           SAFE WORKING PRACTICES 

SAFETY IN THE WORKPLACE 

Pro star window Cleaning attaches the highest priority to the health, safety and welfare of all staff, customers and other persons who may be affected by our work. It is for this reason that the management IS committed to achieving the required standards for our business operations.

This commitment cannot be achieved without the assistance and Co-operation of all staff. We are working closely with the Health and Safety committee to ensure that our goal is reached and that all staff are provided with information on health and safety issues.

Staff are responsible for ensuring their own safety and for the safety of other staff and persons working in the same area.

This can be achieved by co-operating with the managers to ensure safety procedures and instructions are followed. The instructions are illustrated into “Safe Working Practices” notices and all staff should be aware of these.

It is vital that the management and staff co-operate in reporting defects to equipment and building maintenance. It is ALSO vital that staff report anything that appears to be unsafe or a risk to health. Any breakdown of equipment or faults must be reported to the Duty Manager or supervisor, who will make the necessary arrangements for the faults to be resolved. 

The best way to ensure safety to yourself and your colleagues is to ensure that any equipment found to be unsafe is tagged with a “DO NOT USE” notice.  The operating key must be removed for safety.

The management of Pro star window cleaning are committed in ensuring the safety and welfare of all staff, and BY FOLLOWING THE structured reporting procedures this can be achieved.


SAFE WORKING PRACTICES

In line with the general statement of policy, the safe working practice notices are for employees working in their respective areas of the operation.

Safe systems of work are developed through:

· Safe Working Procedures
    (covering all areas of the operation).

· Risk assessments

The safe working practices listed for all areas are non-exhaustive and reflect the current safe system of work. Any local changes made by the authorities rules or risk assessments must be notified to the appropriate line manager, the health & safety committees and any other involved parties, for ratification and approval prior to adoption. 

The relevant safe working procedure is then updated and should it be necessary a new safe working procedure is produced. These are then included within the safe working procedures manual.

All staff that are Effected by the change must be briefed and where necessary relevant training must be given.

Training programmes are also updated where required.

Any changes must also be confirmed to all staff via an appropriate health and safety notice.
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OFFICE SAFETY

 (SWP-01A)

· FLOORS AND STAIRS MUST BE KEPT IN GOOD REPAIR, FREE FROM OBSTRUCTIONS, THE COVERING MUST NOT BE WORN AND MUST BE FREE OF SLIPPERY SUBSTANCES

· CORRIDORS AND GANGWAYS MUST BE KEPT FREE FROM OBSTRUCTIONS AND ADEQUATELY LIT

· SWING DOORS SHOULD HAVE CLEAR VISION PANELS

· FURNITURE ITEMS AND EQUIPMENT MUST BE PROPERLY SITED ESPECIALLY ITEMS WITH SHARP CORNERS

· ELECTRICAL POINTS MUST NOT BE OVERLOADED AND TELEPHONE CABLES MUST NOT TRAIL OR BE CLUTTERED

· FILING CABINETS AND OTHER DRAWERS SHOULD ONLY BE OPENED SINGLY AND ALWAYS CLOSED TO AVOID TIPPING

· STANDING ON CHAIRS AND DESKS IS UNSAFE. USE PROPER STEPS OR STANDS

· STAFF MUST NOT RUN WITH LOADS OR CARRY LOADS THAT OBSCURE THEIR VIEW

· SENSIBLE LIFTING TECHNIQUES MUST BE USED AND HEAVY LOADS SHARED

· UNQUALIFIED PERSONS MUST NOT ATTEMPT TO REPAIR OR MODIFY OFFICE MACHINERY OR EQUIPMENT

· UNAUTHORISED ELECTRICAL EQUIPMENT MUST NOT BE USED IN THE OFFICE WITHOUT 

· PERMISSION OF THE MANAGER

· LIQUIDS MUST NOT BE USED OR STORED ON TOP OF ELECTRICAL EQUIPMENT. THIS ALSO APPLIES TO PLANTS WHICH REQUIRE WATER

· STAFF MUST BE FAMILIAR WITH FIRE AND EVACUATION PROCEDURES, INCLUDING THE LOCATION OF ALARMS AND EXTINGUISHERS AND WHERE TO OBTAIN FIRST AID FOR MINOR CONDITIONS 

· FIRE EXTINGUISHERS MUST BE REGULARLY CHECKED AND THEIR LOCATIONS CLEARLY MARKED AND NOT OBSCURED

· FIRE DOORS MUST BE KEPT CLOSED AND NOT OBSCURED and DEFECTIVE FIRE DOORS, ALARMS AND EXTINGUISHERS MUST BE REPORTED 

· ARRANGEMENTS MUST BE MADE FOR THE EVACUATION OF VISITORS AND DISABLED PERSONS IN CASE OF ANY EMERGENCY

KITCHEN AREA

(SWP-02A)

· KEEP KITCHEN AREA CLEAN AND TIDY AT ALL TIMES.

