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Preface

The book is designed to give advice and guidance on the likely health and safety matters you
will come across in the normal operation of the church. These matters are listed in the
contents page for your easy reference.

You are advised to read through the headings that have relevance to your particular church,
and follow the advice and recommendations within.

The relevant blank sections of the book e.g. Congregationa Employees, Environmental
Health Office and Loca Authority details, Electricity Isolation information etc. should be
completed, whilst the book should be kept where it can be accessed by congregational
employees.

The Congregational Employees page at the front of the book should be completed so that
these persons can be identified for heath & safety reasons. On the next page is contained an
introduction to the genera principals involved in successful health and safety management.
The health and safety general policy statement on the following page is a sample copy. The
signed document should be displayed where it can be seen by congregational employees.

The individua sections after this deal in more detail with the health and safety subjects
annotated within the index page. These are specific to the subject, and contain a number of
sections:

e Introduction— A brief description of the subject, and the matters to be considered around
this.

e Associated Hazards — The type of harm that can be caused to persons by matters related
to the subject.

e Lega Duties — A general description of the duties imposed by the relevant legislation
relating to the subject.

e Recognized control measures — These are examples of the measures that can be taken to
either eliminate the hazards altogether, or reduce them to alower level.

Within some of the sections, there are blank forms of records and assessments that should be
kept relating to the subject of the guidance note. These are provided for demonstration
purposes, though can be photocopied or masters obtained from Peninsula Business Services,
as below.

Should you have any questions regarding this Health & Safety Guidance, or should you wish
to discuss a certain aspect further with a Health and Safety Consultant, please do not hesitate
to contact Peninsula’ s Health and Safety Advice Service. This service is available 24 hours a
day, 365 days a year as part of your agreement with us. The telephone number is 01 855 50
50 and the Service can be reached via option two.

The Presbyterian Taking Care Manua should be consulted when working with children,
young people and vulnerable adults. References to the relevant sections of the Taking Care
Manual are made throughout this manual. Congregations must provide regular Taking Care
Training and should contact the Taking Care Office on 0289041729 or emall
takingcare@presbyterianireland.org. Also visit: - http://www.presbyterianireland.org/takingcare/
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CONGREGATIONAL EMPLOYEES

Please list below any employees paid by your congregation including associate and assi stant
ministers, deaconesses etc., any self-employed workers and a so your regular volunteers.

L ocation:
Employee Name Tasks Undertaken
Name of self-employed person Tasks Undertaken
Volunteer Name Tasks Undertaken
Copyright —m—
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INTRODUCTION

Health and safety law requires that all undertakings with five or more employees have a written
Health and Safety Policy (draft attached). These guidance notes are provided to assist you in dealing
with specific areas of health and safety.

DEFINITION OF A HEALTH AND SAFETY POLICY

Your hedth and safety policy statement is the starting point to managing health and safety in the
workplace and sets out how you manage health and safety in your organisation. It is a unique
document to your organisation. Best practice controls have been established by several professiona
organisations, for example, the Health and Safety Authority (HSA), Fire Authorities and Institute of
Electrical Engineers (IEE).

Health and safety legislation requires that you make arrangements to reduce the risk of injury or harm.
In the event of a prosecution or claim against you, you would need to provide evidence of thisin the
form of records relating to:

Accident / incident reporting.
Electrica sofety.

Firesafety.

Hazard reporting

Maintenance and testing of equipment.
Risk assessment.

Training.

Accident and I ncident Reporting

It is mandatory for certain categories of accidents, incidents, diseases or dangerous occurrences to be
reported to the relevant Enforcing Authority. The section dealing with this subject covers all the
aspectsinvolved.

Electrical Safety

You are required by hedth and safety legidation to ensure that all hard wiring, fixed electrical
installation and portable electrical appliances are properly maintained to ensure the health and safety
of al persons who may be affected. The section dealing with electrical safety provides all the
necessary information.

Fire

Aswell asthe legal duty to provide safe accessand egress, you should provide emergency and control
systems on your premises. Certain records are deemed necessary, relating to the nature of the
undertaking on your premises, physical aspects of the design and construction and the types of fire

fighting appliancesinstalled. The section dealing with fire provides all the necessary information and
forms.

Hazard Reporting
The definition of a hazard is quite simply, anything that has the potential to cause harm to anyone.
The section dealing with this subject contains information and forms to assist you with this subject.

Maintenance and Testing of Equipment

All equipment should be maintained in efficient working order. Certain items of equipment e.g. any
pieces of lifting equipment, items of portable e ectrical equipment should have a routine and planned
maintenance programme. In the case of equipment which is subject to statutory testing, inspection or
mai ntenance appropriate records must be maintained.

Copyright _m_

PCIROIV1 PENINSULA



Risk Assessment

Various aspects of health and safety legidation impose a statutory duty upon employers to make
suitable and sufficient assessments of the risks associated with their premises and undertaking.

Whilst all employers must carry out risk assessmentsthereisalegal requirement for those with
five or more employeesto record their assessmentsand the significant findingsin writing.

Training

Health and safety legidation requires that al employees / volunteers are trained in the health and
safety aspects of their role within any organisation. Evidence of such training should be maintained to
demonstrate that you have complied with this requirement.

A record is also useful for ascertaining when refresher training is due and where updates are

goplicable. More information and the relevant forms can be found in the Training section of this
manual .

Should you require any further information or have a subject that is not covered in this
guidance contact the Peninsula Health and Safety 24 hour Advice Service on 01 855 50 50.
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HEALTH AND SAFETY GENERAL POLICY

We a . . recognise our duties under the Safety, Health & Welfare at
Work Act 2005 and the other relevant legislation. We will endeavour to meet the

requirements of this legislation so as to ensure that we maintain a safe and healthy
environment. Our employees and volunteers have been informed of their responsibilities to
ensure they take all reasonable precautions, to ensure the safety, heath and welfare of those
that are likely to be affected by the conduct of our undertaking.

.. recognisesthe duty to ensure the following:

° The provision and maintenance of a safe place of work, safe systems of work, safe
equipment and a healthy and safe working environment.

. Ensuring that hazards are identified and regular assessments of risks are undertaken.

° The provision of such information, instruction and training as is necessary to ensure
employees and others are assured of a safe and healthy working environment.

° The promotion of awareness of heath and safety and encouraging health and safety best
practice throughout our organisation.

. Ensuring that we are taking the appropriate protective and preventative measures.

° Ensuring that we have access to competent advice and are able to secure compliance with
our statutory duties.

In order that we can achieve our objectives, and ensure our employees recognise their duties
under health and safety legidation whilst at work, wewill ensure that we inform them of their
duty to take reasonable care of themselves and otherswho may be affected by their activities.

SIgNALUIE ..o e e e e Date...c.eeiie e
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1. ACCESSAUDIT (DISABLED)

Service providers and employers are legally obliged to make ‘reasonable adjustments’ to the physical
features of their premises to overcome the barriers to access faced by disabled people.

This can be achieved by:

o Altering practices, policies or procedures that make it impossible or unreasonably difficult for
adisabled person to use your services.

e Providing alternative methods of making services available where physical features of your

premises make it impossible or unreasonably difficult for a disabled person to access your
services.

e Providing auxiliary aid or servicesto assist a disabled person to access your services.

Further information can be obtained from the National Disability Authority (NDA) on www.nda.ie or
telephone 01 608 0400.
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2. ACCESSEQUIPMENT

I ntroduction

Access equipment comes in many shapes and forms and is generally used to permit safe working at
height. The following would be considered as access equipment:

Ladders (fixed and mobile).

Step-ladders / kick stools.

Scaffolding trestles.

Scaffold tower.

Mobile elevated working platform (MEWP).

Legal Duties

Current legidative requirements require equipment owners to control the use of such equipment and
supply the necessary information, instruction and training so that the equipment can be used in a safe
manner. There is also a legal duty to ensure that the equipment purchased for access meets the
recognised standards including design and maintenance.

Recognised Control M easures

Prior to selecting any of your access equipment to undertake a task you should initially consider
whether or not the task needs to be undertaken or the inaccessible area needs to be accessed at al. For
example, when an dectric lighting system isinstalled into a premises consideration should be given to
the safe replacement of the light bulbs. If it is possible and reasonably practicable to lower the light
fitting to allow the light bulbs to be replaced at floor level then this will negate the need for access
equipment.

When the use of access equipment is unavoidable it is important that the correct equipment is
purchased or hired for the task to be undertaken. For example, when installing CCTV cameras, the
equipment needs to be inaccessible to prevent theft and / or damage. Therefore the use of a mobile
elevated working platform or tower scaffold will be more appropriate to the task.

Prior to the sdection of the access equipment an assessment should be undertaken to ensure the
selection process is carefully planned. Consideration should also be given to the amount of time that
the access is required. For example, if continual access is required then permanent access should be
considered with steps leading to the required area. If the task to be undertaken is for an extremely
short period of time then aladder may be the only reasonably practicable option.

It is important that once your access equipment has been selected any employees, volunteers or
contractors who are likely to be using the equipment are fully trained in its use. Some of this training
e.g. when using mobile elevated access platforms may require the use of an accredited training body.

It is good practice to keep an inventory of al the access equipment under your control to ensure high
safety standards are maintained. The inventory should include records of regular inspections and
maintenance.
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Risk Assessment

Lok for the hazards

-Decide who might be harmed and how
*Evaluate the rnsks and decide whether
the existing precautions are adequate or
more should be done

*Record your findings

*Review your assessment

Inspection and Use

Step 1: Suitability
I a ladder / step-ladder the best access
equipment for the task?

Step 2: Ladder Standards

Is the ladder / step-ladder strong
enough?
B85 EN 131 or Class 1 Industnal

Step 3: Ladder Choice
s the ladder long enough for the task?

Step 4: Inspection

Is the ladder / step-ladder safe enough?
I a ladder inspection register kept?
Inspect them before every use.

& Paninsuka copyright
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Step 5: Erecting Ladders

Place the base of the ladder / step-ladder
on a firm, level, dry, stable surface, facing
the place where you intend to carry out the
work.

Step 6: Securing the Ladder
secure the bottom and top by tying it or by
other means e.g. getting another person
to “foot it” or by using a stabilisation
device.

Step 7: Storage

Store ladders level on supports in a covered
well ventilated area, protected from the
weather and from any dampness or heat.

Step 8: Training
Train all your staff in how to use ladders and
step-ladders safely, and how to spot defects.

Additional Considerations
“Working conditions

<Access and egress

Distance and consequence of fall
*Duration and frequency of use / task
*Ease of rescue and evacuation

Risk of use, installation and removal of

equipment.



P
PENINSULA

I [
PENINSULA




3. ACCIDENT /INCIDENT REPORTING

I ntroduction

Organisations are required to report specific heath and safety incidents to the relevant Enforcing
Authority In the case of churches this Authority isthe local district council. The reporting of incidents
enables the Enforcing Authorities to identify trends and investigate any incidents should they deem it
necessary. The Health and Safety Authority produce statistical information from these incidents,
enabling them to target areas of high risk e.g. falls from heights and initiate appropriate safety
campaigns.

Address of the Health and Safety Authority (HSA):

Health & Safety Authority
Metropolitan Building
Dublin 1.

Telephone Number: 1890 289 389

Compliance with the Requirements

All accidents, injuries, diseases and dangerous occurrences involving employees, volunteers or
contractors and visitors on church premises or arising as a result of any of its activities, should be
reported immediately to the relevant person in the church. You should first assess the circumstances
of the accident / incident to ensure that the potential risk of further injury has been removed.

If the accident / incident is deemed reportable (alist of reportable criteriais provided at the end of this
section), you should ensure that the relevant Enforcing Authority is contacted (follow the flow chart
included within this section).

If immediate reporting is not necessary, you may still have to report the incident. This will depend on
whether the injured party, if your employee, has had more than three days off work as a result of the
accident / incident or has been prevented from carrying out normal work duties. These three days
include the weekend but do not include the day of the incident. Organisations have ten days from the
day of the accident in which to report the accident to the Authorities.

If you are not sure and require further guidance call Peninsula Health and Safety 24 hour
Advice Service.

Accidents should be recorded in the Accident Book (available from the Stationery Office). The
completed page should be removed and filed in the Completed Accident Reports Folder to comply
with the data protection legislation. The entry should detail the injured party’s name and contact
details and give brief details of the accident including dates, times, location and description of the
events of the accident.

All entries in the Accident Reports Folder should be checked periodicaly with the aim of noting
recurrences or trends. Where recurrences are identified, remedial actions identified should be
reviewed and appropriate additiond control measures introduced.

All the necessary persons should be made aware of accident, incident and disease reporting
procedures at their induction to the organisation.

Information of the reporting procedures should aso be provided for contractors and visitors to your
premises or site. This can be provided verbally or by written instruction.
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Y ou should undertake a preliminary investigation as soon as practicable to endeavour to identify the
cause(s) of the accident / incident. Where possible, remedial action should be taken to minimise the
possibility of recurrence and remove any risks that pose an immediate or imminent danger. Any
actions identified should be documented and communicated to al employees / volunteers either in
writing or verbally. You should also ensure that the risk assessment for the task or area concerned is
still valid.

The Regulations require specific dangerous occurrences to be reported to the Enforcing Authorities
e.g. collapse of scaffolding, electrical short circuit etc. A brief list of the reportable dangerous
occurrences is identified on the next page.

The Regulations aso require specific diseases and causes of ill health conditions to be reported to the
Enforcing Authorities e.g. hand arm vibration syndrome or Legionellosis, once they have been
diagnosed and confirmed by a General Practitioner.

You should report the injury, disease or dangerous occurrence by completing form IR1 (injury or
disease) or IR3 (dangerous occurrences) and sending it to the Health & Safety Authority

Y ou should realise that failure to notify an Enforcing Authority can lead to prosecution.

In the event of acivil claim arising (compensation claim) you may be asked by the claimant’s legal
representation for a copy of the completed report form. It is important in the event of anyone
sustaining an injury that all the relevant documentation is securely filed. This documentation must be
kept for a minimum of three years from the date of the accident.

Any letter of claim must be copied at once to your insurance broker and to Church
House. Do not enter into any correspondence with the claimant or their solicitor.
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INCIDENTSTHAT MUST BE REPORTED IMMEDIATELY TO THE
HEALTH & SAFETY AUTHORITY

Death of an employee/ volunteer / member of the public.

Major injuries to an employee/ volunteer, e.g. fractures (except fingers, thumbs or toes), loss
of consciousness, amputation, etc

e Injuriesto anyone in the premises, e.g. visitors, customers etc., if, as aresult of the accident, they
need to be taken from your premises to hospital for treatment.

e Incidents involving road vehicles caused by materids or substances being transported
commercialy and causing injury or death to anyone.

e Incidents involving the collapse, overturning or failure of any load-bearing part of lifting
machinery, e.g. cranes, hoists, fork-lift trucks, etc.

e Failure of pressure systems.
e Unintentiona contact with overhead € ectric lines.

e Electrical short circuit or overload resulting in fire or explosion and causing stoppage of plant for
more than 24 hours or having the potentia to cause afatality.

o Release of biological agentswhich are likely to cause severe human infection or illness.
o Collapse, complete or partial, of scaffolding.
e Uncontrolled or accidental escape of substances from a pipeline or pipeline works.

e Unintended collapse or partial collapse of building or structure, floor or wall, or fase-work
(temporary works).

o Where explosion or fire causes stoppage of activities on the premises for more than 24 hours.

e The sudden, uncontrolled release of flammable substances either internally or in externa
conditions.

o Theaccidental release or escape of any substance in aquantity sufficient to cause the death, magjor
injury or any other damage to the health of any person.

e Gasincident causing death or injury (including refillable gas containers).
e Gasincident liable to cause death or injury, i.e. faulty appliance, defective pipe work, etc.

INCIDENTSTHAT MUST BE REPORTED WITHIN 10 DAY S

o Workplace injury causing an employee to be absent from work for more than three consecutive
days after the day of an accident.

PCI haveretained Peninsula Business Services Limited to provide you with advice and guidance
on workplace health and safety issues. To ensurethat all workplace incidents are properly dealt
with and reported the person appointed to deal with incidents and incidents reporting must
contact the Peninsula HEALTH AND SAFETY 24 HOUR ADVICE SERVICE on 01 855 50 50,

option 2. Thisshould be dealt with promptly.
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REPORTING AND INVESTIGATION PROCEDURE

ACCIDENT /INCIDENT

A 4

Wasthereany harm asa
result of the accident /

A 4

Complete
Accident Book
entry

A 4

incident?
(Injury / Fatality / Disease)
v v
Yes No

Doesthe accident require
immediately reporting to the
Enforcing Authority?
(Fatality / Maijor Injury)

v v
No Yes
A 4
Contact the

Enforcing Authority

Hastheinjury resulted
in a three-day absence
from normal duties?

A 4

A 4

a danger ous occur

under the RIDD

Istheincident classed as
or diseasereportable

reporting requirements?

rence

OR

v v
No Yes

A 4

A 4

I nspector)

Preparefor possible
Enforcement Officer visit |
(Gardai /EHO/HSA

A 4

Authority

Report the incident
tothe Enforcing

Act on any reasonable request
from the I nspector

v v
Yes No
\ 4
Report the danger ous
occurrence/ diseasetothe
Enforcing Authority (this may
requireimmediatereporting
e.g. failureof lifting accessory)
\ 4
Record
Dangerous
Occurrence

A 4

\ 4
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Investigate the accident or incident to
establish possible causes, so asto
prevent a similar incident occurring
(document your findings)

A 4

Action findings arising
from the investigation
(document your actions)

A 4

Review the situation and revisit the
risk assessments. Undertake a new
risk assessment if required
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FORM OF NOTICE OF ACCIDENT

APPROVED UNDER THE SAFETY, HEALTH AND WELFARE AT WORK (GENERAL APPLICATION) REGULATIONS 1993
(Before completing this form, please see INSTRUCTIONS overleaf)

S.l. No. 44 of 1993

DETAILS OF INJURED PERSON

Name: Date of Birth: | Sex: Is the injured person:
Address: Nationality: Length of Years  Months O Employed Full Time
service O Employed Part Time
O Self Employed

RSI Number: Date of Accident: Time of Accident: | O A Trainee

O A Family Member

O A Member of Public

Occupation: Time of starting work: Normal time of finishing work:
EMPLOYER/SELF-EMPLOYED INFORMATION

Name of business or company name: Phone No. (2)

(+STD Code):
Address of Head Office: (1): Nature of business:
Address of establishment where injured person Approximate no. employed Approximate total
was based if different from (1) above: at establishment: no. employed by
If accident did not occur at the establishment business:
address state where:

TYPE OF WORK AND WORK ENVIRONMENT

What type of work was the injured person doing at the time of
the accident? (e.g. iron founding, harvesting, work-processing):

Where was the injured person at the time of the accident?
(e.q. inside buildings, underground, field, public road, shop etc.)

CIRCUMSTANCES OF THE ACCIDENT (An “agent” may be another person, an animal, a substance, equipment or other item)

Briefly describe what the injured person was doing at the time of the accident, identifying the agent involved.

Briefly describe the departure from normal, including the agent involved:

Briefly describe the action leading to the injury including the agent which actually caused the injury:

Details of the injury

Indicate type of injury (tick one box only) Indicate part of body most seriously injured (tick one box only)
O Bruising, contusion O Suffocation, asphyxiation O Head, except eyes O Hip joint, thigh, knee cap
O Concussion O Gassing O Eyes O Knee joint, lower leg, ankle
O Internal injuries O Drowning O Neck area
O Open wound [0 Poisoning O Back, spine O Foot
O Abrasion, graze O Infection O Chest O Toes, one or more
O Open fracture (i.e. bone O Burns, scalds, frostbite O Abdomen O Extensive parts of the body
exposed) O Effects of radiation O Shoulder, upper arm, O Multiple injuries
O Closed fracture O Electrical injury elbow O Other
O Dislocation O Other O Lower arm, wrist
O Sprain, torn ligaments O Hand
O Fingers, one or more
CONSEQUENCES OF THE ACCIDENT

Fatal O Date of resumption  Year Month Anticipated
Non fatal O Day absence: 4-7 days O 8-14 days [0 More than 14

of work, if back days O

DETAILS OF NOTIFIER

Notifier: OO Employer/Self Employed O Person in control of workplace O Person providing training O Other Date:

Address and telephone number for acknowledgement/clarification if different from (1) & (2) above:

Signature: Position:

Return to Health & Safety Authority, 10 Hogan Place, Dublin 2
FORM No. IR1
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INSTRUCTIONS

1. DETAILS, AS PRESCRIBED OVERLEAF, MUST BE REPORTED TO THE HEALTH AND SAFETY AUTHORITY IN RESPECT OF THE FOLLOWING TYPES OF
INCIDENT:-

(a) an accident causing loss of life to any employed or self-employed person if sustained in the course of their employment.

(b) an accident sustained in the course of their employment which prevents any employed or self-employed person from performing the normal
duties of their employment for more than 3 calendar days not including the date of the accident.

() An accident to any person not at work caused by a work activity which causes a loss of life or requires medical treatment.

2. THE FOLLOWING CATEGORIES OF PERSON ARE RESPONSIBLE FOR REPORTING ACCIDENTS:

(a) employers in the case of the death or injury of employees at work.
(b) persons providing training in the case of the death or injury of a person receiving training for employment.
(c) self employed persons in relation to accidents to themselves.
(d) persons in control of places of work in relation to:
(i) the work related death or injury of a person not at work
(ii) the death of a self employed person.
(e) the next of kin in the event of the death of a self employed person at a place of work under that person’s control.

3. HOW TO COMPLETE THE FORM
The person reporting the accident must only tick one space in each section where option boxes are provided.
Date of Birth
If the date of birth of the injured person is not available, please enter approximate age.
Employment Status:
Indicate ‘Part-Time’ if average hours worked are less that 120 per calendar month, enter ‘Full-Time if they exceed this.
Occupation:

If the injured person is an employee or self employed please give sufficient detail to differentiate for example between electricians and fitters or between a nurse or nurses
aide.

Economic Activity:
The main economic activity being undertaken, e.g. manufacture of computers, road haulage, joinery installation, take away restaurant.
Work Process and Work Environment:

This space should indicate the work process carried out by the injured person at the time of the accident and where the injured person was when he/she was injured. Two
examples of how to answer are given below:

1. Harvesting Field
2. Welding Workshop inside building

Circumstances of the Accident
A precise description of the event is to be given under the following three headings:
a.  What the injured person was doing at the time of the accident and for example what person was being attended to, what animal or item was involved or what tool or
machine was being used.
b.  What went wrong at the time of the accident? Describe what happened identifying any person, animal, equipment, substance or item involved.
c. How the person was injured and the person, animal, equipment, substance or item causing the injury.
Two examples of the minimum contents of answers are given below:
Examplel 1. The injured person was walking on the floor. Example2 1. The injured person assisted a patient on the way to the
2. He/She tripped over a hosepipe. bathroom.
3. He/She struck his/her head against atable. 2. Thepatient stumbled.
3. While supporting the patient to prevent a fall the injured
person’s back was strained.
Details of the Injury
‘Open Wound' includes cuts, lacerations, severed tendons, nerves and blood vessels. ‘Burns’ includes chemical burns. ‘Effects of radiation’ includes effects of x-rays,
ultraviolet, welding light etc. Forms of injury which are not closely defined such as shock, heatstroke, cardiac arrest etc. should be classified as ‘Other’. ‘Electrical Injury’
includes any injury or condition directly due to electric shock.
Consequences of the Accident

If the injured worker has not yet resumed work please indicate anticipated duration of absence.

INQUIRIES CONCERNING THIS FORM CAN BE MADE TO THE HEALTH AND SAFETY AUTHORITY (TEL. (O1) 6620400) FROM WHICH DETAILED GUIDELINES ARE AVAILABLE
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4. ACCIDENT INVESTIGATION

Proactive organisations recognise the benefits of undertaking effective accident investigations so asto
establish their cause or causes. Not all accidents result in injury or harm; these are usually known as
near misses.

What isthe definition of an ACCIDENT?

An ACCIDENT can be best described as an unplanned, uncontrolled event, which may or may not
result ininjury, harm or damage to property or the environment.

Y ou should recognise your common law ‘duty of care’ towards those that may be affected as a result
of an accident. The fact that the accident has happened has made the situation foreseeable. This
establishes the legal duty to undertake an investigation of the accident.

All accidents and injuries (however minor) involving employees / volunteers, contractors and visitors
should be reported to the appointed person. All such reports should be recorded in the Accident
Book. This entry details the name of the injured person, contact details (address and tel ephone contact
number) and a brief description of the accident including dates, times, location and the events of the
accident. Thisisimportant information that must be integrated into the accident investigation report.

The Accident Book is primarily for the recording of accidents to employees / volunteers whilst at
work, although it is wise for you to record all accidents requiring the provision of first aid.

The accident record and investigation report, once completed, must be kept for a minimum of three
years from the date of the accident to enable you to provide documentary evidence should a civil
claim for compensation be brought against your organisation.

Some accidents will require the Enforcing Authority (EA) to be informed. This may also result in the
EA Inspector undertaking an accident investigation. Their findings may affect the action that is
required following your investigation and should be taken into account.

Employees / volunteers should be made aware of the accident reporting procedure at the earliest
opportunity.

Contractors should be informed of the reporting procedure upon entry into premises.

All accidents require investigating as soon as practical, so as to endeavour to identify their cause or
causes. Where possible, remedial action should be taken to minimise the risk of recurrence. Any
actions identified require implementing and documenting. This should also be communicated to those
who may be affected by the actions, these will include employees / volunteers, visitors, contractors
and in some cases neighbours.

The Investigation

Undertaking an accident investigation can be a very complex subject requiring a significant amount of
competency that is built up from knowledge and training. The gathering of information as soon as
possible can have a significant bearing on ensuring that effective actions can be taken as soon as
possible. Thiswill reduce the risk of recurrence of the same or asimilar accident.

When undertaking your investigation, try to view the situation laterally and don't fall into the trap of
latching onto the obvious. It is human nature to want to identify a single cause, but often there are a
number of underlying factors that have given rise to the situation preceding the accident.

Carrying out the I nvestigation

Prior to undertaking your investigation it is worthwhile considering the information sources and tools
that you may require to assist you with your investigation.
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Consider the following:

Note book and pen.

Barrier tape and restricted access signs to cordon the accident area off if necessary.

A padlock and lockout clamp that may be required to isolate supply sources (e.g. electrica
isolator).

A hazard warning cone so as to raise the awareness of atemporary hazard.

A camera to enable you to photograph the area where the accident has happened and any
other factors that you consider may have a bearing on the findings.

Where possible, an early statement from the injured party.

Where possible, statements from those who may have witnessed the accident.

A statement from the first aid provider or * Appointed Person’.

A tape measure (distances and dimensions may have had a significant bearing on the
outcome).

The factors to consider whilst undertaking the accident investigation are:

Is there a high risk of this or a similar incident recurring? If yes, what measures are required
to ensure that the risk of any recurrence is removed and have you ensured this action has been
taken?

The time of day. For example, night, early morning and late afternoon working when
tiredness may have a significant bearing.

The environment in which the accident has happened. Factors to consider may be the weather
conditions at the time of the accident (for example high winds, heavy rain or wet conditions
or along dry spell may have had a bearing on the outcome). Indoor factors may be poor
lighting, inadequate ventilation, high or low temperatures and confined or restricted
workspace.

The competency of the individual who may have sustained the injury. Had they received
adequate training for the task that was being undertaken? Had those involved in the accident /
incident received suitable and sufficient information and instruction? If no, was the individual
adequately supervised?

Are there any signs of tampering or breaches of health and safety rules and requirements
obvious?

Are there indications that any safety guards were in place and persona protective equipment
wasin use at the time of the incident?

What were the circumstances immediately prior to the accident?

Is there anyone else involved?

These lists are not exhaustive and are supplied to provide guidance. Each individual incident must be
considered and investigated accordingly.
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5. ASBESTOS

I ntroduction

Organisations are required to recognise the potential dangers posed by the presence of asbestos in
buildings and to comply with current legislative requirements and best practice arrangements. All
types of asbestos can be dangerousiif disturbed. Do not differentiate between the types.

Associated Hazar ds

Asbestos was extensively used as a building materia in the Ireland from the 1950s through to the
mid-1980s. It was used for a variety of purposes and was good for fireproofing and insulation. Any
building built before 2000 (houses, factories, offices, schools, hospitals etc) can contain asbestos.
Asbestos-containing materials in good condition are safe unless ashbestos fibres become airborne,
which happens when such materials are damaged.

Asbestos fibres are present in the environment so there is some exposure of the general population to
very low levels of fibres. However, akey factor in the risk of developing an asbestos-related diseaseis
the total number of fibres breathed in. Working on or near damaged asbestos-containing materials
may result in breathing in high levels of asbestos fibres, which may be many hundreds of times that of
environmentd levels. Thiscould increasethe chances of an asbestos-related disease developing.

When these fibres are inhaled they can cause serious diseases which are responsible for around 4000
deaths a year. There are three main diseases caused by asbestos. mesothelioma (which is always
fatal), lung cancer (amost always fatal) and asbestosis (not always fatal, but it can be very
debilitating).

While these diseases are not immediately apparent in someone who has inhaled asbestos fibres, there
is some possibility that they may develop in the future, perhaps many years after the exposure. It is
therefore necessary to take all possible precautions to ensure that no person is liable to inhale ashestos
fibres arising from asbestos-containing materials on your site. It issignificant that people who smoke
and are a so exposed to asbestos fibres are at amuch greater risk of developing lung cancer.

Legal Duties

Current legislation requirements impose a duty upon anyone who has responsibility for the
maintenance or repair of the premises. The duty to manage will require the Duty Holder to:

e Take reasonable steps to establish the whereabouts of asbestos in the premises and assess the
condition of these materials.

e Unlessstrong evidence is present that materials do not contain asbestos, presume that they do.

e Preparearecord of the condition and location of materials, highlighting the risks presented by
theme.g. site plan and signs detailing the ashestos materials.

o Prepare aplan to manage the risks involved and implement the findings.
Ensure information is provided regarding the location and condition of the materials to
everyone who islikely to disturb it.

If you suspect a substance may contain asbestos then it should not be disturbed or touched. The
affected area must be sealed off until you have had clarification by an ashestos surveying
organisation.

Recognised Control M easures

There are three stages to the process that outline the activities the Duty Holder needs to undertake in
order to reduce the risk of contact with ashestos.
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If there is a potential risk of disturbing any asbestos during maintenance then you must assess
any areas that require work for the possible presence of asbestos, prior to the task being
undertaken. This will involve samples of the suspect material being tested to establish the
presence of asbestos.

You should remember that you are not expected to remove any ashestos within your
premises but you are required to manage the condition of such materials. You must
ensure that those undertaking a task that may disturb ashestos are aware of the risks
involved so they are able to take the necessary precautions to protect themsaves and
others

A visua survey should be undertaken to assess the condition of any materials which may
potentially contain asbestos. Any suspect materials that look to be in a poor and / or
deteriorating condition e.g. insulation boards collapsing or damaged heating pipe lagging
must be dealt with. When you find suspect materials in this condition you must take action.
Cordon the area off and post warning signs. You will require the services of a specialist
contractor to sample the material and test it to discover if it contains asbestos and make the
necessary arrangements for its removal under controlled conditions.

When the initial precautions have been put into place you should then put together an asbestos
management system. This will require you to draw up a plan of the premises under your
control, identifying and marking the areas where asbestos containing materials (ACMs) are
present or may be present.

The scale of the site will determine the complexity of the plan. Y ou should remember that the
reason for formulating the plan is to ensure that you do not inadvertently expose any of your
employees / volunteers or others that may be affected by contact with asbestos in your
premises. Thiswill also assist you to comply with your legal duty.

Using the form at the end of this guidance note, undertake this survey and insert the relevant
information. Key points to remember are:

If your premises contain ACMSs then you will need to develop an Asbestos Management Plan
which will require a safe system of work to be introduced, possibly in the form of a Permit to
Work procedure, dependant on the scale of the problem.

e Theabove will include an Asbestos Register which will indicate the locations of al ACMs.
e Decisions should be made on how to prevent disturbance of ACMs.
e Undertake regular monitoring of dl of areas of concern if the ACMs are not removed.
e Organisations must put aside sufficient funds to manage this material and any work that is
required to prevent exposure.
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ASBESTOSIDENTIFICATION ASSESSMENT Form ASBO1
Premises
Room / Department Area Presumed Type Condition Action
Asbestos
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6. BUILDING SERVICES

I ntroduction

All premises require certain supplies of energy sources and water. These supplies can pose a
significant risk of injury if adequate controls are not implemented. Many of the controls required to
ensure a consigent, safe delivery of the necessary supplies are out of your control but a reporting
procedure should be identified. It is also extremely important that the source of supply to the building
isidentified to enable the emergency servicesto isolate the supply in the event of an emergency.

Associated Hazar ds

Electricity supplies pose a significant risk of fire and electric shock if the supply within the premises
is poorly installed and maintained.

Gas supplies pose a significant risk of explosion and fire if the supply system is poorly installed and
mai ntai ned.

Liquified petroleum gas (LGP) cylinders or bulk tanks used for heating or cooking also pose a
significant risk of explosion and fire if they are incorrectly used, sited or stored.

Some facilities may require a constant supply of water to enable emergency services to tackle fires.
Thiswill beidentified as an extra precautionary measure under fire precaution regulations. The supply
may be in the form of boosted mains, or even ponds and riversin close proximity to the site.

There are significant hazards present if the waste drainage facility is not properly managed, this can
present microbiological hazards, thisincludes cess pitsand septic tanks.

Qil supplies pose a dgnificant environmental risk if the supply system is poorly installed and
maintained. Oil tanks may need bunding to contain spills or leaks and protection to prevent accidenta
vehicle damage, vandalism or theft.

Organisationsmay require further supplies to enable them to carry out their undertakings. An example
of thisis compressed air and specialised gases that are linked into a central supply.

Legal Duties

Under general health and safety legislation organisations are required to ensure that equipment within
their premises, is designed for that environment and is safe and without risk to health. Under the
requirements of electricity supply regulations there are strict criteriato maintain safety standards. Gas
installations also come under strict criteriato ensure saf ety standards are maintained.

Recognised Control M easures

To ensure that sufficient controls are implemented you should identify all of the major supplies to the
facility e.g. gas, electricity, water etc. Once these have been esablished the next course of actionisto
identify the safe isolation method. This should then be communicated to all the relevant persons.
Procedures should then be put into place to ensure a suitable and sufficient safe system of isolation is
available.

It is best practice to ensure that the emergency services (Fire Authority) are made aware of the
location of the isolation points and any storage area used for oil tanks, gas tanks or cylinders. This
information may be situated alongside any emergency alarm evacuation control zone panels in the
form of asimple building plan.

e PENINSULA



Electrical Work

Any electrical work that is carried out, this includes installation and maintenance, must be carried out
by a competent person. The competent person, digible to carry out inspections on a periodic basis,
should be qualified by having successfully passed the examination and have the necessary experience.
If an electrical contractor's services are required to undertake necessary inspections, the organisation
should be registered with a trade association such as the Register of Electrical Contractor (RECI)

(see section 13).

Water

Although water can do considerable damage to properties and will conduct el ectricity, it does not pose
a significant hazard except in situations where people may work in low lying areas and there is arisk
of drowning. Ensuring that staff members understand the safe isolation requirements will reduce any
risk that may be present.

Gas

Gas installations (mains gas and liquid petroleum gas) pose a significant risk of fatality if sufficient
controls are not in place. Anybody who has the responsibility for managing premises must ensure that
any work undertaken e.g. new ingtallations or maintenance of existing systems is carried out by a
competent person. The competence of Installation Engineers is determined by experience in the
system that is to be worked upon and the fact that they hold certification as Registered Gas Installers
(RGI'S)

There are strict approved codes of practice that Installation Engineers must adhere to. These have
been established by various safety studies and trade associations. Gas fittings must be of good
construction and sound materials with adequate size and strength. The construction of gas fittings
must take into account the removal of the products of combustion that are generated during operation
of the equipment. The fact that, in the worst case, exposure to these products of combustion may be
fatal poses a significant risk. Regular (annual), planned, preventative maintenance and testing of fixed
gas ingtallations by a competent person is a statutory requirement and should ensure that the risk is
reduced to the lowest level possible.

