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General Maintenance Assistant (GMA)

Safety Guidelines & Toolbox Guidance
Introduction 

BASIC HEALTH & SAFETY

PERSONAL RESPONSIBILITY
Relevant sections on personal responsibility contained in the Health and Safety at Work Act are shown below, but what they are basically saying is that individuals must work in a manner which does not put themselves or anyone else in danger.  They must comply with all safety requirements advised by their employer and they must not misuse or abuse any article supplied for safety purposes, for example protective clothing or fire extinguishers.

HASAWA Section 7 - General Duties of Employees at Work
It is your duty whilst at work:

· To take reasonable care for your health and safety and that of any persons who may be affected by your acts or omissions at work, 

· You must also co-operate with your employer in health and safety matters.

Example: 
An employer has a responsibility to provide training to his employees; this is now being carried out with this and other programmes.  It is therefore your duty to co-operate with your employer and attend these sessions.

HASAWA Section 8 - Duty not to interfere with or Misuse Anything Provided
You must not intentionally or recklessly interfere with, or misuse, anything provided in the interests of health, safety or welfare.

Example: 
The fooling with and misuse of a fire extinguisher; or using a helmet to carry substances in.  Helmets are for head protection only.

Alcohol / Drugs /Asbestos/Environment
Permission to Work

1. No GMA may commence work without a written job sheet signed by the premises manager, unless verbally authorised by their line manager
2. All jobs must be checked and signed off by the property manager

3. GMAs will not work on roofs 

4. GMAs will not attempt to repair gas appliances.

5. GMAs will only perform electrical related work which has been identified by their line manager
6. GMAs will sign for receipt of all relevant PPE as designated by their line manager
7. During work activities GMAs will wear all appropriate PPE as noted on the relevant risk assessments

8. All PPE will be stored correctly and will be examined prior to each usage

Confined Spaces

1. GMAs will not enter roof spaces unless they have a “banks man: and all necessary equipment and all relevant risk assessments

2. GMAs will not enter cavities

3. GMAs will not enter drains

WORKING IN CONFINED SPACES
Every year there are a number of fatal and serious accidents caused by persons being allowed to enter live sewers, manholes, bored piles, trenches, tanks and so on without the necessary tests being carried out or the correct safety rescue equipment being provided.

Many of these accidents would have been avoided if supervising staff and operatives had been properly trained and the work carried out on a Permit-to-Work system. People engaged on such operations must be physically and mentally suitable and properly trained for the job.

The following checklist is a reminder:-

· Dangerous atmospheres can arise when there is a lack of oxygen or when toxic or flammable gases are present.

· In no circumstances should you enter a confined space (trench, manhole, tank, bored pile, foul sewer) without instructions from the supervisor.

· Equipment for testing the atmosphere before you enter and at regular intervals must be provided and used by a competent person.  You must not enter the confined space until he is satisfied that entry is safe.  Testing must continue while you are working inside, and you must leave immediately if told to do so.

· Adequate fresh air ventilation must be provided in appropriate circumstances.

· All necessary safety and rescue equipment must be available on site at the actual location.

· Make sure that a competent person has trained you in the use of the safety and rescue equipment.

· Wear the protective clothing provided.

· Do not eat, drink or smoke.

· Wash your hands at the end of each shift.

· If you are entering a sewer make sure you are given a Weil’s Disease Card

HSE Guidance

This document is aimed at anyone involved in carrying out work in confined spaces.

Confined spaces can be deadly

A number of people are killed or seriously injured in confined spaces each year in the UK. This happens in a wide range of industries, from those involving complex plant to simple storage vessels. Those killed include not only people working in the confined space but those who try to rescue them without proper training and equipment.

What is a confined space?

It can be any space of an enclosed nature where there is a risk of death or serious injury from hazardous substances or dangerous conditions (eg lack of oxygen).

Some confined spaces are fairly easy to identify, e.g. 

enclosures with limited openings:

Enclosed drains;

Sewers.

Others may be less obvious, but can be equally dangerous, for example:

Ductwork;

Unventilated or poorly ventilated rooms.

It is not possible to provide a comprehensive list of confined spaces. Some places may become confined spaces when work is carried out, or during their construction, fabrication or subsequent modification.

Safe work in confined spaces

Safe

What are the dangers from confined spaces?

Dangers can arise in confined spaces because of:

A lack of oxygen.

Poisonous gas fumes or vapours.

These can: 

· build-up in sewers and manholes and in pits connected to the system. 

· leak into trenches and pits in contaminated land, such as old refuse tips and old gas works.

· enter tanks or vessels from connecting pipes;

·  Liquids and solids which can suddenly fill the space, or release gases into it, when disturbed.

· Free flowing solids such as grain can also partially solidify or

‘bridge’ in silos causing blockages which can collapse unexpectedly.

· Fire and explosions (eg from flammable vapours, excess oxygen etc).

· Residues left in tanks, vessels etc, or remaining on internal surfaces which can give off gas, fume or vapour.

· Dust may be present in high concentrations, eg in flour silos.

· Hot conditions leading to a dangerous increase in body temperature.

Some of the above conditions may already be present in the confined space.

However, some may arise through the work being carried out, or because of ineffective isolation of plant nearby, eg leakage from a pipe connected to the confined space. The enclosure and working space may increase other dangers arising through the work being carried out, for example:

· machinery being used may require special precautions, such as provision of dust extraction for a portable grinder, or special precautions against electric shock; gas, fume or vapour can arise from welding, or by use of volatile and often flammable solvents, adhesives etc;

If access to the space is through a restricted entrance, such as a manhole,

escape or rescue in an emergency will be more difficult 

What the law says

You must carry out a suitable and sufficient assessment of the risks for all work activities for the purpose of deciding what measures are necessary for safety 

For work in confined spaces this means identifying the hazards present, assessing the risks and determining what precautions to take. In most cases the assessment will include consideration of: the task; the working environment; working materials and tools; the suitability of those carrying out the task; arrangements for emergency rescue.

HSE’s free leaflet Five steps to risk assessment will help you further. 

If your assessment identifies risks of serious injury from work in confined spaces, such as the dangers highlighted above, the Confined Spaces Regulations 1997 apply. These regulations contain the following key duties: avoid entry to confined spaces, eg by doing the work from 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.

Avoid entering confined spaces

You need to check if the work can be done another way so that entry or work in confined spaces is avoided. Better work-planning or a different approach can reduce the need for confined space working.

Ask yourself if the intended work is really necessary, or could you:

modify the confined space itself so that entry is not necessary; have the work done from outside, for example: blockages can be cleared in drains  by using appropriate equipment and tools; remote cameras can be used for internal inspection 

Safe systems of work

If you cannot avoid entry into a confined space make sure you have a safe system for working inside the space.

Use the results of your risk assessment to help identify the necessary precautions to reduce the risk of injury. These will depend on the nature of the confined space, the associated risk and the work involved.

Make sure that the safe system of work, including the precautions identified, is developed and put into practice. Everyone involved will need to be properly trained and instructed to make sure they know what to do and how to do it safely.

The following checklist is not intended to be exhaustive but includes many of the essential elements to help prepare a safe system of work

Appointment of a supervisor

A supervisor should be given responsibility to ensure that the necessary precautions are taken, to check safety at each stage and may need to remain present while work is underway.

Are persons suitable for the work?

Do you have sufficient experience of the type of work to be carried out, and what training? Where risk assessment highlights exceptional constraints as a result of the physical layout, are you of a suitable build?