· ENSURE ALL EQUIPMENT IS CLEANED AFTER USE AND STORED AWAY IN THE KITCHEN UNITS PROVIDED.

· ELECTRICAL EQUIPMENT MUST BE CHECKED REGULARLY TO ENSURE ITS’ SERVICABILITY.

· THE FRIDGE MUST BE INSPECTED REGULARLY. IT MUST BE CLEANED AND DE-FROSTED WHEN NECESSARY.

· ALL FOODSTUFFS MUST BE DISPOSED OF WHEN THEY ARE NO LONGER REQUIRED OR PAST THEIR USE BY DATE.


· THE WASTE BIN MUST BE EMPTIED DAILY.

· Microwave.  Items not suitable for microwaving are not to be used. 
OFFICE FURNITURE

(SWP-03A)

· ALL FURNITURE MUST BE CHECKED TO ENSURE ITS’ SERVICABILITY. THE MAINTENANCE DEPARTMENT MUST BE ADVISED OF ANY UNSERVICABLE ITEMS AND THESE ITEMS MUST BE MARKED ‘UNSERVICABLE’ AND STORED IN SUCH A WAY AS TO PREVENT THEIR USE. 

· ALL STATIONERY ITEMS SUCH AS TABLES, DESKS, FILING CABINETS, AND WARDROBES ETC. MUST BE POSITIONED IN SUCH A WAY AS TO ENABLE SAFE ACCESS BETWEEN SUCH ITEMS.

· THE WARDROBE MUST BE KEPT TIDY AND NO ITEMS MAY BE ALLOWED TO PROTRUDE FROM IT.

· FILING CABINETS AND OTHER STORAGE DRAWERS MUST BE OPENED SINGLY AND THESE DRAWERS CLOSED WHEN NOT IN USE.

· SOME DESKS HAVE HEAVY PLASTIC TOPS TO THEM. WHEN THESE DESKTOPS ARE REQUIRED TO BE MOVED MORE THAN ONE PERSON MUST PERFORM THIS TASK.

· ALL CHAIRS MUST BE SERVICABLE AND WHEN NOT IN USE THEY MUST BE POSITIONED IN SUCH A WAY AS TO PREVENT ANYONE TRIPPING OR FALLING OVER THEM.

ELECTRICAL APPLIANCES -

PC’s FAXES, TELEPHONES, PRINTERS

(SWP-04A)

· ALL COMPUTER EQUIPMENT, FAX MACHINES AND TELEPHONES MUST BE REGULARLY CHECKED FOR SERVICABILITY TO ENSURE THAT THE EQUIPMENT IS SAFE. ANY UNSERVICABLE ITEMS MUST BE TAKEN OUT OF USE IMMEDIATELY. THE MAINTENANCE DEPARTMENT MUST BE NOTIFIED OF UNSERVICABLE FAXES AND TELEPHONES. THE IT DEPARTMENT MUST BE NOTIFIED OF UNSERVICABLE P.C.’S AND PRINTERS.

· ALL P.C.’S MUST BE POSITIONED AT THE CORRECT WORKING HEIGHT AND THE SCREENS MUST BE CLEANED AT REGULAR INTERVALS.

· ALL CABLING MUST BE CHECKED REGULARLY BY THE MAINTENACE DEPARTMENT TO ENSURE ITS SAFETY. ALL CABLING MUST BE SECURED TO THE DESK OR TABLE ON WHICH IT IS BEING USED. NO CABLING SHOULD BE LOOSE AND REPRESENT A DANGER TO THE OPERATOR.WHEN EQUIPMENT IS REMOVED ALL RELEVANT CABLING SHOULD BE REMOVED AT THE SAME TIME BY THE I.T. OR MAINTENANCE DEPARTMENTS.

· ALL TELEPHONES MUST BE CLEANED REGULARLY.

· ALL PRINTERS REQUIRING NEW RIBBONS OR PAPER ROLLS MUST BE SWITCHED OFF BEFORE ANY REPLACEMENT IS ATTEMPTED.

