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INTRODUCTION

These guidelines and procedures have been
compiled to ensure safe working and improve
safety standards in those industries covered
by the British Blind and Shutter Association.
Each section highlights practices and
conditions which can lead to accidents and
recommends procedures for safe working in
the workplace.

It is hoped that all having read these
procedures will continue to act with caution
and common sense.

GENERAL RESPONSIBILITIES

Employees, as well as the employer, have a
legal responsibility under the Health and
Safety at Work Act to work safely at all times
and may be prosecuted if found working in an
improper manner or using equipment likely to
cause an accident. It must be stressed that
non compliance with Health and Safety
legislation is a criminal offence.

Employers are required to:

Provide and maintain safe plant and
systems of work.

Provide and maintain a safe working
environment, including handling and
transport issues and provide information,
training and instruction as appropriate.

Risk of all work activities are
required and details of such brought to
employees' attention.

Both employers and self-employed are
required to conduct their work so as to ensure
the safety of the public and other persons not
in their employment.

Employers must have a system in place
whereby they can receive, send and discuss
safety issues within their organisation.

Employees are required to:

Work safely and efficiently using the
protective equipment provided and by
meeting statutory obligations.

Liaise with other workmen working in the
same area to ensure the safety of all
concerned whilst together.

Report incidents that have led, or may lead
to an injury - details should be entered in
the regulation accident book.

Adhere to company procedures for
securing a safe working place.

Co-operate in the investigation of accidents
with the object of introducing measures to
prevent any recurrence.

Notify management of any medical
condition that could affect their work.

Notify management of any potential
hazards.

Make safety and the safety of others a
priority.

Liaise with contractors on site to ensure the
safety of all.

To take note that horseplay is not permitted
in a place of work.

Refer to supervisors on any aspect of safe
working practices of which they are

uncertain.
HOUSEKEEPING AND REMOVAL OF WASTE
All staff are responsible for 'HQ %

keeping their work areas tidy and
must not allow rubbish or scrap
materials to accumulate. All waste
must be placed in suitable
receptacles or removed daily.

Stack and store all
materials as they
arrive.

Remove tools and ’ y

fittings to allocated Qeofsatr
places on completion of work.

Lower any waste to ground floor by chute,
hoist or lift. DO NOT throw it down.

Staff must only consume food in designated
areas and must assist in keeping these areas
clean and tidy.



OPERATING MACHINERY

Only persons who are trained and competent
to use a particular machine will be authorised
to operate it.

Unauthorised staff must not tamper with or
interfere with machinery.

Staff authorised to use machinery must first
check that guards are in position and that any
other safety device (eg emergency stops) are
in working order. Under no circumstances
may a machine be used with defective or
missing guards or safety devices.

Any faults or defects must be drawn to the
attention of the management and the machine
identified as out of use and withdrawn from
service.

Always disconnect the power supply of a
machine or tool that is to be repaired, cleaned
or adjusted.

Always follow a safe system of work and
isolation procedures.

TOOLS AND EQUIPMENT

It is essential that all tools used are fit for their
purpose and that all persons should be
trained in the use of all tools which they may
be required to use.

Keep tools dry and in good order.

DO NOT use damaged tools.

Keep safety guards in place.

DO NOT operate toals or equipment if you do
not know how.

Plugs and sockets must be undamaged and
correctly earthed and wired.

Automatic cut-out switches must not be
interfered with.

DO NOT force or overload tools and
equipment.

Goggles must be worn when drilling, when
using a hammer and chisel and for any form
of disc cutting or grinding operation.

ELECTRICITY AND PORTABLE
ELECTRICAL EQUIPMENT

=

.

Do not use power tools in areas where
there are flammable materials.

No unauthorised persons should interfere
with electrical distribution boxes or wiring.
Check that tools and equipment always
have fuses of the correct type and capacity.
DO NOT overload sockets or equipment.
Staff are asked to recognise the following
visual signs that equipment is not in sound
condition.



The plug is damaged, for example the
casing is cracked or the pins are bent.
The outer sheath of the cable is not
effectively secured where it enters the plug
or the equipment - obvious evidence
would be if the coloured insulation of the
internal cable cores were showing.

There is damage to the external casing of
the equipment or there are some loose
parts or screws.

There is damage (apart from light scuffing)
to the cable sheath or taped joints.

The equipment has been subjected to
conditions for which it is not suitable, e.g. it
is wet.

There is evidence of overheating.

In the event that equipment is damaged or
defective, isolate the equipment then report
the matter to your supervisor.

Check for buried or concealed cables.

On site, always use 110 volt or, where
possible, cordiess equipment.

