needs and sustain employee 

efficiency in rela�on to Knights Energy goals. All eligible employees are expected to meet regular 

scheduled hours. Over�me work hours must be approved by the appropriate channel of 

authority and this includes working a�er C.O.B and public holidays.

Employees can apply for the transfer due to following reasons:
Ÿ Interest in open posi�on available in another department/branch of organiza�on 

Ÿ To explore new work challenges at different work loca�on 
Ÿ Due to health issues or personal issues

Ÿ To enhance the skills and competence

A person is eligible for promo�on if:

Ÿ His/her appraisal ra�ngs in the past should show an increasing/ improving trend.
Ÿ Feedback score (if applicable) is more than 4.
Ÿ Performance is observed consistent or is increasing consistently over the years.
Ÿ His current role is enlarged by adding some significant & construc�ve tasks.

Ÿ He or she has completed at least three years & two appraisal cycles in the current role.
Ÿ He or she has been recommended for grade change by his appraiser & reviewer.

Eligibility: The Leave policy is applicable to all the regular employees of the company.

As per the employee a�endance policy overview employees are supposed to be present for 

work. Punctuality is important for normal and smooth func�oning of the organiza�on. Arriving 

late, excess absenteeism disrupts normal working of organiza�on. Absence of work for an 

employee can be authorized or unauthorized. Authorized absence is an absence from 

organiza�on for a genuine reason e.g. illness. Unauthorized absence may be defined as absence 

which are non-reasonable and non-acceptable. For e.g. Non- medical appointments and day off

for birthday celebra�ons.

The performance appraisal policy ensures that the weight to performance should be 

appropriately given and need to perform should be developed among the employees. 

Performance management policy is also considered as a mo�va�onal tool used by the company 

to make sure that employees use their full poten�al to perform. The policy provides that review 

of the performance is a fundamental right of employees and managers should be fairly execu�ng 

the performance review process. The purpose of the performance review policy is to make 

employees aware of the company's performance appraisal system, framework and par�cipa�on 

process.

Ÿ Employees working in people management role can be considered for promo�on if they are 

graduate or preferably post graduate.

The purpose of leave policy for employees is to lay guidelines regarding when to avail leave and 

the process to take leave with pay, leave without pay, Leave of absence policy and so on

The major aim of reward and recogni�on policy is to a�ract and retain the best talent. In order to 

a�ract and retain, it becomes important to recognize the efforts put in by the employee in terms 

of performance, a�tude, and achievements

The purpose of the code of conduct policy is to define guidelines regarding employee behavior 

with respect to their supervisor, colleagues and organiza�on as a whole. Knights & Apps follows 

the dress code. However, an employee posi�on may also inform how they should dress up. If an 

employee is in the marke�ng department wherein mee�ng client and customer is a regular 

prac�ce in such case employee is expected to follow a formal dress code. Employee is also 

expected to come well dressed and clean.

Late Coming 
Policy

Promotion Policy

Reward & 
Recognition Policy

HUMAN RESOURCE POLICY

Transfer Policy

Code of Conduct 
Policy

Leave Policy

Attendance Policy

Performance 
Appraisal Policy
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In order to maintain and to improve the HSE Management System, 
Knights & Apps Ltd measures, as need arises, HSE performance 
indicators.

Every month, an indicators sheet, will collect all key performance 
indicators. A�er appropriate comments and analysis, it will be 
disclosed and communicated to relevant staff and clients.

When indicators do not reach fixed goals, correc�ve ac�ons or 
improvement plans will be defined and implemented. 

HSE PERFORMANCE 
REPORTING & ASSESSMENTS
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The HSE review process is essen�al for verifying that all relevant safety issues are being correctly 
addressed. 

Ÿ The date for Correc�ve Ac�on comple�on and effec�veness

The review teams report the findings of review and iden�fy poten�al improvements and 
remedial ac�ons that can be undertaken, where necessary.

When audits reveal a Non-Conformance with HSE system or, when an Incident/Accident occurs 
and a Non Compliance report is issued detailing:

Performance indicator based on typical HSE outcomes will not be sufficient for con�nual 
improvement of the HSE Management System. Posi�ve performance indicators based on 
measurement of the HSE processes will be used. Safety Observa�ons and audits will be used to 
measure the effec�veness of HSE Management System. 

Ÿ Causes analysis and proposed correc�ve ac�on

HSE audits and inspec�ons will be documented, recorded and disseminated:

Ÿ The Non-Compliance type

Ÿ Person responsible for correc�ve ac�on

Management will be responsible for reviewing reports, accep�ng or rejec�ng the 
recommenda�ons made and alloca�ng responsibili�es, along agreed �mescales for ac�on and 
comple�on of improvements/remedial ac�ons.

 

HSE Management System
Monitoring & Review

HSE Internal 
Inspections & Audits

HSE Management 
Reviews
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RENEWABLE ENERGY
& ELECTRICAL CONTRACTING

Great Jubilee Centre, Nairobi
info@knightsandapps.com
+254 788 220 607 / +254 722 953 976   

www.knightsenergy.co.ke
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