There are strict criteriawhich controls the siting, filling and maintenance of bulk liquid petroleum gas
(LPG) tanks on premises. LPG suppliers will normally provide this service as a package.

Only purchase sufficient numbers of gas cylinders to cover short-term needs, cylinders should not be
stored for an excessive period of time. Ensure stocks are rotated to ensure the first in is the first used.
Cylinders should be stored in a secure storage area which is dry and on a flat surface in the open air.
If thisis not practical, then they should be stored in a well ventilated part of the building that is not
used for any other purpose and where they are protected from sources of ignition e.g. smoking, sparks
etc. Such a storage area should have at least half hour fire separation from the rest of the building. Do
not store cylindersin an area where they will stand in water. Cylinders should be stored upright and if
necessary secured to prevent toppling. The storage area should have suitable and sufficient warning
signs displayed to warn all persons of the danger.

Pressure Systems

You should aso remember that there is specific legislation which covers pressure systems that may be
within the premises e.g. a steam boiler or a compressed air system. Pressure systems could fall under
the requirements of a ‘Written Scheme of Examination’. Within this examination scheme there will be
a requirement for the system to be periodically stripped down and internaly inspected for any
evidence of corrosion. This is aso to ensure that any safety devices, designed to release pressure
build up, meet the calibration requirements. This service is normally a requirement of your liability
insurance and may sometimes be provided (at a cost) by your insurer.

If there is a requirement for a significant amount of drainage waste from your facility then you must
ensure the waste system is adequately maintained and capable of coping with these quantities.

e PENINSULA



Fragile Roofs

A fragile roof is one that will not safely support the weight of a person and any load they may be
carrying. It is not only the materia that the roof is made from that can cause it to be fragile, other
factorsinclude:

The thickness of the material.

The span between the supports.

The sheet profile.

Thetype, number, position and quality of fixings.

e Thedesign of the supporting structures e.g. the purlins.
e Theage of the material.

It is dangerous to assume that a roof is not fragile. A competent person should assess the condition of
the roof before any work requiring access to it is carried out. If for any reason this cannot be done
then the roof should be treated as being fragile until it can be confirmed that it is not.

Y ou have a responsibility to ensure that access to the roof is restricted to authorised persons only e.g.
by blocking off access ladders.

If aroof has been identified as being fragile, you should fix signs warning "Danger Fragile Roof" at
appropriate positions around the building. If there isthought to be a danger of children venturing onto
the roof then you will need to take further precautions, including informing the police of the problem.

No roof work should take place until a safe system of work has been agreed and implemented e.g. the
use of access equipment, edge protection, crawling boards etc.
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ISOLATION OF ELECTRICITY

By its very nature, electricity is inherently dangerous in that it cannot be seen or heard and
therefore there is no warning of its presence.

Current legidlation requires that precautions are taken against the risk of death or personal
injury from electricity. It isrequired that a suitable meansis available to cut off the supply of
electricity to any electrical equipment or power points within the premises.

THE ISOLATION POINT ISSITUATED:

THE ISOLATION PROCEDURE |IS:
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ISOLATION OF GAS

Each fixed appliance should have a single manual means of isolation for servicing or cleaning
purposes. Pipes shall be located to leave a space of approximately 25 mm between the pipe
and the wall in order to assist cleaning. There should also bea main isolator situated near the

gas meter.

THE ISOLATION POINT IS SITUATED:

THE ISOLATION PROCEDURE IS:

Copyright PENINSULA

PCIRolV1



P
PENINSULA




7. CLEANING

I ntroduction

To maintain safe and healthy standards al facilities require regular cleaning to be undertaken. This
will ensure that situations do not arise that may threaten the health and safety of those who may come
into contact with unhygienic and dirty conditions.

Associated Hazards

There are many hazards associated with cleaning operations that are often overlooked. Many
organisations sub-contract the cleaning of their facilities and fail to regard the issues arising as being
of a major health and safety priority. Injuries that may result from cleaning operations are sprains,
fractures, burns, chemical burns and e ectric shock. Cleaning activities can result in injury or ill-health
due to the following:

e Contact with hazardous substances e.g. bleach and cleaning products, pesticides.

Contact with biological hazards.

Use of dangerous cleaning equipment.

Contact with poorly maintained electrical equipment.

Contact with high temperature liquids or steam used during cleaning.

Falls from height due to inappropriate access systems.

Injury due to the manual handling of cleaning equipment.

Falls on wet or slippery surfaces which are being or have just been cleaned.

Trips as a result of trailing electrical cables or incorrect storage of cleaning equipment or

materials.

o Exposure to hand transmitted vibration as a result of poorly selected and / or maintained
equipment used in cleaning operations.

o Loneworking.

Legal Duties

Under current health and safety legidation requirements, premises and facilities should be maintained
to an acceptable standard which will require effective cleaning and, where necessary, disinfection.

Under current health and saf ety |egidation organisations should:

Ensure that al work premises are maintained and kept clean.

e Ensureall surfaces, fixtures and fittings are capable of being kept clean.

e Provide training for employees / volunteers who use work equipment and use or handle
hazardous substances.

o Assess the substances used during cleaning and disinfection of the premises and adopt
appropriate control measures and safe working methods.

o Develop safe systems of work.

In addition, food safety legislation, (which is outside the scope of this guidance document) requires
that equipment and food premises are effectively cleaned and, where necessary, disinfected. For
further information please contact the Environmental Health Department of your local Health Service
Executive office.
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Recognised Control M easures

Risk assessments should be carried out for all work activities, including cleaning and disinfection
tasks. The risks from proximity hazards such as steps, power supplies etc. should be considered when
undertaking the risk assessment. Other people who may be affected by the work activities, (trips due
to trailing cables from vacuum cleaners on staircases will affect everybody using the staircase) should
also be considered within the risk assessment. The outcome of the risk assessments should be
communicated to employees / volunteers. Risk assessments may be used to help create safe systems
of work or method statements for cleaning activities.

Where possible, cleaning should be carried out when the premises are vacant or closed to the public to
reduce the risk of injury. If it is necessary to carry out cleaning activities whilst the premises are
occupied then appropriate warning signs should be displayed.

Effective cleaning which does not result in injury or ill-health may be facilitated by:

Designing and documenting cleaning and disinfection schedules

e Providing supervision, information, instruction and training for those carrying out cleaning
activities

e Recording cleaning and disinfection activities.

An appropriate cleaning method should be selected in order to minimise the risk of injury or ill -health.
Cleaning can be carried out by:

e Spraying the solution directly onto the surface by means of a bottle fitted with a misting spray
head (consideration should be given to the creation of a further risk e.g. inhalation of the
vapours).

e  Sprinkling powders onto the surface.

e Mopping a solution onto the surface using a mop and bucket system. This facilitates the
cleaning of large aress.

e Wiping solution onto the surface. A cloth or brush is suitably wetted with the cleaning
solution and applied onto the soiled surface.

Exposur e to substances may occur through ingestion, absor ption and inhalation.

When possible, misting applications of hazardous substances should be avoided, in order to reduce the
risk through inhalation. Similarly, substances which are hazardous when absorbed through the skin
should be applied using a method which minimises skin contact or the associated risks should be
controlled by alternative methods such as the provision and use of protective gloves.

Equipment which is used for cleaning should be maintained in accordance with the manufacturer’s
instructions and should be stored safely in a secure location.

Chemicals should be used in accor dance with the manufacturer’sinstructions.

Where possible they should not be decanted from the original containers. Where decanting is
necessary, appropriate labels should be attached to the containers used. Remote pumping and mixing
stations should be used to prevent contact with the substance where possible. Where this cannot be
established, a ready-mixed solution should be purchased or safe systems of work established and
communicated to employees/ volunteers.

Principles of Safe Storage and Control Measures

Hazardous substances should be stored according to the manufacturer’'s instructions in a secure
location away from children incompatible materials, sources of ignition and heat.
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Thefollowing list is a summary of controls for the safe storage of hazardous materials that you should
consider:

Store chemicals according to the manufacturer’sinstructions.

Keep the minimum quantity of hazardous substances necessary for your organisation.

Store incompatible materials separately and segregate where necessary.

Take steps to prevent |eakages.

Clean up any leaks that occur immediately and follow safe procedures.

Wear protective clothing when handling substances and provide suitable ventilation.

Ensure that al containers are appropriately labelled, even those used temporarily.

Train employees/ volunteersin the saf e storage and use of hazardous substances.

Use appropriate signage for storage areas (this is particularly important as information for the
emergency services).

Other Considerations

Ensure shelving and racking is secure and not overloaded.

Provide suitable, easy access for empl oyees / volunteersto retrieve packages.

Ensure goods do not overhang shelves

Stack items correctly — heaviest at the bottom.

Small quantities of flammables should be kept in an appropriate purpose built metal cabinet.
Consider manual handling hazards and ensure controls arein place.

Ensure hazardous substances are securely stored and out of reach of vulnerable groups such
as children.

Ensure that storage is protected from vehicle damage.

The hazardous substance assessment and safe system of use should be kept in close proximity to the
product.

Where work at height is necessary for cleaning purposes, appropriate equipment should be provided
to ensure that safe access is established. Emergency procedures and fall arrest equipment should be
provided where necessary. This sort of activity would normally be undertaken by professional
cleaners only.

When situations arise that require industrial cleaning operations to be undertaken, further action is
required in order to minimise the risk of injury when using hot water pressure washers or steam
cleaners. Safe working procedures should be established and communicated to employees /
volunteers. These may include:

All required personal protective equipment should be worn, and may include protective
clothing, Wellingtons, goggles and gloves.

Concentrate on the job and keep the jet directed towards the work.

Do not get a steam jet too close to the work because blowback steam can cause severe burns.
Take care not to squirt steam or hot water over legs and feet. Wear trousers over boots and
wear an extralong waterproof apron.

Make sure that employees/ volunteers know which valves operate the steam and water so that
they do not turn the wrong one by mistake.

When using mixer valves start from cold and raise the temperature to that required.

Do not use a cold water hose for steam or hot water.

Do not have a steam or hot water hose running unattended. It is not only wasteful, it is
dangerous.

Never indulge in horseplay. Clothing is not protection against steam and hot water.

Make sure there is no-one near the area to be cleaned. If necessary, place signs to warn
passers by.
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Maintaining Records

Training, information and instruction should cover the hygiene standard required, the correct usage
and maintenance of materials and equipment, the cleaning method and solution to be used and any
safety precautions required (e.g. warning signs, the use of protective equipment). Records of cleaning
activities should be maintained.

Records of the issue and receipt of personal protective equipment should be retained using the forms
providedin the Personal Protective Equipment section of this manua .
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8. CONFINED SPACES

I ntroduction

A confined space is one in which there is arisk of being overcome by lack of oxygen or the presence
of a hazardous gas. There is a substantial history of fatal accidents occurring during work in confined
spaces. The accidents affect people entering a confined space such as a sewer to inspect, clean, carry
out repair work, to retrieve something or deal with a blockage without realising that the space contains
a dangerous atmosphere or condition. Some accidents claim more than one life when would-be
rescuers who are not trained or suitably equipped try to assist without the necessary precautions.

Fatalities may also include members of the public.
Legal Duties

The Health and Safety Authority has approved a Code of Practice and published specific guidance in
respect of work in confined spaces.

Further Advice
It is unlikely that church employees or volunteers will be required to undertake work in a confined

space. However, if such a situation should arise, specific advice should be sought from Peninsula
Business Services when thework is being planned.
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9. CONSULTATION

I ntroduction

Organisations are required to implement procedures so as to consult employees / volunteers on
matters of health, safety and welfare. They should consult employees / volunteers regarding the
following matters:

e Any changeswhich may substantially affect their health and safety.
Arrangements for obtai ning competent health and safety advice.
Information on reducing and dealing with risks.

Planning of health and safety training.

Health and safety consequences of introducing new equipmernt.

Y ou should remember that consultation is a two-way process and employees / volunteers should be
encouraged to report concerns relating to health and safety.

L egal Requirements

Current legidation requires that organisations consult with employees / volunteers on matters
pertaining to health and safety, especially with regard to first aid, accident reporting and risk
assessments information.

Recognised Consultation Procedures

In practice dl organisations should consult with the workforce about health, safety and welfare
matters. This should be in the form of either:

e Formal Safety Committee meetings.
o Lessformal meetings with the workforcee.g. one to one discussions, briefings.

Meetings should be as often as necessary to deal with matters arising.

Notes should be kept regarding the matters discussed, athough these do not have to be formal
minutes. A documented record of the issues discussed, the agreed actions and outcomes should be
recorded. Those responsible for taking up the necessary actions should be identified. Thiswill provide
the necessary evidence of agreements for the future.

Subjects including risk assessment, accident trends, safety monitoring activities, new legidation,
introduction of new work methods and any other matters that may affect employees’ / volunteers' or
other persons' safety should be included in meeting discussions and records kept.

Summary

Organisations should establish a consultation mechanismin all cases.
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10. CONTROL OF CONTRACTORS

Asociated Hazards

Contractors are usualy engaged to complete work which the organisation cannot carry out due to lack
of specialist skills, experience or business constraints. They may be engaged to carry out repairs,
maintenance, installations, construction or demolition works or to provide services such as pest
control, catering or laundry activities. Due to the specialised nature of much of the work completed by
contractors and their limited knowledge of the premises and the hazards associated with the ectivities
of the host organisation, contractors are often at greater risk than your employees / volunteers. The
activities of contractors may also create hazards which are not normally present in the workplace thus
increasing the risk to employees/ volunteers and visitors.

Legal Duties

Organisations have a legal duty to ensure, so far as is reasonably practicable, the health and safety of
all personswho may be affected by the work activities carried out at the premises, this duty includes
contractors.

Organisations should also communicate relevant information, including information about any known
hazards to those undertaking work in premises under their control. In order to ensure the health and
safety of employees / volunteers the organisation should take reasonable steps to ensure that
contractors are competent and will not pose a significant risk of injury or ill health to employees /
volunteers or themselves whilst working on the premises (see Recognised Control M easures section).

Recognised Control Measures
Selection of Contractors
When selecting contractors to work for the organisation a number of factors should be considered:

e Theskills and competence necessary to compl ete the task.

e Thecontractors Health and Safety Policy documentation.

e Provision of Public and Employers’ Liability Insurance documentation.
Evidence of membership of arelevant trade organisation, when applicable.

e The contractors experience in the type of premises where they will be working and the nature
of thejob.

e Evidence that the contractor only employs individuals who are skilled, experienced, trained
and deemed competent to carry out their tasks and their policy on engaging sub-contractors.

o Previous safety record, in particular any Enforcement Authority actions or reportable
incidents or injuries.

e Arrangements for supervision of staff and communication between management, employees /
volunteers and the host company or your representative.

¢ Recommendations or references from previous employers.

Termsof Contract

Prior to contractors being selected the contractor should be made aware that it is a condition of the
contract that they:

e Comply with all relevant legal requirements, as well as to their own and site rules, practices
and procedures at all times.

o Cooperate with the church and others in the pursuit of health, safety and environmental
management.

o Do not intentionally or recklessly interfere with anything provided in the interests of health
and safety or for the protection of the environment.
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e Ensure that a valid risk assessment and safety method statement covers their work. Generic
risk assessments can be used to cover a frequent and repetitive task performed for the
company.

o Provide adetailed risk assessment and method statement to cover higher risk activities.

The contractor should understand that a breach of any of these terms may lead to suspension or
termination of the contract.

Written acknowledgement should be obtained as evidence that these terms are understood and
accepted by the contractor.

Premises Induction

A responsible person should assume responsibility for contractors whilst they are on the premises.
Thisindividua should understand the nature of the work which isto be completed and the safety rules
which the contractor should comply with whilst on the premises. The responsible person
should act as the main contact for the contractor whilst they are on the premises and should assume
responsibility for the contracting staff in the event of an emergency.

The contractor should be briefed about any hazards in the area where they will be working,
arrangements in the event of fire and / or emergency, safety rules and procedures, special equipment,
accident reporting procedures the presence of other known hazards and how to contact the
responsible person.

The contractor should be informed of the presence of othersin the vicinity of the works — particularly
children and young persons. They should also be briefed on Child Protection Policy issues and
procedures.

Documentation such as risk assessments, method statements and permits to work should be reviewed
at this stage.

Training records and documented safe systems of work should be presented to the responsible person
as evidence of competence, where these had not been submitted to the organisation prior to arrival on
site.

Permitsto Work

Where work involving specific risks is undertaken the contractor should be expected to operate a
permit to work system. These include: hot work, confined spaces, electrica ingtallations, working on
live equipment, work at height, roof work, work on pressurised systems and excavation work. These
are non-exhaustive examples of operations requiring aformal, documented permit to work system.

Permit to work systems should be operated by competent and authorised personnel. Where
appropriate permit to work systems have not been established by the contractor, the organisation may
terminate the contract or, where appropriate, alow work to continue under a permit issued by a
competent person within their employment.

Supervision of Contractors

Contractors are engaged as the competent persons to complete specific activities on behaf of the
organisation however, the responsible person should check on the contractors activities periodically
in order to ensure that site rules, the control measures stipulated in the contractors' risk assessments
and method statements and the conditions of any permits to work are being adhered to. The frequency
of these periodic checks will depend upon the riks associated with the job. The activities of
contractors engaged in higher risk activities carried out under permit to work systems should be
checked more frequently than those engaged in routine maintenance tasks.
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Completion of Work
Contractors should report to the responsible person when the task has been completed.

Waste produced by contractors work should not be disposed of in the church’'s skips, bins etc.
without prior agreement.

Any waste generated by the contractors' work, that is deemed to be controlled or special, as defined
by prevailing legidation, must be disposed of by a licensed waste contractor or otherwise, proven to
the organisation to be legaly compliant. Copies of al consignment and transfer notes should be
provided to the responsible person.

Contractors should remove all their own tools, plant, equipment etc. from the facility at the
completion of works. This will include any defective or redundant items, waste, spare parts, access
equipment etc. unless previously agreed.

Maintaining Recor ds

All documentation provided by contractors should be kept on file

While contractors are on the premises the responsible person should have copies of any permits, risk

assessments and method statements. These should be filed, aong with any notes relating to the
performance review, after the job has been compl eted.
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11. CONTROLLING WASTE

I ntroduction

Controlling waste produced as a result of work activities is an essential part of managing health and
safety in the workplace. The term waste may be used to describe containers, contaminated cleaning
materials, protective equipment, packaging, substances or materials which are deemed of no further
use or obsolete and are beyond re-use or recycling.

Some waste falls under the category of ‘special waste’. Typical examples of this are certain metals
(e.g. lead), fridges and freezers, asbestos etc. Should you require disposing of something that you may
consider as ‘ special waste' it iswiseto contact the nearest Local Authority.

Environmental aspects and waste management systems are outside the scope of this guidance manual.
Associated Hazards

Waste materials present numerous hazards. These hazards pose arisk of injury to not only employees
/ volunteers but others who may, as a result of poor waste management, come into contact with the
waste. Those engaged in the handling, storage and disposal of these materials are at particular risk of
cuts, lacerations, infections, burns etc. The significant hazards are:

e Tripsand fallsdue to poor housekeeping procedures or ineffective control of waste materials.
e Injury dueto materials falling from overflowing waste skips or hins.

Cuts from sharp objects and broken glass when handling refuse sacks.

Injury from the manual handling associated with waste removal.

Fire due to the ignition of waste materials or increased risk of fire due to the accumulation of
combustible materials on the premises.

e Biological hazards associated with clinical waste or waste materials contaminated by pests.

Legal Duties

Waste materials should not be allowed to accumulate in the premises unless they are in suitable
containers.

Appropriate receptacles should be provided for the storage of waste materials.

All substances classed as toxic, harmful, irritant, flammable, highly flammable, corrosive, aerosols,
compressed gases, including empty containers used to store these materials, contaminated cleaning
materials and protective equipment and damaged goods which fall under any of the categories above
are classed as ‘ specia waste'. Specia waste must be stored and disposed of in accordance with local
environmenta regulations. For further advice contact the local regulatory authority responsible for
environmental issues.

Recognised Control M easures

The risks to employees / volunteers engaged in the handling of waste materials should be assessed,
safe systems of work and control measures implemented, the outcomes communicated to staff.

Equipment used for the handling, storage and removal of waste should be suitable for use and of
adequate strength.

Receptacles for the disposal of sanitary waste should be provided in toilet facilities to be used by
female employees / volunteers and members of the public.

Working practices should include specific measures for dealing with particularly hazardous waste.
For example, separate waste receptacles for broken or sharp objects.
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Where waste materials are stored outside the facility, consideration should be given to those who may
trespass within those areas; particular consideration should be given to children. Y ou should be aware
of the fact that these unwelcome individuals pose a significant risk of arson attacks. Should they be
injured within the premises under your control, as a result of your poor waste management

arrangements, you may be liable to pay compensation as aresult of the fact that your waste areas were
not secured.

Maintaining Records

Records of training, instruction and persona protective equipment provided for employees /
volunteers should & so be retained.
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12. DISPLAY SCREEN EQUIPMENT

Associated Hazar ds

The use of display screen equipment (DSE) or visua display units (VDU) may be associated with
health problems such as upper limb disorders (including painsin the neck, arms, elbows, wrists, hands
and fingers), back ache, fatigue and stress, temporary eye strain and headaches.

The electrical power source is also considered a hazard since poor maintenance of the equipment may
result in fire or electrocution if the equipment is allowed to deteriorate.

Moving and handling the equipment may also result in injury to the back or soft tissues
(musculoskeletal) due to the application of poor handling techniques and the unpredictable centre of
gravity of the equipment.

Legal Duties

Health and safety legidation which relates specifically to DSE requires that workstations are assessed
and measures taken to reduce the risk of injury or ill health. The workstation should meet specified
minimum standards and the work activities should be planned so that operatives are allocated breaks
from the workstation, usualy resulting in changes of activity. Legislation aso requires that eye tests
are provided for DSE users and, where necessary, basic corrective appliances are purchased for
individuals by the employer.

Employers should identify individuals who are classified as users of this equipment rather than
operators. The requirements of the specific legidation apply to users but not to sdf-employed
operators of the equipment (although the legidative requirements would be considered good practice
for self employed persons). Further details are included in the section bel ow.

Employers also have duties under other legidations which require:

¢ Maintenance of equipment.
e Information, ingtruction and training for employees/ volunteers.
e Provision of adequate heating, lighting and ventilation in workplaces.

Recognised Control M easures
Employees/ volunteers who are classed as users should be identified.
Users are classed as direct employees / volunteers to whom any of the following criteria apply:

e Theindividua normally uses the equipment for continuous spells of more than one hour at a
time.

e Theindividua usesthe DSE in thisway more or less daily.

e Fast transfer of information between the individual and screen is an important requirement of
the job.
Theindividua has no discretion asto the use, or non-use of the equipment.
The individual needs specific training or skillsin the use of the DSE to do the job.

o Highlevelsof concentration and attention are required and errors could be critical.

Risk assessments of DSE workstations should be carried out in order to ensure that basic lega

requirements are met and that the risk of ill-health relating to the design and layout of the workstation
isreduced. The pro-formaincluded inthis section may be used for this purpose.
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The keyboard should be separate and able to tilt. There should be enough space in front of the
keyboard to provide support for hands, approximately 10cm. The user should be comfortable and able
to reach things easily.

Desks should be a suitable height and have a matt surface to reduce glare and reflections. Chairs
should be stable. The height of the seat and backrest and the angle of the backrest should be
adjugtable. If requested, foot rests should be provided to ensure comfort, if the feet cannot be placed
flat on the floor when the chair height is adjusted to achieve the correct typing position for the
forearms and wrists.

L aptop users should be provided with accessories such as separate keyboards etc. to reduce the risk of
injury when the equipment is used for extended periods.

The screen should be centred at eye level or dightly below. The top of the screen should be at eye
level or approximately 50-75mm above the eye level for larger screens (>18 inch). The monitor
should tilt and swivel and be adjusted to a comfortable position. The contrast and brightness should be
adjustable and the image should be stable and free from flicker. Monitors should be free from glare
and reflections and should be kept clean.

Eye tests specifically for the use of display screen equipment should be carried out by an accredited
Optometrist as soon as is practicable after a user has requested a test. These eye tests should be
organised for new or existing employees / volunteers who are to become users, prior to them
becoming users. Regular eye tests at intervals specified by the Optometrist should be organised
following the initial eye and eyesight test. Eye and eyesight tests should aso be provided for users
experiencing visua difficulties. The cost of eye and eyesight tests for users and basic specia
corrective appliances for those who require them specifically for computer use is the employer’s
responsibility.

A height and backrest adjustable chair should be provided. Adjust your chair and screen to find the
most comfortable position for your work. As a broad guide, your forearms should be approximately
horizontal and your eyes the same height as the top of the screen. Make sure you have enough
workspace to take whatever documents or other equipment you need. A document holder may help
you avoid awkward neck and eye movements. When seated the user should assume a comfortable
position. The shoulders should be relaxed, wrids straight and the posture altered from time to time.
The seat height should be adjusted to alow placing the feet flat on the floor and there should be no
obstacles under the table to restrict postural changes.

The work environment in which the workstation is located should be managed in order to minimise
therisk of ill health.

Adequate natural lighting should be provided.

e Theworkstation layout should be altered to avoid glare or reflections from windows etc. (this
may require the provision of blinds to the window aresas).

¢ Noise levels in the area should be reduced to the lowest level possible to prevent distraction
from the work being carried out.

e Thetemperature should be adequate and comfortable.

Suitable and sufficient information, instruction and training should be provided for DSE users to
ensure that they understand the associated hazards. This should be provided by a competent person
and adequate supervision should also be included. Areas to consider should include the following:

The importance of good posture and changing position.

How to adjust furniture to help avoid risks.

Organising the workstation to avoid awkward or frequent repeated stretching movements.
Avoiding reflections and glare on or around the screen.

How to adjust and clean the screen and mouse.

The importance of organising work activities to allow changesin work tasks and breaks.

e PENINSULA



e Who to contact for help and to report problems or symptoms.
¢ How to use the equipment and software provided.

Users should be advised to sit directly facing the screen, not at an angle.
Users who key continually should be advised to refocus their eyes every 5-10 minutes by focusing on
an object in the distance for a second then back to the screen and to blink often.

Provision should be made for users to take regular breaks or change activities. This may be achieved
by conducting other duties such as photocopying, retrieving afile etc.

The DSE equipment should be regularly maintained and cleaned to minimise the risk of injury from
fire or electrocution.

Eating and drinking should be prohibited at work areas in order to reduce the risk of fire and damage
to equipment should a spillage occur.

Equipment which is lightweight should be selected where possible. The movement of equipment
within work environments should be restricted to trained staff and mechanical aids such as trolleys
provided to minimise the manual movement required. Users of portable devices such as laptops
should be provided with lightweight equipment and a suitable carry case to protect the equipment
from sunlight, wet conditions etc. which may cause damage and subsequently pose a hazard to the
user. Y ou should also take into account the personal safety of the user of the laptop due to the fact that
it may attract theft when being carried or transported in a car.

Maintaining Records

The risk assessments relating to the use of computers and visual display units should be retained in
this manual .

Records of training and instruction provided for employees/ volunteers should also be retained.
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DISPLAY SCREEN EQUIPMENT SELF ASSESSMENT Form DSEQ
QUESTIONNAIRE

Name of person / user: JLister Location of workstation: Admin Office
DSE Use Yes/No Remarks
Isthe use of DSE arequirement of your work on adaily basis? Yes
Do you use the DSE for continuousor near continuous spells of
. Yes
an hour or more at atime?
Screen Remarks
Isthe screen located in front of you when using the equipment? No The screen isto one side of my desk.
Isthe top of the screen level with your eye level? Yes
Can the screen be tilted and adjusted to a comfortable position? Yes
Isthe screen free of reflections e.g. windows, overhead lighting? No Glare fromwindows on screen.
Keyboard / Mouse Remarks
Can the keyboard be moved to a comfortable position in front of Yes
you?
Isthere sufficient room in front of the keyboard to rest your Yes
wrists when not using the keyboard?
Are the keyboard symbols clear and legible? Yes
Can you operate the mouse / trackball without reaching? Yes
Can you operate the mouse/ trackball with your hand / wrist v
resting on the desk? €
I's there adequate space to manoeuvre the mouse? Yes
Chair Remarks
Isthe height of the chair adjustable? Yes
Isthe backrest adjustable for height and tilt? Yes
Do you know how to adjust the height of the chair / backrest? Yes
Isthe chair fitted with arms? Yes
If YES: When the chair is correctly adjusted do the arms of the Yes
chair come into contact with the desk? See section on Posture.
Desk Remarks
Is there adequate work surface to allow aflexible arrangement for v
the screen, keyboard and mouse operation? €S
Is there adequate knee room to obtain a comfortable position? Yes
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DISPLAY SCREEN EQUIPMENT SELF ASSESSMENT Form DSEQ

QUESTIONNAIRE

General Yes/ No Remarks
Is there adequate lighting? Yes

Is there adequate humidity in the atmosphere? Yes

Isthe work arranged so that there are breaks away from the DSE? Yes

Posture Remarks
When positioned to use the keyboard are your upper armsin line No

with your upper body?

With your fingers on the keys are your wrists straight? Yes

When in this position is your back supported by the chair’'s No Position of screen means that I’ m not
backrest? properly seated.

When inthis posi';ior? do_your feet rest comfortably on t_he floor Yes

without the seat digging into the back of your knees/ thighs?

Eye Tests Remarks
Have you had your eyes tested for use with DSE? Yes

Per sonal Remarks
Have you ever suffered from aches or painsin your:

Wrists Yes

Forearms Yes

Neck Yes

Eyes No

Back Yes

Have you ever suffered from epilepsy? No

Signed by User: J Lister

Date: 20/07/05

Manager’s Comments.

glare from the windows.

Manager’s Signature: G Sharston

Position: Office Manager

RA Form Link Ref No: DSEO1

Numerous complaints on these issues have been received. Action needs to be taken to deal with workstation layout and
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DISPLAY SCREEN EQUIPMENT SELF ASSESSMENT

QUESTIONNAIRE

Form DSEQ

Name of person / user:

L ocation of workstation:

DSE Use

Yes/ No

Remarks

Isthe use of DSE arequirement of your work on adaily basis?

Do you use the DSE for continuousor near continuous spells of
an hour or more at atime?

Screen

Remarks

Isthe screen located in front of you when using the equipment?

Isthe top of the screen level with your eye level?

Can the screen be tilted and adjusted to a comfortable position?

Is the screen free of reflections e.g. windows, overhead lighting?

Keyboard / Mouse

Remarks

Can the keyboard be moved to a comfortable position in front of
you?

Isthere sufficient room in front of the keyboard to rest your
wrists when not using the keyboard?

Are the keyboard symbols clear and legible?

Can you operate the mouse/ trackball without reaching?

Can you operate the mouse/ trackball with your hand / wrist
resting on the desk?

I's there adequate space to manoeuvre the mouse?

Chair

Remarks

Isthe height of the chair adjustable?

Isthe backrest adjustable for height and tilt?

Do you know how to adjust the height of the chair / backrest?

Isthe chair fitted with arms?

If YES: When the chair is correctly adjusted do the arms of the
chair come into contact with the desk? See section on Posture.

Desk

Remarks

Is there adequate work surface to allow aflexible arrangement for
the screen, keyboard and mouse operation?

I's there adequate knee room to obtain a comfortable position?
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DISPLAY SCREEN EQUIPMENT SELF ASSESSMENT

QUESTIONNAIRE

Form DSEQ

General

Yes/ No

Remarks

Isthere adequate lighting?

I's there adequate humidity in the atmosphere?

Isthe work arranged so that there are breaks away from the DSE?

Posture

Remarks

When positioned to use the keyboard are your upper armsin line
with your upper body?

With your fingers on the keys are your wrists straight?

When in this position is your back supported by the chair’s
backrest?

When in this position do your feet rest comfortably on the floor
without the seat digging into the back of your knees/ thighs?

Eye Tests

Remarks

Have you had your eyes tested for use with DSE?

Per sonal

Remarks

Have you ever suffered from aches or painsin your:

Wrists
Forearms
Neck
Eyes

Back

Have you ever suffered from epilepsy?

Signed by User:

Date:

M anager’s Comments:

Manager’s Signature:
Position:

RA Form Link Ref No:
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e Good Practice When Using o

WATH . pEninS Ul E- k. com

Employees

Makea sure that your upper
arms are vertical and your

forearmis are horizonial
Ensure thers = enough spacs

to miowe your legs freely

2. Getting Comfortable
Adjust the chair backres!
and height so that you can
maintain a good posture and
waorking posifion

Look straight ahead or slighthy
down at the scresen

Adjust your scresn height so
that you can view it clearly

4. Keying In
Leave sufficent space in

front of the keyboard for
hands and wrisis

& Farinouls copripht

Display Screen Equipment

Display Screen Equlpment

Ensure that the equipment, i.e. contrast, brightness and colowr, is
set up cormectly and alternate your tasks to avoid stressors such as
aye strain or fatigue

WA Peninsuka-uk.com

Employers

«Provide a suitable workstation

for employees to sit and work
at safely and comfortably

Provide adequate levels of
lighiting for employess

rovide adequate levels of
veniilation and a suitable
temperature for employees o
wiork in

“Haep noise levels to a
minimum to reduce distrachan

Upan requesi, ey tests
shouwld be provided for those
persans classed as usars

-Provide fraining to show
employees how to posibion
their workstation
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13. ELECTRICAL SAFETY

Associated Hazar ds

The significant hazards posed by electrical apparatus within the workplace are burns, electric shock and fire.
Electrical hazards can arise from the following:

e Poor design.

e Construction and installation.
Inadequate standards of maintenance.
Misuse.

e Incorrect operation.

e Wear and tear.

For example, where electrical switch contacts have been allowed to deteriorate to aworn condition, sparking
islikely to occur; thisis a common cause of electrical fire. Another example could be a broken 240v supply
socket plate in a damp area which poses a serious risk of eectrical shock.

L egal Requirements

Employers and owners of premises are required under current electricity at work legislation to ensure that
the integrity of the supply and equipment is adequately installed and maintained to the recognised standard.
You should aso ensure the use of competent persons, use of safe systems of work, approved materials,
equipment, regular testing and inspection.

An electrical ingtallation, inclusive of al eectrical wiring, fittings and switches should be inspected upon
completion of initid installation and subsequently over recommended periods. Any wiring circuit or part of
it is deemed to be an installation for inspection purposes.

All wiring and electrical component work should be carried out by a competent person. The competent
person, digible to carry out inspections on a periodic basis, should be suitably qualified and have the
necessary experience. If an electrical contractor's services are required to undertake necessary
inspections, the organisation should be registered with a trade association such as the Register of
Electrical Contractorsfor Ireland (RECI)

Recognised Control M easures
Main Installation

You arerequired to ensure that your electrical installation is inspected / tested for defects within a specified
timescale, dependant on the business undertaking. Most organisations should have their systems
ingpected on afive yearly basis. Thiswork should be carried out by a competent person as previousy
explained.

If you appoint a competent person within your organisation, you should ensure that documents based on the
design of those issued by the RECI are used to record the results of inspections carried out.

Portable Equipment

The definition of a portable electrical appliance isthat which, generally, has a lead (cable) and a plug
and which can easily be moved from place to place. The items that would constitute portable electrical
equipment include eectrically operated drills, kettles, hairdryers, fans, fan heaters, photocopiers, computers
etc.
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The use of portable electrical appliances can pose a significant risk of injury / harm. This is highly
dependant on the situations surrounding the use of such equipment. Situations that may give riseto electrical
hazards are dependant on the movement, use and abuse of such equipment. For example, a desktop PC that
is classed as portable electrical equipment is not likely to pose a significant risk of harm when compared to a
vacuum cleaner. This is because the vacuum cleaner is moved, used and abused on a more frequent basis
than the desktop PC and is therefore more likely to be damaged, with the risk of exposing the user to live
electrical contacts.