You may need to consider other factors, eg concerning claustrophobia or fitness to wear breathing apparatus, and medical advice on an individual’s suitability may be needed

Isolation

Mechanical and electrical isolation of equipment is essential if it could otherwise operate, or be operated, inadvertently. If gas, fume or vapour could enter the confined space, physical isolation of pipework etc needs to be made. In all cases a check should be made to ensure isolation is effective e.g. boiler rooms

Cleaning before entry

This may be necessary to ensure fumes do not develop from residues etc while the work is being done.

Check the size of the entrance

Is it big enough to allow entry if you are wearing all the necessary equipment to climb in and out easily, and provide ready access and egress in an emergency?

Provision of ventilation

You may be able to increase the number of openings and therefore improve ventilation. Mechanical ventilation may be necessary to ensure an adequate supply of fresh air.

This is essential where portable gas cylinders and diesel-fuelled

equipment are used inside the space because of the dangers from build-up of engine exhaust.

Warning: carbon monoxide in the exhaust from petrol-fuelled engines is so dangerous that use of such equipment in confined spaces should never be allowed.

Testing the air

This may be necessary to check that it is free from both toxic and flammable vapours and that it is fit to breathe. Testing should be carried out by a competent person using a suitable gas detector which is correctly calibrated. Where the risk assessment indicates that conditions may change continuous monitoring of the air may be necessary.

Provision of special tools and lighting

Non-sparking tools and specially protected lighting are essential where flammable or potentially explosive atmospheres are likely.

Preparation of emergency arrangements

This will need to cover the necessary equipment, training and practice drills.

Communications

An adequate communications system is needed to enable communication between people inside and outside the confined space and to summon help in an emergency.

Check how the alarm is raised

Is it necessary to station someone outside to keep watch and to raise the alarm quickly in an emergency?

Is a ‘permit-to-work’ necessary?

A permit-to-work ensures a formal check is undertaken to ensure all the elements of a safe system of work are in place before people are allowed to enter or work in the confined space.

Essential features of a permit-to-work are:

· clear identification of who may authorise particular jobs (and any limits to their authority) and who is responsible for specifying the necessary precautions(e.g. isolation, air testing, emergency arrangements etc);

· provision for ensuring that contractors engaged to carry out work are included;

· training and instruction in the issue of permits;

· monitoring and auditing to ensure that the system works as intended.

Emergency procedures

When things go wrong, people may be exposed to serious and immediate danger.

Effective arrangements for raising the alarm and carrying out rescue operations in an emergency are essential.

Contingency plans will depend on the nature of the confined space, the risks identified and consequently the likely nature of an emergency rescue.

Emergency arrangements will depend on the risks.

You should consider:

Communications

How can an emergency be communicated from inside the confined space to people outside so that rescue procedures can start? Don’t forget night and shift work, weekends and times when the premises are closed.

First-aid procedures

Trained first aiders need to be available to make proper use of any necessary first aid equipment provided.

Relevant law

The Confined Spaces Regulations 1997;

The Management of Health and Safety at Work Regulations 1999;

The Control of Substances Hazardous to Health Regulations 2002 (as

amended);

The Personal Protective Equipment at Work Regulations 1992 (as amended);

The Provision and Use of Work Equipment Regulations 1998;

Electricity at Work Regulations 1989;

Workplace (Health, Safety and Welfare) Regulations 1992.

ToolBox Info

WORKING IN CONFINED SPACES
Every year there are a number of fatal and serious accidents caused by persons being allowed to enter live sewers, manholes, bored piles, trenches, tanks and so on without the necessary tests being carried out or the correct safety rescue equipment being provided.

Many of these accidents would have been avoided if supervising staff and operatives had been properly trained and the work carried out on a Permit-to-Work system. People engaged on such operations must be physically and mentally suitable and properly trained for the job.

The following checklist is a reminder:-

· Dangerous atmospheres can arise when there is a lack of oxygen or when toxic or flammable gases are present.

· In no circumstances should you enter a confined space (trench, manhole, tank, bored pile, foul sewer) without instructions from the BSM

· Equipment for testing the atmosphere before you enter and at regular intervals must be provided and used by a competent person.  You must not enter the confined space until he is satisfied that entry is safe.  Testing must continue while you are working inside, and you must leave immediately if told to do so.

· Adequate fresh air ventilation must be provided in appropriate circumstances.

· All necessary safety and rescue equipment must be available on site at the actual location.

· Make sure that you have been trained in the use of the safety and rescue equipment by a competent person.

· Wear the protective clothing provided.

· Do not eat, drink or smoke.

· Wash your hands at the end of each shift.

· If you are entering a sewer make sure you are given a Weil’s Disease card

Electricity

1. The GMA will be aware of his limitations in repairing electrical equipment and will only change light bulbs up to a height of 10 feet and using a relevant risk assessment and following the relevant procedure.

2. The GMA will only use battery operated hand tools

3. If necessary portable tools will be allowed but only if the voltage is 110v or less supplied via a transformer

4. The GMA will not attempt to work with HT electrical equipment

9. GMAs will undergo relevant basic training regarding electricity, to be arranged by their line manager
10. GMAs will only change plugs / fittings if they have received formal training and upon the authorisation of their line manager

HSE Guidance

This document is aimed at anyone involved in carrying out work involving electricity

Electricity can kill. Each year about 1000 accidents at work involving electric shock or burns are reported to the Health and Safety Executive (HSE). Around 30 of these are fatal. Most of these fatalities arise from contact with overhead or underground power cables.

Even non-fatal shocks can cause severe and permanent injury. Shocks from faulty equipment may lead to falls from ladders, scaffolds or other work platforms.

Those using electricity may not be the only ones at risk: poor electrical

installations and faulty electrical appliances can lead to fires which may also cause death or injury to others.

What are the hazards?

The main hazards are:

■ contact with live parts causing shock and burns (normal mains voltage,

230 volts AC, can kill);

■ faults which could cause fires;

■ fire or explosion where electricity could be the source of ignition in a

potentially flammable or explosive atmosphere, eg in a kitchen

Assessing the risk

Hazard means anything which can cause harm.

Risk is the chance, great or small, that someone will actually be harmed by the hazard.

The first stage in controlling risk is to carry out a risk assessment in order to identify what needs to be done. (This is a legal requirement for all risks at work.)

When carrying out a risk assessment:

■ identify the hazards;

■ decide who might be harmed, and how;

■ evaluate the risks arising from the hazards and decide whether existing

precautions are adequate or more should be taken;

■ record any significant findings;

■ review your assessment from time to time and revise it if necessary.

The risk of injury from electricity is strongly linked to where and how it is used.

The risks are greatest in harsh conditions, for example:

■ in wet surroundings - unsuitable equipment can easily become live and

can make its surroundings live;

■ out of doors - equipment may not only become wet but may be at

greater risk of damage;

■ in cramped spaces with a lot of earthed metalwork, such as inside a tank or bin - if an electrical fault developed it could be very difficult to avoid

a shock.

Some items of equipment can also involve greater risk than others. Extension leads are particularly liable to damage - to their plugs and sockets, to their electrical connections, and to the cable itself. Other flexible leads, particularly those connected to equipment which is moved a great deal, can suffer from similar problems.

More information on carrying out risk assessments is available from your line manager.

Reducing the risk

Once you have completed the risk assessment, you can use your findings to reduce unacceptable risks from the electrical equipment in your place of work

There are many things you can do to achieve this; here are some.

Ensure that the electrical installation is safe

■ existing installations should be properly maintained;

■ request sufficient socket-outlets - overloading socket-outlets by using

adaptors can cause fires.

Provide safe and suitable equipment

■ choose equipment that is suitable for its working environment;

Using battery or handpowered tools can sometimes eliminate ■ electrical risks. 