MANUAL HANDLING

All techniques should be based on a risk
assessment of the activities carried out by
employer or self-employed person. All
persons should be given instruction and
training in any manual handling carried out.

Employees are required to make full and
proper use of any handling aids and personal
protective equipment provided.

Employees must inform management of any
physical condition suffered that might affect
their ability to undertake any manual handling
operations safely.

Exercise care and diligence at all times, giving
consideration to others who may be affected
by your activities.

Co-operate with your employer to facilitate
compliance with health and safety duties.

(7

DO NOT attempt to
move heavy or
bulky objects
without additional
manual or

HOISTS AND
LIFTS

Inspect hoists
and lifting tackle
daily before use -
look for broken welds, frayed ropes, bent
struts, distorted chain links or faulty
mechanical parts. If operating a hoist or
assisting in cranage:

DO NOT operate if capacity of lifting
equipment is not visible.

DO NOT exceed the rated capacity of the hoist
or tackle.

NEVER ride a hoist.
NEVER lift a load over anyone's head.

DO NOT allow anyone to walk under a
suspended load.

Keep your clothes and fingers away from hoist
and conveyor mechanisms.

Keep debris away from hoisting areas. Keep
them tidy.

Where cranes are used for lifting, make sure
that loads are lifted correctly, using proper
slings and safety hooks.



When using hoisting equipment, ensure it is
properly fixed by a competent person, that
rope or chain is in good order and that the
equipment is not overloaded beyond its plated
capacity.

All liting operations should comply with the
requirements of the "Lifting Operations and
Lifting Equipment Regulations 1998". These
make specific comment on inspection,
certification, usage and training.

FORK LIFT TRUCKS

Staff are not permitted to drive a fork lift truck
unless they have a valid certificate of basic
training as a fork lift operator appropriate to
that type of truck.

UNDER NO CIRCUMSTANCES can
passengers be carried on a fork lift truck
unless specifically designed to allow for that
purpose.

A fork lift truck is NEVER to be used as a
working platform unless specifically designed
to allow for that purpose.

VEHICLES

Only authorised staff with valid licences are
permitted to drive company vehicles.

Under no circumstances may company
vehicles be used for personal errands or
purposes without the express permission of
management.

Loads must be within the safe weight limit for
the vehicle and should not project beyond the
vehicle body in such a manner as to present a
hazard to other vehicles or pedestrians.

ALL LOADS MUST BE PROPERLY SECURED
AND THIS IS THE RESPONSIBILITY OF THE

DRIVER. PARTICULAR CARE SHOULD BE
TAKEN TO ENSURE THAT LADDERS OR
LOADS ON ROOF-RACKS ARE PROPERLY
SECURED.

It is the driver's responsibility to report any
defects on the vehicle to the management
using the proper forms provided.

No vehicle may be driven if it is known to be
defective, overloaded or in any unroadworthy
condition.

Passengers must never be carried without
permission and unless a proper seat is
provided.

Staff using private vehicles for company
business are responsible for ensuring that
they are roadworthy, fully insured, taxed and
tested.

Company cars must not be lent to other
parties without permission.

Staff must not get on or off any vehicle whilst it
is in mation.

Drivers must observe all traffic rules and
regulations relevant to their vehicles, in
particular their attention is drawn to driver's
hours and rest periods.




REPORTING OF ACCIDENTS, DANGEROUS
OCCURRENCES AND DISEASE

Staff must report all injuries and dangerous
occurrences, however minor, as soon as
possible to their supervisor.

If you suffer from symptoms which may be
attributable to work, particularly if they recur,
you must inform your doctor and your
supervisor,

!

It is your employer's duty to ensure that
accident report procedures are in place and
where appropriate to provide an accident
book in the approved form.

It is your supervisor's duty to record any
accident or dangerous occurrence in the
accident book.

The Health and Safety Executive will require
notification of certain accidents in accordance
with RIDDOR 1995 and this is the
responsibility of the management.

Briefly, the regulations require the following:

Accident Type Action required
Fatality to employee or | Notify HSE by quickest
nol or major ble means and
injury* to employee, or | within 10 days send
injury to non-employee | form F2508.

requiring immediate
hospital treatment, or
dangerous occurrence®
(even if no-one is
actually injured).

Other accident resulting | Report to HSE as soon
in over 3 days absence | as you are aware of the
from work. situation and certainly
within 10 days of the
accident.

* As defined in RIDDOR 1995
FIRST AID

The employer is required to make sure that
appropriate first aid facilities are provided on
site and bring these to the attention of
employees. It is your duty to know the
location of first aid equipment and the name(s)
of the person(s) responsible for first aid.