Portable electrical tools and equipment that are to be used in environments likely to cause damage to the
equipment should be of the low voltage type. This may mean the use of battery powered, low voltage
equipment or 110v supply equipment. These are recognised standards that must be adhered to, so as to
reduce the risk of harm to the user. An example of this is the use of a battery powered 14v drill whilst
undertaking some installation work on a building site.

This significantly reduces the risk of harm from electrocution that can occur should 240v appliances be
used. Care should be taken to ensure that correct voltage routings are used and that 110v equipment is not
connected directly to a 240v supply. Although the risk of harm is reduced by the use of 110v equipment,
care should still be taken to ensure that the integrity of the equipment, transformers and tools are properly
maintained, inspected and tested at regular intervals.

Maintaining Records
Main Installation

You are required to maintain records of any inspection / testing undertaken within your organisation. This
can be provided by certification from the competent contractor selected to undertake the work within your
facility. You may be requested by an Enforcement Officer to produce this as evidence that you are
undertaking this requirement, or it may be required should you have an incident within your control. It is
essential that the date and signature of the competent person is inserted on the documentation of the
electrical component being inspected.

An inventory of the parts and components of an installation which is periodically due for testing should be
entered into the Electrical Test Register (ETR). The information required for entry into the register can be
produced by the competent person who is to undertake any relevant inspections.

When a new installation or additional circuit is completed, the competent person is required to issue the
standard type certificate. The certificate dso congtitutes a record and as such, should be retained with the
Electrical Test Register.

Portable Appliance Testing (PAT)

All portable electrical equipment should be subject to at least a visua inspection before being used. All
organisation-owned portable apparatus, including extension leads, should be given an identification number
and logged. A risk assessment will identify how often each item should be monitored and routingy
inspected. The frequency of the monitoring will depend on the type and use of the apparatus

In relation to portable electrical equipment, you should pay particular attention to the following:

o The selected equipment is suitable and sufficient for the task.

Any other hazards are taken into account, for example, damp or dusty conditions.
Insulation protection is adequate for the task.

Earth protection devices are in place.

The means of protection from excess current is adequate.

The means of safe isolation.

e The competence of usersto prevent danger and injury.
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Thetable below shows suggested initial inspection intervals for offices and other low-risk environments.

Equipment / Environment User Checks Formal Visual Combined I nspection
I nspection and Testing
Battery-operated: No No No
(less than 20 volts)
Desktop computers No Yes2- 4years No if double insulated -
otherwise up to 5 years

Photocopiers, fax machines: No Yes2- 4years No if doubleinsulated -
NOT hand-held. otherwise up to 5 years
Rarely moved
Double insulated equipment; No Yes2- 4years No

NOT hand-held. Moved
occasionaly, e.g. fans, table
lamps, slide projectors
Double insul ated equipment Yes Y es 6 months - 1 year No

e.g. hand held drills and
vacuum cleaners

Earthed equipment (Class 1): Yes Y es 6 months - year Yesl- 2years

e.g. electric kettles, some floor

cleaners

Cables (leads) and plugs Yes Yes6 months- 4 years | Yes1-5years

connected to the above depending on the type | depending on the type

Extension leads (mains voltage) of equipment itis of equipment itis
connected to connected to

Your experience of operating the maintenance system over a period of time, together with information on
faults found, can be used to review the above frequency of inspection. This experience can also be used to
review whether and how often equipment and associated leads and plugs should receive a combined
inspection and test.

As soon as employees / volunteers become aware of any defect they should stop using the equipment and
isolate it from the power source if it is safe to do so. They should then report the fault or defect immediately
to .

Employees / volunteers should not attempt to carry out any repairs or interfere with any equipment
unlessthey are designated competent.
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ELECTRICAL TEST REGISTER

FormETR
DATE EQUIPMENT REF EXAMINATION/TEST COMPLETED SIGNATURE
12/12/05 Switch to shower heater SH-01 As per periodic inspection reports supplied by SCarrington
electrical contractor
oo / d
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ELECTRICAL TEST REGISTER

FormETR

DATE

EQUIPMENT

REF

EXAMINATION /TEST COMPLETED

SIGNATURE
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14. EQUIPMENT USE

I ntroduction

Equipment used within the working environment can appear in many shapes and forms. The use of
equipment should be controlled to ensure that inherent dangers posed by the equipment are reduced or
removed. Organisations should ensure that any equipment purchased for a task is suitable, sufficient
and meets the necessary design and safety standards as appropriate It should also be used in the
appropriate manner for the purpose it was intended.

All equipment should be CE marked in accordance with the requirements of the European Directive.
The CE mark signifies that the equipment satisfies the criteria of the safety requirements and in the
majority of cases will have been tested by the appropriate accredited bodies (BSI).

Legal Duty

Current health and safety legislation imposes a duty upon employers to ensure that any equipment
used for their business undertaking is suitable for the task, meets any technological design
requirements and is within the bounds of the equipment and machinery legislative requirements.

Recognised Control M easures

The organisation should ensure that suitable equipment is purchased and complies with any legidative
requirements that must be adhered to. Advice and information can be obtained from the Peninsula
Advice Service. Prior to use of the equipment, it must be checked to ensure compliance and integrity.
Any manufacturers information, instruction and guidance should be consulted. It should also be
recognised that there are particular pieces of equipment that may require training to enable the
employees/ volunteers to use the equipment in the correct manner e.g. a power washer.

Information, instruction and training should be provided to employees / volunteers who use the
equipment. A certain degree of supervision may also be required to ensure users have understood the
information and are following instructions.

Such training should make the employees / volunteers aware of any associated hazards and include
the risks presented by the use of the equipment e.g. the use of a vacuum cleaner whilst cleaning a
staircase poses a significant trip risk to persons that may attempt to pass by during cleaning
operations. It should also include the preventative and protective measures to remove or reduce the
risks e.g. the correct use of guards, systems of work and any personal protective clothing required to
be worn.

Employees / volunteers should be instructed not to use any equipment unless they are competent to do
so0 and have received the necessary information, instruction and training.

Employees / volunteers should be instructed to report any damage, malfunction or unsafe eguipment
to management. Employees / volunteers should not interfere with or repar any equipment unless
competent and authorised to do so.

All equipment should be maintained in efficient working order. Certain items of equipment should
have a routine and planned maintenance programme e.g. lifting equipment and portable e ectrica
equipment. Records of equipment which are subject to statutory testing, inspection or maintenance
should be maintained and kept up to date e.g. liftsand air compressors etc.

Recognised health and safety procedures should be adopted for the maintenance of any equipment,
these should include the isolation of sources of energy e.g. any electrical and gas supplies.
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As part of a safe system of work for the use of the equipment, you should install a system whereby
prior to the use of the equipment a pre-use visual check is undertaken. If the equipment poses arisk of
injury, then it should be taken out of service for repair or replacement immediately.

Portable electrical equipment with a plug should be checked to ensure that the electrical cable isin
good condition, the cord grip is secure, the plug is in good condition, the equipment has passed the
portable electrical appliance test (if necessary — see earlier section on “Electrical Safety”) and any
associated circuit breakers etc. are free from defects and operate in the correct manner.

Y ou must also consider that equipment extends to the heating system within your premises.

When afixed gasinstallation isin usethen this should beinspected annually by a Register ed
Gaslnstallers (RGI’s).
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15. FIRE/EMERGENCY ARRANGEMENTS

Associated Hazards

In aworst case scenario fire can be the cause of afatality or multiple fatalities, through asphyxiation,
smoke inhalation or serious burns. Other factors which employers need to consider are the loss of
premises, loss of production and being unable to continue your business undertaking.

Employers need to consider factors within their control that may pose greater risk (e.g. highly
flammable substances) when determining the hazards presented in their workplace and include other
situations posing risk to their premises, such as arson, bomb scares, chemical spillages and flooding.

Legal Duty

Under current fire safety legidation employers and premises owners are required to undertake a Fire
Risk Assessment. The assessment must establish and record the fire hazards and risks within your
premises and how these can affect employees or other people, enabling you to make the necessary
arrangements and ensure that adequate controls are implemented to effectively combat the risk of fire.

The above legidative duty also requires employers and premises owners to ensure a fire evacuation
plan is written and implemented, detailing the action employees and others should take in the event of
fire and areas covered within the fire plan should include:

o Fireescape routes.
e Meansof raising the alarm.

e Evacuation procedures.

e Assembly and roll call arrangements.

e Firefighting equipment use and limitations.
e Firewardens and their role.

e Signage and emergency lighting.

Fire safety legidation is enforced by Local Authorities who have the same enforcement powers as the
Health and Safety Authority. Failure to comply with the legislation or an enforcement authority notice
or request may lead to prosecution.

Recognised Control M easures

Prior to undertaking a Fire Risk Assessment you should find out if the premises have previoudy had a
Fire Certificate. If this is the case, then this may have a significant bearing on the outcome of your
assessments. For example, if on a previous inspection a Fire Officer has deemed a fire door necessary
and you wish to change this, then you should ensure that you request the appropriate approval, before
atering the requirements previously identified by the certification.

You should ensure that you carry out a Fire Risk Assessment of your premises and undertakings,
using the dedicated documentation supplied by Peninsula Business Services Ltd and you should
ensure that any significant findings are brought to the attention of your staff.

Aswith all hazards, prevention is better than cure, so it is essential that you do not allow situations to
arise that increase the risk of fire within your facility. Stringent control of the storage, handling and
use of items and of any waste that may pose arisk of fire should be implemented.

When deciding on the organisation and layout of your premises you should consider how you can
manage the fire hazards and their associated risks (e.g. the storage of combustible packaging against
sources of heat or ignition or allowing employees to smoke in an external area close to flammables).
Continuous monitoring and a strict housekeeping regime are essential to ensure full control and
subsequently reduce therisk of fire.
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In the event of an emergency the employer or premises owner should have established a suitable and
sufficient means of raising the alarm to allow those within the premises sufficient time to evacuate.

The alarm may take the form of an installed automated fire alarm system (klaxon horn, air horn or
bell) or it can be raised by a simple shout or cry of ‘Firel” depending on the size of your premises and
whether it can be heard in every area.

Consideration must be given to the safe evacuation of your facility in the event of an emergency.
There are a number of recognised controls that must be installed to ensure that you can safely
evacuate your facility in a controlled manner.

o Emergency escape routes must be identified and indicated by the recognised ‘ running person’
signage.

e Emergency exit doors must carry the correct signage and operate effectively at all times.
If the need for emergency lighting is identified within your Fire Risk Assessment, you must
ensure that it is provided.

¢ You should ensure that al those within your premises gather at an established assembly point
and can be accounted for.

e You should ensure that you appoint somebody as the Emergency Control Co-ordinator to
undertake theroll cal etc.

e An*“excluson zone” should be demarcated around fire exits to stop cars being parked in such
away to block exits. This exclusion zone should be actively enforced.

Larger organisations may require a number of Fire Wardens to be identified. These Fire Wardens
have the duty to ensure that areas that they are held responsible for have been evacuated. They should
also ensure that all those within that area can be accounted for; this will include contractors and
visitorsto the site.

Every means of escape should be available for use at al times, during the premises occupation and
access to these means of escape should be kept clear and unobstructed, with staff members being held
responsible for maintaining the available escape routes and reporting any defects or obstructions
affecting them.

Each route should have sufficient lighting and this should be afforded by emergency lighting where

natural light sources are not adequate, any provisions should be maintained and inspected at defined
intervals and these intervals are identified below:

DAILY
Check indicator light and that all maintained luminaires are operating.
MONTHLY

An operationa test for a short period (a maximum of one quarter or the rated duration) should be
undertaken.

SIX MONTHLY

Test for at least one hour for 3 hour rated systems.
THREE YEARLY

Test for full duration.

SUBSEQUENTLY

For self contained systemstest yearly for the full duration.
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During each tedt, the lights should be checked for correct operation. After testing, the supply should
be restored and then checked to ensure the system is charging correctly.

Arrangements should be put into place to ensure that all employees within the organisation are aware
of the emergency arrangements and the means of escape from the premises. Emergency fire drills
should be undertaken to ensure these arrangements are effective and these drills should be in
compliance with your local Fire Authority requirements.

A suitable and sufficient supply of fire fighting equipment should be provided within your facility.
The provision of this equipment will depend on your business type and the hazards surrounding the
location of the fire fighting equipment (e.g. where significant amounts of cardboard and paper are
stored awater extinguisher should be provided).

It is important to ensure that fire extinguishers are located in the vicinity of the emergency exits.
Where there is an increased risk of fire or the area contains higher than normal risk hazards you may
require additional extinguishers located in close proximity to these hazards (e.g. an area where
welding work or flame cutting is being undertaken).

Appropriate fire signs should indicate the position and type of the extinguishers. Extinguishers should
be wall mounted at a nominal height of one metre. When thisis not possible, the extinguishers should
be placed in a suitable floor stand, which identifies their location, type and proposed use. All staff
should be made aware of the position of fire extinguishers during their induction to work.

You may find as aresult of your Fire Risk Assessment that further protective devices are required to
ensure fire spread through your premises is reduced as far as is practicable. This may require the
installation of a water sprinkler system. Sprinklers are usually required in areas where there is a
significant amount of stored combustible materia and therefore the risk of fire and its potentia to
spread through the premises isincreased.

Extinguisher s should only be used by those staff member swho have been trained in their
correct, safe use.

Initialy, at the induction stage, all staff and volunteers should be made aware of the following:

General fire prevention principles.

Action to take on discovering afire.

Means of raising the alarm and the positioning of alarm call points.
Action to take on hearing the alarm.

Safe stopping of work procedures (if required).

Means of escape.

Assembly points.

Location of fire fighting equipment.

The action to be taken on hearing the fire alarm should be detailed on the Fire Action Notices which
have or can be provided by Peninsula Business Services Limited. Appropriate notices and signs
should be displayed prominently throughout the premises.

Y ou should make arrangements for the inspection of premises at agreed intervals to ensure that the

fire arrangements are being adequately maintained and are still suitable for the processes or tasks
being carried out within the premises.

Fire fighting equipment should be checked annually by a competent person or suitably accredited
organisation and in addition to this a weekly visual inspection should be undertaken by a competent
person within your organisation to ensure that the fire fighting equipment has not been tampered with,
discharged or moved.
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Please enter the name of your congregation’ s competent person bel ow:

The competent person is:

Should you spot afire, the following action must be taken:

A fire procedure is displayed throughout the building for your information.
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Raise the alarm.

L eave the building and do not stop for personal belongings.
Dial 999 for the emergency services.

If trained to do so, tackle the fire.

Go directly to the nominated assembly point at

Do not return until advised it is safe to re-enter the building.

PENINSULA



FIRE RISK ASSESSMENT FORM Form FRA
Assessment No: FRAO1 Location/ Dept: General office area Persons affected in the area: Number of personsusingthearea | Location of premises:
at any time:
Assessment Date: 03/01/05 Assessor's Name: K Winters
Employees Lessthan 5 |:| Basement
This assessment links to General Risk Assessment No: N/A D
ig 4 —
Number of fire exits available: 3 Visitors 5-10 D Ground Floor
Do they lead to aplace of safety? Yes Public |:| 10-20 |:| Above und floor
Approximate distance to assembly point: 30 metres
Contractors 20+
THE POINTSRAISED BELOW ARE NOT MEANT TO BE COMPREHENSIVE AND HAVE BEEN CHOSEN FOR THE PURPOSE OF ILLUSTRATION
General Fire Hazards I gnition Sour ces Fuel Sources Worst Precautions Already in Place Likelihood | Score | Rating
Case
Outcome
Smoke hazards from burning Smoker’s materials. Wood, furniture, No Smoking Policy enforced throughout the buildi ng.
material. furnishings. Fire systemsin the premises comprising —fire alarm, dry-riser
_ ) Naked flames. supporting sprinklers, smoke/ heat detectors, fire extinguishers,
Faulty electrical equipment. Paper, waste paper. emergency lighting.
Portable heaters. ' _ o
Excessive waste material. Plastics, rubber, foam. Eq“' pment / fPe’SdO””e' - z‘;‘?’gmcggle procedure, fire signage,
Faulty electrical Fatality Irenotices, fire doors and fire marshals Remote (10x1) Low
Blocked safety exits or routesto | installation. Wall coverings, (20 Risk reduction system — prevention of waste build up, electrical Q) 10
safety blocked. carpets. maintenance, portable appliance testing, security tours, planned
Faulty portable fire ingpections, control of contractor’s work, machinery
Inad f o ical I Fl ble liquid (photocopier) maintenance, visitor control procedures and access
nadequate storage o ectrical appliances. ammable liquids — control system. Good housekeeping.
combustible materials. correction fluid.
Arson. Equipment maintenance and testing — fire extinguishers and
; ; ; smoke / heat detectors maintained, fire alarm maintenance and
.FaUItS V\."th electrical Combustible substances testing, emergency lighting tested as prescribed British
installation. —toner. Sandards.
Information, instruction and training — all staff trained, regular
firedrills, fire action notices, fire signage and information signs.
Worst Case Outcome Likelihood given precautionsin place
Risk Rating Table
10 8 5 3 1 10 8 5 2 1 . )
Fatality Severe Lost time Minor No injury Certain/ | Verylikely | Likely Unlikely | Remote High 50-100 Medium 20-49 Low 1-19
injury injury injury imminent
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FIRE RISK ASSESSMENT FORM

Form FRA

Availability of fire fighting equipment in the area: Fire extinguishers available near all exits.

Availability of personnel trained to utilise fire fighting equipment: All staff have been trained.

Availability of emergency lighting in the area: The facility isinstalled with a full battery back-
up emergency lighting system (on a maintenance schedule).

Emergency evacuation arrangements documented: Yes.

Alarm arrangements available; Yes —BS5839.

Roll call to be carried out by: Nominated fire marshals.

Details of further action required:
Continue programme of training and emergency training drills.

Note: thisworkplaceisin a shared facility for which the landlords carry out the fire
mai ntenance scheduling and arrangements.

Action Completed (Name and title) / Date:

Timetable for staff training can be found in the Supervisor’ s office, K Winters.

Signature;

Date:

Assessment Review Date (asrequired): 02/01/06

New risk assessment required: ¥-es/ No unless there are changesin building arrangements.

Completed by (Name): K Winters

Signature: K Winters

Assessment Review Date (as required):

New risk assessment required: Yes/ No
Completed by (Name):

Signature:

Copyright
PCIRolV1

PENINSULA



ENAIVIRISE

©) Sopriam PENINSULA



FIRE RISK ASSESSMENT FORM Form FRA
Assessment No: Location / Dept: Persons affected in the area: Number of personsusing thearea | Location of premises:
at any time:
Assessment Date: Assessor's Name:
Employees |:| Lessthan 5 |:| Basement
This assessment links to General Risk Assessment No: D
Number of fire exits available: Visitors D 5-10 D Ground Floor
Do they lead to a place of safety? Public |:| 10-20 |:| Above Iigl)und floor
Approximate distance to assembly point:
Contractors I:I 20+ I:I
General Fire Hazards I gnition Sour ces Fuel Sources Worst Precautions Already in Place Likelihood | Score | Rating
Case
Outcome
Wor st Case Outcome Likelihood given precautionsin place
Risk Rating Table
10 8 5 3 1 10 8 5 2 1 . ;
Fatality Severe Lost time Minor No injury Certain/ Very likely Likely Unlikely Remote High 50-100 Medium 20-49 Low 1-19
injury injury injury imminent
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FIRE RISK ASSESSMENT FORM

Form FRA

Availability of fire fighting equipment in the area:

Availability of personnel trained to utilise fire fighting equipment:

Availability of emergency lighting in the area:

Emergency evacuation arrangements documented :

Alarm arrangements available:

Roll call to be carried out by:

Details of further action required:

Action Completed (Name and title) / Date

Signature:

Date:

Assessment Review Date (as required):
New risk assessment required: Yes/ No
Completed by (Name):

Signature;

Assessment Review Date (as required):
New risk assessment required: Yes/ No
Completed by (Name):

Signature;
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FIRE PROCEDURES—- REVIEW

Form FPR
[tem Question Comment | Date Remarks
1. FireDrill 1.1 Has asix monthly fire drill been
carried out? Yes/No  [09/06/05 |Satisfactory
If so when did it take place?
2. FireAlarm .
Testing 2.1 Isthe alarm tested” Yes/ Ne
2.2 Isthetest carried out weekly? Yes/ Ne Tuesdays at 11.00am
2.3 Are alternative call points used? Yes/ Ne Arecord is kept
2.4 Cantheadarm be hegrd Yes/ No
throughout the premises?
e Deficiencies are actioned
2.5 Have any faults been identified? ¥es/ No immediately
3. FireDoors i identified?
3.1 Aredl flredoor3|dent|f|§d. By Yes/ No
means of the approved signage.
3.2 Do all fire doors close General office door closure
. ¥-es/ No . .
efectively? requires attention
3.3 Arethe door seals (intumescent) General office door, the seal is
. ¥es/ No . . .
intact? displaced and requires repair
4.Emergency  |4.1 Isthere emergency lighting Ves/ No Luminescent sticks are provided
Lighting within the premises? & at identified stations
o ) Yes/ Ne Tested under complete darkness
4.2 Istheillumination satisfactory? conditions
4.3 Isemergency lighting tested? Yes/ Ne
5. M eans of 5.1 Are al the means of escape
identified by means of a Yes/ Ne
Escape ‘running person’ pictogram?
5.2 Areadl meansof .escapeclear of Yes/ No
obstructions outside?
5.3 Areadl meansof escape clear of ves/ Ne
obstructions inside?
5.4 Areescape routes free from A Con_crete ramp has recently
i ) Yes/ Ne been installed at the rear escape
differencesin floor level? door
5.5 Have all push bars, self-closures
or automatic devices been Yes/ Ne
checked?
6. Smoke/ Heat |6.1 Are there smoke/ heat detectors VP
Detectors fitted? *
. Our fire service contractor checks
6.2 Are these inspected? Yes/ Ne these six monthly
[ 5/ 4\ iﬂ M [ / &E
Copyright _EI_
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[tem Question Comment | Date Remarks
7.Fire 7.1 Doesthere appear to be sufficient Thefirerisk assessment has
Extinguishing fire extinguishing equipment Yes/No questioned the number of

Equipment available? extinguishersin the church hall
72 1s dl fire equipment wall
mounted? Yes/ Ne
7.3 Arewall mounted extinguishers
at aheight of 1 metre to the top Yes/ Ne
of the extinguisher?
74 Are fire blankets, readily
accessible? Yes/Ne
7.5 Arehose reels readily accessible ;
and undamaged? YesiNe Not applicable
7.6 Arehose reels tested for .
ef fectiveness? Yes/ No Not applicable
7.7 1sdl fire fighting equipment
regularly serviced? Yes/Ne
8. Fire 8.1 Have al employees received fire
Training awareness and procedures Yes/ Ne
training?
8.2 Aresufficient numbers of . - :
employees trained in the safe Yes/ Ne Croor:;[i%cé[rf:cg? trj ér:;?i%rsler vice
use of the fighting equipment? P q
9. Fire 9.11s there suitable and sufficient
provison of fire/ emergency Yes/ Ne
Procedures action signage available?
9.2 Isthere an alarm zone display
panel in the facility? Yes/ e
9.3 Isthere somebody within your
organisation with sufficient .
knowledge of the operation of Not applicable
the panel?
Date - 09/06/05 Signature: - K Wheldon
[ 5/ A iﬂ M / / & E
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FIRE PROCEDURES—- REVIEW

Form FPR
[tem Question Comment | Date Remarks
1. FireDrill 1.1 Has asix monthly fire drill been
carried out? Yes/ No
If so when did it take place?
2. FireAlarm
. 2.1 Isthe darm tested? Yes/ No
Testing
2.2 Isthetest carried out weekly? Yes/ No
2.3 Are dternative cal points used? Yes/ No
2.4 Can the dlarm be heard
! Yes/ No
throughout the premises?
2.5 Have any faults been identified? Yes/ No
3.FireDoors |31 Areall fire doorsidentified? By
. Yes/ No
means of the approved signage.
3.2 Do al fire doors close Yes/N
efectively? es/No
33 Are the door sedls (intumescent) Yes/ No
intact?
4. Emergency 4.1 Isthere emergency lighting
S . ) Yes/ No
Lighting within the premises?
4.2 Istheillumination satisfactory? Yes/ No
4.3 Isemergency lighting tested? Yes/ No
5. M eans of 5.1 Are al the means of escape
Escape Edenti_fied by mgan_s of a Yes/ No
running person’ pictogram?
5.2 Areadl meansof (lﬁcapeclear of ves/ No
obstructions outside?
5.3 Are al means of escape clear of Yes/N
obstructions inside? esiNo
54 A.re escape r.outeﬁ free from ves/ No
differencesin floor level?
5.5 Have all push bars, self-closures
or automatic devices been Yes/ No
checked?
6. Smoke/ Heat |6.1 Are there smoke heat detectors
. Yes/ No
Detectors fitted?
6.2 Are these inspected? Yes/ No
Copyright _EI_
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[tem Question Comment | Date Remarks
7 Fire 7.1 Does there appear to be sufficient
S fire extinguishing equipment Yes/ No
Extl_ngwshlng available?
Equipment 721sdlfi i t wall
s all fire equipment w
mounted? Yes/No
7.3 Arewall mounted extinguishers
at aheight of 1 metreto thetop Yes/ No
of the extinguisher?
74 Are fire blankets, readily
accessible? ves/No
7.5 Arehose reels readily accessible Yes/N
and undamaged? es/No
7.6 Arehose reglstested for /
effectiveness? Yes/No
7.7 Isall fire fighting equipment
regularly serviced? Yes/No
8. Fire 8.1Have al employees received fire
- awareness and procedures Yes/ No
Training training?
8.2 Are sufficient numbers of
employees trained in the safe Yes/ No
use of the fighting equipment?
9. Fire 9.11s there suitable and sufficient
provision of fire/ emergency Yes/ No
Procedures action signage available?
9.2 Isthere an alarm zone display
panel in the facility? Yes/No
9.3 Isthere somebody within your
organisation with sufficient ves/N
knowledge of the operation of es/No
the panel?
Date: Signature:
Copyright _EI_
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FIRE AND EMERGENCY EVACUATION RECORD Form FEE

Evacuation details Fire Marshal Name(s): Andrew Wilson

Date of thedrill: 06/03/05 Time of thedrill: 09.30 Evacuation time: 1.75 mins

Roll call conducted at assembly point  Yes/Ne

Organiser: TIM MATTHEWS

. . All nted for:
Premises or areas i nvolved: General Offices Building accounted fo

Employees/ Volunteers Yes/Ne
I)

1. Was the alarm sounded promptly~ Yes/ Ne Contractors Yeo!

2. Could the darm be heard throughout the premises? Yes/ Ne Vistors Yes/ Ne

3. Did the person chosen at random to sound the dlarm understand the routine? ~ Yes/ Ne | State action necessary:

Training required

4, Did al employees/ volunteers understand the routine and act effectively? Yes/ Ne
5. Isthere a need for further employee / volunteer training or instruction? Yes/Ne
Number of Employees/ Volunteersinvolved
6.  Wasarandom activation point chosen? Yes/Ne . Number of Employees/
) . ) Time Volunteers
7. Were there any other particular problemsin the evacuation? ¥-es/ No 1350 -
8. Were all employees/ volunteers and visitors accounted for? Yes/ Ne

Person compiling record: A NUTCHEN

Signature: A Nutchen Date: 06/03/05

EXAMIPLE o
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FIRE AND EMERGENCY EVACUATION RECORD Form FEE
Evacuation details Fire Marshal Name(s):
Date of the drill: Time of thedrill: Evacuation time:
Roll call conducted at assembly point  Yes/ No
Organiser:
Premises or areas involved: All accounted for:
Employees/ Volunteers Yes/ No
"
1. Was the alarm sounded promptly~ Yes/ No Contractors Yes/ No
2. Could the alarm be heard throughout the premises? Yes/ No Visitors Yes/No
3. Did the person chosen at random to sound the dlarm understand the routine? ~ Yes/No | State action necessary:
4, Did al employees/ volunteers understand the routine and act effectively? Yes/ No
5. Isthere aneed for further employee / volunteer training or instruction? Yes/ No
Number of Employees/ Volunteers involved
6.  Wasarandom activation point chosen? Yes/ No . Number of Employees/
) . ) Time Volunteers
7. Were there any other particular problemsin the evacuation? Yes/ No
8. Were al employees/ volunteers and visitors accounted for? Yes/ No

Person compiling record:

Signature; Date:
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FIRE APPLIANCE SERVICING RECORD

Form FSA

DATE

TYPES OF APPLIANCES

SIGNATURE OF

HOSE- OTHER | SERVICE ENGINEER
~EEL WATER co, FOAM | DRY POWDER |BLANKETS| ooy ryy
08/11/04 N/A OK OK N/A OK OK None P. Sllers
10/11/05 N/A oK oK N/A D'Scrgafr“gaa”d oK None M. Andrews
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FIRE APPLIANCE SERVICING RECORD

Form FSA

DATE

TYPES OF APPLIANCES

HOSE-
REEL

WATER

CO2

FOAM

DRY POWDER

BLANKETS

OTHER
(SPECIFY)

SIGNATURE OF
SERVICE ENGINEER

Copyright
PCIRolV1

PENINSULA



P
PENINSULA

NNNNNNNNN




FIRE FIGHTING EQUIPMENT INSPECTION RECORD (MONTHLY) Form FFE
EQUIPMENT TYPE
CONDITION
- EXTINGUISHERS (E) ACTION DATE
DATE -BLANKET (B) LOCATION SATISFAS?;S_'TZ%SSSAAGED/ REQUIRED COMPLETED
- HOSE REEL (H)
12 Oct 05 (E) Water Extinguisher Admin Office Satisfactory None N/A
12 Oct 05 (B) Blanket Canteen Damaged Replace Blanket 18 Oct 05
12 Oct 05 (E) CO, Type Extinguisher Admin Office Satisfactory None N/A
E) i/fﬂl M ? Z ;E PRRELA
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FIRE FIGHTING EQUIPMENT INSPECTION RECORD (MONTHLY) Form FFE

EQUIPMENT TYPE

CONDITION
-EXTINGUISHERS (E) ACTION DATE
DATE BLANKET B) LOCATION %TlSFAD?;g)EXR/gEA[I;AAGED/ REQUIRED | COMPLETED
- HOSE REEL (H)
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ACTION IN THE EVENT OF A FIRE
WHAT ¥YOU SHOULD DO:

-

B

IF YOuU DISCOVER A FIRE:

Aalse the alarm immediately by activating the
“Break Glass alasm” or by raising the alrm
n the approved manner particular bto your
sitebulding.

Mlﬂmﬂlnﬂwmrhlﬂhuutenﬂ'

&0 wnd you have been trained in the use of
fire EXTINGUISHERS,

OM HEARING THE ALARM:

Leawe the bulding immediately in a sale
raner by the NEAREST EXIT. Excape
routes ane indicated by the green sate
passage signs, Designated people to assist
disabled persons i applicable,

If you suspect there |2 a lire an the ather
side of a door DO NOT open i, as you
leave the bullding, ensume that all the
doars on your route are closed,

=
il'lm

0 WOT USE THE LIFTS
USE THE ESCAPE STAIRS

-

.,

- o (" 4
a’[ﬂ‘n

WHEM CLEAR OF THE BUILDING
PROCEED TO THE ASSEMBLY PORNT
AND WalT

ENRPLOYER DUTIES

Carry oul a fire rigs nemsamant
Protect o fram fea dangar
Provide an ememney plan

EWPLOYEE DUTIES

Knop workplocos clean & tidy
[z nok Bloca firs sxis

Follow safe workng procedunes
Fraw whil Lo 48 i an ssargansy

FIRE SAFETY
|AWARENESS (

Three elements of fire

FUEL
Timber, teacsles, tarnibae,

Hammrable baide and guases,

pager, dexla, floor covernga,
afeesta, serasch, wic

et tion, radiaton, Tiedon sryThing that can s

anvy nikesd Barre.

0: OXYGEN
f}x?’[‘i[—m ]
Al Mow can be axshiled by

ooered Tre dears

ELIMINATING ANY OF THESE
ELEMENTS WILL
CAUSE THE FIRE TO EXPIRE

d
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16. FIRST AID

I ntroduction

Organisations must provide suitable and sufficient provisions for dealing with situations that require
first aid. The adequacy of the first aid provision is dependant on the scale of the potential problem in
hand. This can range from an ‘ Appointed Person’ to a number of First Aiders with substantial first aid
suppliesin situations that pose a significant risk.

L egal Requirements

Current legid ation requires organisations to provide adequate first aid provision which should include
competent persons, as well as suitable and sufficient amounts of first aid equipment, taking into
account their undertaking. Your legal duty extends to employees only but you may wish to consider
making provision for al users of church premises.

Recognised Control M easures

Y ou should undertake an assessment of the first aid situations that may arise. Factors that should be
considered are:

e Proximity, how far from the nearest hospital is your organisation located and how fast can
the emergency services arrive at the scene of the incident?

e How many employees / volunteers require cover and are there any others involved (e.g.
members of the public)?

e Consider the hazards associated with the business undertaking. Are there any hazards that
may pose an increased risk?

When the assessment is completed you should use this as the basis for the provision of your first aid
supplies and the number of people you require to be trained either to administer first aid or to take
charge of the situation.

When you have established your first aid personnel requirements, whether you require fully trained
First Aiders or ‘Appointed Persons you should undertake a training needs assessment. This
assessment will assist you to establishany shortfallsin your first aid provision.

A First Aider can be described as a person who has attended a Health and Safety Authority (HSA)
approved training course and passed the necessary examination. When the certificated examination
requirements have been met the qualification lasts for a period of no longer than three years from the
day of the examination. To maintain the qualification, the First Aider must attend and qualify for
further certification within athree year period.

An ‘Appointed Person’ can be described as a person who will take charge of afirst aid situation when
the need arises. It is aways advisable to ensure that * Appointed Persons' are trained to administer first

aid and there are one day courses available.

A sufficient number of first aid boxes, clearly marked with a white cross on a green background
should be provided, taking into account the initial assessment and the hazards associated with the
premises. The location of first aid boxes should be indicated by the approved signage and placed at
the appropriate locations throughout the premises.

First aid boxes should be checked regularly to ensure that they and their contents are
maintained in good condition. The checking and restocking of the first aid kits should be the
responsibility of a competent, reliable person. Care should betaken to discard items safely after
their expiry date.
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A sufficient number of containers, quantity and type of first aid materials should be provided. Thereis
no mandatory list of items that should be included in afirst aid box. However, as a guide, where no
special risk arises in the workplace, a minimum stock of first aid itemswould normally be:

1x Guidance Card.

Inventory.

20x individually wrapped sterile adhesive dressings.

2x sterile eye pads, with attachment.

6x Triangular bandages.

6x Safety pins.

6x Medium sterile individually wrapped (10cm x 8cm) unmedicated dressings.
2x large sterile individually wrapped (13cm x 9cm) unmedicated dressings.

3x extralarge sterile individually wrapped (28cm x 17.5cm) unmedicated dressings.
20x individually wrapped Medi-Wipes.

1 pair of non powdered disposable gloves.

This is the recognised minimum quantity that is required. Some organisations require greater
quantities. Your first aid assessment will identify the quantity of the contents that you require.

It is recommended that where mains tap water is not readily available for eyeirrigation, a suitable and
sufficient supply of sterile water or sterile normal saline in seaed, disposable containers should be
provided.

If your first aid assessment identifies a need for them, you should supply disposable aprons, other
suitable personal protective equipment (i.e. masks and goggles) and blunt-ended scissors. These
should be stored near to the first aid materials. Appropriate masks or ‘life keys should be provided
for use in mouth-to-mouth resuscitation.