■ ensure that equipment is safe when supplied and then maintain it in a safe condition;

■ for portable equipment if battery or handpowered tools are not available use socket-outlets which are close by so that equipment can be easily disconnected in an emergency;

■ the ends of flexible cables should always have the outer sheath of the cable firmly clamped to stop the wires (particularly the earth) pulling out of the terminals;

■do not use equipment with damaged sections of cable 

■ use proper connectors or cable couplers to join lengths of cable. 

■ some types of equipment are double insulated. These are often marked with a ‘double-square’ symbol. The supply leads have only two wires - live

(brown) and neutral (blue). Make sure they are properly connected if the

plug is not a moulded-on type;

Reduce the voltage

One of the best ways of reducing the risk of injury when using electrical equipment is to limit the supply voltage 

■ temporary lighting can be run at lower voltages, eg 12, 25, 50 or 110 volts;

■ battery operated tools are safest;

■ other portable tools are readily available which are designed to be run from a110 volts centre-tapped-to-earth supply.

Safety device

If equipment operating at 230 volts or higher is used, an RCD (residual current device) must be used.

An RCD is a device, which detects some, but not all, faults in the electrical system and rapidly switches off the supply.

The best place for an RCD is built into the main switchboard or the socket-outlet, as this means that the supply cables are permanently protected. If this is not possible a plug incorporating an RCD, or a plug-in RCD adaptor, can also provide additional safety. RCDs for protecting people have a rated tripping current (sensitivity) of not more than 30 milliamps 

■ an RCD is a valuable safety device, never bypass it;

■ if the RCD trips, it is a sign there is a fault. Check the system before using it again;

■ if the RCD trips frequently and no fault can be found in the system, consult the manufacturer of the RCD;

■ the RCD has a test button to check that its mechanism is free and

functioning. Use this regularly.

Carry out preventative maintenance

All electrical equipment should be maintained to prevent danger this includes an appropriate system of visual inspection and, where necessary, testing.

By concentrating on a simple, inexpensive system of looking for visible signs of damage or faults, most of the electrical risks can be controlled.

This will need to be backed up by PAT testing as necessary.

Work safely

Make sure you are competent to do the job. Even simple tasks such as wiring a plug can lead to danger – request training if necessary

Check that:

· suspect or faulty equipment is taken out of use, labelled ‘DO NOT USE’ and kept secure until examined by a competent person; where possible, tools and power socket-outlets are switched off before plugging in or unplugging; cleaning or making adjustments.

· More complicated tasks, such as equipment repairs or alterations to an electrical installation, should only be tackled by competent persons

Underground power cables

Service plans should be available from regional electricity companies, local authorities, highways authorities, etc.

Slips, Trips & Falls

Analysis of the organisations accident report forms indicate that slips, trips and falls are a major cause of accidents within the workplace.

Good housekeeping plays an important role in reducing the toll of such accidents.  All employees should take an active role in pointing out to their supervisor/line manager any potential hazards or problem areas.

TEN SAFETY TIPS

 1.
Check floor covering (concrete, carpet, tiles, vinyl etc.) for damage e.g. tears in carpets, holes in concrete.  Highly polished floors are also a hazard.

 2.

Wipe up spilled liquids immediately.

 3.
Eliminate tripping hazards by covering or securing trailing cables.

 4.
Store boxes, cleaning equipment and other objects in a safe manner, and away from stairwells.

 5.
Keep gangways, stairways and fire exits clear at all times.

 6.
Keep you workplace free of litter and other waste paper at all times.

 7.
Do not leave desk or cabinet drawers open.

 8.
Check lighting. Adequate illumination is especially important in stairwells.

9 Never use makeshift ladders. Always use correct equipment and follow relevant procedures if any work at height is to be carried out

10.    Wear appropriate footwear.

Welfare

1. All GMAs will use the lone worker Ezitraker system during their working shifts

Violence at Work

Although incidents of a violent nature are a relatively rare occurrence within our organisation, abuse or threats of any nature against employees will not be tolerated. Suitable policies, procedures and training are in place which are designed to reduce and control the risk of such incidents taking place.

You should ensure you are familiar with these arrangements through your line manager / supervisor.

Dealing with aggressive situations

If you feel threatened, unsafe at risk or uneasy in a situation it is advisable to leave and / or seek assistance.

If you are unable to leave, or decide to stay, then certain skills may be used to calm the situation to enable you to maintain control and move forward to a solution.

Calming:  Use verbal/non verbal communications, such as tone of voice, facial expressions, gestures and posture to project an image of calmness.

Encourage talking:  Use open-ended questions, attentive listening, head nodding, and use phrases such as:


“I can see your point”.  “That’s a possibility”.

Listen actively:  Listen – assess feelings and intentions as well as facts.  Use eye contact and smile if appropriate.  Let the person know they are being heard.

Be assertive:  Behaviour responds to behaviour.  Treat people with respect and courtesy, they are likely to respond in the same way.  Do not get angry.

Moving forward:  Suggest alternatives, offer a way out.  Tackle one issue at a time.  Offer solutions to the simpler parts of the problem.
You have the right:

· To work in places where all the risks to your health and safety are properly controlled.

· To stop working and leave the area if you think you are in danger.

· To inform your employer about health and safety issues or concerns.

· To contact HSE or your local authority if you still have health and safety concerns and not get into trouble

· To join a trade union and be a safety representative.

· To paid time off work for training if you are a safety representative.

To a rest break of at least 20 minutes if you work more than six hours at a stretch and to an annual period of paid leave.

You must:

· Take care of your own health and safety and that of people who may be affected by what you do (or do not do).

· Co-operate with others on health and safety, and not interfere with, or misuse, anything provided for your health, safety or welfare

.

Employers must tell you:

· About risks to your health and safety from current or proposed working practices.

· About things or changes that may harm or affect your health and safety.

· How to do your job safely.

· What is done to protect your health and safety.

· How to get first-aid treatment.

· What to do in an emergency.

Employers must provide, free of charge:

· Training to do your job safely.

· Protection for you at work when necessary (such as clothing, shoes or boots, eye and ear protection, gloves, masks etc).

· Health checks if there is a danger of ill health because of your work.

Employers must provide you with the following information:

· Health and safety law: What you should know. This should give the contact details of people who can help.

· Our health and safety policy statement. 

· An up-to-date Employers’ Liability (Compulsory Insurance) certificate visible in your place of work

ToolBox Info

HASAWA Section 7 - General Duties of Employees at Work
It is your duty whilst at work:

· To take reasonable care for your health and safety and that of any persons who may be affected by your acts or omissions at work, 

· You must also co-operate with your employer in health and safety matters.

Example: 
An employer has a responsibility to provide training to his employees;  this is now being carried out with this and other programmes.  It is therefore your duty to co-operate with your employer and attend these sessions.

HASAWA Section 8 - Duty not to interfere with or Misuse Anything Provided
You must not intentionally or recklessly interfere with, or misuse, anything provided in the interests of health, safety or welfare.

Example: 
The fooling with and misuse of a fire extinguisher; or using a helmet to carry substances in.  Helmets are for head protection only
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On entry to our premises you will be asked to sign the visitors’ book, 
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When you leave the site for whatever reason you must sign out.
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If you feel unwell during your visit please inform your host who will ensure you receive first aid either through a first aider or through the emergency services.
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Please report all accidents or incidents you are involved in to your host.
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Should you need to store valuables whilst on site please ask at reception.
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Please ensure you are familiar with all the emergency exits, via a site tour if necessary.
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The fire alarm is tested weekly, you will be informed of the time if it is during your visit, evacuation is not necessary during the test.

[image: image8.png]



If you hear the fire alarm at any other time please leave the building by your nearest and safest exit.
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Please go to the nearest emergency assembly point, and await further instruction.
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Do not return to the building until instructed to do so
Accidents

An accident is an unplanned, uncontrolled event in which an action or reaction of a person, object or substance may result in injury, ill health or damage.