FLAMMABLE LIQUIDS AND OTHER
HAZARDOUS SUBSTANCES

Always treat chemical products with care, they
can be handled carelessly or subjected to
abuse. Be careful when using primer,
cleaners and solvents.



The COSHH (Control of Substances
Hazardous to Health) file should always
available for consultation. Ensure that you
know where this file is kept. This file gives
information and recommendations for
methods of use, applications, disposal,
personal protective equipment required and
treatment in the event of exposure, for all the
hazardous chemicals found on the site.

Certain personal protective equipment is
available. If it is not readily available for some
reason or is inadequate or of the wrong type,
consult your supervisor who will take the
relevant action.

Avoid inhalation of vapours.

A high standard of cleanliness is essential.
Any recommendations regarding hygiene
must be observed.

Paints, thinners and all other flammable liquids
MUST be stored in the approved storage
container provided and must NEVER be left
out overnight. Empty containers must be
removed as soon as possible and
arrangements made for their safe disposal.

Flammable and other hazardous liquids must
not be discharged onto the ground or into
water drains.

Lead

* Lead can be dangerous and may be
absorbed into the body in a variety of ways.
Take care when handling it. A high
standard of cleanliness is essential.

When striping old lead, take precautions
against harmful dust or fumes which could
be inhaled.

Suitable protection should be worn and
personnel in any doubt should consult their
safety representative or site management.

+ Avoid smoking when handling lead - lead

transferred to a cigarette is vaporised and
inhaled. Itis a health risk.

= After work, thoroughly wash hands, arms
and fingernails.

Asbestos

Asbestos has been widely used, and ALL
types are dangerous if disturbed. If
asbestos fibres become airborne and are
breathed in, they can cause diseases such
as lung cancer.

If you find a substance that you believe
may be asbestos, do not disturb it. Stop
work and inform the supervisor. Specialist
advice will be required.

PERSONAL PROTECTIVE EQUIPMENT

» Staff must wear such
personal protective
2 equipment appropriate

to the type of work in which
they are engaged. All personal
protective equipment, such as hard
r hats and protective boots
% and gloves should be
provided as a result of
risk assessment.

Secure loose clothing such as ties and
scarves. Avoid wearing jewellery.

The management shall provide as necessary
and on request renewable and replaceable
personal protective equipment and employees
are asked to facilitate compliance with health
and safety duties in this matter.

If a condition of employment exists on the
wearing of personal protective equipment for
certain work then under no circumstances
must work be undertaken without protection.



SCAFFOLDS

Make sure that scaffolds and working
platiorms are professionally erected and
checked daily. If you are unsure, check the
Scaffolding Certificate (scaff tags) and the
daily inspection report. If you are still
uncertain, DO NOT USE [T, and report to the
relevant responsible person.

Make sure scaffolds have firm, level
foundations with vertical supports at not more
than 2 - 2.5 metres apart.

Ensure that they are properly tied - at least
every 4 metres vertically and 6 metres
horizontally and braced.

DO NOT remove or alter scaffolding.

Ask a scatfolder to remove or re-position any
part that is preventing safe access.

Make sure that platforms more than two
metres from the ground have 910mm high
guard rails with an intermediate guard rail and
toe boards, arranged such that vertical gaps
do not exceed 410mm.

Make sure that all
walkways are the correct
width - 630mm for
footing only, 860mm
for footing and
\\ materials - are
properly supported
and do not
overhang
excessively (at
least three
supports not
more than
1.5 metres
apart).

Make sure that there is safe ladder access
onto the scaffolding and between levels.
Ensure that the top of the ladders have been
tied to the scaffold.

Do not overload the scaffold with materials.

If a scaffold is not ready to use, a clearly-
displayed notice should say so.

TOWERS

Tower scaffolds MUST be correctly erected by
a qualified person. Always read the suppliers
handbook and instructions.

Check that platforms are the correct width: two
platform boards, 860mm wide.

Make sure that hand rails, intermediate rails
and toe boards are in position at working
levels above 2 metres high as on scaffolds
above.

Tower heights MUST never exc three times
the minimum base dimension when outside,
unless tied to the structure or correctly placed
outriggers are used. Three and a half times is
allowed indoors on a level floor.

Ensure that the tower is vertical and that the
legs rest on firm, level ground.

NEVER push a wheeled tower - always pull at
the base.

Do not overload towers with materials.

Make sure that no-one is on the tower while it
is being moved.

Ensure that all the wheels and outriggers are
locked when the tower is in use.

Always remove tools and materials, or ensure
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