Medication (pills, mixtures, creams, sprays etc.) should not be contained within first aid boxes or kits.

All persons who receive treatment for injuries or ill health at work are required to enter the detailsin
the Accident Book.

Remember — Consent form must be consulted when treating children or young people.
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17. FOOD SAFETY

Associated Hazards
The hazards associated with working in food preparation areas are:

Burns from contact with hot surfaces.

Slipsand fdls.

Manual handling activities.

Contact with rotating parts of equipment.

Electrica shock.

Cuts from contact with blades and knives.

Scalds from contact with hot liquids or steam.
Work in cold temperatures.

Work in warm, humid environments.

Falling materials due to unsafe stacking procedures.
Transport —trolleys, pallet trucks, fork-lifts and delivery vehicles.
Refrigerant gases.

Injury or ill health may occur as a result of manual handling activities, using equipment, poor
housekeeping or unsafe working practices. The risk of injury may be increased due to unsafe working
practices. For example:

Carrying heavy materials when transport trolleys are provided for use.

Failing to ensure that spills are cleaned up immediately using suitabl e absorbent materials.
Cutting vegetables with a blunt bread knife without using a chopping board.

Placing sharp objects, such as dirty knives or blades, in a sink where they cannot be seen and
may cause injury.

Permitting an untrained member of staff to use machinery or other equipment.

e Leaving gas appliances on while catering staff are on their break and the kitchen is
unattended.

Legal Duties

To ensure compliance with current health and safety legidation, all kitchen equipment should be
maintained in a safe condition, all persons should receive training in the use of work equipment,
premises and equipment should be kept clean. Safe systems of work should be established to ensure
that work activities are, as far as possible, safe and will not adversely affect the health of employees/
volunteers and visitors.

Recognised Control M easures

A risk assessment should be undertaken for all food preparation activities undertaken in the premises
to ensure that adequate control measures are put in place to protect the health and safety of the
employee/ volunteer.

Safety depends on the relationship between the building, equipment, the type and extent of catering
activities and the competence of persons The layout of the premises should eliminate risks where
possible. For example:

e Locating equipment which generates heat such as ovens, grills and fryers, in acentral location
and providing ventilation.
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Adequate ventilation should be provided in all work premises. This is particularly important in
catering premises where steam and fumes should be extracted close to their source. Smells should be
removed by circulating fresh air and air should be introduced to replace that which is extracted or
consumed by combustion.

Freezers and fridges should also be located in areas where there is adequate ventilation. For larger
installations the associated plant should be located in a separate building or area. Maintenance and
periodic inspections of the refrigeration system should be carried out by a competent contractor.

Sufficient lighting should be provided to enable employees / volunteers to see hazards and carry out
tasks correctly and safely.

All equipment including knives, machinery, electrica equipment, gas appliances and storage
containers and cleaning equipment should be regularly inspected to ensure that it isin good condition
and safeto use.

Equipment, including persona protective equipment, should be repaired or replaced when it is
damaged and al defects should be notified immediately to ensure that the necessary repairs are
carried out.

Portable el ectrical equipment should be inspected periodically by a competent person to ensure that it
is safeto use.

Service contracts should be established for freezers, fridges, ovens and larger items of equipment
where specialist knowledge is required in order to ensure that they are operating safely and efficiently.
Work on gas supplies and appliances should only be carried out by registered Engineers( RGI’s).

Equipment should be cleaned after use and returned to a designated safe storage area.

Substances used for washing and cleaning activities should be appropriate for the task to be carried
out and for use in food premises. Where possible the least hazardous substance should be selected. In
order to avoid introducing additional manual handling risks substances should be supplied in small
containers where possible.

Risk assessments should be completed for all hazardous substances used for washing and cleaning
activities with control measures such as the solution of the substances to be used, the method of
application and the use of personal protective equipment should be identified and incorporated into
the safe system of work as appropriate.

Information, instruction and training covering the correct use, maintenance and storage of equipment
and safe systems of work within the premises with any safety precautions required (e.g. warning
signs, the use of protective equipment) should be provided for al persons.

Safe systems of work established for all work activities should be brought to the attention of all
persons and kept in a safe accessible location for training and reference purposes.

Maintaining Records

Therisk assessments for cleaning and disinfection tasks and risk assessments completed for hazardous
substances used during the processes should be retained.

The training provided to employees/ volunteers concerning the cleaning and disinfection methods etc.
should be recorded.

For further advice on food safety please contact the Environmental Health Department at your
local council.

Caution: Great care should be taken with regard to those with allergies in the whole area of
food preparation, especially those with “nut related allergies’.

Reference: at al times refer to “Big Functions, Big Responsibilities’ a guide for those
handling food in church settings— issued be the Food Standards Agency (Northern Ireland).
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18. HAND TOOLS

I ntroduction

Hand tools present themselves in many shapes and forms; these can range from a kitchen knife to an
electrically powered handheld circular saw. All types of tools pose significant risk of injury in the
wrong hands. Employers should not take for granted that employees / volunteers are competent in the
use of even basic hand toolsto carry out their duties. Y ou must ensure they are properly trained in the
safe useof the tools and are aware of the dangers present.

Associated Hazar ds

There are many hazards associated with the use of hand tools and the improper use of such toolsis a
major cause of many accidents on a daily basis. The injuries sustained range from cuts and lacerations
to sprains and strains.

Legal Duties

Under general hedth and safety legislation, organisations have a duty to ensure that any hand tools
provided for use by employees/ volunteers to undertake their normal day-to-day activities are suitably
designed for the required task. The general duty also extends to the provision of supervision,
information, instruction and training that may be required to use the equipment in a safe manner.
Aside from the general duty there is also specific legidation that requires hand tools to meet European
safety standards and ensure that adequate maintenance is undertaken.

Recognised Control M easures

Prior to the purchase of any hand tools that are to be used by your employees / volunteers you should
ensure that you are fully aware of the tasks that are to be undertaken. This will ensure that the hand
tools are suitably selected taking into account any established safety standards.

The main factors that should be considered when selecting hand tools are:

The suitability of the tool.

The environment the tool isused in.
Any recognised standards.

Any specific hazards involved.
Thelevel of risk involved.

e Any specific supervision, information, instruction and training that may be required to enable
the user to safely use the hand tool.

The personal protective equipment that may be required.
e Theamount of use and abuse the hand tool islikely to get.
¢ The maintenance requirements.

The above factors should all be considered when undertaking an initia risk assessment of any task
which requires the use of the hand toolsand poses a significant risk.

Many types of hand tools are available on the market, which are designed specifically for a particular
task or number of tasks. Sometimes situations arise that require hand tools to be adapted specifically
for a particular task. These situations can present further risks of harm and in some cases extra
precautionary measures may be necessary.

The working environment that the tool is to be used in can present specific hazards. For example
using hand tools within wet or humid atmospheres could present particular problems that will require
further consideration. Hand tools that are used in these environments must be of a specific design, e.g.
an electrically powered hand held drill to be used in awet or damp environment should be of a design
that double insulates and encases the electrical risk (use low voltage tools).
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Manufacturers safety standards are set to protect hand tool users from foreseeable risks. When
tooling is being purchased you should ensure that the conformity requirements are taken into account.
Many purchasers are tempted to purchase the cheaper alternative but thereisarisk of this presenting a
problem in the future.

The level of supervision, information, instruction and training must match the scale of the risk
presented by the use of the hand tool.

Many safe systems of work will establish the use of persona protective equipment (PPE) as part of a
control measure. The PPE selected must match the scale of the risk presented by the use of the hand
tool and particular attention should be paid to correct fitment, maintenance and storage of the PPE.

Many hand held tools are electrically powered. These hand tools can pose a serious risk of electric
shock and fire should they be subjected to misuse or fall into a poor state of repair.

Regular maintenance of hand tools should be undertaken.
Maintaining Records

Any maintenance or checks undertaken on hand tools should be recorded, so that those in charge of

thetools are able to track the age of the tool and ensure that the manufacturer’ s recommendations are
met.
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HAND TOOL / TOOL BOX MONITORING

FormHTM

Copyright
PCIRolV1
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Type of Hand Tool Name of User L ocation |n2§§t?<fm Defects Found Action Taken Inspected By

Bosch Hand Dirill Maintenance . Removed from service and e
Serial No BOS2341 A Cooper Workshop 15.04.05 Cracked outer casing replac t ordered JO'Brien

. . Assembly : : 'Bri
Tool box inspection M Jones Workshop 15.04.05 Broken handle on hand file Replaced file handle JO'Brien
Moulinex Hand Mixer Main kitchen, Exposed inner insulation, Removed from service for repair by
Serial No MOU5678 M Stevens west block 16.04.05 cord pulled competent Electrician K Westwood
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HAND TOOL / TOOL BOX MONITORING

FormHTM

Type of Hand Tool

Name of User

L ocation

Date of
I nspection

Defects Found

Action Taken

Inspected By
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19. HAZARDOUS SUBSTANCES

I ntroduction
The physical state of hazardous substances can be presented in three forms:

e Solids—these include dusts, powders, granules etc.
Liquids—these include solvents, acids, heavy oilsand light oils.
Gases — these include those that are heavier than air e.g. Argon, which will flow across the
ground like water when released into the atmosphere.

You should also remember that a substance could present itself in two or even three of these forms
dependant on its characteristics.

Many different types of hazardous cleaning chemicals are used. They include washing-up liquids,
dishwasher detergents and rinse aids, drain cleaning products, oven cleaners, disinfectants, toilet
cleaners, bleach, sanitisers and descalers.

This information will be useful if you or your employees / volunteers use any hazardous cleaning
chemicals.

Associated Hazar ds
Hazardous substances associated with the working environment are present in three forms:

e Those supplied by a chemical company and are used in conjunction with work activities.
Those generated as a result of the process.

e Microbiological agents that people may come into contact with as a result of the
organisation’s undertaking.

Common health effects that hazardous substances may have on the body have four routes of entry.
These are asfollows:

¢ Inhalation - is the most common form of entry into the body of toxic substances/agnet in the
form of fumes, dust, vapour / mists and gas through the breathing zone (the breathing zone is
the area around the mouth and nasal passage). The effect of this is made more serious due to
the fact that the soft tissue within the inner lungs alows entry to the bloodstream.

e Absorption - certain hazardous substances, agents and microorganisms are capable of passing
through intact skin. The tissue beneath the skin and the bloodstream assist the carriage of the
hazardous substance around the body. Factors such as age, gender, colour and race as well as
diet can have a significant bearing on this route of entry. A typical condition that results from
absorption is dermatitis through contact with the skin.

e Ingestion — probably the least common form of entry. When hazardous substances are carried
into theintestineiit is possible for them to then be carried around the body but a selective filter
keeps many out. This can easly be caused by allowing eating and drinking within
contaminated aress.

e Injection - this involves contact with a hazardous substance/agent as a result of piercing the
skin, enabling the carriage of the hazardous substance through the body. This is possible
through contact with open wounds.

The most likely risks associated with the use of chemicals are those through contact with the skin or
eyes, inhalation or ingestion. Some cleaning chemicals are hazardous because they are corrosive and
can cause skin and eye burns if splashed onto the body. Some may cause dermatitis (dry, sore, flaky
skin) or other skin irritations, as well as asthma and breathing problems.
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Likely causes of these problems could be:

e Touching the face, mouth or eyes after handling the chemicals.

e Over spraying of aerosols without adequate ventilation e.g. oven cleaner.

e Adverse chemical reactions when substances are mixed e.g. bleach mixed with acidic toilet
cleaners.

e Accidenta splashesto the skin and eyes while pouring from one container to another or being
carried in open containers.

Legal Duties

The genera duty under headth and safety legislation requires organisations to ensure that the
likelihood of anybody coming into contact with a hazardous substance, as a result of ther
undertaking, is controlled to prevent ill health.

Specific hazardous substances legidation requires organisations to identify all those substances that
are linked to their undertaking and carry out an assessment of the health risks associated with
exposure to the substance.

Thefirst course of action with any exposure to hazardous substances is to remove the substance/agent,
if possible When this is not possible then you must reduce the risk of exposure to the lowest possible
level e.g. substitute for aless hazardous substance.

Recognised Control M easures

It is important that al employees / volunteers understand the dangers and hazards associated with
substances that they may come into contact with a work and are fully aware of the precautions
necessary to prevent or reduce any risks to health and safety.

The procedures for dealing with hazardous substances should be as follows:

e All potentially hazardous substances must be identified. These include all those substances
classified asirritant, harmful, biological, toxic, very toxic, corrosive and car cinogenic.

e Theaction required will depend on the hazard presented. The hazard may be identified on the
container label of the product or within some accompanying material safety data sheet or isa
known hazard which isidentified within health and safety guidance.

e |f the product has been supplied in the form of a substance from a manufacturer (not the
supermarket), then an up to date material safety data sheet should be supplied with the
product. This will provide information on the hazards posed by the product and the action to
be taken when it is being handled. For products purchased from shops, e.g. the loca
supermarket, sufficient safety information is supplied on the container.

A risk assessment of the associated hazards must now be undertaken by a competent person. This will
enable the exposure level to be identified and suitable and sufficient control measures to be
implemented. The Hazardous Substances Risk Assessment should include the following:

e Identification of the particular hazards associated with the substance. Substances which are
purchased from manufacturers should be identified with the necessary warning labels.

e Establishing who may come into contact with the substance. This will not only include
employees / volunteers but others including members of the public that may be affected by
exposure. Particular concern should be given to special groups e.g. young persons (under 18
years) and new and expectant mothers.

e An initia investigation of the possibility of completely removing the hazard by means of
replacing the hazardous substance with a non-harmful substance or aless harmful substance.

Copyright

PCIR0IV1 PENINSULA



The control measures that should be implemented when al other avenues of exposure
prevention have been exhausted. The implementation of control measures will ensure that
exposure to the hazardous substance is removed or reduced to a level that does not cause
harm.

The control measures should take into account the greater number of persons exposed rather
than concentrating on any particular individual.

The assessment must be formally recorded and reviewed to take into account any new
information and advances in technical knowledge.

An important part of hazardous substance control is suitable and sufficient information, instruction
and training being provided to all those who may be affected by the substances. This information,
ingtruction and training should be integrated into the recognised safe system of work that is
established as aresult of acomprehensive risk assessment of the substance. Training should be carried
out by competent persons. Persons required to undertake the training must have sufficient knowledge
of the hazards posed and the control measures required for the substance.

In some cases, this training may require the use of accredited bodies and direct contact with the
suppliers/ manufacturers. Any training provided should be recorded.

Typical measuresto control exposure include the following:

Y ou should remember that personal protective equipment (PPE) should only be used as a last
resort or when secondary protection is required. The typical types of PPE that are available
include gloves, eye protection, aprons, foot protection, chemical suits, respiratory protective
equipment (RPE).

Exposure to some substances can pose serious biological or carcinogenic risks. The well
known hazardous substance that poses a serious carcinogenic (cancer causing) risk is
asbestos. Special arrangements must be put into place to control the risk of exposure requiring
the assistance of a specialist.

When hazardous substances are present and established within your organisation, there are
strict requirements under environmental legidation to deal with managing waste routes. Many
of these substances require safe disposal by a licensed waste management control company.

Prior to using any recognised hazardous substances you must undertake an assessment of the
associated hazards involved. The assessment should be as follows:

Copyright

Compile alist of al the hazardous chemicals likely to be used.

Consider whether there is a need to use each substance.

For each substance, ask your supplier if thisis the safest product available or is there a safer
aternative e.g. more dilute or smaller container.

For al chemicals used, record a description of its use and the hazards present. Information
will be found on material safety data sheets or product labels. It will also include first aid
measuresthat need to be available and what to do in the case of a spillage.

Consider where and how the chemicals are to be used or handled. Minimise handling if
possible and avoid carrying open containers.

Try to keep the chemicalsin their original containers. Ensure containers are clearly marked.
Consider safe storage arrangements. Always follow manufacturers storage instructions.
Take into consideration any of your staff who do not have English as a first language.

Identify any persona protective equipment (PPE) required and provide it with no charge to
the user. This could include eye protection, various types of gloves, facemasks and visors and
protective aprons and safety footwear. Employees / volunteers must be trained in the correct
use of PPE.

Check firgt ad arrangements. Provision should be made for the treatment of skin or eye
contact and ‘ Appointed Persons' should be trained in actionsto take.
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Further Exposure Controls Required

Follow manufacturers instructions and provide safe working procedures for your staff.
Ensure employees / volunteers use persona protective equipment.

Never allow chemicals to be mixed.

Trainemployees / volunteers in the procedure to follow if they have an accident.

Try to prevent employees / volunteers pouring chemicals from heavy containers.

If aerosols are used, avoid spraying on hot surfaces asthis can produce harmful vapours.
Ensure chemical containers are clearly marked.

Use chemicalsin well ventilated areas. Sometimes open windows will suffice.

Ensure spills are cleaned up in an appropriate way immediately.

Always store chemicalsin line with manufacturers’ instructions.

Ensure waste chemicalsare disposed of per manufacturers instructions.

Consider providing spill kits.

°
°
Maintaining Records

Where hazardous substances are in use a full risk assessment should be undertaken and recorded.

A safe system of work should be established for each substance using the information from the
findings of the risk assessment and communicated to those employees / volunteers who are likely to
come into contact with the substance.

Records of any persona protective equipment issued should be recorded (see section 3).
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COSHH INVENTORY SHEET Form COSHHI
. Dateon Data Comments
Product Name Supplier Sheet A ent Required YES/ NO Reference Number
Disperse 3521 Disperse Limited 2004 Yes (MSDSindicates irritant) COSHHO1
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COSHH INVENTORY SHEET

Form COSHHI

Product Name

Supplier

Date on Data
Sheet

Assessment Required YES/ NO

Comments

Reference Number
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COSHH INVENTORY SHEET

Form COSHHI

Product Name

Supplier

Date on Data
Sheet

Assessment Required YES/ NO

Comments

Reference Number
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COSHH SUBSTANCE INFORMATION SHEET

Form COSHH/SIS

Thisinformation sheet linksto Risk
Assessment Ref No: COSHHO1

NAME OF PRODUCT / SUBSTANCE: Disperse 3521

MANUFACTURER' SNAME: Disperse Limited

Industrial Carpet Shampoo

Mixed with water, spread with shampoo applicator.

USE / EXPOSURE (DETAILS OF THE WAY IT ISUSED) :

Is the hazardous substance generated as a result of the process? YES/ NO

DATE OF DATA SHEET: 2004

LOCATION OF DATA SHEET:
COSHH filein Matron’s Office.

Workplace Exposure Limits (WEL): Not specified.

HAZARD WARNING SYMBOLS ON
CONTAINER LABEL: (circle)

S——

POTENTIAL HARM OR ILL EFFECTS: (state what harm
may occur)

Eye: irritation.

Ishealth surveillance required?

ACTION TO BE TAKEN IN CASE OF EMERGENCY:
FIRST AID ARRANGEMENTS:

Inhalation— move patient to fresh air, seek medical attention.
Ingestion— do not induce vomiting. Ensure patient drinks large
quantities of water. Seek medical attention.

Skin— wash with soap and water.

Eyes— irrigate with water for at least 15 minutes, seek medical
attention if discomfort arises.

SPILLAGE / RELEASE ACTION:

Absorb large quantities in sand and place into a labelled
container for disposal by a licensed waste carrier.

MANAGEMENT
Contact in case of emergency Home Manager D Misell Ext 32

Apply as per manufacturer’ sinstructions.

ourWN R

WORK METHOD: (including precautions and controls to be implemented)

Wear safety glasses/ goggles and protective gloves.
Mix 500ml of Disperse 3521 with 2 litres of water.
Fill machinery container with solution to maximumfill mark.

Ensure hazard warning signs are displayed and restrict access.
Dispose of used solution per manufacturer’s instructions.

Date of Review:

Name of Assessor:

Date of Review:

Name of Assessor:

Position: Position:
/ é; A iﬂ M
ri —m—
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COSHH SUBSTANCE INFORMATION SHEET Form COSHH/SIS

Thisinformation sheet links to Risk NAME OF PRODUCT / SUBSTANCE:
Assessment Ref No:

MANUFACTURER'S NAME:

USE / EXPOSURE (DETAILS OF THE WAY IT ISUSED) : DATE OF DATA SHEET:

LOCATION OF DATA SHEET:

Is the hazardous substance generated as a result of the process? YES/ NO
Workplace Exposure Limits (WEL): HAZARD WARNING SYMBOLS ON

POTENTIAL HARM OR ILL EFFECTS: (state what harm ACTION TO BE TAKEN IN CASE OF EMERGENCY:
may occur) FIRST AID ARRANGEMENTS:

SPILLAGE / RELEASE ACTION:

MANAGEMENT
I'shealth surveillancerequired?

WORK METHOD: (including precautions and controls to be implemented)

Date of Review: Date of Review:
Name of Assessor: Name of Assessor:
Position: Position:
Copyright _m_
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RISK ASSESSMENT FORM

Form RA

Assessment No: COSHHO1

Location / Dept: All rooms

Further assessmentsrequired:

Personsinvolved in or affected by
thetask:

Special Groups: (Whereindividual
assessments have been completed)

Assessment Date: 03/04/05 Assessor’s Name: D Misell Fire [ ]
Task / Activity / Area Assessed: COSHH [ ] Employees
. . v .
Use of chemical agent Disperse 3521 industrial carpet shampoo. Manual Handling I:I Visitors Nursing and Expectant Mothers I:I
Display Screen Equipment |:| Contractors Y oung Persons I:l
Nursing and Expectant Mothers |:| Members of the public |:| Disabled |:|
Y oung Persons |:| Others Service Users |:|
THE POINTS RAISED BELOW ARE NOT MEANT TO BE COMPREHENSIVE AND HAVE BEEN CHOSEN FOR THE PURPOSE OF ILLUSTRATION
Hazards | dentified Worst Case Current Control Measuresin Place Likelihood | Score | Rating
Outcome
Chemical irritant to eyes. Lost time Safety glasses/ goggles issued and worn when decanting chemical and safe Remote (5x1) Low
injury work method in place. (1) 5
©)
Soillage of neat solution. Minor injury | Emergency and disposal procedure in place and communicated to relevant Remote (3x1) Low
3 employees. @ 3
Possibility of skin irritation. Minor injury | Protective glovesissued and worn when handling solution. Remate (3x2) Low
(©) 1) 3
Worst Case Outcome Likelihood given precautionsin place
10 8 5 3 1 10 8 5 2 1 - -
- - - = - - - - Risk Rating Table
Fatalit Sev Lost t M N Certain/ | Very likel Likel Unlikel Remot . .
"y i uffye (i)nju:;/ne mj'SrOyr otnjury immﬁ']gm ery likely tkely nikely emote High 50-100 Medium 20-49 Low 1-19
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RISK ASSESSMENT FORM E % ;@MP&E
Form RA

Action regquired (note any temporary action / control measures required): Action Review Date

Completed by (Name and signature)

No further actions required.

D Misdll, Home Manager.

Further actions that may require longer term consideration: Action Review Date

Completed by (Name and signature)

If any issues are outstanding from the * Action Review’ date, detail the reasons:

Signature: Date:

Assessment Review Date (as required): Assessment Review Date (as required):
New risk assessment required: Yes/ No New risk assessment required: Yes/ No
Completed by (Name): Completed by (Name):

I D
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Signature: Signature;
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lﬂw What you should know HﬂNﬂllNﬂ

PAY PARTICULAR ATTENTION WHEN
Control of Substances HANDLING SUBSTANCES ALWAYS:

BEARING THE SYMBOLS BELOW
Hazardous to Health - Follow =afe working procedures

HEQHFEHDHS PRGN TOXIC OXIDISING HARMFUL - Use the correct PPE for the task (see examples below)

EMPLOYER DUTIES

« Assess the rizks o health arising from the
storage and use of hazardous substances

- Ensure all containers are comectly labelled

- Practice good housskeeping

- Report spillages

Decide on what precautions are needed )
ENMVIROMMENT *  Heport accidents

Prevent or adeguately control exposure CORROSIVE EXPLOSIVE DANGER

to the substances

- Ensure control measures are used h
and adequatsly maniained igi \%

Monitor employese exposure where necassary

+ Head Safety Data Sheets
- Consult COSHH assessment
= Practice good hygiens standards

- Ensure you know the relevant emergency and first aid

- Carry out appropriatz Health Surveillance procedures
if reguirad
Know your DO NOT MIX
Enszure all emgloyees are progerly symbols and CHEMICALS
informed, trained and supervised how thE}F UNLESS YOU ARE
affect you FOLLOWING A _ *;’? )
EMPLOYEE DUTIES it e PRESCRIBED f

METHOD OF WORK

Follow h=alth and safety precautions
- Co-operate with emaoloyer
Use Perzonal Protective Equipment

oy e WATCH OUT FOR HIDDEN HAZARDS Y

& Parinsula copyright lesus 2 wWeW. panirsula-uk ciom
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20. HAZARD REPORTING

I ntroduction

Organisations that have a proactive approach to health and safety requirements recognise the benefits
of the introduction of a hazard spotting and reporting procedure. This procedure ensures the
involvement and interest of all employees / volunteers to assist in maintaining health and safety
standards within the workplace activities and environment.

This provides a method of formal communication of al hazards, unsafe conditions and practices. It is
extremely important that al senior persons are seen to be responding to reports of hazards / unsafe
conditions and carrying out any actions that may be required as a result of the reporting procedure.
Failure to act will discourage your employees / volunteers from utilising this system. This may result
in hazards going unreported; resulting in accidents and incidents that may have been foreseeable. It is
extremely important that if you are to benefit from the system that you encourage the reporting
procedureinitially.

Implementing the System
Any hazards should be reported using aHazard L og.

The form should be available for use by all employees / volunteers within the organisation and should
also be completed where hazards and unsafe conditions may affect the heath and safety of other
persons who are not employees / volunteers. This may also apply to contractors working on the
premises where their work activities are likely to affect employees / volunteers and visitors. This
procedure does not entirely replace the verbal communication that may take place and consideration
should be given for those employees / volunteers that are unable to write or communicate in the first
language.

All employees / volunteers should be encouraged to participate fully so as to ensure the procedure is
adhered to and that defects or hazards are reported immediately in the interest of health and safety.

Employees / volunteers who require assistance or prefer to report defects or hazards verbally may do
s0. In these instances the report should be completed by a colleague or other person who should
complete the Hazard L og on behalf of the person reporting the hazard.
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HAZARD LOG

1. If you notice a hazard (something dangerous), the matter should be brought to the attention of the person in charge.

2.  Every employee/ volunteer has a statutory duty to report to us anything that is dangerous in the workplace.

3. Thislogisawritten record of the report and will be checked regularly by a responsible person.

Please print clearly —including your namein case clarification isrequired

FormHL

DATE LOCATION DESCRIPTION YOUR NAME NOTED BY ACTION TO BE TAKEN
(Whereisthe hazard?) (What isthe hazard?) (Please Print) MANAGER (and by when)
. . . . Holeto berepaired
04/02/05 At main entrance Holein the carpet A. Jenkins lan Qullivan 05/02/05
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HAZARD LOG

1. If you notice a hazard (something dangerous), the matter should be brought to the attention of the person in charge.

2. Every employee/ volunteer has a statutory duty to report to us anything that is dangerous in the workplace.

3. Thislogisawritten record of the report and will be checked regularly by a responsible person.

Please print clearly —including your namein case clarification isrequired

FormHL

DATE

LOCATION
(Whereisthe hazard?)

DESCRIPTION
(What isthe hazard?)

YOUR NAME
(Please Print)

NOTED BY
MANAGER

ACTION TO BE TAKEN
(and by when)
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21. LIFTING EQUIPMENT

I ntroduction

Lifting equipment may be defined as ‘work equipment used for lifting or lowering loads' and includes
attachments used for anchoring, fixing or supporting.

The term lifting equipment therefore covers a range of equipment including, passenger lifts, rope and pulley
systems, scissor lifts, cranes, fork-lift trucks and fork-lift truck attachments.

The task of winching a load at ground level, the three point linkage on a tractor, horizontal conveyor belts and
escalators are not considered lifting equipment under current health and safety legislation.

Associated Hazar ds

The significant hazards posed by lifting equipment in the workplace are crush injuries, amputations and falls from
height. Hazards can arise from:

Incorrect application or use of the lifting equipment.

Selection of equipment and accessories which are not designed to lift the weight of the load.
Mechanical failure of equipment or safety device.

Failure to examine and inspect the equipment on aregular basis.

Poor maintenance regimes.

Unauthorised access to the lifting mechanism and / or power supply.

The overturning of mobile lifting equi pment.

Failing to secure the load prior to lifting.

Failure to provide safe access routes for maintenance and inspection staff or contractors.

o Work at height during maintenance and servicing.

Legal Duties

Lifting equipment should be suitable for the purpose, regularly maintained and fitted with appropriate labels and
warning devices. In addition, employees / volunteers should be trained to use the equipment and those in charge
should receive adequate training to enable them to identify unsafe working practices and ensure that safe systems
of work are developed and implemented.

Current legidation requires that a competent person (normally the Plant Engineer employed by the insurance
company) carries out inspections and examinations of lifting equipment. In the case of lifting equipment for
lifting persons the examination should be carried out every six (6) months. Other lifting equipment should be
examined every twelve (12) months or in accordance with a ‘ Written Scheme of Examination’ drawn up by your
Insurers.

Lifting equipment should also be tested and the safe working load marked on the equi pment.

Lifting operations should be planned and carried out under the control and supervision of an appointed person
who has received appropriate training.

Recognised Control M easures

Lifting activities, maintenance work on lifting equipment and emergency rescue activities should be assessed and
the outcomes, including any necessary control measures or safety precautions, documented. The risks from
proximity hazards such as overhead power lines, excavations, warehouse racking etc. should be considered when
undertaking the risk assessment. The outcome of the risk assessments should be communicated to employees /
volunteers. Risk assessments should be used to help create safe systems of work or method statements for lifting
activities.

Organisations should ensure that lifting equipment and accessories are maintained and serviced on aregular basis,
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in accordance with the manufacturer’ sinstructions.

The examination of lifting equipment should be arranged to determine if the design, construction and condition of
the equipment or accessories are such that it can continue to be used safely. Thorough examinations of lifting
equipment are required:

e When the equipment is being put into use for the first time.
¢ When equipment is being put into use in a new location or configuration.
o Periodicaly, as defined in the examination scheme, whilst in service.

Lifting equipment and accessories used to lift people should be examined every six months and goods lifts every
twelve months, unless the competent person recommends more frequent examinations due to the circumstances or
conditions of use. The frequency of examinations is defined in the examination scheme. The written report of the
examination provided to the organisation should be reviewed and any repairs or actions identified compl eted.

Where an examination report identifies a defect involving existing or imminent risk of serious persona injury, a
copy of the report is to be sent to the Enforcing Authority by the company who carried out the examination. It is
good practice for the employer to send a letter to the Enforcing Authority confirming that the corrective action
required to eliminate this risk has been taken.

Inspections and pre-use checks should also be carried out periodically. For further information contact the
PeninsulaHealth and Safety 24 hour Advice Service.

Hired lifting equipment should also be serviced and maintained according to the manufacturer’s instructions.
Responsibility for ensuring that the equipment has been examined normally remains with the hire company;
however this may be agreed between the parties involved when egquipment is on long-term lease hire. Although
the hire company has a duty to provide a copy of the last thorough examination report, it is the employer’s duty to
ensure that this report accompanies the equipment to his premises/ site. If an operator is hired or contracted along
with the lifting equipment the employer should ensure that he is competent to operate the equipment. This can be
confirmed by checking the operator’s experience and requesting copies of any relevant accredited training
certificates.

When employees/ volunteers or service contractors require access to any part of the lifting equipment to carry out
maintenance, inspection or examination activities, safe means for doing so should be provided. This may mean
installing ladders or other permanent access equipment and may require contacting the supplier of the equipment
in order to agree modifications to the equipment for access purposes.

Any access to the mechanical propulsion mechanism and plant room should be kept locked and access to power
supplies, lift shafts etc. restricted in order to reduce the risk of injury due to access by unauthorised persons.

Where lifting equipment such as mobile working platforms may be used, weather conditions, such as high winds
or other dangerous conditions should be detected and the activity ceased as necessary.

Outdoor workers and those who use lifting eguipment which is noisy should be provided with appropriate
personal protective equipment unless the associated hazards can be controlled by some other method.

In order to ensure that mobile lifting equipment is stable, particular consideration should be given to ground
conditions and solid bases, outriggers or other control measures utilised to increase the stability of the equipment.

Lifting equipment should be positioned and lifting activities planned and carried out in a manner which minimises
therisk of loads striking a person, drifting, falling freely or being released unintentionally.

Where practicable, loads should not be carried or suspended over areas occupied by people. Where this is not
possible a safe system of work should be adopted to minimise the risks to those who may be under the load.
Flashing lights and audible signals are recognised control measures to warn those who may be affected to be
aware of the overhead danger and move to a safe place.

Where lifting equipment is used to lift people, lift cars should have devices to prevent free fall in the event of
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mechanical failure. The car should be enclosed to prevent the person from being injured by something outside it
and access doors or gates should be provided.

Emergency procedures should be put in place, where necessary, to rescue trapped users or warn of dangers
associated with using lifting equipment. For example, display warning signs prohibiting the use of some
passenger lifts in the event of fire, or staff can be trained to rescue those who may become trapped in lifts or
whilst working at height.

Maintaining Records

Records of maintenance work and inspection and thorough examination reports should be retained.

Reports of thorough examinations made where the equipment is not being put into use for the first time or is not
accompanied by an EC declaration which is less than twelve months old should be kept by an employer until he
ceases to use the equipment.

Reports of thorough examinations of lifting accessories made when they are first put into service and are not
being put into use for the first time or are not accompanied by an EC declaration which is less than twelve months

old should be kept for two years after the date of the examination.

Reports of thorough examinations made after equipment is installed in a new location or reconfigured should be
kept by the employer until he stops using the equipment at the place where it was installed or assembled.

Records of thorough examinations required every six months, twelve months or at another frequency specified in
the examination scheme should be kept for two years or until the next report is made, whichever is the longest
period.

Inspection reports should be kept at least until the next inspection report is made.
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22. LONE WORKING

I ntroduction

Lone workers can be described as those who work alone without close or direct supervision. Lone workers may
be transient or site/ office-based employees/ volunteers depending on the circumstances in which they work. ‘On
call staff’, those working overtime or staff engaged in opening or closing procedures may, at times, become lone
workers even though they are not lone workers during most of their work activities, e.g. a caretaker of a church
hall who has the duty to open up the premises during the early hours or a volunteer who makes home visitsin the
evenings.

Lone working is not illegal but some work activities that may involve high risks, e.g. work at height and work
with hazardous substances, may require an employer to ensure that staff do not work alone.

Associated Hazar ds

In addition to the hazards associated with work activities, lone workers are often at greater risk due to their
remoteness and / or lack of supervision. At times the nature of the work undertaken by lone workers increases the
risk of injury or attack. The main hazards are listed below:

Injury due to the hazards arising from the work activity.

Increased risk of violent attack due to the vulnerability of lone workers.

Inability to summon assistance in the event of sudden illness or an accident.

Unsafe practices adopted by the lone workers due to the freedom from supervision associated with lone

working.

e Injury dueto involvement in road traffic accidents for lone workers who are involved in driving activities.
Manual handling activities.

e Injury due to the layout of the work environment, especially for home-based display screen equipment
users.

e Injury dueto the poor health of the lone worker that has been overlooked.

Thelikelihood of injury to lone workers may be increased dueto:

Lack of training or awareness of the risk involved with the work activity and / or lone working.

Failure to establish regular communication with the lone worker.

Lack of supervision.

Failure to identify a potentially violent situation and implement effective control measures which include
eliminating lone working.

e Failureto provide adequate emergency procedures and / or first aid arrangements and equipment.

Legal Duties

Health and safety legidation requires that all employees / volunteers are protected, as far as is reasonably
practicable, from risks to their health or safety. A safe system of work should be established for all work
activities, including lone working situations, to ensure that this obligation is met.