1. GMAs will report all accidents / incidents AS SOON AS POSSIBLE (including vehicular incidents) and acts of violence on the relevant accident / incident form a copy of which should be sent to the health and safety dept. and the property services manager. Hazards or “near misses” should also be reported as action may prevent an accident occurring. An entry should be made on the appropriate form. All accidents should be investigated in order to prevent a recurrence.  Investigations should be recorded on relevant investigation Forms.

2. All risk assessments referring to the accident must be reviewed 

3. Report any illness or industrial disease if you suspect that it may be related to the nature of your employment.

4. First aid equipment will be available in all GMA vehicles.

5. First aid equipment in all vehicles must be checked on a regular basis

6. GMAs will refer to the relevant risk assessments, policies and procedures when undertaking a task. If a risk assessment is not available one must be undertaken if there are significant risks.

7. Accidents occurring outside working hours should also be reported.

Fire Precautions

1. Sign in / out of each building entered

2. Be aware of the premises evacuation/escape routes

3. Follow Instructions given by Officer in Charge or Fire Services 

4. You will receive training in Basic Fire Safety awareness        

General Rules if a fire is discovered

· Keep Calm

· Raise the Alarm Immediately

· Leave the Affected Area

· Go to Assembly Point

· Follow Instructions given by Officer in Charge or Fire Services 

Do not:

· obstruct fire exits during your work activities
· stop to collect personal belongings
· use the lift
· re-enter the building until instructed to do so

You should know:

· your evacuation procedures
· any specific duties you may have 
· where the Fire Exits are
· the location and type of fire fighting equipment – which you should only use if you have been trained to do so
You will receive training in Basic Fire Safety awareness and should take part in fire evacuation drills if you are on the premises during the drill

Security 

1. All GMAs must sign in and out at all premises

2. GMAs will report any wilful damage to vehicles

3. GMAs will secure all vehicles when they are not in use

4. GMAs will not transport flammable materials in their vehicles

5. GMAs will observe all lonr worker Ezitraker procedures

6. GMAs will not enter clients bedroom unaccompanied if working in care homes
7. GMAs will ensure they are familiar with all the emergency exits and evacuation routes, via a site tour if necessary.
Vehicles

1. GMAs will follow the occupational road risk policy at all times including carrying out  the vehicular checklists

H.S.E. reports shows that 25% of plant and vehicle related accidents involved reversing vehicles, so clearly this is one of the greatest risks that pedestrians are exposed to. 

Reversing vehicles are fitted with both audible and visible warning alarms, if these malfunction contact your line manager immediately

Pedestrians, where possible, should be kept separate from moving vehicles and plant.

You must stay alert at all times, using all your senses.  Keep a lookout and listen for persons walking behind your vehicles

Only reverse vehicles if it is essential 

Always wear the high visibility clothing provided.

PPE

1. Will wear all issued PPE as required

2. Will store all PPE securely

3. Will inspect all PPE prior to use

4. Observe the relevant risk assessments

LCCS have basic duties concerning the provision and use of personal

protective equipment (PPE) at work and this information, explains what you need to do to meet the requirements of the Personal Protective Equipment at Work Regulations 1992 

What is PPE?

PPE is defined in the Regulations as ‘all equipment (including clothing

affording protection against the weather) which is intended to be worn or

held by a person at work and which protects him against one or more risks to his health or safety’, eg safety helmets, gloves, eye protection, high-visibility clothing, safety footwear and safety harnesses.

Hearing protection and respiratory protective equipment provided for most

work situations are not covered by these Regulations because other

regulations apply to them. However, these items need to be compatible with any other PPE provided.

What do the Regulations require?

The main requirement of the PPE at Work Regulations 1992 is that personal protective equipment is to be supplied and used at work wherever there are risks to health and safety that cannot be adequately controlled in other ways.

The Regulations also require that PPE:

· is properly assessed before use to ensure it is suitable;

· is maintained and stored properly;

· is provided with instructions on how to use it safely; and

· is used correctly by employees.

Can I charge for providing PPE?

An employer cannot ask for money from an employee for PPE, whether it is returnable or not. This includes agency workers if they are legally regarded as your employees.

If employment has been terminated and the employee keeps the PPE

without the employer’s permission, then, as long as it has been made clear in the contract of employment, the employer may be able to deduct the cost of the replacement from any wages owed.

A short guide to the Personal Protective Equipment at Work

Regulations 1992

Assessing suitable PPE

To allow the right type of PPE to be chosen, employers will carefully consider the different hazards in the workplace. This will enable employers to assess which types of PPE are suitable to protect against the hazard and for the job to be done.

The following will be considered when assessing whether PPE is suitable for GMAs:

Is it appropriate for the risks involved and the conditions at the place where exposure to the risk may occur? For example, latex gloves will not offer protection against sharp surfaces

Does it prevent or adequately control the risks involved without increasing the overall level of risk?

Has the state of health of those who will be wearing it been taken into

account?

If more than one item of PPE is being worn, are they compatible? For example, does a particular type of ear protection make it difficult to get eye protection to fit properly?

The typical hazards and types of PPE

Eyes

Hazards: chemical or metal splash, dust, projectiles, gas and vapour.

Options: safety spectacles, goggles, face shields, visors.

Head

Hazards: impact from falling or flying objects, risk of head bumping, hair

entanglement.

Options: a range of helmets 

Breathing

Hazards: dust, vapour, gas, 

Options: dust masks, disposable filtering facepiece or respirator

Protecting the body

Hazards: temperature extremes, adverse weather, chemical splash, spray

from pressure leaks or spray guns, contaminated dust, excessive wear or entanglement of own clothing.

Options: conventional or disposable overalls, boiler suits, specialist protective clothing, e.g. chain-mail or high-visibility clothing.

Hands and arms

Hazards: abrasion, temperature extremes, cuts and punctures, impact, chemicals, electric shock, skin infection, disease or contamination

.

Options: gloves, gauntlets, mitts. & alcohol gels

Feet and legs

Hazards: wet, electrostatic build-up, slipping, cuts and punctures, falling objects, metal and chemical splash, abrasion.

Options: safety boots and shoes with protective toe caps 

Training

Anyone using PPE is aware of why it is needed, when it is to be

used, repaired or replaced and its limitations.

LCCS will train and instruct people how to use it properly and make sure you are doing this.

Because PPE is the last resort after other methods of protection have been considered, it is important that users wear it all the time they are exposed to the risk. Including for those jobs which take ‘just a few minutes’.

PPE must be worn as required by the risk assessment

Maintenance

Make sure PPE equipment is well looked after and properly stored when it is not being used, for example in a dry, clean cupboard, or in the case of smaller items, such as eye protection, in a box or case; kept clean and in good repair - follow the manufacturer’s maintenance schedule (including recommended replacement periods and shelf lives).

CE marking

All PPE complies with the requirements of the Personal Protective Equipment Regulations 2002.

The CE marking signifies that the PPE satisfies certain basic safety requirements and in some cases will have been tested and certified by an independent body.

Other regulations

The PPE at Work Regulations do not apply where the following six sets of

regulations require the provision and use of PPE against these hazards. For example, gloves used to prevent dangerous chemicals penetrating the skin would be covered by the Control of Substances Hazardous to Health Regulations 2002

 The regulations are:

The Control of Lead at Work Regulations 2002.

The Ionising Radiations Regulations 1999.

The Control of Asbestos at Work Regulations 2002.

The Control of Substances Hazardous to Health Regulations 2002 (as

amended).

The Noise at Work Regulations 1989.

The Construction (Head Protection) Regulations 1989.