Current legislation requires that risk assessments are undertaken for lone working activities.
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Recognised Control M easures

The primary course of action must be to undertake a risk assessment of any potential situation that may involve
lone working, prior to the work commencing.

Measures should be put into place to ensure that the risk of violent attack, illness or accident can be noticed within
a short period of time so that support and help can be provided.

A safe system of work for lone working should incorporate details of the task to be carried out, precautions to be
taken and additional precautions such as protective equipment e.g. mobile phones and personal alarms and
communication arrangements etc.

Medicad fitness for lone working should be considered before employment and at periodic appraisal interviews.

If lone working cannot be avoided, staff members who are required to work alone should be provided with a
means of communication, e.g. mobile phone.

A contact schedule should be implemented to ensure communication is maintained. A nominated person should
contact lone workers periodically. This person should know the lone worker’ s whereabouts and expected end of
work time.

Any control measures established should take account of lone working activities carried out outside normal hours.
For example, staff that are ‘on call’ should be monitored when they are working outside normal office hours (nine
to five) and the additional measures that are required for lone workers engaged in night working in remote areas
etc.

Staff should be consulted prior to the implementation of any monitoring system or contact arrangement. This will
raise the awareness of the lone workers and provide information to staff to ensure that they understand why
employers are monitoring them. This should also increase the awareness of their personal safety.

Other control measures which may be implemented to help ensure lone worker safety include:

Personal safety training at the induction stage backed by regular refresher training.
Utilising the support of the emergency services. Consider consultation with the emergency services
when conducting risk assessments and establishing control measures.

e  Consulting with other organisations to establish joint visits and remove the lone working aspect of the
work.

e Providing an additional driver or assistant to accompany employees / volunteers who would
otherwise be lone workers.

e Establishing two-way communication between Managers and lone workers, enabling issues relating
to personal safety to be raised, discussed and mutually agreeable sol utions adopted.

e Where driving is concerned, membership of motoring organisations for lone workers should be
considered.

e Providing aftercare, including counselling, where an incident has occurred.

In the event of an incident or injury involving a lone worker, a thorough investigation should be carried out and
the risk assessment and safe system of work reviewed. Additional control measures should be established to

minimise the risk of asimilar event occurring in the future.
Maintaining Records

A log of contacts made with lone workers should be maintained.

Records should be maintained to show that personal protective equipment has been issued where necessary and
that employees / volunteers have received training concerning its use.

At notimeisit appropriatetowork with a child or young person on a oneto one basis.
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23. MACHINERY

I ntroduction

Machinery comes in many forms, from a lawnmower to an electrical generator. All machinery should be treated
with respect and the associated hazards carefully assessed prior to the purchase or hire of any machinery.

Associated Hazar ds

Machinery is a major cause of many accidents and incidents, especially when there is a lack of consideration of
the hazards posed. The hazards are as follows:

Entanglement — thisis where parts of the body or clothing are caught or trapped by rotating machinery.

e Shear — this is where two components move towards each other causing a nip or guillotine effect when
they come together.
Cutting— thisis caused by contact with sharp edges or abrasive surfaces.
Impact —thisis when moving parts act against the inertia of the body but fail to penetrate.
Stabbing and puncture — this is caused when rapidly moving parts of a machine come into contact with
the body or when materials are g ected from a machine.

e Drawing in—thisiswhen two rotating components snatch whatever comes between them.
Crushing —thisis where abodily part is trapped in amachine.
Friction and abrasion — this is where a person receives burns from a surface that is not necessarily rough
but moving at high speed.

e Other hazards— there are often other hazards associated with machinery such as noise, chemicals and hot
surfaces etc.

e Consideration should be given to young persons and the extra provisions regarding the extra supervision
and training required.

These hazards are not always obvious. It is extremely important to view the operator’ s interface with the maching;
thisisthe only effective way of identifying areas of risk.

Legal Duties

Under general health and safety legidation organisations have a duty to ensure that any machinery they provide
for their undertaking does not pose a safety or health risk. The management legislation requires organisations to
undertake an assessment of the risks and install the appropriate measures to remove or control the risks. Other
equipment and machinery legidation covers the design and supply requirements, as well as the instruction,
information, training and maintenance requirements.

Recognised Control M easures

The health and safety implications linked to the provision of any machinery or equipment must be considered
prior to its purchase or hire for use. Factorsto consider are:

e Thesuitability of the machinery —the machinery should be designed or properly adapted to suit the task it
was purchased for. Consideration should be given to the likelihood of the machine degenerating into an
unsafe condition through over capacity, over load or wrong working environment etc.
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e Maintenance — consideration should be given to the manufacturer’s recommendations for maintenance.
The location of the machinery should be designed to allow access to parts of the machinery to enable
mai ntenance tasks to be undertaken in a safe manner.

e Inspections—some machinery will require statutory inspectionsto be carried out but al machinery should
be inspected on a regular basis to identify conditions that pose a health and safety risk. Evidence of
inspections may also be required should you wish to sell a piece of machinery.

e Specific risks — consideration should be given to the specific risks that may present themselves when
embarking upon the use of speciaist machinery e.g. computer controlled machinery and automated
systems such as robots.

e Information and instructions — there is a specific requirement for manufacturers to supply all relevant
information regarding any specific risks associated with the safe use of a machine. This information and
instruction should be relayed to the operator.

e Training— all persons required to use machinery must reach alevel of competency which enables them to
operate the machinery safely and without risk to health.

e Specification — all machinery to be used within your undertaking must meet European Community
requirements.

e Guarding and dangerous parts — there are many recognised methods of protecting operatives and others
who may be affected by contact with a particular piece of machinery. Any dangerous parts of a machine
must be effectively guarded against inadvertent contact.

o Specific hazards — consideration should be given to any specific hazard such as the gjection of a substance
from amachine or it catching fire or over heating.

e High and low temperatures — consideration should be given to situations that pose a risk of burning,
scalding or searing.

e Machine controls —these include stop controls, emergency stop controls and the layout and identification
of control panels. These must take into account the ease of operation, accessibility and ergonomic
considerations.

e Machine start-up and shut-down — machinery should be designed to support any rotational or directional
changes without posing a risk to safety. Any inertia that has built up within the machine should be
contained within its structure.

o Isolation from energy sources — all machinery should be provided with a means of isolating the energy
source in a safe manner e.g. electrical supply.

¢ Lighting—suitable and sufficient lighting should be provided to enable the safe operation of the machine.

e Markings and warnings — these should be clearly visible, unambiguous and easily perceived and
understood.

There is a tremendous amount to consider when you become involved in selecting and using machinery in your
undertaking, but you must never become complacent and expect employees / volunteers without instruction,
information and training to understand the dangers involved. If you are unsure about machinery safety, suitable

guarding and maintenance requirements, then a good place to start for information and training is the
manufacturer of the machine.
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24. MANUAL HANDLING

Introduction

Tasks that involve manual handling are a significant causation of injuries within all industry sectors, many of
them resulting in permanent disability and strains. Therefore it is extremely important for organisations to identify
areas where manual tasks are undertaken and take the necessary stepsto reduce the risk of injury.

The term manual handling does not only mean people undertaking lifting operations but also covers pushing,
pulling and any use of bodily force to move an object. Typical tasksthat involve manual handling are loading and
unloading of vehicles and the movement of people within a care environment.

Associated Hazar ds

As a consequence of poor manual handling techniques debilitating injuries such as hernias, prolapsed discs,
muscle and ligament strain and rheumatism can occur. These are due to a direct injury but there are a number of
secondary injuries that may result such as cuts, bruises, lacerations, burns, fractures etc.

Injuries may occur asaresult of twisting and stooping whilst carrying out manual handling activities.
Legal Duties

Under genera hedth and safety legislation organisations must ensure that all avenues have been exhausted to
reduce the risk of injury to the lowest level possible. Current management regul ations require employers to ensure
that suitable and sufficient risk assessments of the tasks are undertaken to identify areas where control measures
may be necessary. This requires the investigation of the use of mechanical aids and methods, to either completely
remove the necessity for any manual handling or to assist with the handling task.

Recognised Control M easures

The first course of action is to identify areas within your organisation where manual handling operations are
undertaken. Once this has been established then you must assess each task separately to enable you to prioritise
the mgjor areas of concern. The next course of action isto undertake arisk assessment of the tasks to establish the
hazards involved, who is involved and how you intend to control the risk of injury.

In some cases the use of amechanical aid is not a viable option. When this situation arises then you must ensure
that the correct kinetic handling techniques are used. This involves ensuring that the employee / volunteer is
provided with the necessary information, instruction and training from a competent person.

Factors that should be considered when looking at a particular task that may arise within your business
undertaking are:

o How often is the task likely to arise and is it technically possible to provide a mechanica means of
movement?

e The physical size of the load to be moved, whether a single person or a number of persons are capable of
gaining sufficient grasp of the object to be moved e.g. a sack of cement weighing 30kg will require a
different handling technique to a box of fibre which measures 1.5m? but weighs exactly the same.
Sometimes when manually handling objects straps, hooks and other devices that assist the handling of
the object will be required.

e The shape of the item that requires moving can sometimes pose a significant problem. The main problem
with the physical shape of an object is the point of balance. An area that poses a particular problem in
this instance is when liquids are handled and the point of balance shifts as the product within the
container is disturbed e.g. transferring a container of oil from one maintenance task to another.

e Thereis no maximum weight limit that an individual is allowed to lift but there is a guidance table that is
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provided for both genders within this guidance.

o |t is extremely important that if somebody is expected to undertake a lifting task then individual
capability should be taken into account. People have different physical strengths, degrees of fitness,
height and body weight. These are all factors that should be taken into account. A significant number of
boxed items are now marked with their weight and some are marked with awarning sign that the product
contains heavy weight; this should also be taken into account.

e Some items, by their very nature, are problematic to handle due to their lack of rigidity e.g. loads
contained within sacks. The floppiness and the load shift within the sack makes it difficult to handle.

e The surface of the item that requires lifting can pose a significant risk of cuts or abrasions. Consideration
should be given to the surface of theitem that requires handling e.g. handling glass.

e Theheight at which an item is required to be handled should be considered. The posture of an individual
whilst undertaking handling tasks will have a significant bearing on the risk of injury. For example,
lifting items from the top of a high cupboard.

e The suitability or stability of the floor surface around where the item is to be transferred should also be
taken into consideration. If an item is to be carried for any distance across a dlippery, soft or unstable
surface then practical footwear, e.g. high grip soled shoes, should be considered to assist the body’s
stability. Changing floor levels e.g. steps and ramps can also have a significant bearing on the risk of
injury.

¢ When taking into account the individual consideration should be given to the height of the person. When
tall people undertake manual handling tasks they tend to have to stoop causing tremendous pressure on
the lower spine. Even though it becomes a greater problem for taller people this can also pose a problem
for others.

e The temperature and humidity can have a significant bearing on the causation of injury e.g. muscle
grain. In a cold environment it is important to ensure that a warm-up routine is undertaken to prevent
muscle stiffness. Discomfort is a problem when manua handling tasks are undertaken in warm
environments due to perspiration. However, the tendency to use sudden jerking or snatching movements
is reduced because the employee / volunteer tend to work at a slower rate to prevent the discomfort of
perspiration. It isimportant to consider that personal protective equipment may pose additional problems
e.g. provision of protective clothing gloves in a kitchen environment when handling hot items from the
ovens.

e Theindividual capability of a person is an important factor to consider. Some fairly heavy jobs can be
undertaken successfully by small people. The physical shape and size of a person should be taken into
account. An individua’s lack of body bulk may be compensated with suppleness, dexterity and timing.
The age of the individual can also have a significant bearing due to the stiffening that occurs in the
human body during the ageing process. The temperament of an individual can cause muscular tension
due to mental stresses.

Guideline weights for lifting and lowering
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Position L oad close to body L oad away from body
Women Men Women Men

Shoulder 7kg 10kg 3kg 5kg
Elbow 13kg 20kg 7kg 10kg
Knuckle 16kg 25kg 10kg 15kg
Knee 13kg 20kg 7kg 10kg

Mid —lower leg 7kg 10kg 3kg 5kg

Please note that the guideline weights are reduced if the handling is done with the arms extended, or at
high or low levels or if a person twiststo theleft / right, asthat iswhereinjuriesare most likely.
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MANUAL HANDLING INFORMATION CHECKLIST Form MHIC

Task Location: Community Hall

Task Undertaken: Setting up tables and chairs.

Questionsto consider: Yes/No | Comments

The Task — does it involve:-

Holding loads away from the trunk? Yes

Twisting or stooping? Yes

Reaching upwards? Yes Employees/ volunteers stretch to reach to of stack of chairs.

Large vertica movement? No

Long carrying distances? No

Strenuous pushing or pulling? Yes Tables are too heavy to lift and so are pushed / pulled into
position.

Unpredictable movement of loads? No

Repetitive handling? No

Insufficient rest and recovery? No

A work rate imposed by a process? No

The Individual’s capability - doesthe job:-

Require unusual capability? No

Endanger those with a health problem? Yes

Endanger those who are pregnant? Yes

Cdl for special information / training? Yes Employees/ volunteers have received no formal manual
handling training.

The Loads— arethey:-

Heavy? Yes

Bulky / unwieldy? Yes

Difficult to grasp? No

Unstable/ unpredictable? No

Intrinsically harmful (e.g. sharp / hot)? No

The Environment: are there:-

Constraints on posture? No

Poor floors? No

Variationsin levels? Yes Several ramps and steps to navigate within the hall.

Hot / cold / humid conditions? No

Strong air movements? No

Poor lighting conditions? No

Other factors:

Is movement or posture hindered by clothing or personal No

protective equipment?

Comments:

Tablesand chairs are constantly set out and put away as the hall is used for many different activities.

Completed by: J Sheldon

Position: Community Hall Manager

Date: 17/06/05

Link to RA Form Ref: MHAO1
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RISK ASSESSMENT FORM

Form RA

Assessment No: MHAOL

Assessment Date: 17/06/05

Location / Dept: Community Hall

Assessor's Name: J Sheldon

Further assessmentsrequired:

Fire

Task / Activity / Area Assessed:

Setting out tables and chairs for different club meetings.

COSHH
Manua Handling
Display Screen Equipment

Nursing and Expectant Mothers
(see NEMAO2)

Young Persons (see YPAO2)

SEOOOO

Personsinvolved in or affected by
the task:

Employees
Visitors |:|
Contractors |:|
Members of the public |:|
Others |:|

Special Groups: (Whereindividual
assessments have been completed)

Nursing and Expectant Mothers
Y oung Persons
Disabled [ ]
Service Users |:|

THE POINTSRAISED BELOW ARE NOT MEANT TO BE COM

PREHENSIVE AND HAVE BEEN CHOSEN FOR THE PURPOSE OF ILLUSTRATION

Hazards | dentified Worst Case Current Control Measuresin Place Likelihood | Score | Rating
Outcome
Back strain and other minor injuries e.g. cuts, bruises, Severeinjury | Heavy tables are not lifted, they are pulled and pushed into position, truck used Likely (8x5) Medium
trapped fingers/ toes, due to incorrect lifting (8) to transfer chair stacks to storage room, employees/ volunteers instructed to 5) 40
technique. wear substantial foot wear when carrying out thistask e.g. not open toe
sandals.

Several ramps and steps to navigate within the hall Severeinjury | All stepsand ramps are highlighted with chevron tape and have a non-dlip Unlikely (8x2) Low
create slipping and tripping hazards. (8) surface, visual inspections carried out regularly. 2 16

Worst Case Outcome

Likelihood given precautionsin place

10 8 5 3 1 10 8 5 2 1
Fatality Severe Lost time Minor No injury Certain/ Very likely Likely Unlikely Remote
injury injury injury imminent

Risk Rating Table
High 50-100 Medium 20-49 Low 1-19
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RISK ASSESSMENT FORM

Form RA

Action required (note any temporary action / control measures required):

Action Review Date

Action Completed (Name and title) / Date

Formal manual handling training to be arranged for all employees/ volunteers.

17/07/05 (one month)

Additional assessments to be carried out in respect of actions that must be taken for new and expectant mothersand | 24/06/05 (one week)

young persons.

Maintain visual inspections of ramps and steps.

Ongoing

J Sheldon Community Hall Manager 17/07/05

J Sheldon Community Hall Manager 24/06/05

J Sheldon Community Hall Manager 24/06/05

Further actions that may require longer term consideration:

Action Review Date

Action Completed (Name and title) / Date

Ensure annual updates of manual handling training.

Annually

If any issues are outstanding from the * Action Review’ date, detail the reasons:

Signature:

Date:

Assessment Review Date (as required):
New risk assessment required: Yes/ No
Completed by (Name):

Signature:

Assessment Review Date (as required):
New risk assessment required: Yes/ No
Completed by (Name):

Signature;
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MANUAL HANDLING INFORMATION CHECKLIST

Form MHIC

Task Location:

Task Undertaken:

Questionsto consider:

Yes/ No Comments

The Task — does it involve:-
Holding loads away from the trunk?
Twisting or stooping?

Reaching upwards?

Large vertica movement?

Long carrying distances?

Strenuous pushing or pulling?
Unpredictable movement of loads?
Repetitive handling?

Insufficient rest and recovery?

A work rate imposed by a process?

Thelndividual’'s capability - doesthe job:-
Require unusual capability?

Endanger those with a health problem?
Endanger those who are pregnant?

Call for specia information / training?

The Loads— are they:-

Heavy?

Bulky / unwieldy?

Difficult to grasp?

Unstable/ unpredictable?

Intrinsically harmful (e.g. sharp / hot)?

The Environment: are there:-
Constraints on posture?

Poor floors?

Variationsin levels?

Hot / cold / humid conditions?
Strong air movements?

Poor lighting conditions?

Other factors:

Is movement or posture hindered by clothing or personal

protective equipment?

Comments:

Completed by:

Position:

Date:
Link to RA Form Ref:
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MANUAL HANDLING
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25. NEW AND EXPECTANT MOTHERS

I ntroduction

Pregnancy affects different women in different ways. Some women can cope easily with the pregnancy and others
have problems all the way through their term. This is a factor that must be considered when dealing with this
situation. Y ou must also remember that pregnancy should not be considered as an illness.

Associated Hazar ds

Significant workplace hazards which may cause injury or ill-health to the new or expectant mother, the phoetus or
the baby include:

Physical hazards
Chemical hazards.
Biological hazards.
Radiation.

Working conditions may also affect the health and wellbeing of the new or expectant mother.

Physical hazards which can cause foetal lesions and / or are likely to disrupt placental attachment should be
considered.

Postura problems, particularly those which may increase lower back discomfort and stiffness during the second
three months of pregnancy should also be considered. During pregnancy a woman's centre of gravity shifts
forward which can create back problems and this can be exaggerated by poor posture during work activities. This
may also make adopting some positions or sitting for long periods uncomfortable. In addition, continuous
standing may cause fatigue and dizziness.

Tasks which involve prolonged standing, frequent heavy lifting and strenuous work postures should be assessed
as these activities have been linked to premature birth in some research studies. Heavy lifting, physical exertion
and long work hours may also increase the risk of stillbirth, whilst regular exposure to shocks or low frequency
vibration can increase the risk of miscarriage.

Hormonal changes in women during pregnancy and after giving birth may affect the ligaments increasing
susceptibility to injury. Lifting equipment should be provided and heavy objects should not be lifted by new or
expectant mothers. Temporary limitation of lifting and handling capability will follow giving birth by caesarean
section.

Biological agents which can affect the unborn child include Hepatitis B, HIV virus, TB, chickenpox and typhoid.
Biological agents which can cause abortion of the foetus or physical and neurological damage include Rubella,
toxoplasmosis (a disease of mammals and birds transmitted from undercooked meat, contaminated soil or direct
contact), Chlamydiain sheep and cytomegal ovirus (herpes group of viruses).

Chemical agents which may endanger the health of pregnant women and unborn children include:

Substances labelled R40, R45, R46, R61, R63, R64.

Cancer causing substances.

Mercury and mercury derivatives.

Chemical agents which may be absorbed through the skin e.g. pesticides.
Carbon monoxide.

Lead and lead derivatives capable of being absorbed into the body.
Antimitotic (cytotoxic) drugs.
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Legal Duties

Pregnancy often goes undetected for the first 4-6 weeks, therefore generic risk assessments covering work
activities carried out by women of child bearing age should be carried out by the organisation. Health and safety
legislation requires risk assessments to be completed for new and expectant mothers.

Where arisk to a pregnant employee / volunteer, the foetus or, the mother and child in the case of pregnancy that
has come to term, is identified then every action possible should be taken to remove the risk. In the event that the
risk cannot be removed then the employees' / volunteers working conditions or hours should be atered or the
employee / volunteer relocated to a job that is free of such risks. In the event that neither course of action is
possible then the employee / volunteer should be suspended from work on full pay.

It is the duty and responsibility of the employee / volunteer to notify the organisation that she is pregnant and to
provide written medical proof of the pregnancy.

Recognised Control Measures
Once notified of a pregnancy, specific risk assessments relating to the pregnant worker’s work tasks should be
carried out. These should be discussed with her and any alterations necessary to her work schedule agreed. The

risk assessment should be reviewed on aregular basis during the pregnancy.

THE RISK ASSESSMENT PROCESS

Arethereany hazardslikely to pose a
risk to the pregnant worker?

No Yes Inform employees / volunteers
Inform the employee/ Assess the risks and remove or of the risks. Instruct employees
volunteer there are no risks. reduce them if possible. / volunteersto inform you:
Of any pregnancy.

If they are breastfeeding.

e Have given birth within the
Istherearisk last six months.
present?
No Yes Yes
Monitor and review. Can the risk be removed? Remove the risk.
No No
] Yes Can the mother’s working Can she be given suitable
Adjust hours/ conditions. hours / conditions be aternative work?
altered?
No
Suspend her from work on paid
leave for aslong asis necessary
to protect her health and safety, or
that of the child.
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New and expectant mothers have different requirements to other workers. When determining the work activities
in which a new or expectant mother will be engaged, conditions involving long periods of standing or sitting, or
work within confined areas should be carefully considered. Work involving exposure to manua handling, passive
smoking and occupational stress, extremes of temperature, shocks, vibration, noise, radiation, biological agents,
chemicals and gas can lead to complicationsfor expectant mothers. The new or expectant mother’ s ability to work
at height and the associated risk to the expectant mother and the unborn child should aso be considered when
required.

Working conditions may be altered in numerous ways. For example by:

e Providing the opportunity to alternate between sitting and standing positions or provide rest breaks.

Supplying lifting equipment to reduce manual handling.

Restricting or re-allocating duties so that heavy objects are not lifted by new or expectant mothers.

Introducing control measures such as physical containment, hygiene practices and vaccination to protect

against biological hazards.

o Excluding new and expectant mothers from the workplace or rel ocating them so that they are not exposed
to infectious biological agents or harmful substances.

The following aspects of pregnancy and work related factors should be considered and appropriate control
measures implemented:

e Work at height can increase therisk of injury dueto falls.

Balance may pose problems when working on dippery, wet surfaces.

o As size increases, there may be problems of working in tightly fitting workspaces or wearing persona
protective equipment. Dexterity, agility and speed of movement may be affected.

e  Seating should be comfortable and allow frequent changes of posture and be easily accessed to reduce the
risk of varicose veins, thrombosis and embolism.

Haemorrhoids, fainting and heat stress may be caused by working in hot conditions.

o Tiredness may be increased by working conditions such as compulsory overtime, evening shifts and night
work.

e Prolonged standing and hot work environments may result in dizziness and fainting.

Nausea may be affected by working early shifts and increased sensitivity to workplace odours.
Prolonged noise exposure may increase blood pressure and tiredness.

o Expectant mothers may be more susceptible to occupational stress as pregnancy related anxiety,
hormonal, physiological and psychological changes occur.

e Exposure to passive smoking may affect the unborn child and should be avoided during pregnancy.
Facilities must be provided in order to ensure that non-smoking rest areas are provided.

o Working alone may put a pregnant worker at significant risk as they are more likely to require urgent
medical attention. Depending on the individual’s medical condition, access to communications with
othersand levels of supervision may need to be reviewed.

o Exposure to work-related violence may increase stress levels and blood pressure and physical injury may
cause miscarriage or other complications for the mother during pregnancy and after the birth.

e Breastfeeding mothers should be protected from radioactive dusts or harmful liquids which could be
passed on to the child.

e Breastfeeding may be impaired by heat dehydration.

A private room should be provided where women can breastfeed or express milk and secure, clean refrigerators
should be provided for the storage of expressed milk. In addition, facilities for washing and sterilising the storage
receptacles should be provided.

During pregnancy and when breastfeeding the nutritional requirements of the woman should be considered.
Particular needs concerning the frequency, timing and duration of rest, meal and refreshment breaks should be
discussed with the individual concerned and reviewed regularly, particularly during pregnancy.

Maintaining Records

Letters from expectant mothers, medical correspondence and any risk assessments and arrangements specific to
an individua new or expectant mother should be kept in the employees’ / volunteers file or an aternative secure
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location in order to ensure compliance with the data protection legislation.

The working conditions and welfare arrangements should be agreed with the individual employee / volunteer and
records maintained to show that these have been communicated to the senior person to whom the employee /

volunteer reports on a day-to-day basis.
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NEW AND EXPECTANT MOTHERS (NEM) Form NEMA RISK
ASSESSMENT CHECKLIST

Important Notes:

e This assessment should be completed by both the pregnant woman and a supervisor. It should be signed by both to
indicate that the answer to each question and the suggested control measures are agreed. It will be appropriate to
relate to our Guidance Note — New and Expectant M others during the completion of thisform.

¢ You may aso find it helpful to refer to other topic related Guidance Notes as you complete this checklist.

¢ The assessment may need to be reviewed more than once as the pregnancy or return to work develops. It should
aways be reviewed at the request of the New and Expectant Mother.

e The assessment should clearly state what control measures are aready in place and indicate the new control
measures required — confirmation regarding the implementation of new control measures should be given in the
comments section.

Assessment for (name of

NEM)

A ent prepared by Name of Ssupervisor Signature
Date of Assessment

Isthisthe first NEM assessment for this pregnancy? Y /N

Has the NEM named above taken part in Their sSignature of NEM

this assessment Y/IN
1- Movement and posture Yes | No | n/a Control Measures
Does the job involve awkward twisting or - 0 -

stretching

Does the woman have to stand for periods
of, for example more than two-threehours | O O O
without a break?

Does she have to sit for periods of more
than two-three hours?

Are there space restrictions (for example, O O O
working behind a desk)?
If yes, will these cause more restricted O o | O
movement as the pregnancy devel ops?

2 - Manual Handling Yes | No | n/a Control Measures

Does thejob involve twisting, stooping or

stretching to lift objects? O O O

Doesthejob involve the lifting, pushing O O O

or pulling of heavy loads?

Doesthejob involve rapid repetitive - - -

lifting (even of lighter objects)?

Doesthejob involve lifting objects that - - -

are difficult to grasp or awkward to hold?

3- Protective equipment and uniforms | Yes | No | n/a Control Measures

If the woman needs to wear protective
aprons/overalls etc., are they provided in O O O
suitable sizes?

If uniforms are obligatory are they
provided in maternity sizes?

ooy PENINSULA



Are the materials used comfortable for al

pregnant women to wear? O O O
4 - Hazardous substances —infection

risks & chemicals Yes | No | n/a Control Measures
Arethere any infection risks in the work?

For example: Clearing up spilled body | | |
fluids/disposing of used syringes.

Work with raw meats O O O
If yesto either of the above, are hygiene - - -
precautions adequate?

Are any chemicals used at work known to

be of risk to women of child bearing age? O O O
If yesto above, are pregnant workers kept O O O
away from work that could increase

exposure?

5- Working Time Yes | No | n/a Control Measures
Is the woman expected to work long hours

or overtime? B B B
Does she have some flexibility or choice - - -
over her working hours?

Does the work involve very early starts or

|ate finishes? e
Does the work involve night work

between the hours of, for example, 11pm O O O
to 7am?

6 - Work-related stress Yes | No | n/a Control Measures
Are there tasks which are known to be

particularly stressful, for example dealing O O O
with irate customers?

Are colleagues and supervisors supportive O O O
toward the pregnant worker?

Is the woman aware of what to do if she O O O
feels sheisbeing bullied or victimised?

Has the individual risk assessment taken

into account any concerns the woman has O O O
about her own pregnancy?

7 - Extremes of cold or heat Yes | No | n/a Control Measures
Does the work involve exposure to

temperatures that are uncomfortably cold O O O
(below 16°C) or hot (above 27°C)?

If protective clothing is provided against

the cold isit suitable for the pregnant O O O
worker?

Isthe worker exposed to cold draughts

even when the average temperature is O O O

acceptable?
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Are there arrangements for sufficient
breaks and access to hot/cold drinks?
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8- Work at heights Yes | No | n/a Control Measures
Does the work involve alot of climbing O 0 0

up and down steps or ladders?

Does the work involve carrying items up 0 0 0

or down stairs/ ladders?

If amobile platform is used to access

higher levels, isthere enough room for a O O O

pregnant worker to useit safely?

9- Work-related violence Yes | No | n/a Control Measures
Is the job one which is perceived to have a

high risk of violence (for example security | O O O

work, single staffing in a petrol station)?

Isthere always support at hand to help

any staff who may be threatened or O O O

abused by customers?

Are managers and supervisors aware of

the extra risks posed by violence to O O O

pregnant women?

10 - Welfareissues Yes | No | n/a Control Measures
Is there somewhere quiet for pregnant 0 0 0

workersto rest or lie down?

Are new or expectant mothers provided

easy access to toilets and allowed O O | O

sufficient breaks, where needed?

Isthere a clean, private area to express

breast milk? i B e

Is there somewhere safe for them to store 0 ol o

expressed milk?

Comments (please include confirmation regarding new control measures implemented):
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26. NOISE

I ntroduction

Exposure to noise at work can cause irreversible hearing damage. It is one of the most common health
problems but can be difficult to detect as the effects only become apparent with time and there is a
natural degeneration due to age. In many workplaces high levels of noise expose employees and
others to the risk of work-related hearing loss. But, work-related noise-induced hearing lossis entirely
preventable and therefore regulations (summarised in Table 1) apply to all workplaces, including
places of entertainment, requiring the person in control to reduce or control exposure to noise to safe
levels.

In many cases the action required to reduce exposure is relatively simple and inexpensive. This
guidance note gives advice on the legal requirements and the hierarchy of control for dealing with
noise exposure in the workplace.

The Noise Hazard

Although gradual hearing loss over a period of time is a natural ageing process, exposure to excessive
noise levels damages the inner ear and may cause immediate, temporary or permanent loss of hearing.
The way people are affected varies according to their sensitivity; some may lose the ability to hear
specific frequencies, and some will suffer a genera loss of hearing, while others may develop a
constant ringing in their ears, ‘tinnitus.’ Noise can also create stress and be a saf ety hazard, interfering
with communication and making warnings harder to hear.

Legal Duties

The Control of Noise at Work Regulations 2007 came into force in November 2007. Replacing the
prescriptive limits set inearlier regulations, they require employers to prevent or reduce risks to health
from exposure to work-related noise. In particular, where the noise is likely to exceed specific levels,
employers haveto

assess the risks to their employees and volunteers from noise at work;

take action to eliminate or reduce the noise that produces those risks;

provide hearing protection if they cannot reduce the noiseto a safe level;

make sure the legal limits on noise exposure are not exceeded,;

provide employees and volunteers with information, instruction and training; and
carry out health surveillance where thereis arisk of hearing loss.

The employer does not have to consider members of the public who are exposed to high noise levels
after making an informed choice to visit anoisy venue, typicaly aplace of entertainment.

The regulations do not impose a duty towards low noise levels which may be a nuisance but which
will cause no damage to hearing. Other legislation may in some situations require control of nuisance

noise.
What arethelevelsand limitsthat require action?

The Regulations require action at specific noise values that relate to
o thelevel of exposure to noise of your employees/ volunteers averaged over aworking day or
week; and
e themaximum noise (peak sound pressure) to which employees/ volunteers are exposed in a
working day.
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Thevalues are:
e Lower ExposureAction Values daily or weekly exposure of 80 decibels dB(A) or higher,
and / or a peak sound pressure of 135 dB(C);
e Upper Exposure Action Values daily or weekly exposure of 85 decibelsdB(A) or higher,
and / or a peak sound pressure of 137 dB(C).
The actions you need to take are described in the rest of this guidance note.

There are also levels of noise exposure which must not be exceeded:
e ExposureLimit Values. daily or weekly exposure of 87 decibelsdB(A) or higher, peak
sound pressure of 140 dB(C).
These exposure limit val ues take account of any reduction in exposure provided by hearing protection.

Table 1: Noise at Work Regulations 2005 — Brief Summary of Requirements

Action Value Action Reguired

¢ Risk assessment must be carried out
Lower Exposure Action Values: ¢ Elimination or control of exposure to noise (with

« Above 80 dB(A) but less than 85 reference to the Management Regulations)
e Suitable and sufficient information, instruction and

dB(A) daily or weekly noise exposure training for employees
e A peak sound pressure of 135 dB(C ¢ Personal hearing protection available on request
P uncp © o All equipment provided to be fully maintained and
repaired

¢ Risk assessment must be carried out
¢ Elimination or control of exposure to noise (with

Upper Exposure Action Vaues: reference to the Management Regul ations)
« 85dB(A) or higher daily or weekly e Suitable and sufficient information, instruction and
training for employees
noise exposure e Hedlth surveillance
o A peak sound pressure of 137 dB(C) e Compulsory provision of personal hearing protection

o Demarcation of hearing protection zones

o All equipment provided to be fully maintained and
repaired

If exceeded, the employer must take action to:
o Immediately reduce the exposure to below that level
e 87 dB(A) or higher daily or weekly e Identify the reason for the level being exceeded

e Modify organisation and technical measuresto
prevent the level being exceeded again

Exposure Limit Values:

Nnoi se exposure
o A peak sound pressure of 140 dB(C)

Noise Risk Assessment
Firstly, decide if you have a noise problem- this would be indicated if

e you have to shout to be clearly heard by someone two metres away;

e you or your volunteers or employees’ ears are ringing after leaving the workplace;

e people use equipment which causes loud explosive noises such as cartridge-operated tools or
guns; or

o radios are in the area and the volume is excessive - this is usualy due to the fact that it is
being used to mask a high background noise level.
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Workplaces such as engineering workshops, sawmills, bottling plants, night clubs, public houses who
have live entertainment, theatres, textile mills, or anywhere that uses noisy machinery and equipment,
such as on construction sites or in forestry, are examples of environments in which excessive noise is
likely to occur.

If the answer to the question ‘Do you have a noise problem? is ‘yes, an assessment of the risks is
required; the aim of the risk assessment being to identify what needsto be done to ensure the health
and safety of employees (and others) who will be exposed to the noise.

Your Noise Risk Assessment needs to be representative of the workforce' s exposure to noise taking
account of peaks and troughs over the working week. It should

e identify where there may be arisk from noise and who islikely to be affected;

e contain a reliable estimate of your volunteers and employees exposures, and compare the
exposure with the exposure action values and limit values;

e identify what you need to do to comply with the law, e.g. whether the noise can be controlled
to a'safe level or the specification of any necessary hearing protection; and

e identify volunteers and employees who need to be provided with health surveillance and
whether any are at particular risk.

The estimate of noise levels must be based on reliable information, e.g., information from similar
workplaces, or data from suppliers of machinery. Where reliable information of this nature is not
available you would have to buy in a noise survey from a competent person.

The outcome of the risk assessment should be recorded and an action plan developed. This plan
should set out any action identified as required to comply with the law. It should also record any
action taken, actions planned and a timetabl e with responsibilities allocated for the work.

From time to time the risk assessment should be reviewed to make sure no additional noise sources
are present and that exposure levels have not increased. The review should also be used as an
opportunity to check that employees remain aware of the risk of hearing damage and any
requirements on them to maintain noise control measures or use hearing protection. Y ou may find that
new starters are not fully aware of your procedures.

Y ou need to make sure that your risk assessment has been drawn up by someone who is competent to
carry out the task and it is based on sound information, advice and exposure data. In many cases
members of the workforce will be competent to do this but in others, where the issues and actions are
less clear, you will need help from a spedalist.

Exposure above the Action Values

Whenever exposure to noise is at or above the Lower Exposure Action Value but below the Upper
Exposure Action Value employers need to

identify workers at risk;

determine the daily personal noise exposure of the workers;

identify noise control measures that could be implemented;

implement control measures identified as necessary;

provide hearing protection if requested by employees (it is however recommended that
suitable hearing protection be provided as amatter of course);

inform and train employees and volunteers about the risk and the action you have taken; and

o make surethat any hearing protection provided is suitable and that it is used.
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When employees or volunteers are exposed to noise at or above the Upper Exposure Action Value
employers are required to reduce exposure to noise by using engineering control measures. Hearing

protection must be provided until the engineering control measures are implemented and reduce
exposureto a‘safe’ level.

Employers must ensure that they

e cClearly identify zones where exposure to noise is at or above the Upper Exposure Action
Value

provide hearing protection as a stop gap measure until noise levels can be reduced,;

inform and adequately train any members of the workforce who could enter the noise zones;
identify ways of reducing noise exposure by engineering controls or organisational means;
establish priorities for action - consider where changes could be made to produce immediate
benefits and what your future strategy should be;

arrange for health surveillance of employees,

appoint someone as responsible for ensuring that the action plan is adopted;

ensure that hearing protection isfit for use and used by the workforce; and

provide hearing protection for visitors.

In the exceptional case that the noise level peaks at 140 decibelsdB(C) or more, immediate action is
required to reduce exposure, to identify the reason for the level being exceeded and then to modify
organisational and /or technical measures to prevent the level being exceeded again.

The same action isrequired in respect of other noise when the measures taken to control it at source
and / or through the provision of hearing protection where the noise level at the ear (taking account of
the hearing protection) is greater than 87 dB(A).

Controlling Exposure

There are many techniques for controlling exposure to noise. Before doing anything drastic, you
should consider the following:

Can the work be done in aquieter way?

Can you replace whatever is causing the noise with something |ess noisy?

Try to introduce a low-noise purchasing policy for machinery and equipment.

Can the workplace be altered to reduce the amount of exposure to the noise source?

Can noisy processes be screened from or located away from the main working area (without
transferring the problem el sewhere)?

Control measures to consider for reducing noise levelsinclude:

e Avoid metal on metal impacts causing panels to vibrate against each other, e.g. line metal
chutes with abrasion resistant rubber or use plastic chutes;

Add suitable damping to machine panels to reduce vibration;

Fit silencersto air exhausts and blowing nozzles;

Ensure regular mai ntenance of machinery and equipment;

Check that bearings on machinery are not worn and, therefore, noisy;

Erect suitably-designed enclosures around machines,

Use suitably-designed barriers and screens to block the direct path of sound;
Position noise sources further away from employees and others;

Use absorptive materials within the building to reduce reflected sound;
Segregate noisy machinery and processes from quieter areas; and

Limit the time spent by employees and othersin noisy areas.
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In entertainment venues the control measures to consider will also include:

o carefully positioning and mounting speakers units, fixed or portable and particularly bass

speakers, so that they do not direct sound at the serving areas or where employees work (this

will need liaison and co-operation with visiting entertainers/ PA companies);

designing venues so that serving areas are not directly in front of the stage area or speakers;

segregation of serving areas from the main performing arena by means of partitioning;

the use of properly set electronic compressors / limiters on fixed amplification systems; and

giving clear instruction to visiting entertainers, bands, dance groups, DJ s etc. in regard to the

position, placement and volume levels of sound emitting equipment_during rehearsals, sound

checks and performances

e making sure that no employeesor volunteers have to work in direct line with any speaker
equipment

e in some situations, locking amplifier and mixer controls at a maximum acceptable level.

Hearing Protection

The main types of personal hearing protection are:

e Earmuffs (ear defenders), which completely cover the ear;
e Earplugs, which are inserted in the ear candl;
e  Semi-inserts which cover the entrance to the ear canal.

Hearing protectors attenuate the noise received at the ear; they are designed to attenuate noise at
different frequencies and give different levels of attenuation. They must therefore be chosen carefully
to ensure that they are suitable for the particular application; for example hearing protection designed
to protect against high frequency noise will not protect against low frequency noise. The chosen
hearing protection must reduce the employees’ noise exposure to below the lower exposure action
value. The hearing protection must also be compatible with any other personal protective equipment
that isrequired in the workplace.

It isimportant that employees are trained in how to fit and use hearing protection, to store it properly
and keep it in good working order. Suppliers of hearing protection will help you make the best choice
for your needs and will often help with your training needs.

Health Surveillance

The regulations require that employers provide health surveillance (hearing checks) for al employees
who are likely to be regularly exposed above the upper exposure action values, or are at risk for any
reason, e.g. they already suffer from hearing loss or are particularly sensitive to damage.

The purpose of health surveillance isto
o warn when employees or volunteers might be suffering from early signs of hearing damage;
e provide an opportunity to do something to prevent the damage getting worse; and
o check that control measures are working.

Health surveillance usually entails
e Regular hearing checks in controlled conditions and keeping records;
e Informing employees and volunteers about the results of their hearing checks; and
e Encouraging employees and volunteers to seek further advice from a suitably qualified
Doctor where hearing damage is suspected.
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Information, Instruction and Training

The regulations require the provision of information, instruction and training for employees who are
exposed to noise above any of the action levels. This should include:

o thelikely noise exposures and any risk to hearing;
information about hearing protection, this includes the correct fitting of persona protective
equipment;

o how to report defects of hearing protection and noise control equipment;

o how to obtain replacement hearing protection;

e arrangements for noise surveillance; and

e thevolunteer’'s and employees' dutiesto comply with the employer’ s arrangements.
Other Issues

If, as a result of a noise survey, you designate part of your workplace as an area where hearing
protection must be worn, you may also need to consider how employees and others will hear the fire
alarm or other indications of emergencies while they are wearing their ear protection. Y ou may need
to consider additional visual aids such as flashing lights.
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27. OCCUPATIONAL HEALTH

I ntroduction

The organisation has alegal and moral duty to ensure the health and wellbeing of anyone who may be
affected by the possibility of ill health arising from work activities. Occupational health covers many
areas namely:

¢ Chemical hazards These may occur when an employee / volunteer is exposed to chemical
agents that may arrive in many forms e.g. dusts, liquids and gases.

e Biological hazards. These may occur when employees / volunteers are exposed to bacteria,
viruses, animals and plants (ground keeping) as well asfood stuffs.

e Physical hazards. These may occur when employees / volunteers are exposed to excessive
noise, vibration, extreme heat and cold, muscul oskeletal injuries.

e Stress. Thismay occur when employees/ volunteers are exposed to excessive workloads and
tasks which affect their emotions.

Legal Duty

There are severa pieces of current health and safety legidlation that cover the area of occupational
health. These include the duty to ensure the health, safety and welfare of employees / volunteers, the
management regulations and the hazardous substances legisation, to name a few. There is also a
legislative requirement to conduct health surveillance where certain situations arise e.g. noise,
exposure to certain substances.

Recognised Control Measures

Hazards that have the potential to harm anyone should be identified in risk assessments. These
assessments should identify any occupational health issues that require controlling.

If risk assessments deem it hecessary, monitoring procedures for the health of employees/ volunteers
who are, or may be, exposed to health risks whilst carrying out work activities should be introduced.

Dependant on the associated occupational health risk, employees / volunteers may require a referral
for occupationa health screening. This may be due to the fact that they have come into contact with
something that is likely to cause long term harm and may affect their ability to safely continue with
their normal duties.

Occupational health screening can be described as a planned, medical assessment of a persons
general hedth, which is usualy undertaken by an Occupational Health Practitioner who has
specialised knowledge in the field of concern.

Controls should be introduced to ensure that employees / volunteers who suffer from any of the
following medical conditions inform management so that, in case of need, the appropriate action can
be taken:

e Bronchitis.

e Heart complaints.

o Epilepsy.

e Allergy to any substance e.g. penicillin.
o Asthma

e High/low blood pressure.

o Giddiness/fainting.

o Diabetes.

This is not an exhaustive list. Any condition that affects ability to work, or which would affect the
safety of others must be reported to the management.
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28. OFFICE EQUIPMENT

Associated Hazards

There are a number of potential hazards associated with the use of office equipment. Typical office
equipment includes:

e PC workstations.

e Fax machines.
Photocopiers.

Printers.

Shredders.

Franking machines.
Laminators.

Filing cabinets/ storage.
e Stapling machines.

e Multi plug adaptors.

In general terms the hazards associated with the use of this equipment are entrapment, burns, electric
shock, dips, trips, falls and exposure to hazardous substances. It is when people with a little
knowledge take it upon themselves to repair, maintain and move equipment of this nature that the
conditions leading to an incident arise. For example, if somebody takes it upon themselves to unblock
a paper jam within the mechanism of a photocopier or printer, without sufficient training or
knowledge of the equipment, then there is an increased risk of entrapment or electric shock as aresult.
Another example isif a PC had been moved and the cable on a PC workstation is not correctly routed
away from the walkways within an office, then thereis an increased risk of trips and falls.

There are other hazards involved with the use of office equipment that include the long term ill health
efects that may be caused as a result of poor workstation layout e.g. repetitive strain injury (RSI) or
work related upper limb disorders (WRULD).

Legal Duties

Under general health and safety legidation, assessments should be carried out to ensure that
equipment is suitable and sufficient for the task for which it is purchased or hired to undertake. This
equipment should be maintained within the manufacturer’ s recommendations and meet the electrical
compliance requirements. Equipment purchased or hired should meet the requirements of the
European Community Directives (CE).

Recognised Control M easures

Prior to the use of any equipment within the office, suitable and sufficient risk assessments relating to
the use and maintenance of the equipment, should be undertaken. Consideration should be given to
the location of the equipment so that it can be isolated from the main electrical supply in the event of
an emergency or when maintenance work isto be carried out.

Training should be provided for those who may be involved in the use of the equipment. This training
should include information and instruction regarding the safe system of work to be implemented as a
result of the findings of the risk assessment and information provided by the manufacturers. In some
cases thiswill include training by the manufacturers and accredited bodies.

The siting and layout of work equipment within the office is extremely important. Consideration
should be given to the ease of isolating the equipment from the power source (electrical), as well as
safe access requirements for maintenance purposes.

Consideration should also be given to the hazards posed when toner cartridges in printers and
photocopiers are replaced. The chemicals present within these cartridges can pose significant
health risks.
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There are several safety hazards to be encountered in the office, but with a little vigilance and by remembering to
follow these guidelines, you should be able to work safely in the office without incurring injury or ill health.

ERGONOMIC SAFETY

SAFETY AROUND THE WORKPLACE

FIRE AND FIRST AID

MANUAL
HANDLING

When handling a
load:

*Ask for help if
you need it

-Lift with feet
apart, your back
straight and
knees bent

*Hold load close
to the body with a
firm grip

I

WORKSTATION
POSTURE

When operating
display screen
equipment:

«Pay attention to
posture — put both
feet flat on floor,
have forearms
haorizontal to desk,
ensure spine is
straight etc.

«lake regular breaks

«Ensure your seat is
correctly adjusted

*Ensure all
equipment is
switched off at the
end of the day /
after use

o not leave

abstructions in
walkways

o not allow wires to
trail across walkways

*Ensure hazardous

wires are taped down Clean spillages

up immediately
«Close drawers after and put up
use signage to wam

of slippery
surfaces

*Make yourself
- aware of who is

responsible for
/ health and safety
B —— in the office and
~ how to report a
hazard

FIRE

*Always familiarise
yourself with fire
exit signage,
escape routes and
assembly points as
well as the location
of fire extinguisher

points

o not allow fire
exits o become
obsiructed

e I3 N

FIRST AID

Familiarise
yvourself with First
Aid Points and the
location of First
Aiders / "Appointed
Fersons'

*Leave
premises
swiftly and
quietly upon
hearing the
fire alarm

Make
yourself
aware of who
Is responsible
for fire safety
in your office

% Paninsula copyright
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29. PERMITSTO WORK
Introduction

A permit to work can be described as a formal, written system used to control certain types of work
where there is a greater than normal risk of injury, ill health or fatality. The permit is a written
document used to specify the procedura arrangements that are to be taken to control the potential risk.
Many maintenance activities utilise these documents and control measures to ensure extra
precautionary measures are taken. The permit forms part of a safe system of work and when used in
the correct manner the work can only be started after the safety procedures have been identified. The
formalisation of the written procedure provides a clear record of the foreseeable hazards that should
be considered. They are also used as a method of communication between parties i.e. those
authorising the work, those doing the work.

Associated Hazards
Typical foreseeable hazards that present arisk to warrant the use of a permit to work system are:

e Electric shock — where there is an increased likelihood of contact with electric currents lock
off procedures should beinstalled and a permit activated.

o Firerisks—where there is an increased risk of fire when hot work is likely to be carried out
such as welding or flame cutting.

e Agphyxiation — where Maintenance Engineers or other persons are required to enter confined
spaces and there is an increased likelihood of fumes and toxic gases.

e Falsfrom height —where roof working etc. is to be carried out and there is an increased risk
of fatality dueto falls.

e Chemical exposure — where Maintenance Engineers enter areas that would normally contain
chemicals and other substances.

e Inadvertent machinery start-up — this can pose a serious hazard and can be either mechanical
and / or stored energy such as pressurised systems.

e Exposure to asbestos — asbestos is a known carcinogenic (cancer causing) substance, that may
cause a serious health risk.

Legal Duties

Under general health and safety legis ation organisations must safeguard the health and safety of their
employees / volunteers and those that may be affected by their undertaking. The fact that these high
risk hazards present themselves as a foreseeable risk has also prompted some specific legidative
reguirements, such as those regarding electrica work, working at height and confined spaces. Permits
to work have alegal status and can be used to confirm that you have provided a safe system of work.
Those performing work under a permit to work system must adhere to the requirements, activities and
practices established within the permit.

Recognised Control M easures

When initidly undertaking the task risk assessment, high risk hazards will generally present
themselves as obvious areas of concern. Thiswill initiate the need to set up a safe system of work that
integratesthe use of a permit to work system.

The genera principle of a permit to work system isto ensure that effective communication takes place
between all those who may be involved in an operation. The permit to work should aso take into
account any site conditions and requirements. Separate permit forms should be used for different
tasks, for example, confined spaces, electrical isolation and working at height. This is to ensure that
suitable and sufficient emphasis can be given to particular hazards and the necessary precautions.
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A typical permit to work should contain the following information:

Copyright

Thetitle of the permit.

Any particular reference numbering system that may bein place.

The location of the task to be undertaken.

Any identification numbers pertaining to plant and equipment.

A description of the work to be carried out which will include any restrictions or limitations.
Identification of the hazards present and the necessary emergency procedures.

Identification of the precautions necessary e.g. information relating to atmospheric testing
and / or any decontamination or cleaning that has taken place to prepare for the work.
Identification of any protective equipment necessary.

Authorisation procedures.

Signatures confirming that isolations have taken place, these should be dated and timed. It is
a so important to note the duration of the permit.

Signatures accepting confirmation and an understanding of the work to be done, the hazards
involved and the precautions required.

Extensions, for example, to cover shift patterns or work that overruns into another day. This
will also cover any new permit duration requirements.

Hand back arrangements to certify the work has been completed.

Cancellation to enable certification that tests have been carried out and the equipment has
been recommissioned.

Regular supervision is required to ensure that workers are carrying out their duties in
accordance with the permit to work requirements.
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30. PERSONAL PROTECTIVE EQUIPMENT

I ntroduction

Personal protective equipment (PPE) can be described as equipment which is designed to directly
protect persons against physical and chemical agents. It isintended to be worn or held by a person at
work.

PPE broadly fallsinto the following categories:

Hearing protective equipment (ear defenders).

Eye and face protective equipment (goggles).

Respiratory protective equipment (RPE).

Protective clothing (hard hats, overalls, chemical protection suits, aprons and high visibility

clothing).

Protection for theskin (gloves).

e Protection againgt the cold (gloves to retain heat to assist circulation when using vibration
transmitting tools).

e Protection for legs and feet (safety footwear).

Personal protective equipment has serious limitations due to the fact that it does nothing to control the
hazard at source. Should the equipment fail and not be noticed by the person wearing the equipment,
then the risk increases dramatically.

Associated Hazar ds

PPE should be provided, as a last resort, to protect the individual from various workplace hazards
such as head injuries from falling parts, particles g ected by moving machinery and hearing damage as
aresult of excessive noise levels etc.

PPE can be a very important control measure for maintenance personnel. They may be required to
work within systems where other controls are not functioning.

However, providing PPE may cause hazards in certain situations. For example:

e Wearing protective clothing and gloves may affect dexterity and restrict movement during
manual handling tasks.

o Untrained employees / volunteers may select inappropriate PPE for the task or use the
equipment incorrectly resulting in inadvertent exposure to the hazard.

e Ear plugs inserted with dirty or contaminated hands may cause infection or other medical
problems.

o PPE may restrict the wearer to some extent by limiting mobility or visibility or by requiring
additional weight to be carried.

Legal Duties

To ensure compliance with current health and safety legidlation, PPE should only be supplied and
used at work wherever there are risks to health and safety that cannot be adequately controlled in
other ways. Alternative controls and any PPE that is required should be identified in the risk
assessment compl eted for the task being undertaken.

For good hygiene reasons, PPE should be issued to each individua employee / volunteer for their
exclusive use. Thiswould apply to gloves, ear plugs etc.

When PPE is established asan effective means of controlling the risk of injury or ill hedlth, as aresult
of a comprehensive risk assessment, legidation states that it should be available free of charge for use
at work.
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You are aso required to provide appropriate storage facilities for PPE and to ensure that it is
maintained and then replaced where necessary. It is also important that you provide appropriate
information, instruction, training and supervision to ensure that PPE is used effectively.

All reasonable steps should be taken by the organisation to ensure that PPE is properly used,
maintained and stored in the proper manner.

Recognised Control M easures

To ensure the correct type of PPE is chosen, the associated hazards in the workplace need to be
carefully considered. A risk assessment should be carried out for each work task and suitable and
sufficient PPE identified. This should be in addition to other control measures, where it can provide
additional protection from the hazard to the individual.

All PPE supplied should have been CE marked in accordance with the requirements of the European
Directive. The CE mark signifies that the PPE satisfies the criteria of the safety requirements and in
the mgjority of cases will have been tested by the appropriate accredited bodies such as BSI.

It is the duty of all self-employed persons to ensure that they provide themselves with adequate
PPE.

The following factors should be considered when assessing the suitability of PPE:

e |s it appropriate for the risks involved and the conditions where exposure to the risk may
occur? For example, eye protection designed to protect against pesticides may not offer
adequate face protection for someone using an angle grinder to cut steel or stone.

o Doesit prevent or adequately control the risks involved without increasing the overal level of

risk?

Does it take account of the ergonomic regquirements of the person wearing it?

Can it be adjusted to fit the wearer correctly?

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

What are the needs of the job and the demands it places on the wearer? (Think of the length

of time the PPE needs to be worn, the physical effort required to do the job and the

requirements of visibility and communication).

¢ If more than one item of PPE is being worn, are they compatible? For example, if head
protection and hearing protection are required then an integral piece of protective equipment
could be used.

e Comfort is a maor factor to consider when providing personal protective equipment.
Consideration should be given to the length of time that the equipment is required to afford
protection.

All users need to be made aware of why the PPE is required, when it is to be used, repaired or
replaced, its limitations and any storage arrangements. Due to the fact that PPE is the last resort, after
other control measures have been exhausted, it isimportant that users wear the equipment at all times
when they are exposed to the hazard.

Information concerning the use of PPE should be provided in the form of signage. Erecting signagein
the workplace, indicating the type of PPE necessary in the environment or for a particular task, will
assist inreinforcing the mandatory requirements.

Line Managers are responsible for ensuring that PPE is worn correctly at all times when wearers may
be at risk. The effectiveness of supervision and the level of enforcement of usage can be monitored by
spot checks.

Equipment needs to be well looked after and be properly stored in suitable accommodation when not
in use, e.g. adry, clean cupboard, a wall-mounted hook, or for smaller items, a box or case. Y ou must
remember that keeping items secured isimportant for personal hygiene reasons
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Items should be kept clean and maintained in good repair. The manufacturers maintenance schedules
should be followed (including replacement periods and shelf lives — this is particularly important in
the case of some respirator filters and masks).

Some items of PPE have shelf life spans. When storing replacement filters etc. consideration must be
given to these requirements. Individual or identification marking of PPE may be required to ensure
proper tracking of maintenance and records need to be kept.

Wearers should be made responsible for basic maintenance activities such as a regular visual
inspection and cleaning of PPE, more complicated repairs should only be undertaken by specialist
personnel. With complex equipment, a high standard of training will be required and it may be
appropriate to establish maintenance contracts with the manufacturer, suppliers or specialist
maintenance firms.

Maintaining Records

Records should be maintained to provide evidence that PPE has been issued and that employees /
volunteers have received training concerning the correct use fitting, maintenance and storage.

All maintenance of PPE, e.g. filter changes or testing of safety harnesses, should be recorded to
provide a complete record regarding its suitability for use.
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PPE | SSUE

Form PPI

NAME OF PERSON RESPONSIBLE FOR ISSUE OF PPE ITEMS:. F Saunders

Employee's/ Description of Date of Training received PPE and training
volunteer’sname PPE issued issue in useand received by
(receiver of PPE) maintenance (dates) (employee's/

volunteer’ ssignatur e)
Elspeth Brookes |Safety spectacles  |18/01/05 18/01/05 E Brookes
Warren Hampson |Protective gloves  |17/05/05 17/05/05 W Hampson
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PPE | SSUE

NAME OF PERSON RESPONSIBLE FOR ISSUE OF PPE ITEMS:

Form PPI

Employee's/
volunteer’sname
(receiver of PPE)

Description of
PPE issued

Date of
issue

Training received
in useand
maintenance (dates)

PPE and training
received by
(employee's/

volunteer’ ssignatur e)
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31. PEST CONTROL

I ntroduction

Pests are usudly regarded as small animals such as rodents, insects and pigeons. However, domestic
pets such as cats and dogs, birds and wild animals such as hedgehogs, bats and foxes etc may, in
certain circumstances, also be classified as pests.

Pests can be defined as organisms which, in a particular environment or set of circumstances are
destructive, noxious or troublesome to humans.

Associated Hazar ds

Pests can pose a significant risk to the hedth and safety of employees and others within the
workplace.

Pests may cause ill hedlth or injury by:

Bites and scratches caused by direct contact.

Stings

Causing slips and falls on contaminated floors and surfaces.

By causing bacterial or viral infection (microbiological hazard).

Birds may also pose arisk to the safety of employeesby roosting on fire escapes.

Safety hazards such as floods, eectrica fire and short-circuits and mechanical failure may aso be
caused by pests, particularly rodents, gnawing through electricity cables, pipes, hoses and pipelines.

An infection may beacquired by bite / scratch wounds, handling infected animals, direct contact with
blood, tissues, organs or urine which isinfected or through contact with a contaminated environment.

Rodents are often a source of Leptospira, the bacteria which causes Leptospirosis or Weil's disease
and dogs, hedgehogs, foxes, pigs and cattle may carry the bacteria in their kidneys and excrete it in
their urine.

Rodents may also carry salmonella in their droppings and may harbour parasites such as fleas. Rats
may cause ill-health by transmitting diseases such as typhoid, cholera, tuberculosis, cryptosporidiosis,
toxoplasmosis, listeriosis, tularaemia, rotavirus and Hanter virus.

Flies may cause ill-health by spreading salmonellaand / or dysentery etc.

Birds often carry salmonella and campylobacter bacteria and may spread disease as a result.

Legal Duties

Health and saf ety legidation requires that all employees, volunteers and visitors are protected, so far
asisreasonably practicable, from any risk to their health or safety.

Controlling the hazards associated with pests and ensuring that the risks and control measures are
understood by and communicated to staff and volunteers, is also required by legislation.
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Recognised Control M easures

Any measures taken to control pests in the workplace should be acceptable to the local Enforcing
Authority and care should be taken to ensure compliance with legidation governing the use of listed
chemical substances and the protection of endangered species. Specialist advice should always be
obtained from a competent person.

Please note that some*“ pests’ such as bats are protected by wildlife protection legislation. Y ou
must seek advice beforetaking any action.

To minimise the risk of infection and injury due to the presence of pests, risk assessments should be
undertaken and the outcomes communicated to employees.

Controlling pests may involve:

e Preventing accessto an area by physical means.
Adopting practices which do not encourage pests to enter the area.
Implementing measures to eradicate pests.

e Establishing good hygiene practices which minimise the risk of infection if contact should
occur.

¢ Communicating the hazards and associated control measures to employees.

Preventing pests from accessing areas using physica barriers helps reduce the associated risks.
Secure fencing should be used to keep pets and larger animals from entering the site.

The use of fly screens, fitting self-closing door mechanisms and the closing of doors and windows
will also help keep pests out of the building. Indirect ventilation systems should be provided to make
it possible to keep windows and doors closed as much as possible. It may be appropriate to fit metal
plates to the bottom of doors in order to stop rodents gnawing through the surface in order to gain
accessto abuilding.

Pest proofing buildings may also include:

e Fitting fine mesh grillsto openings.
o Fitting bird repellent strips to reduce the availability of perching pointsfor birds.

Pest control should also involve the adoption of practices which controls waste materials and thus
removes potentia sources of food. Waste should be stored securely in appropriate receptacles. Paper
waste and boxes should not be permitted to accumulate as these provide ideal nesting materials for
rodents and other pests.

Pests should not be fed as this encourages them to return to the premises on aregular basis.

The regular cleaning of equipment and furniture which may be contaminated by pests, e.g. garden
furniture, should also be established to minimise the risk of infection from contact with contaminated
surfaces.

Measures may need to be taken to eradicate pests. This may involve the use of pesticides and other
chemical agents. These substances should be used by a trained and competent person and should be
stored in accordance with Local Authority regulations.

Specialist pest contractors should be engaged to monitor the presence of pests in the vicinity and to
provide advice should an infestation occur.

In addition to chemical controls, specialist contractors may be able to recommend, install and manage
physical trapping devices.
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Aerosol fly sprays, electric fly traps and fly papers may be appropriate control methods in some
circumstances, however these should only be used where the risk assessment indicates that these
measures are appropriate and will not pose a greater risk to the health or safety of employees or others
in the area.

Freguent and effective hand washing and the covering of open wounds should be implemented in
areas where pests are present or are likely to have been present and may have contaminated surfaces.

Personal protective equipment such as disposable gloves may be required for certain work activities
where contact with pests, excretions and / or contaminated environment is likely. The need for
protective equipment should be identified in the risk assessment.

Employeesand volunteers should receive information, instruction and training concerning the hazards
associated with pests, the existing physical and procedural control measures, infection control
procedures, hand washing protocols and the procedure to be followed if pest infestation is suspected
or evident from observations made.

In situations that pose a higher risk of ill health affects such as Tuberculosis, Hepatitis A and B, where
employees and volunteers are required to deal with pest issues, consideration should be given to an
immunisation programme to ensure the risk of infection isreduced to a minimum.
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32. PREMISES

I ntroduction

Churches are organisations which look after the interests of a considerable number of people and
whilst this is mainly in relation to their pastoral needs, there are inevitably other responsibilities,
including health and safety.

Churches own or utilise properties including church buildings, church halls and churchyards. Thereis
a potentia for accidents especially in older buildings which may be more difficult to maintain and
therefore more difficult to make safe.

Any premises that house an undertaking should be suitably constructed and sufficiently maintained to
ensure that situations do not arise which may threaten the health and safety of employees/ volunteers
and anybody else that may enter the working environment. Areas that should be controlled include:

Ventilation and temperature controls.
Lighting.

Cleanliness.

Work space.

Windows and doors.

Sanitary conveniences and washing facilities.
Supply of drinking water.

Changing facilities.

Rest aress.

Traffic routes.

General tidiness and cleanliness of the premisesis a key factor in the promotion of health and saf ety
and can contribute greatly to reducing risks, accidentsand ill health.

Associated Hazar ds
Premises construction and mai ntenance can pose significant health and safety hazards.

e Poor ventilation and temperature control within an area can pose long-term health problems
which include breathing difficulties and stress.

e Inadequate lighting can cause headaches and discomfort, especially in areas where the
accurate measurement of itemsis critical.

e Allowing the premises to deteriorate to an unclean condition can pose an ill health risk from
microbiological agents. Failure to clear waste in an efficient manner will eventually increase
therisk of dips, tripsand falls.

e The general structure of the premises, especialy the condition of windows and doors, can
pose unsafe conditions that may result in entrapment and falls.

e Sufficient provision of washing and sanitary facilities must be provided. Failure to provide a
sufficient amount of sanitary conveniences may result in employee/ volunteer discomfort.

o Facilities should be in place to enable employees / volunteers to have a clean and hygienic
supply of drinking water. Failure to provide this will result in stress and discomfort.

o Where employees / volunteers are required to change out of their every day clothing,
changing facilities should be provided to enable them sufficient privacy and storage of their
personal belongings.

o Corridors, staircases, roads and building access and exit areas must all be kept in a suitable
condition so they do not present risk to employees/ volunteers and others.
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Legal Duties

Under general health and safety legislation organisations must ensure that facilities are provided and
maintained to an acceptable standard. More specific requirements are identified within the workplace
health, safety and welfare legislation. These concern areas such as those mentioned above.

Recognised Control M easures

When establishing premises for your undertaking you need to consider the level of controls which

should be installed to enable you to meet the workplace health and safety requirements. These will
include the following:

e When looking at the lighting requirements in the premises you should consider the tasks that
are being undertaken e.g. if persons are required to read small numbers on components in a
dark area of the facility, then you will need to provide additional localised lighting in the area.

o The facility should be suitably and sufficiently decorated to enable an effective cleaning
regime to be implemented. The importance of this is heightened in facilities where food is
prepared or stored.

e When setting up workstations ergonomic considerations have to be taken into account. This
will enable employees / volunteers to undertake their tasks without obstruction. In situations
where employees / volunteers are required to work for long periods, the general rule is to
alow 11m?of space per employee/ volunteer.

e The generd structure of the premises should be of sound condition. Particular attention
should be given to windows and doors in the premises that may pose an obstruction or vision
problem. Consideration should be given to the positioning of windows so as not to pose a fall
from height risk when they are opened. Windows are also required to be manufactured from
toughened glass in situations where there is a heightened risk of breakage.

e The number of likely users of sanitary conveniences will determine the number of water
closets and wash basins necessary for both genders that must be available within close
proximity of the employees / volunteers. However, it is likely that the Church has already
taken the needs of the congregation in to consideration.

o Dueto the fact that it is a natural human requirement to drink adequate supplies of water, a
supply of wholesome drinking water must be available at close proximity to the workforce.

o Walkways, staircases and traffic routes must be of suitable construction and designed to cope
with the load to which they are likely to be exposed. Particular consideration should be given
to pedestrian safety where vehicles are concerned. Segregation measures with clearly
identified walkways are a means of providing this requirement. Particular areas of concern are
staircases, gantries and corridors. These should be subject to a suitable housekeeping regime
that reduces the likelihood of dip, trip and fall hazards in these areas.

Hot Surfaces

Burns may be caused by contact with hot surfaces. The risk to employees / volunteers may increase
when dealing with aggressive or restricted mobility visitors. Employees / volunteers may also suffer
injury when dealing with an emergency situation involving a visitor which results in unintended
contact with a hot surface.

Heated surfaces of radiators and accessible pipes of panel type convectors should not exceed 43°C
when the system is operating at maximum output. The risks of burns from hot surfaces should aso be
reduced by lowering flow temperatures or guarding the heated surface.

Reference should be made to the genera safety of children, young people and the elderly with cross
referencing to DDA (Disability Discrimination Act 2005) and child protection legidation. Note
guidance re viewing panels in doors, door handles and locks, infant sanitary units, signage, low heat
radiators etc.
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Car Parks

Traffic routes should be clearly identified. Separate pedestrian routes should be available where
possible, ideally with physical barriers between pedestrians and vehicles.

An “exclusion zone” should be demarcated around fire exits to stop cars being parked in such a way
to block exits. This exclusion zone should be actively enforced.

To prevent dlips, trips and falls in car parks and outside areas adequate lighting should be provided, a
regular inspection of outdoor surfaces should be undertaken and employees / volunteers instructed to
report any flooring that isin an unsafe condition.

Erect barriers around unsafe areas to ensure the safety of all persons and ensure that pot holes and
uneven ground are filled in as soon as possible.

During the winter months plan ahead by checking the weather forecast. Arrange for car parks /
outdoor areas to begritted when itisicy.

Churchyards

It is necessary that churchyards are well maintained and paths, steps and drives have no potholes or
unevenness. All these areas must be well drained and kept clear of algae and moss.

Instances of churches being liable because of an injury caused by a dippery flagstone or falen
gravestones are all too common.

Gates, boundary walls and trees should be regularly inspected by a competent person and any
necessary remedial work carried out to reduce any danger from falling bricks or branches. Tree roots
should not be alowed to invade and damage paths.

Open graves must be covered and shored up to make sure they are safe.

Gravestones, tombs and vaults can deteriorate over a period of time. They can become unsafe from a
number of causes including frost and water. An appointed person should carry out an annual
inspection and physical test of the stones to discern whether the mortar is still binding and mountings
are till firm. Records of all inspections and testing should be maintained.

Gravestones are ultimately the responsibility of the relatives, but where they cannot be traced then it
then becomes the responsibility of the church.
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33. PURCHASING

I ntroduction

Many situations associated with undertakings require standards to be met to ensure that articles and
services purchased for use do not pose a health and safety and risk within the workplace. Typical
situations that require standards to be adhered to are:

Personal protective clothing e.g. high visibility coats and safety shoes.

Personal protective equipment e.g. respiratory protective equipment and hearing protection.
Equipment and machinery guarding e.g. impact resistant design to contain projectiles.
Electrica safety standards e.g. double insulated tooling.

e Lifting equipment e.g. meets the statutory testing requirements and is marked with the safe
working load.

Legal Duty

Current legidation requires organisations to purchase Personal Protective Equipment (PPE) that is CE
marked and conforms to European Community standards.

Machinery purchased for work within the workplace must comply with current legislative
requirements and electrical equipment must conform to current standards. This is to name a few and
consideration must be given to the legal requirement when purchasing any items for use in the
workplace.

Recognised Control M easures

Y ou should have purchasing procedura arrangements so that you can trace items purchased to ensure
that they meet the necessary standards. Y ou should only buy articles or services which will meet the
health and safety standards set by officia bodies, including the European Community (EC) and
British Standards (BS).

You should not purchase pieces of machinery or equipment unless they conform to al the
requirements and statutory specifications. The supplier will be able to supply you with a certificate of
conformity from the manufacturer.

When any equipment or article is purchased, you must seek adequate health and safety information
e.g. those who supply information are bound by legidative requirements to provide you with
information and instruction on the safe use of the equipment.

Any hazardous substance purchased from a supplier should include the material safety data sheet
(MSDYS) specifying the ingredients etc. of the substance, in order to assist in the production of a
relevant risk assessment. Substances bought in small amounts may have the information on the

packaging.

When purchasing any article or substance, you should try to acquire items that present the least risk in
terms of health and safety and environmental protection.

When purchasing items for use within your undertaking, consideration should be given to
environmental impacts and the safe disposal of any waste or by-product, which may be associated
with the use of the product within your organisation, e.g. empty pesticide containers.
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34. RISK ASSESSMENT

I ntroduction

Risk assessments are designed to encourage a proactive approach to health and safety within your
organisation. By applying a step by step, logica approach to the risks associated with your Church
undertaking, you will be able to identify the high risk areas within your organisation. You will also
meet your legal duty and benefit from the findings of the assessment therefore enabling you to
prioritise the actions required to combat the associated hazards.