Key points 

Are there ways (other than PPE) in which the risk can be adequately controlled, e.g. engineering controls?

If not, check that: PPE is provided;

Hand Tools

Wrenches: When placing an adjustable wrench on a nut, make sure the adjustable jaw faces the operator; then pull the wrench toward the operator. Use socket wrenches for hard-to-reach places. Never use a pipe wrench on nuts because the corners of the nuts or bolts are likely to break the teeth of the wrench jaws, making it unsafe for future use. Manufacturers make wrenches of different sizes. So, the amount of leverage obtained with the wrench handle is the maximum application; it is unsafe to add more leverage with a length of pipe.

Hammers: When replacing hammer handles, make sure they fit the hammer head. Wedge the handle securely in the head and make sure that it is free of splinters and cracks. Never strike hardened steel surfaces with a steel hammer. Use a soft metal hammer or one with a plastic, wood or rawhide head when striking steel surfaces. Always wear safety glasses to protect your eyes from flying objects. Inspect sledge hammers carefully before each use. Use the right type of hammer for the specific job.

Pliers: Never substitute pliers for another tool such as a wrench to complete the task. It may cause the bolt heads to become chewed. Pliers cannot grip nuts and bolts securely and will slip. If working with electricity use hand insulated grips. Make sure the protective coverings are free from cracks or holes. Use a vise when cutting wire with the pliers. Hold the open end of the wire with your free hand to prevent the cutoff piece from flying through the air. If a vise is not available, use your foot to secure the wire and always use safety glasses.

Other tools available in the shop are to be used for the specific job intended. Crowbars should be used only for jobs that require prying. Files must be cleaned with a file card when finished using. Do not strike the file against another piece of metal. Hand hooks must be kept sharp to prevent slipping when in use. They should be stored with the point in cork to reduce accidents. Scrappers must be kept in good, sharp condition for best results.

Review the following points:
· Use the right tool for the intended job 

· Always wear safety glasses/goggles to prevent serious eye damage. 

· It is unsafe to add more leverage to any tool by use of an extension. 

Safely Operating Tools that Cause Extremity and Whole-Body Vibration 
Certain power tools vibrate or transmit vibration into the operator's arm and hand (or leg and foot). Continued use may cause a condition called white finger to develop. The symptoms include aching in the wrists and muscles of the forearm, tingling sensations, numbness, and whiteness in the fingers caused by restricted circulation. In fact, vibration from percussive tools (e.g. riveting tools), grinders, pneumatic hammers and drills, and chain saws can affect the whole body. 

The following suggestions are provided to help you reduce the risk of work-related musculoskeletal disorders (WMSDs) from these types of tools. 

1. Choose power tools with that offer anti-vibration controls and/or handles coated with a material that suppresses vibration. 

2. Properly maintain power tools; make sure tools are kept balanced, clean, and lubricated. 

3. Wear gloves designed to absorb or decrease vibration. 

4. Assign more than one employee to the job that requires the operation of equipment or a tool that vibrates. 

Summary 
It could be said that the power to avoid a work-related musculoskeletal disorder is in your hands! Whether you use a hand or power tool to accomplish a task, remember that your whole body is involved. Your posture and body mechanics, along with tool choice and how it is used plays an important role in avoiding injury. 

Safe Use of Hand Tools 

Of all the equipment placed at our disposal, the common hand tools, which we take for granted, are the most useful and the most often abused.

A recent review of construction injuries reveals quite a number of minor accidents involving the use of hand tools. To counteract this trend, it would be wise to review the basic rules governing the use of hand tools.

1. Choose the right tool for the job. Never use a makeshift.

2. Use only tools in good condition - no tools with cracked or broken handles, none without handles, none with mushroomed or broken heads.

3. Keep keen-edged blades sharp; store them safely when not in use.

4. Do not use a hammer with a hardened face on a highly tempered tool such as a drill, file, or die or jig. Chips may fly.

5. Use wrenches of the right size for the job. Face the jaws on an adjustable wrench in the direction of the pull.

6. Never apply a wrench to moving machinery; stop the machine, then remove all tools before starting it again.

7. See that pipe wrench jaws are sharp and chains in good condition so they will not slip.

8. Never use any tool in such a way that you will be injured by it if it slips. 

 9. Handle tools with care; treat them carefully and use them exactly for the purpose for which they were made. 

WAH & Ladders

Work may only be carried out from a ladder when the job is of short duration and can be done safely.

Never overreach at the working position.

Before using a ladder, inspect it to see that it is not damaged.  Check for splits or cracks in the stiles and rungs.  See that none of the rungs are missing or loose.  It should not be painted as paint can hide damaged parts. Only industry standard ladders must be used. Check to ensure it has been placed the correct way up.

Record the check on the appropriate form

Never attempt to repair damaged ladders.

Ladders should be set on a firm base, resting at an angle which is not too steep and not too flat.  Rule of thumb 1 foot out for 4 feet up. Leave three clear steps at the top of a stepladder. Don’t work any higher up 

If the ladder cannot be tied at the top, it must be fixed at the bottom or a second person must foot the ladder before it is used.

When ladders are finished with, either board them up or remove them to stop children playing on them.

Ensure your footwear is free from excessive mud or grease before you climb the ladder.

REMEMBER - THE VAST MAJORITY OF LADDER ACCIDENTS OCCUR BECAUSE THE LADDER IS NOT TIED AT THE TOP.
Top tips for ladder and stepladder safety
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Set-up for leaning ladders

■ Do a daily pre-use check (include ladder feet)

■ Secure it

■ Ground should be firm and level

■ Maximum safe ground side slope 16o (level the rungs with a suitable device)

■ Maximum safe ground back slope 6o

■ Have a strong upper resting point (not plastic guttering)

■ Floors should be clean, not slippery

Leaning ladders in-use

■ Short duration work (maximum30 minutes)

■ Light work (up to 10 kg)

■ Ladder angle 75o – 1 in 4 rule (1 unit out for every 4 units up)

■ Always grip the ladder when climbing

■ Do not overreach - make sure your belt buckle stays within the stiles and keep both feet on the same rung or step throughout the task

■ Do not work off the top three rungs – this provides a handhold

Set-up for stepladders

■ Daily pre-use check (feet included)

■ Ensure there is space to fully open

■ Use any locking devices

■ Ground should be firm and level

■ Floors should be clean, not slippery

Stepladders in-use

■ Short duration work (maximum 30 minutes)

■ Light work (up to 10 kg)

■ Do not work off the top two steps (top three steps for swing- back/double-sided stepladders) unless you have a safe handhold on the steps

■ Avoid side-on working

Executive

A toolbox talk on leaning ladder and stepladder safety

Why talk about ladders?

Every year an average of 14 people die and a further 1200 are

seriously injured at work as a result of falling from a leaning

ladder or stepladder. 
Hazards
You do not need to fall from a great height to be badly injured. More people get injuries such as broken arms or legs falling less than 2 m from a ladder than falling from above this height. For example, a person was killed when they lost their footing on the second rung of a ladder and fell

backwards, hitting their head on the floor.

Pre-use checks
All LCCS ladders have been individually identified. Don’t use any other ladder, including any brought from home or belonging to other companies.

Every time you use a ladder check it beforehand to make sure it is safe to use. Frequently used ladders only need one such check a day - except for checking the feet when moving from soft/dirty ground to a clean area. 

Notes for speaker Answers should include:

It is important to have clear arrangements for storing ladders safely.
Hazards and pre-use checks
Positioning all types of ladder
1 Do not position a ladder: 
■where it can be knocked by a door or window - unless the door or window is secured.

If this is impractical, have a person standing guard at a doorway, or inform workers not to open windows until they are told to do so;

■ where it may get struck by a passing vehicle;

■ within 6 m of an overhead power line (unless the lines

have been temporarily disconnected or insulated).

Check each foot is on a clean, level, firm footing and look out for oil, grease or loose material, including plastic packaging and sheeting.

Make sure the ladder is at the correct height, never use

boxes or bricks etc to gain extra height.
Positioning leaning ladders
Avoid placing ladders on side or back slopes, particularly

if the surface is wet. Ladders should not be used on a

suitable surface where the side slope is greater than 16° or

the back slope is greater than 6° unless the manufacturer states otherwise.
The rungs should always look horizontal and appropriate levelling devices may be used.

To erect a ladder, place its foot against a fixed object

such as a wall and raise the other end by progressing hand

over hand, from rung to rung, until it is upright.
Make sure the ladder is erected the right way up. If it is wooden ensure the tie rods are underneath the rungs, if it is aluminium check the rung profile is the right way round.

When erected, the ladder must be at an angle of 75° as this is the best angle for stability. Use the angle indicator marked on the stiles of some ladders or the 1 in 4 rule (1 unit for every 4 units up).

If you cannot achieve this angle, because the ladder is too short, too long or something is in the way, then don’t use it.

Do not place the top of a ladder against a fragile surface such as plastic guttering or glazing as this might give way and cause instability.

Don’t stand on the top three rungs. Always try and make sure a ladder extends at least 1 m (or three rungs) above where you will be working.

If you are using a ladder for access, make sure it rises to at least 1 m (or three rungs) above the landing place. But make sure it does not project so far above that it could pivot around the landing point.

Positioning stepladders
Check all four feet are in contact with the ground.

Try and position stepladders with the rungs facing the work activity and not side-on, as this is less stable Make sure the stepladder is the correct length. Don’t use the top two steps of a stepladder unless it has a suitable handrail Don’t use the top three steps of swing-back or double-sided stepladders where a step forms the very top of the stepladder 

This should ensure a handhold is readily available.

Safe use of all types of ladders

Only use ladders for light-duty, short duration work which

has been approved by the responsible person.

You could, for example, use a ladder for wiring a security

light or replacing a bulb. However, avoid strenuous work such as

freeing a seized nut, or removing a heavy object as any sudden release can cause you to lose your balance and fall

Do not use a ladder if you have a medical condition, or are taking medication that could affect your safety, or you are under the influence of drugs or alcohol.

Make sure you have the right footwear, ie clean, in good condition and without dangling laces.

When going up or down a ladder, take each rung one at a time and don’t rush. Use both hands to grip the ladder whenever possible.

On nearing the bottom, watch where you place your feet.

Make sure you do not miss the lower rungs as you step off. When working from a ladder, try and maintain three points of contact with it at all times (eg both feet and one hand).

Don’t carry heavy or awkward shaped objects on a ladder. Never carry loads heavier than 25 kg - any over10 kg should be avoided if possible. This includes long lengths of lightweight material such as plastic guttering,

which can be passed up by a second person instead.

If you have to carry an item up or down, you must keep

one hand free to grip the ladder.

✗
Safe use of all types of ladder
Do not overreach. Do not place a foot on another surface, such as a window frame, to extend your reach.

When working on or close to electrical equipment that is live or may become live, use ladders that will not conduct electricity, such as those with fibreglass stiles.

Do not throw things from ladders.

.

.

Safe use of leaning ladders

Wherever possible, tie a ladder to prevent it from slipping.

This can either be at the top, the bottom or both, making sure

both stiles are tied. Never tie a ladder by its rungs.

Notes for speaker Ask which method is the preferred

If you can’t tie the ladder use an ‘effective ladder’ or one with an ‘effective ladder-stability device’. This means a ladder or ladder-stability device that the suppliers or manufacturers can confirm will be stable enough to use unsecured in your worst case scenario.

Safe use of stepladders

When working from a stepladder, always make sure you have an available handhold. This means having a suitable handrail or not working off the top two or three rungs, depending on the design of the stepladder.

Avoid working side-on from a stepladder, especially when applying force, such as when drilling.

For higher-risk work, such as applying a side-on-force that cannot be avoided, you should prevent the steps from tipping over, for example by tying the steps to a suitable point.

Stepladders should not be used as a means of access to another level, such as a roof (unless they have been designed for this) as they can become unstable when you are stepping on or off them.

Please acknowledge the source as HSE.
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Infection Control

Is this guidance useful to me?

If you are involved in work where exposure to blood or other body fluids may occur, you should read this guidance. It will help you to understand:

■ what blood-borne viruses (BBVs) are;

■ the types of work where exposure to BBVs may occur and how BBVs are spread;

■ the legal duties of employers and employees;

■ the action to be taken after possible infection with a BBV;

■ special considerations for first aiders.

Detailed guidance on BBVs is already available for those in certain industries, for example health care

What are blood-borne viruses (BBVs)?

BBVs are viruses that some people carry in their blood and which may cause severe disease in certain people and few or no symptoms in others. The virus can spread to another person, whether the carrier of the virus is ill or not.

The main BBVs of concern are:

■ hepatitis B virus (HBV), hepatitis C virus and hepatitis D virus, which all cause hepatitis, a disease of the liver;

■ human immunodeficiency virus (HIV), which causes acquired immune deficiency syndrome (AIDS), affecting the immune system of the body.

These viruses can also be found in body fluids other than blood, for example, semen, vaginal secretions and breast milk. Other body fluids or materials such as urine, faeces, saliva, sputum, sweat, tears and vomit carry a minimal risk of BBV infection, unless they are contaminated with blood. Care should still be taken as the presence of blood is not always obvious.

Executive

Blood-borne viruses in the workplace

Types of work where there may be contact with blood/body

fluids

■ first aid

■ hairdressing and beauticians’ work

■ health care (hospitals, clinics )

■ needle exchange services

■ plumbing

 (This list is not intended to be comprehensive)

How can BBVs be spread in the workplace?

It is very unlikely that you will become infected through everyday social contact with another worker who has a BBV. BBVs are mainly transmitted sexually or by direct exposure to infected blood or other body fluids contaminated with infected blood.

In the workplace, direct exposure can happen through accidental contamination by a sharp instrument, such as a needle or broken glass. Infected blood may also spread through contamination of open wounds, skin abrasions, skin damaged due to a condition such as eczema, or through splashes to the eyes, nose or mouth.

LCCS will consult with you on the risks identified and the measures needed to prevent or control these risks.

Specific legislation on hazards that arise from working with biological agents such as BBVs is contained in the Control of Substances Hazardous to Health Regulations 2002 (as amended) (COSHH). Under COSHH you have a legal duty to assess the risk of infection for employees and others affected by your work. When the risk is known, you need to take suitable precautions to protect their health. You must also give employees adequate information, instruction and training on any

risks to their health which they may face at work.

Assessing the risk

The Health and Safety Executive (HSE) has produced general guidance on carrying out a risk assessment (Five steps to risk assessment). You need to:

■ identify the hazards – where BBVs may be present;

■ decide who might be harmed and how – which employees and others may be exposed to BBVs and how this might happen, for example through dealing with accidents or handling contaminated items for cleaning or disposal;

■ assess how likely it is that BBVs could cause ill health and decide if existing precautions are adequate or whether more should be done. Factors to consider include:

- the frequency and scale of contact with blood or other body fluids;

- the number of different persons’ blood/body fluids with which contact is

made;

- any existing information on injuries reported in the workplace;

- the quality of control measures used;

■ record your findings; and

■ review your risk assessment and revise it, if necessary.

Experience shows that the risk of BBV infection is low for the majority of

occupations, as direct contact with blood and body fluids does not occur regularly.