Legal Duty

Current health and safety management regulations impose a statutory duty upon organisations to
undertake risk assessments. These may include:

° General Risk Assessment (e.g. working at height; slips, trips and falls; car parksetc.).
. Fire Risk Assessment.
Hazardous Substances Risk Assessments.

. Display Screen Equipment Risk Assessment.

° Manua Handling Risk Assessment.

. New and Expectant Mothers Risk Assessment.
o Y oung Persons Risk Assessment.

o Noise Risk Assessment.

You should recognise the various aspects of health and safety legislation and make suitable and
sufficient assessments of the degree of risk associated with an employee’ s/ volunteer's undertaking of
tasks at the workplace.

Organisation

Prior to undertaking a risk assessment programme within your organisation you should ensure that
you are able to trace the risk assessment to the tasks being undertaken. In some cases, you may only
require a single assessment to cover a particular task that you undertake in many areas.

You should carry out a written assessment of the hazards and present your findings to your
employees/volunteers, visitors and contractors. Where five or more persons are employed in the same
organisation, the risk assessment and actions taken or required to control the risk, must be in writing.

You should identify a competent person, i.e. a person having the necessary training and relevant
practical experience, to undertake assessments and ensure that assessments are sufficient, appropriate
and properly reflect the situation under review.

All relevant information and the specific control measures should be brought to the attention of all
concerned. If you require any assistance with the risk assessment process then please contact the
Peninsula Health and Safety 24 hour Advice Service.

Wherever possible you should carry out the risk assessment before the job is started or a piece of
equipment or machinery becomes operational or if a person who is particularly vulnerable is
employed e.g. young person, new or expectant mothers. You should reassess your findings at least
annualy or if the situation changes.
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Reviews should be undertaken at agreed intervals and all employees / volunteers should be informed
of the results of any assessments affecting them and anyone who may be affected by their actions. In
situations where hazardous substances are used, additional information should be displayed in the area
where individuals are working. All the required control measures identified within each of the
assessments are for the protection of employees/ volunteers and others whilst on the premises.

Supplied below is an example of the sort of tasks within an organisation that pose a significant risk
and would require a suitable and sufficient risk assessment (see below). This is by no means an
exhaustive ligt; it is just designed to enable you to get a better understanding of the sort of tasks that

require risk assessments.

Description of Process/Activity/Source

Area

L ast
Assessed

General Daily Business Activities

Fire (from any source)

Use of Electric Drills

Slips/ Trips/ Falls

Stairs and Steps

Use of Ladders

Noise

Manual Handling (general)

Continuous Use of VDU Equipment

Legionellosis (from hot and cold water systems)

Poisoning from Pest Control Substances

Pregnant and Nursing M others

Y oung Persons At Work

General Workshops Activities

Lifting/ Carrying of Equipment

Use of Lubricants, Solvents, Adhesives etc.

Use of Cleaning Materias and Substances

Use of Pressure Wash Equipment

Kitchen Areas (Food Prepar ation and Stor age)

Fire (especialy from hot fat / oil)

Burns/ Scalds/ Sears

Slips/ Trips/ Falls (especially from spillages)

Injury from Sharp Utensils

Electrica Shock

Food Poisoning (from storage/ cross-contamination)

Window Cleaning (By Employees/ Volunteers)

Falls from Height Whilst Using Ladders

Falling Objects

Manual Handling of Ladders

Slips/ trips / falls on the ground

Copyright
PCIRolV1

PENINSULA



RISK ASSESSMENT FORM Form RA

Assessment No: RAO1 Location / Dept: All rooms Further assessmentsrequired: Personsinvolved in or affected by | Special Groups. (Whereindividual
] thetask: assessments have been completed)
Assessment Date: 10/01/04 Assessor's Name: J Sheldon Fire |:|
Task / Activity / Area Assessed: COSHH (see COSHHOL) Employees
: v - v .
Cleaning carpets within the community hall. Manual Handling (see MHAQ2) Visitors Nursing and Expectant Mothers |:|
Display Screen Equipment |:| Contractors |:| Y oung Persons l:l
Nursing and Expectant Mothers L] Members of the public L] Disabled L]
Y oung Persons |:| Others |:| Service Users |:|
THE POINTSRAISED BELOW ARE NOT MEANT TO BE COMPREHENSIVE AND HAVE BEEN CHOSEN FOR THE PURPOSE OF ILLUSTRATION
Hazards | dentified Worst Case Current Control Measuresin Place Likelihood | Score | Rating
Outcome
Back strain due to incorrect lifting of carpet cleaning Severeinjury | Maintenance man has attended manual handling training. See manual handling Unlikely (2x8) Low
machine / furniture. (8 assessment MHAQ2. 2 16
Use of cleaning agents. Minor injury | Protective gloves are provided. Chemicals supplied in small, easy to manage Unlikely (3x2) Low
3 containers with pouring spouts to reduce spillage. Low level hazard chemical 2 6
used. See COSHH risk assessment ref COSHHOL.
Trailing cables present tripping risks. Severeinjury | Hazard warning signs displayed, cables routed to reduce possihility of tripping. Unlikely (8x2) Low
® @ 16
Electrical shock from portable equipment. Fatality Residual Current Device used at all times, maintenance man trained in use of Remote (10x1) Low
(20 machine, visual check carried out before each use and recorded. @ 10
Contact with biological hazards e.g. faeces, urine. Lost time Maintenance man provided with PPE (latex gloves) and aware of associated Unlikely (5x2) Low
injury hazards. 2 10
©)
Wor st Case Outcome Likelihood given precautionsin place
10 8 5 3 1 10 8 5 2 1 . .
Fatality quere Lc_)slt time M?nor No injury ACertAain/ Very likely Likely Unlikely Remote High 50-100 Rﬁke?ﬁ%nggégble Low 1-19
injury injury injury imminent
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RISK ASSESSMENT FORM /5’ §f /A M@& E
Form RA

Action required (note any temporary action / control measures required):

Action Review Date

Action Completed (Name and title) / Date

Enforce use of protective gloves.

Ensure hazard warning signs are legible and used.

10/02/04(one month)

17/01/04 (one week)

J Sheldon Community Hall Manager 10/02/05

J Sheldon Community Hall Manager 19/01/05

Further actions that may require longer term consideration:

Action Review Date

Action Completed (Name and title) / Date

Manual handling training to be updated as necessary.

Ensure machine is put on list to be included for annual portable appliance testing.

10/01/05 (one year)

10/07/04 (six months)

J Sheldon Community Hall Manager

If any issues are outstanding from the * Action Review’ date, detail the reasons:

Portable appliance test to be carried out on carpet cleaner 15/08/04. J Sheldon Community Hall Manager.

Signature:

Date:

Assessment Review Date (asrequired): 10/01/05
New risk assessment required: ¥-es/ No
Completed by (Name): James Sheldon

Signature: J Sheldon

Assessment Review Date (as required):
New risk assessment required: Yes/ No
Completed by (Name):

Signature:
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RISK ASSESSMENT FORM

Form RA

Assessment No:

Location / Dept:

Further assessmentsreguired:

Personsinvolved in or affected by

Special Groups. (Whereindividual

] thetask: assessments have been completed)
Assessment Date: Assessor's Name: Fire |:|
Task / Activity / Area Assessed: COSHH (see COSHHO1) [ ] | Employess [ ]
Manua Handling (see MHAO02) |:| Visitors |:| Nursing and Expectant Mothers |:|
Display Screen Equipment |:| Contractors |:| Y oung Persons |:|
Nursing and Expectant Mothers |:| Members of the public |:| Disabled |:|
Y oung Persons |:| Others |:| Service Users I:l
Hazards | dentified Worst Case Current Control Measuresin Place Likelihood | Score | Rating
Outcome
Wor st Case Outcome Likelihood given precautionsin place
10 8 5 3 1 10 8 5 2 1 . .
Fatality Severe Lost time Minor No injury Certain/ Very likely Likely Unlikely Remote High 50-100 Rﬁke?ﬁ%nggégble Low 1-19
injury injury injury imminent
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RISK ASSESSMENT FORM

Form RA

Action required (note any temporary action / control measures required):

Action Review Date

Action Completed (Name and title) / Date

Further actions that may require longer term consideration:

Action Review Date

Action Completed (Name and title) / Date

If any issues are outstanding from the * Action Review’ date, detail the reasons:

Signature:

Date:

Assessment Review Date (as required):

New risk assessment required: Yes/ No

Assessment Review Date (as required):

New risk assessment required: Yes/ No

Completed by (Name): Completed by (Name):
Signature: Signature;
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35. SLIPS, TRIPSAND FALLS

I ntroduction

Slips, trips and falls account for the vast majority of reportable incidents to the Health and Safety
Authority. There are many areas within the workplace where there is a potential for these hazards. For
example, a damaged carpet on a staircase poses a trip and fall hazard, an unmarked wet floor during
cleaning operations poses a slip hazard and documents poorly stacked on the top of a cupboard poses
the risk of injury by falling onto a person below.

Associated Hazar ds

The causes of dips, trips and falls seem to be obvious, but accidents are often caused by complex
factors. Slips may occur when the shoe contact with a floor surface does not have an effective grip.
The most common cause of this situation is when liquids are spilt on the floor. However, the same
effect may be caused by dryness or dust contamination or by the presence of solid material between
the shoe and the floor surface (e.g. wood dust or grains of dried rice). A very common cause of
dlippage is accumulations on the floor surface of wax or varnish compounds used in furniture
finishing, resulting in the likelihood of a slip increasing dramatically. Other common causes are:

e Hazardous storage of tools and equipment during maintenance operations.

Spills and splashes of liquids.

Ingress of rain under doors carried in by pedestrians or from roof leaks.

The use of unsuitable floor cleaning methods with the effect of increasing the likelihood of

dlips occurring.

¢ Inadequate drying of floor surfaces with no warning to personsin the vicinity e.g. signage.
Changesin floor levels.
Inadequate maintenance of floors and pavements.

Factors that increase the possibility of dlips, trips and fall incidents are:

e Lack of action to manage and reduce the risks. This may include housekeeping, floor cleaning
regimes, specification about what footwear is used etc.
Insufficient information, training and instruction to employees/ volunteers.
Horseplay, running and rushing.

Legal Duties

Legidation requires that organisations provide safe access to and egress from the workplace and to
maintain all places of work in a safe condition and safeguard the health and safety of visitors,
contractors and any member of the genera public who could be affected by the activities.

This will include the need to manage floor spaces and walkways (this includes staircases, balconies
and gantries) so that dlips, trips and falls do not occur.

Recognised Control M easures

Y ou should identify key areas where there may be an increased risk and ensure that control measures
are made to reduce the risk of injury. Careful selection of materials for floors, equipment / systems for
cleaning and prevention of liquid spills are imperative.

Nominated staff should be given responsibility for ensuring that conditions do not arise which may
lead to dips, trips and fals. This will involve cleaning up spillages immediately, using warning signs
for wet floor areas, maintaining good levels of lighting, ensuring stairways are kept clear and good
housekeeping is maintained so that walkways are clear of items that may pose a trip hazard.
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Senior personnel should ensure that cleaning regimes are carried out and a planned schedule is
followed to maintain good, general housekeeping standards. Any liquid leaks that may result as part
of a process or poor maintenance of equipment should be kept to a minimum. Prompt spillage action
isamust in these situations. Records of cleaning and mai ntenance should be kept.

Information, instruction and training will be required dependant on the work and type of workplace
involved and must be provided, as necessary to employees / volunteers. Training and / or supervision
of contractors and members of the public may be required.

Accidents in relation to dlips, trips and falls should be closely monitored to encourage preventative
strategies. Assessments should be continually reviewed especially following incidents (and at |east
annually) to ensure that necessary changes are implemented.

All floor cleaning systems should be designed to minimise dlips, trips and falls and provide a surface
that is safefor use.

Floors should be regularly checked for defects that may cause dips, trips and falls (holes, cracks,
loose finishes, loose rugs / mats, liquid leaks). Do not use cardboard to soak up liquids — it usually
becomes ancther trip hazard. Liquid spillage cleaning systems should be implemented with spill
containment materials kept on site to deal with such events especially if they are foreseeable (e.g. in
kitchens and around machines that are difficult to maintain).

Equipment should be properly maintained to prevent liquid leakage or spillage, with strict
mai ntenance regimes implemented.

All persons should be ingtructed to remove articles that may be trip hazards; to clean up liquid
spillages immediately and not to alow cables to cross floors without suitable protection (e.g. rubber
cable covers).

Employees / volunteers should wear the correct type of footwear which should be of a dlip-resistant
type as necessary. The assessment of the need for employees / volunteers to use personal protective
equipment may requiretheissue of special footwear.
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36. SMOKING

I ntroduction

There are many well known hazards associated with smoking, but when it comes to the working
environment, an employer is now required by legislation and has a duty of care to protect those who
do not smoke, who have reason to enter areas of their control. Failure for an employer to provide a
smoke free work environment may result in prosecution and employees caught smoking in smoke free
workplace may be fined.

Passive smoking for non smokers must be eiminated in sport centres, enclosed public spaces,
shopping centres, schools and hospitals, in fact the majority of places where people are likely to be at
work. Where the continued smoking of employees is to be facilitated by the employer, smoke
elimination must be achieved through the adoption of accepted control measures and the provision of
dedicated facilities for this purpose.

Legal Duties
Employersare legally obliged to provide aworkplace which is free from all forms of tobacco smoke.

The organisation must take steps to protect the health and safety of employees and others affected by
workplace activities. Protecting the health of individuals requires the issue of smoking whilst at work
to be addressed and a smoking policy outlining the employer’ s adopted methods of control must be
produced and communicated to employees to tackle this issue.

Where the smoking policy requires a total non smoking workplace the provision of facilities for
smoking will not be necessary, the decision rests firmly with the employer as to whether employees
will be allowed to continue smoking and if it is to be so, then the employer will need to make the
necessary adjugments to accommodate this and to protect non smokers from the risks presented by
the presence of smoke.

In practice this will mean (in some circumstances) providing an area for employees to smoke outside
of the normal workplace that is of a construction that has 50% or more of itstotal structure open to air
(this percentage should not include windows and doors). Employers will also have to provide suitable
signage to alert both employees and others of the areas in which they can and cannot smoke.

The safety implications relating to smoking, particularly in relation to the outbreak of fire, should aso
be considered, with particular attention be paid to designated areas where smoking may still be
allowed. Suitable receptacles should be provided for the disposal of cigarette litter.

Recognised Control M easures

A risk assessment should be conducted to establish the necessary control measures in order to
eliminate the risk posed.

A Smoking Policy must be developed and adopted prohibiting smoking within the workplace and this
should be done in consultation with employees.

The Smoking Policy should include:

e A description of the reasons why the policy has been introduced.
A statement of the rules relating to smoking which apply.

o Details of the management of the policy, including any disciplinary actions, which may be
taken against individuals who fail to comply with its requirements.

e A statement indicating the means by which the policy is and will be communicated to staff
volunteersand visitors.
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¢ The name of the senior person allocated responsibility for implementing and monitoring the
policy and the date of issue.
o Adhering to any signage that is displayed.

Consideration should also be given to the establishment of a complaints procedure for problems
experienced with the policy by smokers and non-smokers.

A sample Smoking Policy for an organisation which has established a total ban of smoking in the
workplace isincluded at the end of this guidance note.

There are severa types of Smoking Policy which may be implemented. These include:
A total ban on smoking.
A smoking ban within the work area, with the provision of designated external areas for
smoking.
e Restricting smoking for non employees to their dwellings, for those who live or have their
homes within recognised workplaces (e.g. aresidential home or prison etc).
Where the prohibition of smoking is not possible due to the nature of the premises, for example
prisons, care homes and hotels etc, measures should be taken to control the hazard. A range of
measures may be implemented to control the risk.

Signs should be displayed to clearly define areas where smoking is not permitted and the designated
areasswhereitis allowed.

Information, instruction and training should be provided for employees and, where necessary, visitors,
to ensure that they are aware of the rules and procedures governing smoking on the site.

A best practice consideration is to provide occupational health and / or counselling support for
employees who have been encouraged to stop smoking as part of the organisation’s commitment to
implementing a smoking policy at the workplace (Practical support such as the provision of Nicotine
Replacement Therapy products may also be provided at the discretion of the employer).

Maintaining Recor ds

The risk assessments relating to smoking are: -

Genera Risk Assessment
Fire Risk Assessment

Other recordsinclude:-
Ventilation equi pment maintenance records;

Training and instruction provided for employees / volunteers.
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SAMPLE SMOKING POLICY
SMOKE FREE POLICY FOR (Enter name of congregation)

PURPOSE

The aim of this Policy is to protect al employees/ volunteers and visitors from exposure to second-

hand smoke and to comply with the Smoking Public Health (Tobacco) Act 2002 which was enforced
in 2004. .

Second-hand smoke has been scientifically proven to cause lung cancer and heart disease in non-
smokers as well as many other illnesses and minor conditions.

(Enter Name of Congregation) acknowledges that breathing second-hand smoke poses a risk to health.
The following Policy has been agreed between (Enter name of Congregation) and the employees /
volunteers.

POLICY

It is the Policy of (Enter name of Congregation) that all our properties are smoke-free and all
employees, volunteers and visitors have the right to a smoke-free environment.

PREMISES

Smoking is prohibited throughout our properties with no exceptions.
DUTIESOF THE CHURCH

No smoking signs should be displayed as required by legidlation.

Ensure employees/ volunteers and visitors do not smoke in smoke-free places.
Investigate complaints regarding employees / volunteers and visitors smoking.
Inform, consult and train employees / volunteers on this Policy.
EMPLOYEES /VOLUNTEERS DUTIES

Ensure that they or others do not interfere with no smoking signs.

Comply with the Smoke-Free Policy.

Ensure visitors do not smoke in smoke-free places.

Report al incidents of smoking in smoke-free areasto the Leader in charge.
VISITORS DUTIES

Visitors are not permitted to smoke in smoke-free areas or Church vehicles.
HELP FOR THOSE WHO SMOKE

This Palicy is not concerned with whether anyone smokes but where they smoke and how it affects
others. To help smokers adjust to the changes occurring they should contact the Smokers Quitline on
1850 201 203 who can advise of local support services.

ENFORCEMENT OF THISPOLICY

Employees who fail to comply with this Policy will be dealt with through our disciplinary procedures.
Visitors or members of the public who breach the Policy will be asked to stop smoking and will be
asked to leave the premises if they fail to comply with this request. All breaches of this Policy will be
recorded in writing. Be aware that, in addition to action taken under this Policy, the local council may
take legal action against individuals who smoke in smoke-free places.

Signed Position Date
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37. STRESSIN THE WORKPLACE

I ntroduction
Stressisacommonly used term which israrely clearly understood.

Many situations involve some form of pressure such as the need to achieve deadlines, the need to
perform a task to specific standards and attain production targets etc. This is a naturally occurring
situation that in itself is not harmful. In fact, without some form of pressure being applied, it is
difficult to achieve the best results in personal and business devel opment.

However, there are occasions where too much pressure can result in the development of stress in an
individual that can, in some cases, lead to what are called “ Stress Related 1llness’. Typical examples
of thisare:

o Where the workload of an individual is greater than they are able to carry out.

o Where excessive pressure is applied by management to meet targets with the threat of
disciplinary action for failing.

o Where the work is beyond the capability of the individua to carry out e.g. through lack of
training.

Associated Hazar ds

Stress can result in behaviour which may put the individua or other employees at risk in the
workplace. These behaviour changes include:

Deteriorating relationships
Irritability.

Aggressive and/ or violent behaviour.
Indecisiveness.

Reduced performance

Excessive use of alcohol.

Individuals may also suffer from physical symptoms and in worst cases psychological symptoms;
these may result in injury to themselves and / or others. The physical symptoms include inability to
sleep properly, fatigue, headaches, increased likelihood of collapse due to lack of nutrition caused by
loss of appetite, constipation, lower back pain, nervousmess, alergies, nightmares, alcohol abuse,
indigestion, nausea, peptic ulcers, heart palpitations, sexua problems, feelings of anger and many
others. Psychological effects of stress include fedlings of depression, anxiety, worry, guilt,
apprehension and feelings of insecurity. There is also the possibility that any medication taken to
combat any of these symptoms can cause tiredness and weakness.

Legal Duties

Under the general requirements of health and safety legislation, employers have alegal duty to ensure
that employees are not subject to conditions that may give rise to ill health whilst in their
employment.

Current legidation also requires that employers assess the risk of stress caused or exacerbated by
work. Those who are at risk should be identified, control measures introduced and the risk assessment
recorded and periodically reviewed.

Current management regulations require that health surveillance should be established for individuas
who are identified as high risk groups or individuals who have suffered adverse effects to workplace
stress in the past. Contact should be made with an Occupational Health Practitioner who specidisesin
thisfield to provide a service to cover this area.
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Recognised Control M easures
Employers should make themselves aware of situations that may give rise to stress related conditions.

o Environmental stressors —the work environment in which employees are required to carry out
their duties can pose a risk of discomfort. This includes extremes of temperature, poor
ventilation, inadequate lighting, presence of dust, gases, vapours and fumes, as well as noise
and vibration.

e Occupational stressors — conditions that can lead to accidents or heath deterioration can
derive from working excessive hours, too light or too heavy a work load and complexity of
the task which you are expecting your employees to undertake, too much or too little
responsibility, poor human relationships, deficienciesin interpersonal skills, to name afew.

e Social stressors — these are associated with family life, marital relationships, every day
problems of coping with life, coping with children, mortgage payments, trouble with
neighbours and death.

When an employer becomes aware that an individual has or is suffering from stress, the risks or
stressors to which that vulnerable individua is exposed at work should be assessed and reasonable
steps taken to protect that person from harm.

Some people are more vulnerable to stress than others. If someone who is more vulnerable to stress
because of their circumstances is identified, the employer should look at the way their work is
organised to see if there are ways to relieve pressures so that they do not become excessive. The
employer can assume that all employees are mentally capable of withstanding a reasonable amount of
pressure from work unless they have knowledge to the contrary.

Aninitial assessment checklist (such as the checklist included at the end of this guidance note) may be
used to help the organisation identify factors within the organisation and its work activities which may
give rise to occupational stress This assessment checklist should be examined in greater detail and
assist in the risk assessment process.

It is wise for organisations to take this subject serioudy and establish a frame work for dealing with
stress related issues. Undertaking a general risk assessment which deals with stress related situations
will form part of the basis of dealing with the situation. Using the findings of this assessment will
assist in the establishment of a control policy should the situation arise within your organisation.

These may be related to doing the job, role and responsihilities, personal relationships, organisational
culture, control, change or support and the individual .

Some people are at higher risk of work related stress than others. These include those who:

e  Work with valuables or medications.
e Work alone
Work in situations or roles where thereisrisk of violence.

e Work in conditions where noise, heat or safety issues pose threats to safety and security.
e Arein positions of authority or enforcement roles.

o  Work with those who suffer from mental ill-health and the elderly.

o  Work with those who take drugs or acohol.

¢ New and expectant mothers.

These groups must be identified within the risk assessment and appropriate control measures
established to reduce the risk of workplace stress as far as possible.
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Precautions and controls which you may introduce to help reduce or control occupational stress are
listed below.

Stressors relating to the demands of the job may be controlled by:

Increasing the variety of tasks to reduce boredom.
Realistic timescales for completion of work.

Control of physical dangersin the workplace.

Prioritise work and give notice of urgent or important jobs.
Increase the scope of jobs for those who are over-trained.
Match individualsto jobs.

Provide training for those who require it.

Stressors relating to role and responsibilities may be controlled by:

Giving individuals more responsibility.
Making sure everyone understands their responsibilities and how their role is linked to
business objectives.

Stressors relating to personal relationships may be controlled by:

Fair treatment of staff.

Clear equal opportunity policies and grievance procedures.
Team building exercises.

Providing interpersona skills training.

Utilising management techniques.

Stressors relating to the culture of the organisation may be controlled by:

Developing astress prevention and control policy.

Corporate awareness and understanding of stressors, symptoms of stress and preventative
measures to minimise stress in the workplace and prevent ill-health.

Clearly defining the structure of the organisation.

The all ocation of resources throughout the organisation.

Adopting suitable management styles.

Managers setting good examples and not working long hours.

Encouraging employees to take time out during the working day i.e. lunch breaks.

Developing a‘no blame’ culture.

Consulting the workforce.

Stressors relating to issues of control may be managed by:

Giving agroup of workers greater responsibility for effective performance of the group.
Providing opportunities for staff to contribute ideas, particularly in planning and organising
their own jobs.

Stressors relating to organisational change may be controlled by:
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Effective communication.
Change of management.
Training needs analysis
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Stressors may also be controlled by considering support and the individual. This may involve:

e Providing an access point for help for those suffering from stress or concerned about their
health or welfare.
Monitoring sickness absence.
Offering a counselling service
Introducing a return to work programme.
Individual capability considered during recruitment and when promoting or re-structuring the
organisation.
o Family friendly policies and flexible working patterns.
Encourage a healthy work-life balance.
Stress-awareness training.
Training needs analysis
e Appraisalsand regular training for staff.
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Initial Workplace Stress Assessment Form IWSA
Hazards Who Could be High Medium Low
Har med Risk Risk Risk

Poor management control

Lack of communication and consultation

Blame culture

Organisational change

Redundancy programme

Large projects

Confusion over job role

Lack of definition of organisational goals

Poor relationships with other people

Responsibility for other people

Bullying

Sexual or racial harassment

No support or skills devel opment

Lack of support for problem solving

Low participation in decision making

Complex decisions to be made regularly

Under use of skills

Under or over promotion

Career stagnation

Low social value to work

Rigid supervision

Performance related pay

Conflicting demands of home and work

Individuals with no control over their work
activities or work rate

Physical danger or threat of violence

Poor physical working conditions

Extreme cold

Excessive heat

Noisy work environment

Shift working

Unpredictable hours

Long or unsocia hours

Inflexible work schedules

Boring or repetitive work

Too littleto do

Too much to do

Too much to do and too little time

Too little training for the job

Too much training

Individuals exhibiting signs of stress

Previous history of work related stress

Other organisational factors:

Other individual factors:

Other factors:
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Initial Workplace Stress Assessment

Form IWSA

Precautions or controls in place:

Additional precautions or action required:

High risk occupations or individuals

idertified within the organisation:

Special  precautions for high  risks

occupational groups and individuals:

Initial assessment completed by:

Print

Sign

Assessment completed on:

Individuals identified and separate stress
assessment compl eted for:

Name:

Date compl eted:
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38. SUBSTANCE AND ALCOHOL USE / ABUSE

I ntroduction

Although this issue will be dealt with primarily by employment legidation through your rules of
conduct it has serious health and safety implications. Therefore you should recognise that substance
and alcohol abuse is a major medical and social problem, with profound occupational health
implications.

Associated Hazar ds

Should you fail to detect employees / volunteers within your organisation that are under the influence
of acohol, drugs or solvent related abuse then this may lead to serious injury or even fatality. Thisis
due to the fact that these substances can cause severe impairment of judgement, can affect a person’s
balance and invoke mood swings.

Legal Duties

Under general hedth and safety legidation the welfare of employees / volunteers is a major
consideration and situations that arise involving this issue, within your organisation, should be dealt
with in the proper manner.

Recognised Control M easures

You should emphasise your commitment to help members of staff who may be suffering from
alcohol, drug or solvent-related problems.

Substance and alcohol abuse problems in employment may present themselves in different ways.
Where an employee / volunteer appears to be intoxicated or abusing any substance at work a
disciplinary procedure may be invoked. This is outside the scope of this guidance system and should
be dealt with in accordance with your employment contract procedures.

However, where no breach of discipline occurs and an employee / volunteer appears to have a
problem, then the following principles should be followed:

e The focus of concern should be connected to the issue of job health and safety performance.
No judgement about subgtance and / or alcohol abuse should be made. Thisis due to the fact
that specialist assistance may be required.

e An employee / volunteer with a problem relating to substance and / or acohol abuse should
receive the same care and consideration that the organisation extends to employees /
volunteers having any other form of illness.

Should an employee / volunteer raise an issue of concern with you then you should support them in
the correct manner. Thiswill require, where necessary, that you seek specialist advice and the time off
to enable the employee / volunteer to attend any consultation sessions. All this should be in the
strictest confidence.

You should encourage employees / volunteers to recognise their own problems relating to acohol,
drugs or savents and to seek professiona advice and help. If the employee / volunteer failsto seek
help for his / her problem, then the successful operation of this policy should rest with the senior
person’s ability to recognise a problem of substance and / or alcohol abuse amongst his/ her staff as
early as possible.
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There are various indicators that may lead senior persons to believe that a substance and / or alcohol
abuse problem exists:

e Unexplained deterioration in job performance.
Sporadic lateness and absenteeism.
Unreliability.

Poor relations with colleagues.

Impaired concentration, memory and judgment.
e Increased number of errors/ accidents.

e Irrational behaviour.

The above could all be due to a number of different factors but they may be signs that someone has a
substance and / or alcohol related problem. If the senior person believes that anyone in his / her
organisation may have a problem, then the senior person must seek advice from their senior. Concerns
should then be discussed with a view to assisting the employee / volunteer in entering an appropriate
rehabilitation / treatment programme.

The employee's / volunteer’ s senior should be informed of any necessary absence from work, but no
confidential information should be disclosed. The employee / volunteer should be granted the
necessary sick leave if treatment is required.

The organisation should recognise that the employee / volunteer may require some time off after his/
her return to work to maintain the rehabilitation programme.

The employee / volunteer should understand that his/ her continued employment depends on his/ her
ability to maintain a satisfactory work performance. Failure to do so may result in disciplinary action.

You should offer help and / or rehabilitation to employees / volunteers who have an identified
substance and / or alcohol abuse problem. Should the employee / volunteer decline to avail
themselves of this, discontinue the rehabilitation programme before satisfactory completion, or whose
work standards remain unacceptabl e, they may then become subject to disciplinary procedures.
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39. TRAINING

I ntroduction

The importance and value of health and safety training cannot be over emphasised. If your employees
/ volunteers are fully aware of their responsibilities relating to the health and safety of themselves and
their colleagues, then this will contribute to a safer working environment for everyone. Training
should follow a continuous programme to be able to react to changes in the working environment and
personnel within the organisation. Dependant on the situations that arise, you must ensure that senior
persons and employees / volunteers are provided with sufficient amounts of informati on, instruction
and training to enable them to undertake their day to day responsibilities and tasks in a safe and
healthy manner.

Legal Duty

Current health and safety |egislation imposes a duty upon organisationsto ensure that their employees
/ volunteers receive adequate information, instruction and training. These appear in the main health
and safety legislative requirements and the health and safety management regulations.

Implementing the System

Y ou should ensure that all new employees / volunteers receive induction training as soon as possible
upon commencement of employment. The induction training should cover the following, in so far as
each itemisrelevant to theemployee’ s/ volunteer’ s tasks and responsibilities:

The fire and emergency arrangements for all areas.

Thefirst aid arrangements and accident reporting procedures.

Accidents, incidents, diseases or dangerous occurrences reporting.

Any safe system of work that the employee / volunteer will be required to follow.
Electrical safety arrangements.

Manua handling safety.

The safe use of equipment.

The safe use of machinery.

The procedural arrangements for the use, handling and storage of hazardous substances.
The risk assessment arrangements and where they are kept.

Protective and preventative measures adopted as aresult of the risk assessments.
The correct use of personal protective equipment and clothing.

e Employees / volunteers’ responsibilities.

o The safe use of display screen equipment.

New employees / volunteers should be escorted around the premises to familiarise them with key
features such as fire escape routes, fire and emergency procedural arrangements and assembly areas.
Information relevant to an employee’s / volunteer’s particular tasks or job should be provided by the
relevant person.

You should continualy review the heath and safety training needs of employees / volunteers and
ensure that employees / volunteers are competent for the task they are required to perform. Any
employee / volunteer who requires further information, instruction or training should request thisin
the first instance from his or her Leader. L eaders in turn should receive adequate training to enable
them to supervise employees and volunteers and manage health and safety effectively.
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40. TRANSPORT / OCCUPATIONAL ROAD SAFETY

I ntroduction

This guidance note is aimed at Congregations who require staff or volunteers to drive avehicle or ride
a motor cycle or bicycle for Church business This does not include commuting, unless travelling
from their home to a location which is not their usual place of work. Guidance is also given to
Congregations who may occasionally hire coaches for trips etc.

Congregations who use or hire vehicles for church purposes should carry out a risk assessment to
consider the hazards that their employees, volunteers and others may be exposed to.

Associated Hazards

Employers of persons who use vehicles as part of their duties should carry out a risk assessment to
consider the potential hazards their employees and others affected by their actions could be exposed
to. These hazardsinclude:

e Impact with other vehicles/ property / pedestrians.
Vehicle overturning.

Fatigue/ tiredness.

Stress.

Distraction caused by a mobile telephone.

Bad posture due to ill adjusted seat / driving position.
Fuel filling.

e Loneworking.

When looking for hazards, consideration should be given to the following:

Isthe journey necessary, could you travel by another means of transport?
The design of the vehicle, is the vehicle suitable for the task?

Does the driver hold the correct licence for the vehicle being driven?

Has sufficient time been allowed for the journey?

Isthe vehicle serviced regularly, as per manufacturer’ s recommendations?
e Have hands free kits been fitted to all vehicles?

Legal Duties

Health and safety legidation requires that risk assessments of all activities are undertaken. The
assessments should be documented where five or more persons are employed. Specific risk
assessments will be required for the use of and maintenance of vehicles.

Recognised Control M easures

Once risk assessments relating to the use and maintenance of vehicles have been completed, adequate
information, instruction training and supervision should be given to all relevant staff.

All staff and volunteers that drive vehicles or ride motorcycles or bicycles as part of their duty should
be suitably qualified, with the correct licence for the type of vehicle being used. Copies of employee’s
licences should be kept on file and updated regularly to ensure they are still legally permitted to drive
the vehicle.
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Employees should be made aware that it is their responsibility to inform / advise of any changesto the
validity of their licence regarding penalty points and disqualifications. Employees must also inform of
any medical condition or treatment which may affect their ability to drive.

Y ou should inform al drivers that they must not drive a vehicle on church business whilst under the
influence of acohal or drugs (including certain medicina drugs).

All vehicles used for church business, owned by the congregation or privately owned, should be
properly insured.

In the Republic of Ireland any vehicle more than three years old must have a current and valid NCT
certificate.

The vehicles should also be serviced and maintained to manufacturer’ s standards and specification.

Before setting out on ajourney or at the start of each working day the following should be checked by
thedriver:

e Oil level.
e Water inradiator.

e Battery connections.

e Brakefluid.

e Lights (condition, bulbs, etc).
e Indicators.

e Washer water level.

o  Wipers.

e Windscreen.
e Mirrorsarein good condition and positioned correctly to give maximum vision.
e Number plate clean and readable.

e Horn.

e Foothrake.

e Handbrake.

e Tyres(condition, pressure, €tc).
e Whed nuts.

o Drivers seat positioned to give comfortable support and full use of controls.
e Load (condition, stahility, etc).

Journeys should be planned in advance, using the most appropriate roads for the vehicle. Motorways
are suitable for al vehicles being driven by a person who holds a full licence for the type of vehicle
being driven; minor roads may be unsuitable for passenger service vehicles due to weight restrictions,
low bridges, level crossings and narrow carriageways.

When planning a journey, allow extra time for drivers to take a rest. It is recommended that drivers
should take a fifteen minute break every two hours. There is specific legidation in place for vehicles
with taco graphs fitted which is beyond the scope of this guidance note. Information regarding this
legidation is available from the Road Safety Authority at www.rsaie There is evidence that most
sleep related accidents happen between 02:00 and 06:00 in the morning and 14:00 and 16:00 in the
afternoon; take thisin to account when planning ajourney.

Church Buses
Remember that passenger service vehicles (PSV) will aso be subject to additional legidative
requirements; these legidative requirements take precedence over the general advice contained in this

guidance note.