Much depends on the nature of the exposure. Not all exposures result in infection.

Preventing or controlling the risk

In occupations where there is a risk of exposure to BBVs, the following measures to prevent or control risks apply, but you may need to adapt them to your local circumstances in ensuring a safe system of work:

■ prohibit eating, drinking, smoking and the application of cosmetics in working areas where there is a risk of contamination;
■ prevent puncture wounds, cuts and abrasions, especially in the presence of blood and body fluids;

■ when possible avoid use of, or exposure to, sharps such as needles, glass, metal etc, or if unavoidable take care in handling and disposal;
■ consider the use of devices incorporating safety features, such as safer needle devices and blunt-ended scissors;
■ cover all breaks in exposed skin by using waterproof dressings and suitable gloves;

■ protect the eyes and mouth by using a visor/goggles/safety spectacles and a mask, where splashing is possible;

■ avoid contamination by using water-resistant protective clothing;

■ wear rubber boots or plastic disposable overshoes when the floor or ground is likely to be contaminated;

■ use good basic hygiene practices, such as hand washing;

■ control contamination of surfaces by containment and using appropriate

decontamination procedures (see ‘Decontamination procedures’);

■ dispose of contaminated waste safely 

Immunisation

Immunisation (vaccination) is available against HBV but not other BBVs. The need for a worker to be immunised should be determined by the risk assessment. It should only be seen as a supplement to reinforce other control measures. Vaccines are available free of charge to employees, if they are needed.

It is recommended that a vaccination record is kept. 

Decontamination procedures

Under ideal laboratory conditions HIV can remain infectious in dried blood and liquid blood for several weeks and HBV stays active for even longer. If materials become contaminated with blood or other body fluids, there are several methods available for decontamination. These procedures are designed to inactivate BBVs, mainly by using heat or chemical disinfection. You should have a local code of practice for dealing with spillages and other forms of contamination and workers should be familiar with it. Further details of decontamination procedures can be

found in guidance issued by the Advisory Committee on Dangerous Pathogens

Disposal of waste

A risk assessment, as required by COSHH, should be carried out on any waste generated. Certain waste is classified as clinical waste and its collection, storage and disposal is subject to strict controls. Clinical waste includes waste consisting wholly or partly of blood or other body fluids, swabs or dressings, syringes, needles or other sharp instruments, which unless made safe may be hazardous to any person coming into contact with it.

Human hygiene waste which is generated in places like schools, offices and factories (as well as in the home) is generally assumed not to be clinical waste as the risk of infection is no greater than that for domestic waste. However, those carrying out the risk assessment may have local knowledge which means they cannot make this assumption.

Reporting incidents

Under the requirements of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR), you have legal duties to report certain incidents and dangerous occurrences to your relevant enforcing authority. Incidents such as a puncture wound from a needle known to contain blood contaminated with a BBV should be reported as a dangerous occurrence 

What do I have to do as an employee?

You have a legal duty to take care of your own health and safety and that of others affected by your actions. You must make full use of control measures put into place by your employer. You should cooperate with your employer so they can comply with any legal duties placed on them.

People with a BBV should be able to work normally, unless they become ill and are no longer fit enough to do their job. If they do become ill, they should be treated in the same way as anyone else with a long-term illness.

Generally, there is no legal obligation on employees to disclose they have a BBV or to take a medical test for it. If an employee is known to have a BBV, this information is strictly confidential and must not be passed on to anyone else without the employee’s permission.

Action after possible infection with a BBV

If you are contaminated with blood or other body fluids, take the following action without delay:

■ wash splashes off your skin with soap and running water;

■ if your skin is broken, encourage the wound to bleed, do not suck the wound – rinse thoroughly under running water;

■ wash out splashes in your eyes using tap water or an eye wash bottle, and your nose or mouth with plenty of tap water – do not swallow the water;
■ record the source of contamination;

■ report the incident to your supervisor, line manager or health and safety adviser and your occupational health department or medical adviser if there is one.

Prompt medical advice is important. The circumstances of the incident need to be assessed and consideration given to any medical treatment required. Treatment might be appropriate following infection with a BBV, but to be effective, it may need to be started quickly. If your workplace does not have a medical adviser, contact the nearest Accident and Emergency department for advice, without delay.

If you think you may have been infected with a BBV, you should have access to support, advice and reassurance. If there is no medical adviser on site, contact your GP or the nearest Accident and Emergency department immediately.

Special considerations for first aiders

If you are a first aider in the workplace, the risk of being infected with a BBV while carrying out your duties is small. There has been no recorded case of HIV or HBV being passed on during mouth-to-mouth resuscitation.

The following precautions can be taken to reduce the risk of infection:

■ cover any cuts or grazes on your skin with a waterproof dressing;

■ wear suitable disposable gloves when dealing with blood or any other body fluids;

■ use suitable eye protection and a disposable plastic apron where splashing is possible;

■ use devices such as face shields when you give mouth-to-mouth resuscitation, but only if you have been trained to use them;

■ wash your hands after each procedure.

It is not normally necessary for first aiders in the workplace to be immunised against HBV, unless the risk assessment indicates it is appropriate.

As a first aider it is important to remember that you should not withhold treatment for fear of being infected with a BBV.

COSHH

1. Always read the labels on cans containing paints, solvents, and other products; AND always follow the guidelines and any other warnings. 

2. Always wear the recommended PPE

3. Do not use any product if controls are not in place

4. Do not purchase products that are not on the approved products registered unless authorised to do so by the property services manager

5. All new products not on the approved register must be risk assessed and controls must be in place prior to use

Using chemicals or other hazardous substances at work can put peoples health at risk.
COSHH Regulations require employers to control any risk to the health of employees, and others who may be exposed, which may arise from using hazardous substances in the workplace.

The employer must:

Assess the risk arising from the use of substances

Decide upon the measures needed to meet the requirements of the regulations


       Prevent or at least adequately control exposure to relevant levels


       Ensure controls are properly used and maintained

Ensure employees are properly informed, trained and supervised in

the correct use of hazardous substances.

Carry out appropriate health surveillance wherever necessary.

A substance’s “hazard” is its potential to cause harm.  This may be indicated by the hazard warning symbol on a container. The vast majority of commercial chemicals will carry such signage if it is hazardous.

For example, there is no warning label on household washing up liquid, so if used at work there are no requirements under COSHH. However, other cleaning products may carry warning signage and should therefore, be covered by COSHH requirements if used within the workplace. 

Hazardous substances can be:

· Liquids

· Solids

· Gases

· Vapours

Many areas of work within our organisation require the use of hazardous substances:


   Cleaning and other domestic tasks


    Workshops and craft areas


    Hairdressing rooms

Hazardous substances may also be generated during a process, such as wood dust.

The employee must:

Follow all relevant procedures for the correct use of the substance and use any control measures provided


     Use any Personal Protective Equipment ( P.P.E. ) supplied 


     Use only products/substances that have been COSHH assessed.

Risk assessments and product assessments are carried out by the County’s COSHH Central Support Unit.  Staff will be informed of any control measures required. If you have any concerns regarding a product / substance consult 

Your line manager / supervisor prior to use.

Moving & Handling

1. Know how to use lifting equipment if provided.

2. Always follow correct lifting techniques (training provided)

3. Ensure the area is clear of clutter and plan your route

4. Only lift sizes and weights that are within your capabilities seek advice or help if necessary.

5. Check labelling for hazards or weights.

6. Always wear any personal protective equipment that may be required especially appropriate safety gloves and shoes

7. Do not attempt to move clients

Moving Objects

· Know how to use lifting equipment if provided.

· Always follow correct lifting techniques (training may be appropriate)

· Only lift sizes and weights that are within your capabilities seek advice or help if necessary.

· Check labelling for hazards or weights.

· Always wear any personal protective equipment that may be required

First Aid

Any injury, no matter how slight, must be reported and recorded on the relevant accident form
Vehicle first aid kits must be fully stocked at all times.

Injuries, even of a minor nature, should be examined and, if necessary treated by an approved First Aider, or by summoned medical personnel

In summoning medical aid to an injured person, speed is essential.  Before help arrives you should ensure that the injured person is protected from further injury.  If broken bones are suspected.  However, you should be mindful of your own safety needs before approaching the injured person.

DO NOT MOVE THE INJURED PERSON

Unskilled medical/first aid help can cause more harm than good.  If you are not a first aider donot attempt to provide medical advice.

ANY INJURY, NO MATTER HOW SLIGHT, MUST BE REPORTED AND RECORDED.

You should be aware of who the first aiders are, and where the first aid equipment is, within all premises you visit

Health and Safety
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What is first aid at work?

People at work can suffer injuries or fall ill. It doesn’t matter whether the injury or the illness is caused by the work they do or not. What is important is that they receive immediate attention and that an ambulance is called in serious cases. First aid at work covers the arrangements you must make to ensure this happens. It can save lives and prevent minor injuries becoming major ones.

The minimum first-aid provision on any work site is:

a suitably stocked first-aid box 

an appointed person to take charge of first-aid arrangements (see Q5).

It is also important to remember that accidents can happen at any time. 
E.g. working with:

Hazardous substances;

Dangerous tools;

Dangerous machinery;

Dangerous loads?

	Name of Assessor
	Toolbox Talk / Task Assessment

	It is important that all GMAs have access to this form prior to each job

	Work Location
	Task: 
	Date: 

	Site Specific Risk Assessment Completed


	

	TOOLBOX TALK              (Tick where applicable)

	Type of operation to be executed.



	Work At Height
	
	Noise
	

	Electrical Equipment Required -PUWER
	
	Hot Works
	

	110v Transformer Required
	
	Hazard Identification / Control Measures 
	

	RCD Required
	
	Work Environment 
	

	Sharps Glass /Nails /Utility Knives
	
	Environmental Hazards (Air/ Land/ Water).
	

	Methods / Procedures To Be Adopted.
	
	Waste Management (Segregation Of Waste).
	

	Permit To Work / Precautions / Isolations
	
	Specialised Equipment Required
	

	Materials / Chemicals To Be Used And Location.
	
	PPE Required
	

	Safety/ Emergency / Spill Equipment 
	
	Job Sheet Issued
	

	Access/Egress - OK
	
	Hand Arm Vibrations
	

	Manual Handling (MH Risk Assessment  Required)
	
	Work With Ladders
	

	Inclement Weather/ Conditions
	
	Slip / Trip assessment Completed
	

	Asbestos (Awareness Training To The Acop Syllabus)
	
	Driving required
	

	TASK ASSESSMENT

	Identified Hazard
	Effect
	Controls
	Are Controls

	What could go wrong?
	What could the effects be?
	How can the hazards be prevented?
	Adequate?

Yes/No*
	In place?

Yes/No

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	* Where a NO appears in the ‘Controls Adequate’ column – a full Task Risk Assessment must be conducted for the work activity. 

	Specific safety equipment / PPE / instructions / procedures: 



	Accepted by:
	Manager
	GMA

	Signature:
	
	




RISK ASSESSMENT

The Management of Health and Safety at Work Regulations 1992 ( amended 1999 ) set out broad duties which apply to almost all work activities.

One of these duties is for employers to assess any risks and hazards to the health and safety of all employees and anyone else who may be affected by their work activity.  This assessment is to enable the necessary preventative and protective measures to be identified and undertaken.

A hazard is something with the potential to cause harm.

A risk is the likelihood of harm from a particular hazard being realised.

Written risk assessments will be carried out in your workplace and will include:

Workplace:  lighting, heating, space, adequate facilities etc.

Manual Handling:  the task, load, environment, individual capabilities.

Work Equipment:  safe and suitable, maintenance, training in its use.

Display Screen Equipment:  assessment of workstation, lighting, etc.

Personal Protective Equipment:  gloves, goggles, overalls, etc, their correct maintenance and use.

You must co-operate with your employer during risk assessments, and inform your supervisor of any hazards you encounter.  Always follow the operational and relevant safety procedures.

Skin Care

HEALTH RISKS FROM WORKING IN THE SUN 

A sunny day makes most of us feel good, but too much strong sunlight can be damaging to the skin. The problem is caused by the ultraviolet - UV - rays in strong sunlight.  People whose job keeps them outdoors for a long time, such as site workers, may get more sun on their skin than is healthy for them, and should note the following:

Dangers:


In the short term...
we all know that sunburn can blister your skin and make it peel.  In summer, even on cloudy days, enough UV can filter through to cause burning.

In the long term
the most serious effect is an increased chance of skin cancer later in life. It is almost always easy to cure but it should be caught early.  Too much sun will also speed up the ageing of your skin, making it leathery, mottled and 
wrinkled. In England and Wales around 35,000 new cases of skin cancer are registered every year.  There are 1,600 deaths.

Some medicines, and contact with some chemicals used at work (such as dyes, wood preservatives, coal-tar and pitch products), can make your skin more sensitive to sunlight.  

Who is at risk of skin cancer?

People with white skin are at most risk.  Take particular care if you have:

*
fair or freckled skin that doesn't tan, or burns before it tans;

*
red or fair hair and light coloured eyes;

*
a large number of moles - over 100 in young people, or over 50 in older people.

Should I protect myself?
Yes.  You should be particularly careful while you are working out of doors in the summer in the three or four hours around the middle of the day.  The sun is most intense at these times.

Don't get burned

Get to know how your skin reacts to sunlight.  This will help you decide what precautions to take.  Getting burned now may increase your chances of skin cancer many years later.  Try to avoid the reddening that is the first sign of burning.


The best protection is to shade your skin from the direct sunlight.


A suntan may give some protection against burning but does not eliminate the long term cancer risk; nor will it protect against premature ageing.

HEALTH RISKS FROM WORKING IN THE SUN 

Clothing
Ordinary clothing made from close-woven fabric, such as a long-sleeved work shirt and jeans, will stop most of the UV.

A hard hat will shade your face and head, the areas which suffer most from sunlight.  A hanging flap can protect the back of your neck if you work leaning forward.

Keep your shirt on, especially while you are working around the middle of the day.  Don't be tempted to leave off your shirt - skin that hasn't seen the sun for months burns easily.

Sunscreens
Hard hats and other clothing are the best form of protection, but sunscreen creams and lotions can add useful protection for parts of your body that are not easy to shade from the sun.  Look for a sun protection factor (SPF) rating of 10 or more.

Read the supplier's instructions on how it should be applied.  Don't forget the backs of your hands.

Check your skin
The first warning sign is often a small scabby spot which does not clear after a few weeks.  Look for changed or newly formed moles or any skin discoloration.  It is normal for moles to grow until you are about 18 years old, but as an adult you should show your doctor any moles which grow or change.

If you notice any of these signs consult your own doctor.  Explain that you have an outdoor job.

Fortunately most of these signs will be harmless, but medical checks may be needed to be sure.  Even if a spot is cancerous, simple modern treatments can usually cure it and most don't spread to other parts of the body.  The smaller the spot the easier it is to cure.  So don't put off going to the doctor when you know you should.

If you have any kind of medical check-up tell the doctor that you have an outdoor job and ask if there are any suspicious signs on your skin.

                                    Asbestos
Before sarrying out any intrusive work ensure you have carried out a risk assessment and you have also seen the asbestos survey report
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