Please note in particular: -
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e Anyone who has passed their driving test will may automatically have a minibus entitlement
on their license,

¢ As mentioned previously in respect to private vehicles, church minibus drivers must divulge
medical conditions that may affect their ability to drive;

e All driversmust also divulge any penalty points that may have accrued on their licenses.
o Failureto comply with the above could invalidate the insurance cover for the minibus

Observe the speed limit at al times. Remember when driving a vehicle consideration should be given
to the condition of the road, weather, volume and speed of traffic travelling on the road, your speed
and driving should be adapted accordingly.

Whilst driving you should be considerate towards other drivers, don’t alow yourself to become
agitated or aggressive if another vehicle pulls out in front of you at a junction or on approach to traffic
lights.

It isillegal to use a hand held maobile phone whilst driving avehicle. Y ou must exercise full control of
your vehicle at al times, therefore you should pull off the road and park the vehicle in a safe manner
before making or receiving a call from a hand held mobile phone.

When transporting children and young people ther e ar e specific requirementsregarding
passenger liability cover, use of seatbelts and booster seats. Further information is provided in
Section 4 of the Taking Care Manual.

Alsovisit: - http://lwww.presbyterianireland.or g/takingcar e/

Hire Buses

As with any contractor, the congregation should satisfy itself as to the hire company’s driver and
vehicle records, licensing, insurance, POCVA, PSV details etc. as appropriate (see section 9, above).
Reputable and reliable hire companies will be used to supplying this information on request to

prospective clients.

On Church Premises

Traffic routes within car parks should be clearly indicated by safety signage. Separate pedestrian
routes should be available where possible (idealy with physical barriers between pedestrians and
vehicles).

An “exclusion zone” should be demarcated around fire exits to stop vehicles being parked in such a
way asto block exits. This exclusion zone should be actively enforced.

Where visibility is not good (e.g. blind corners or traffic routes around buildings), mirrors should be
used with suitable warning signage. Drivers should be clearly instructed to sound the horn when
approaching blind corners etc.

Speed limits should be set on all sites and should be gtrictly enforced.
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41.VIOLENCE

I ntroduction

Violence at work is defined by the Health and Safety Authority (HSA) as ‘any incident in which an
employee / volunteer is abused, threatened or assaulted in circumstances arising out of the course of
his or her employment’.

There are various types of violence:

e Attack - forceis used to cause harm.
e Threat —expression of intent to cause injury.
e Harassment — behaviours which annoy or trouble.

Violence can often be predicted as a ladder of aggression exists. Early detection and diffusion of
potentially violent situations can help manage and control violence and prevent injury. The various
stages of aggression, as outlined by the Suzy Lamplugh Trust are below.

Physical violence
Threatening gestures

Harassment
Vandalism

Deliberate silence
Verbal abuse
Innuendo / insults
Dismissive behaviour
Personal space invasion

Offensive language / gestures

Ridicule
Sarcasm

Associated Hazards

Violence can result in various forms of injury either physical or psychological. Victims may suffer
physical harm such as scratches, bites, bruising, bleeding, internal organ damage or the effects of
battery, sexual assault or murder. Psychological effects often accompany physical injury and affect
those threatened, bullied or harassed. Psychological effects include trauma, stress and depression.
Trauma can be amajor contributory factor to the development of acoholism or substance abuse.

Several high-risk areas of employment have been identified using accident statistics. Employees /
volunteers who provide care, advice or training, those who work with the mentally disturbed, those
who work with alcoholics and drug addicts, Inspectors and Enforcement Officers, those who handle
money or valuables and those who work alone are at greater risk of experiencing violence at work.

Legal Duties

General health and safety legislation requires organisations to ensure the health, safety and welfare of
all their employees/ volunteers. In some organisations there is a significant risk of injury or harm as a
result of violence or aggression. These organisations should undertake a comprehensive risk
assessment for the areas of concern. There is a specific legal requirement to provide counsdlling /
health surveillance for those that may have suffered as aresult of violence or abuse.
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Every organisation has a duty to assess the associated risks, identify potential sources of verbal and
physical violence and manage the risk effectively to ensure, as far as is reasonably practicable, the
health, safety and welfare of employees/ volunteers.

Recognised Control M easures

There are a number of factors which increase the risk of violence in the workplace. Theseinclude:

Working aone

Handling medicines.

Handling valuables or cash.

Late night or early morning working.

Providing or withholding a service.

Exercising authority.

Working with people who are mentally unstable.
Working with people under the influence of drugs.
Workingwith people under stress.

Working in high crime areas, inadequate staffing levels.
Incorrect invoicing, inadequate stock levels.

Poor service levels and long waiting times, particularly in the service and health care sectors.

Where these situations exist they should be considered in the risk assessment and appropriate control
measures put into place.

Physical controls may be put into place in some circumstances to reduce the risk of violence. For
example, drugs should be stored under lock and key, entrances secured by keeping doors locked, key
pad access and self-closing entrance doors, safety glass or ‘bandit screen’ enclosures or refuges may
be provided and panic buttons installed to enable staff to raise the alarm in the event of an emergency.

Reception areas should be easily identifiable, accessible, adequately staffed and / or equipped with a
bell to summon another member of staff in order to reduce the risk from aggressive behaviour.
Physical control measures may aso include the provision of adequate lighting, use of video
surveillance (CCTV), displaying warning signs and fitting safes with time delay mechanisms. In
certain circumstances, for example in security services, it may be appropriate to provide safety
helmets and stab resistant vests to individua employees/ volunteers.

Working procedures may also be adopted by the organisation in order to reduce the risk of violencein
the workplace. For example cash may not be kept on the site, lone working may be eliminated or
discouraged by senior persons, offices may be locked when not occupied by two persons or during
after hours working, buildings may be locked at specific times each evening, persons may be
prohibited from locking the premises whilst unaccompanied, security companies may be engaged to
remove cash and valuables from the premises, security staff may be employed by the organisation and
potentially dangerous items stored securely within the premises.

Organisational controls should also be used to help control the risk of violence in the workplace.
Adopting and implementing equal opportunity, anti-harassment, disciplinary and grievance, violence
prevention and customer care and complaints policies and procedure will help ensure that employees/
volunteers are fairly treated.

Recruitment and selection procedures for employing staff, effective disciplinary procedures and
formal incident reporting procedures will also help manage the risk of violence in the workplace.
Other organisational controls which may be adopted in order to control the risk of violence include:

The introduction of behaviour observation programmes.

Ensuring that tasks are assigned according to experience and competence.
Ensuring that tasks are clearly defined.

Cash control procedures.

Queue management systems and providing appropriate staffing levels.
Adapting opening hours to meet customer needs
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A ligt of emergency contacts should be provided for employees / volunteers to use in the event of an
emergency or violent incident, these may include arrangements to notify senior persons. Employees /
volunteers should be made aware of the organisation policy when aggressors demand money or
valuables. It may be appropriate to adopt a ‘hand over’ policy in order to reduce the risk of physical
attack should this situation arise.

Arrangements should include steps to be taken after aviolent incident has occurred. This may include
the introduction of critical incident stress de-briefings and / or Employee / Volunteer Assistance
Programmes for victims of violence.

Awareness training should be provided for employees / volunteers who may be at risk. This training

may be provided by a senior person or by a specialist training provider depending upon the nature of
the business and the likelihood that violence will occur. Training may cover the causes of violence,

recognition of warning signs, relevant interpersonal skills, details of policies; working practices and
control measures, incident-reporting procedures and the help which will be made available to
employees/ volunteers should an incident of violence occur.

Training should aso be provided for senior persons who will be responsible for investigating violent
incidents.

If aViolence Prevention Palicy is to be adopted by the organisation, the policy must clearly define the
circumstances under which the Police will be contacted and the contents of the policy must be
communicated to employees/ volunteers.

Maintaining Records

Records of training and instruction provided for employees / volunteers and senior persons should
also be retained.

Records of violent incidents should also be maintained. Physical attacks should be recorded in the
Accident Book and other incidents recorded according to organisation procedures or the Violence
Prevention Policy.

Please also refer to Section 2 in the Taking Care Manual.
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42. VISITORS

I ntroduction

Visitors present themselves in a number of forms. These may be members of the congregation, public,
contractors and personal visitors. Within any organisation visitors are at risk due to their limited
awareness of the hazards associated with the organisation. This becomes a particular problem when
the premises has to be evacuated in the event of an emergency e.g. fire. It is extremely important to
limit access of visitors within the premises and raise their awareness of any procedural arrangements,
espedialy where hazardous operations such as chemical handling are being carried out.

Associated Hazar ds

In the event of uncontrolled entry into the premises, visitors may be allowed to wander into areas that
pose a significant risk of injury, ill health and in the worst case scenario, fatality. An example of a
situation that may pose risk of a fatality is failing to control visitors within an area where extensive
renovation work is being carried out. This is due to the fact that the visitors entering the hazardous
areas may not be aware of the dangers involved e.g. items falling from height, trailing cables etc.
Consideration should also be given to unauthorised visitors. If you have a hazardous substance or
flammabl e substance stored at the rear of the facility and children are able to come into contact with
it, then serious injury or afatality may result.

Legal Duties

Under genera health and safety legislation, those in control of premises must ensure the health and
safety of al persons who may be affected by their undertaking.

Recognised Control M easures
The control measures required will vary according to the hazards associated with the undertaking. For

example, ensuring that visitors are controlled within an office environment will usually just extend to
ensuring that in the event of an emergency these people are accounted for at aroll call.
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43. WELFARE / WORKING ENVIRONMENT

I ntroduction

The workplace can be described as any area in which someone is required to undertake a task for the
benefit of the organisation. The organisation has a responsibility to ensure that the environment in
which the task is being undertaken is safe and without risk to health. Thisincludes ensuring:

e Adequate ventilation.
e Temperature controlsarein place.
Workplace lighting is adequate.
Situations do not arise to increase the risk of dlips, tripsand falls.
o Adequately controlling the cleanliness of the workplace.
e Sanitary washing and drinking facilities are provided.

This only covers a number of the requirements and is not an exhaustive list.
Legal Duty

Current health and safety legislation imposes a duty upon organisations to ensure the health, safety
and welfare of their employees / volunteers. The welfare requirements are covered under a specific
piece of legislation that sets a minimum legal standard. Y ou should remember that you also have a
legal duty to undertake an assessment of the general working environment.

Recognised Control M easures

Organisations should ensure that every workplace belonging to the organisation is adequately
ventilated. Air which is humid or hot because of the process and / or equipment in use should be
removed and replaced with a fresh supply of air. Fresh air introduced to the workplace should, so far
as is possible, be free from any impurity. Air inlets should be positioned so as not to introduce
contaminated air.

During normal working hours the temperature in all workplaces should be maintained at a reasonable
level, unless the process is such that it would be impracticable to maintain this. Y ou should endeavour
to have a temperature of at least 16°C in environments such as offices and shops and 13°C in areas
where work involving physical effort takes place. Other factors such as air movement and relative
humidity should be taken into consideration.

Where it is not practical to maintain those temperatures because for example, the rooms are open to
the outside or the process includes cold work, the temperature should be maintained as close as
possible to the advised level.

Where the temperature of a room is uncomfortably high, for example because of a hot process or
building design, all reasonable practical steps should be taken to achieve a comfortable working
temperature. This can be achieved by the following:

e Insulating the hot plant or pipes.

Providing cooling plant.

Shading windows.

¢ Resiting the workplace away from the heat source, etc.

Where a reasonable temperature cannot be achieved throughout the workplace, local heating or
cooling should be provided as appropriate. This may sometimes be required for short spells, for
example, should the heating system fail.

When possible a reasonable standard of illumination should be provided to every workplace where
thisis not achievable by natural means.
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Suitable and sufficient lighting should be provided to enable the work tasks and movement around the
facility to be undertaken in a safe manner. Consideration should be given to the task that is being
undertaken, if the task is of an intricate nature then localised lighting may be required.

Lights and light fittings should be effectively cleaned and maintained. Y ou should take steps to ensure
that lighting does not give off excessive heat or glare.

It is recognised that poor housekeeping within organisations severely increases the risk of injury and /
or ill hedth. You should ingtall a system to enable a reasonable standard of housekeeping to be
maintained at al times. All workplace furniture, furnishings, fixtures and fittings should be kept
sufficiently clean and any paintwork should be maintained to a reasonable standard to enable the
cleaning processes to be effective.

Waste material can pose a significant fire risk and should not be allowed to accumulate in the
workplace except in suitable receptacles; these are to be emptied on aregular basis.

Suitable and sufficient sanitary conveniences should be provided in readily accessible places. They
should meet the recognised standards and have adequate ventilation, lighting and be clean and
orderly.

Washing facilities must be provided in sufficient numbers and in readily accessible places. These
should contain an adequate supply of hot and cold, or warm, running water, soap and a means of
drying hands and face. Such facilities should be kept in a clean and orderly condition.

Separate washing facilities should be provided for males and females.

Special provisions should be made to accommodate employees/ volunteers with special needs.

An adequate supply of wholesome drinking water should be provided which should be readily
accessible, conspicuously marked and with cups or containers provided, unless the water is from a

drinking fountain.

Drinking water obtained from the mains supply by the provision of a tap should be identified with
signs of the appropriate standard unless other taps are marked as being unsuitable.

Consideration must be given to disabled persons. Current legidation requires that you make provision
for disabled persons for ease of access and egress from the premises, as well as making reasonable
adjustments to the working environment and work station layout.
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44. WINDOW CLEANING

I ntroduction
Window cleaning may be carried out by employees, volunteers and / or contractors.
Window cleaners have traditionally used portable ladders for cleaning windows at various heights.

Accidents are usually due to misuse of aladder or error by the operative rather than faults in ladders.
Misuse includes over-reaching, stepping off the ladder and working from window sills and ledges
without any safeguards, working from sloping roofs and working from excessively long, unsecured
ladders.

Associated Hazards
Common hazards associated with the use of laddersinclude:

Falls from the ladder when stepping on and off the lower rungs.

Falls due to the ladder slipping sideways at the upper resting point.
Falls due to the ladder slipping outwards at the bottom.

Falls due to the ladder moving because of unsuitable ground conditions.
Falls dueto the ladder being placed at an incorrect angle.

Falls dueto failure of the ladder.

Falls or electric shock due to overhead electrica hazards.

Falls due to adverse weather conditions.

Injury during handling of the ladder.

e Injury to others from falling tools.

All window cleaners must be aware of over confidence and complacency when using ladders.
Recognised Control M easures

Traditionally window cleaners have worked from outside using ladders. However, if the window
design of the premises permits, then consideration should be given to cleaning from the inside, which
will effectively eliminate the risk of falling.

Use of long pole systems can also help avoid the risk of falling but these cannot be used in every
situation. Consideration should be given to the risks from falling poles or contact with overhead
power lines. Using this type of system means quantities of water created on the ground can result in
an increased risk of dlipping, especialy if it freezes or is carried into your premises.

Some windows may be too dangerous to clean externaly from aladder and if they cannot be cleaned
from inside or some other means of safe access used then the windows should be left uncleaned or
consideration given to employing specialist window cleaning contractors.

Ladders should be secured as far as site conditions permit, such as by tying it, or using a stability
device or footing of the ladder.

e Over-reaching is a common cause of ladder movement and avoiding this cannot be over-
emphasised.

e Ladders should be fitted with anti-slip feet.

o Ladders should be placed at the correct angle (75° or 1 metre out for every 4 metres up).
Both gtiles must be in contact with the ground and the upper resting point of the ladder.
The surface that the top of the ladder is resting on must be strong enough to withstand the
load. Plastic gutters, infill panels and glass are not suitable surfaces to rest aladder against.

e Ladder rungs and stiles should be clean and not dlippery.
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e Thewindow cleaner should face the ladder at all times when going up and down.

o Thewindow cleaner should always have one hand on the ladder or other secure handhold and
both feet on the ladder at all times when working from the ladder.

e The window cleaner should wear suitable footwear that is in good condition, has good grip
and is flexible enough to feel the position of the foot on the ladder rung. In practice, trainers
with clean soles and a good grip satisfy these requirements.

e Ladders should not be left unattended.

Warning signs should be displayed in public areas and protection from traffic is essential.

e Personal tools and equipment should be secured at all times when going up and down ladders.

This can be achieved by the use of tool belts or carriers.

Carrying out a risk assessment will identify the particular risks of cleaning the windows on your
premises and the appropriate precautions to put into place to minimise them. However, before work
commences a competent person must ensure that the assessment is till valid and the conditions are
safe for the work to proceed as conditions can change at the same building, for example at different
times of the year due to weather or dlippery surfaces.

Further information is available from the Peninsula Health and Safety 24 hour Advice Service.
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45. WORKING AT HEIGHT

I ntroduction

Falls from height remain the single biggest cause of workplace deaths and one of the main causes of
major injury. Any fall from aheight may cause serious injury or afatality in aworst case situation.

This section is intended to set a good practice standard and is based on recent changes to legidation
regarding working at height.

Legal Duties

The current regulations consolidate previous legislation on working at height and implement
European Council Directive 2001/45/EC concerning minimum safety and health requirements for the
use of equipment for work at height.

What is“work at height?”

A placeis“at height” if (unlessthe regulations are followed) a person could be injured falling from it,
even if itisat or below ground level.

What are “working platfor ms?”

The regulations have changed the meaning of working platforms, which have traditionally been
understood to mean a fully-boarded platform with handrails and toe boards. A working platform can
now be virtually any surface from which work is carried out, such as a roof, floor, platform on a
scaffold, a mobile elevated work platform or the treads of a step-ladder.

Where it isimpossible to avoid work at height, such that the work cannot be carried out safely, under
appropriate ergonomic conditions, from a suitable surface, the work equipment most suitable to
ensure and maintain safe working should be selected. All such equipment (ladders, scaffolds, mobile
access work platforms and ropes) should meet specific requirements as detailed in legislation.

Handrails

Current legidlation requires that handrails have a minimum height for construction work of 950mm,
increased from 910mm previously required. Any gap between the top rail and any intermediate rail
should not exceed 470mm.

M obile Access Platforms

Mobile access platforms should include a guard rail and mid rail around the edge of the basket, a slip-
resistant floor surface, toe-boards around the edge of the platform, ‘dead man’ controls, the use of
stability devices (outriggers etc.) and ‘locking-out’ controls to prevent inadvertent operation. Full
assessment of the use of such devices, training of operatives, use of safety harnesses etc., isrequired.

Scaffolding

There are very detailed requirements for the erection, inspection and recording of inspections and use
of scaffolds.

Fall Arrest Equipment

Requirements for the use of safeguards for arresting falls include consideration of factors such as
weather conditions and the use of nets, mats and inflated devices for catching falling persons and the
use of persona fall protection are specified. The essential requirement is that all such equipment
should be strong enough to withstand any forces that may be applied to it, with an adequate safety
margin above that. Full assessment regarding application and use of such equipment is required.

Copyright 7E|7

PCIR0IV1 PENINSULA



Rope Access Equipment

When using rope access equipment for working at height, e.g. window cleaning operations, there are
particular references to the use of safety harnesses and safety ropes. When a method statement is
provided by a competent contractor the use of safety harnesses and safety ropes should form a
significant part of the safety measures within the statement.

Ladders

Ladders should be industrial grade only, meeting the requirements of BS Class 1 (Heavy Duty
Industrial), BS EN131 (Trade / Light Industrial) as appropriate, with step stools complying with
BS2037, or BS 1129, or BS 7377, or BS EN131. Ladders should only be used where other potentially
safer means of access (tower scaffolds etc.) are not reasonably practicable to use or where putting in a
permanent staircase is not viable. Ladders should be placed at an angle of approximately 74° on a
basis of 1:4 (horizonta to vertical) using tying on and footing techniques. If ladders are used you
should make sure that a secure handhold and secure ladder supports are available, the work can be
reached without over-stretching and that the ladder can be secured against slipping.

Recognised Control M easures

If work at height can be avoided, carry out the work from the ground. Where work at height cannot be
avoided, steps should be taken to prevent falls either by working from a safe place of work (scaffold,
mobile access work platform etc.) or, if thisis not available, selecting the most suitable equipment for
work at height. Consideration should be given to the duration of the work, the environment (weather,
dope of the site etc.). If thereis any risk of afall, steps should be taken to minimise the effect, e.g. by
the use of fall arrest equipment.

A full risk assessment regarding work at height should be undertaken. Following the assessment you
should select the most appropriate method for the work to take place. The overriding principleis to
prevent, as far as is reasonably practicable, any person faling a distance liable to cause persona
injury. You should ensure that:

All work at height is properly planned and organised.

All work at height takes account of weather conditions that could endanger health and saf ety .
Thoseinvolved in work at height are trained and competent.

The place where work at height is carried out is safe.

Equipment for work at height is appropriately inspected.

Therisks from fragile surfaces are properly controlled.

Therisks from falling objects are properly controlled.

Y ou should take account of the working conditions and the risks to the safety of persons at work, the
access / egress, the distances involved in potential falls, the duration and use of equipment and the
risks posed by the installation, removal, maintenance and use of such equipment.

Workers carrying out work at height activities, such as window cleaning operations, should be
competent for the work involved. They require the right amount of training, experience and
knowledge prior to the work commencing.

Collective measures should be in place to ensure the safety of workers. In the event of this not being
possible, suitable personal fall protection equipment should be provided and maintained.

It is necessary to carry out a risk assessment which will identify significant hazards and, therefore,
any potential health and safety risks.

Maintaining Records

All equipment used for work at heights should be subject to regular documented inspections, the
period between inspections being pre-determined, as appropriate.

Training records for employees / volunteers should be retained.
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46. WORK WITH CHILDREN

Associated Hazar ds

Hazards associated with working with children may arise from the facilities or equipment used during
the work, or from contact with the children.

Employees / volunteers may be exposed to biological hazards through contact with infected children
or bodily fluids. Infections and viruses may be transferred from children to the adults who are
responsible for providing care for them.

Children may also be exposed to harmful viruses or infections which cause disease through contact
with infected employees / volunteers or other children or by eating food which has not been prepared
or stored safely and so causes food poisoning.

Employees / volunteers may also be verbally abused or physically attacked by children or angry
parents / guardians during the course of their work.

Hazards are associated with the maintenance and cleaning of equipment and premises as well as
during the preparation of food for children.

Legal Duties

Employers have alegal obligation to ensure that employees/ volunteers, children and visitors are kept
reasonably safe while using the premises. Equipment and facilities provided must be maintained in
order to reduce the risk of injury and comply with legal duties.

Recognised Control M easures
Information, Instruction and Training

Employees / volunteers engaged in the supervision of children must have received appropriate
instruction and training. Basic first aid training should be provided unless alternative arrangements for
dealing with emergencies have been established. Information and instruction concerning work with
children must also be provided and Child Protection issues must be considered.

The Presbyterian Churchin Ireland “ Taking Care Manual” should be consulted when working
with children, young people and vulnerable adults.

Accidents and Emer gencies

Rules and other key safety information should be provided to parents / guardians. Arrangements for
first aid and the action required in the event of afire or emergency should also be communicated to
parents / guardians, Supervisors and employees / volunteers. When children are left in a supervised
facility, parental permission should be obtained to take the child to hospital in the event of an
emergency and emergency contact details established, before the parent / guardian leaves the
premises. Parental consent forms must be renewed on an annual basis.

An up-to-date record of contact details for each child should be maintained. A contact telephone

number and the usual location of the parent / guardian when a child is on the premises should be
obtained.

Details of any medication, medical or physical condition or allergies and the name and telephone
number of the child’s GP should also be retained.
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Records of al injuries should be entered in the Accident Book . Details should be retained for future
reference. Investigations should be carried out in order to identify the cause/s of the incident and
implement steps to prevent reoccurrence. Accident investigations should be completed using the pro-
forma provided. All accidents / incidents should be reported to the parent / guardian as soon as
possible by telephone.

Administration of Medication

Where staff need to administer medication to children, adequate controls must be established to
ensure that a safe system of work ismaintained. The task should be restricted to a nominated member
of staff in order to ensure that accidental over-dosing does not occur.

Employees / volunteers should not be permitted to administer drugs or medication, or any other
treatment unless they are trained and authorised to do so, in writing, by the parent / guardian.

When the nominated member of staff is administering prescribed medication from bottles they should
ensure that:

e Thehbottleis clearly marked with the child's name and is current (i.e. not out of date).
e Themedication is given asinstructed on the bottle label .

Non-prescribed medications, e.g. paracetamol, cough medicines etc. should not be given under any
circumstances.

If achild refuses prescribed medication, gentle persuasion should be tried. If thisfails, staff should be
instructed to consult the senior person in charge and inform the parent / guardian.

All medication should be stored in alocked cupboard.
Controlling Infection

Parents and guardians should be advised to keep children who are unwell, as a result of short-term
infections or viruses, away from the premises in order to minimise the risk of employees/ volunteers
or other children being infected.

There is arisk that employees / volunteers who come into contact with infected blood or are engaged
in cleaning up bodily fluids could become infected. In order to minimise thisrisk, appropriate control
measures as identified in the risk assessment, should be introduced. These may include:

Covering all cuts, sores, chapped skin or other open wounds with waterproof dressings.
Wearing disposable rubber gloves when administering first aid.

¢ Instructing employees / volunteers not to use their teeth when putting on / removing gloves
and to pull off gloves so that they are inside out.

e Disposing of gloves, aprons and contaminated paper towels in a clinical waste bag which is
then removed for incineration by aregistered waste carrier.

o Wearing disposable rubber gloves and apron when mopping up spillages of blood or other
bodily fluids with paper towels.

e Cleaning up blood and other bodily fluids immediately, with paper towels, using a solution of
one part bleach to ten parts water.

e Washing with cold tap water and seeking medical advice if the lips, eyes, mouth, tongue or
broken skin are in contact with blood or other bodily fluids

e Encouraging employees/ volunteer s to routinely wash and disinfect their hands.

e Establishing regular washing and disinfecting of floors and surfaces.
Encouraging employees / volunteers to be immunized where there is an incident of Hepatitis
B among the children.

e Ensuring that staff will maintain a high degree of personal cleanliness and wear suitable,
clean protective clothing.

Copyright 7E|7

PCIR0IV1 PENINSULA



Food Preparation

In addition, no person known or suspected to be suffering from, or to be a carrier of, a disease likely
to be transmitted by food, or while suffering with infected wounds, skin infections, sores or diarrhoea,
should be permitted to work in any food handling areain any capacity in which thereis alikelihood of
directly or indirectly contaminating food with a pathogenic microorganism.

Only trained persons should be permitted to prepare food for consumption by children.

Food preparation and storage arrangements should be strictly controlled and should be carried out in
accordance with relevant legidation and industry best practice.

Maintaining Records

The Accident Book should be used to record details of accidents which occur, even those thought to
be minor. Copies of accident investigations should be retained.

If necessary, report any accidents / incidents to the appropriate authorities as described in section
three of this manual.

Records of training and instruction provided for employees/ volunteers should also be retained.

Records of the issue and receipt of personal protective equipment should be retained using the forms
provided.

When wor king with children and young people always refer tothe“ Taking Care Manual”. It is
essential that all staff, leaders and volunteer s arerecruited according to the guidelinesand a
POCVA check carried out.

Also visit: - http://www.presbyterianireland.org/takingcare/
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47. YOUNG PERSONS AT WORK

Associated Hazar ds
The risks associated with young persons in the workplace are increased as aresult of:

o Reduced capability.
e Limited risk awareness.
e Inexperience.

Injury or ill-health may result from using work equipment, chemical exposure, manua handling tasks,
exposure to vibration and many other workplace hazards. For example:

e Inadequate supervision and lack of awareness of the associated risks may result in serious
injury from using a saw if the guard is not properly adjusted.

e Ligament damage may occur as a result of trying to lift a load which is too heavy for the
young person to move without assistance.

When identifying young people the following definitions should be applied:

i.  Young Person—between 16 and 18 years of age.
ii.  Child—not over compulsory school leaving age (i.e. under 16 years).

Restriction of Work Activitiesfor Young Persons

Current legislation requires that young people do not carry out activities which:

e Isheyond their physical or psychologica capacity.
e Involves harmful exposure to agents which are toxic, carcinogenic, can cause genetic
mutations or chronically affect human health.

e Involves the risk of accidents which it may be reasonably assumed cannot be recognised, or
avoided, due to insufficient attention to safety or lack of experience or training.

Exemptionsto the Legal Restrictions
Where ayoung person is no longer a child the Regulations do not prohibit work:

e Whereit is necessary for histraining.
o Where the young person will be supervised by a competent person.
o  Where the risk will be reduced to the lowest level that is reasonably practicable.

Information, Instruction, Training and Supervision
Providing information, instruction, training and supervision ensures that safety awareness is increased
and competence levels are improved. Determining the level of training and supervision required

involves considering the maturity and experience of the young person.

The Presbyterian Church in Ireland Taking Care Manual should be consulted when working with
children, young people and vulnerable adults.

Other Measuresto Control Risks
Risks to which young people are exposed may be minimised by various measures including:

e Introducing suitable work patterns.

Reducing work rate.

M odifying workstations to take account of the size of the young person.
e Maintaining equipment.
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Provision of Information

Parents / guardians of young people should be informed of the risks, identified through the risk
assessments undertaken, the measures put in place to control them and the procedures to be followed

in the event of serious and imminent danger.

Before children under school leaving age are utilised, their parents or guardians must be provided
with information concerning the risks identified in the risk assessment and the control measures used
to reduce these risks.

Consent must be obtained from the parents / guardians before children under minimum school leaving
age are employed.

M aintenance of Records
Copies of written consent documentation should be retained where children under the minimum

school leaving age are employed. Copies of the information provided to the parent / guardians of
young people and children under the minimum school leaving age should a so be retained.

When wor king with children and young people alwaysrefer tothe“ Taking Care Manual”. It is
essential that all staff, leaders and volunteers arerecruited accor ding to the guidelinesand a
POCVA check carried out.

Also visit: - http://www.presbyterianirel and.org/takingcare/
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YOUNG PERSONSINFORMATION CHECKLIST

Form YPAIC

Name of Young Person: James Wheeler

Task Undertaken: Manual handling of chairs and tables.

Questionsto consider: Yes/No | Comments

Isthe person a Y oung Person (under 18) Yes Volunteer 16 years old.
Child (under school leaving age) No

Thetask —doesit involve:

Use of dangerous machinery? No

Use of other machinery? No

Lifting and carrying activities? Yes Carrying chairs and tables.

Repetitive handling of articles? No

Hot work (welding etc.)? No

Use of fixed electrical equipment? No

Use of portable electrical equipment? No

Use of air powered / pressure equipment? No

Driving of vehicles? No

Use of flammable substances? No

Use of hazardous substances? No

Exposure to toxic substances? No

Exposure to other dangerous substances? No

Work with animals? No

Work in places where articles may fall? Yes Chairs are stacked, possibility may fall over.

Maintenance of equipment? No

Work with display screen equipment / visual display unit? No

Pre-determined work rates? No

Work in high-pressure atmospheres? No

Work where structural collapseis possible? No

Environmental factor s— does the work involve:

Work in hot conditions? No

Work in cold conditions? No

Work in the open air? No

Work in wet conditions? No

Work in confined spaces? No

Working at height? No

Work near open pits, vats, reservoirs or tanks? No

Work in excavated areas? No

Work in noisy conditions? No

Work with ionising or norrionising radiation? No

Use of personal protective equipment —does the task

require the YP to wear PPE:

Occasionally? No

All the time? Yes

Individual capability - doesthetask require:

Unusual capability? No

Requi.re specia training (e.g. safety passport, manual Yes Manual handling / kinetic handling training.

handling etc.)?

Other factors:

Isthere apossibility of hand-arm vibration or full body No

vibration due to use of equipment?

Comments:
Task carried out as frequently as required.

Completed by: J Sheldon

Position: Community Hall Manager

Date: 10/07/05

Link to RA Form Ref: YPAO1
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RISK ASSESSMENT FORM

Form RA

Assessment No:  YPAOL

Location/ Dept: Community Hall

Further assessmentsrequired:

Personsinvolved in or affected by
thetask:

Special Groups: (Whereindividual
assessments have been completed)

Assessment Date: 20/07/05 Assessor’s Name: J Sheldon Fire [ ]
Task / Activity / Area Assessed: COSHH [ ] Employees
. v . . v

Assisting other employees / volunteers to move tables and chairs within the Manual Handling (see MHAO1) Visitors [ ] Nursing and Expectant Mothers

community hall. Display Screen Equipment |:| Contractors |:| Y oung Persons I:l
Nursing and Expectant Mothers Members of the public L] Disabled [ ]
(see NEMAO2) _
Y oung Persons [ ] Others L] Service Users [ ]

THE POINTS RAISED BELOW ARE NOT MEANT TO BE COMPREHENSIVE AND HAVE BEEN CHOSEN FOR THE PURPOSE OF ILLUSTRATION
Hazards I dentified Worst Case Current Control Measuresin Place Likelihood | Score | Rating
Outcome
Strains, sprains, back injury, upper limb injuries. Severeinjury | Control measures as per MHAO1 implemented. Remote (8x1) Low
) D 8

In addition for young persons the following control measures apply:

Sipsand trips from varying levels within the Lost time Young person must be trained in safe manual handling techniques. Unlikely (5x2) Low

community hall e.g. ramps and steps injury (5) 2 10
Suitable supervision checks to be in place during the activity.

Worst Case Outcome Likelihood given precautionsin place
10 8 5 3 1 10 8 5 2 1 Risk Rating Table
Fatalit Sev Lost ti Mi Noinj Certain/ | Very likel Likel Unlikel Remot . .
"y i uf;e ‘i’nju:;“e mj'SrOyr otnjury immﬁ']gm ery likely tkely nikely emote High 50-100 Medium 20-49 Low 1-19




RISK ASSESSMENT FORM

Form RA

Action required (note any temporary action / control measures required):

Action Review Date

Action Completed (Name and title) / Date

Arrange manual handling training.

20/08/05 (one month)

J Sheldon Community Hall Manager20/08/05

Further actions that may require longer term consideration:

Action Review Date

Action Completed (Name and title) / Date

If any issues are outstanding from the ‘ Action Review’ date, detail the reasons:

Signature:

Date:

Assessment Review Date (as required):
New risk assessment required: Yes/ No
Completed by (Name):

Signature:

Assessment Review Date (as required):

New risk assessment required: Yes/ No

Completed by (Name):

Signature:
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YOUNG PERSONSINFORMATION CHECKLIST

Form YPAIC

Name of Y oung Per son:

Task Undertaken: Manual handling of chairs and tables.

Questionsto consider:

Yes/ No

Comments

Isthe person a: Y oung Per son (under 18)
Child (under school leaving age)

Thetask — doesit involve:

Use of dangerous machinery?

Use of other machinery?

Lifting and carrying activities?
Repetitive handling of articles?
Hotwork (welding etc.)?

Use of fixed electrical equipment?

Use of portable electrical equipment?
Use of air powered / pressure equipment?
Driving of vehicles?

Use of flammable substances?

Use of hazardous substances?

Exposure to toxic substances?

Exposure to other dangerous substances?
Work with animals?

Work in places where articles may fall?
Maintenance of equipment?

Work with display screen equipment / visual display unit?

Pre-determined work rates?

Work in high-pressure atmospheres?

Work where structural collapseis possible?
Environmental factor s— does the work involve:

Work in hot conditions?

Work in cold conditions?

Work in the open air?

Work in wet conditions?

Work in confined spaces?

Warking at height?

Work near open pits, vats, reservoirs or tanks?
Work in excavated areas?

Work in noisy conditions?

Work with ionising or non-ionising radiation?

Use of personal protective equipment —does the task
require the YP to wear PPE:

Occasionally?

All the time?

Individual capability - doesthetask require:
Unusual capability?

Require special training (e.g. safety passport, manual
handling etc.)?

Other factors:

Isthere apossibility of hand-arm vibration or full body
vibration due to use of equipment?

Comments:

Completed by:

Position:

Date:

Link to RA Form Ref:
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