· FAX MACHINES REQUIRING NEW INK CARTRIDGES MUST BE SWITCHED OFF BEFORE REPLACEMENT IS ATTEMPTED.

· WHEN FAX MACHINES REQUIRE PAPER THIS PAPER MUST BE CARRIED IN SUCH A WAY AS TO PREVENT INJURY TO THE PERSON CONCERNED. STAFF MUST REQUEST HELP IF THEY FEEL THE AMOUNT OF PAPER REQUIRED IS TOO MUCH FOR THEM TO CARRY SAFELY. 

PHOTOCOPIER MACHINES

(SWP-05A)

· ALL MAINTENANCE TO BE CARRIED OUT ON THE PHOTOCOPIER MACHINES MUST BE DONE BY THE OFFICIALLY CONTRACTED MECHANIC.

· TONER MUST ONLY BE ADDED TO THE COPIER BY THE RELEVANT CO-ORDINATOR OR BY HIS DESIGNATED DEPUTY.

· THE TONER WASTE BUCKET MUST BE EMPTIED BY THE CO-ORDINATOR, OR HIS DEPUTY, INTO A SUITABLE RECEPTACLE THAT CAN BE SEALED AND MUST BE DISPOSED OF IN A RESPONSIBLE MANNER.

· WHEN REPLACEMENT PAPER IS REQUIRED THIS MUST BE CARRIED IN SUCH A WAY AS TO PREVENT INJURY TO PERSON CONCERNED. STAFF MUST REQUEST HELP IF THEY FEEL THEY ARE UNABLE TO CARRY THE AMOUNT OF PAPER REQUIRED.  

FLOOR STORAGE / FILING

(SWP-06A)

· WHEN BOXES USED FOR FILING ARE STORED UNDERNEATH DESKS AND TABLES THEY MUST BE POSITIONED IN SUCH A WAY AS TO PREVENT OBSTRUCTIONS TO WALKWAYS AND AISLES.

· BOXES STORED UNDERNEATH DESKS MUST NOT PREVENT OR HINDER STAFF MEMBERS FROM PERFORMING THEIR NORMAL DUTIES.

· ALL STORAGE CONTAINERS PLACED UNDERNEATH DESKS MUST BE KEPT TIDY AND NOT BE ALLOWED TO SPILL THEIR CONTENTS ONTO THE FLOOR.

· UNSERVICABLE ITEMS MUST NOT BE STORED LONG TERM UNDERNEATH DESKS. ANY UNSERVICABLE ITEM FOUND UNDER A DESK MUST BE NOTIFIED TO THE MAINTENANCE DEPARTMENT, OR OTHER RELEVANT DEPARTMENT, TO ENSURE THE ITEM IS REMOVED AS SOON AS POSSIBLE.
SAFETY RULES FOR

REST ROOM/LOCKER ROOM

(SWP-01W)
· ALWAYS – WASH UP UTENSILS/CROCKERY AFTER
    USE.

· ALWAYS – PUT RUBBISH IN WASTE BINS 
    PROVIDED.

· ALWAYS – SWITCH OFF APPLIANCES WHEN NOT 
     IN USE.

· ALWAYS – WASH HANDS BEFORE EATING.
· ALWAYS – PUSH CHAIRS UNDER TABLES TO 

    AVOID TRIPPING HAZARDS.

· ALWAYS – KEEP LOCKER ROOM CLEAN AND TIDY. 

· ALWAYS - SMOKE IN DESIGNATED AREAS ONLY.

· THE WAREHOUSE REST ROOM SHOULD BE CLEANED DAILY AND ANY AREA DEEMED UNSATISFACTORY SHOULD BE REPORTED TO THE RELEVANT MANAGEMENT CONCERNED.
SAFETY ASPECTS FOR

FORKLIFT DRIVING

 (SWP-02W)

· ALWAYS CHECK CONDITION OF FORKLIFT BEFORE USE

· ONLY TRAINED PERSONNEL ARE ALLOWED TO OPERATE FORKLIFTS

· NEVER CARRY ANY PASSENGERS

· NEVER LIFT ANY OTHER PERSON UPWARDS ON FORKLIFT BLADES

· NEVER DRIVE WITH YOUR FORKS ELEVATED

· ALWAYS ADHERE TO THE REQUIRED SPEED LIMIT WITHIN THE WAREHOUSE – 5MPH

· ALWAYS PARK YOUR FORKLIFT IN THE CORRECT POSITION

· ALWAYS ENSURE THAT YOU ARE AWARE OF PERSONS AROUND THE WORKING AREA

· ALWAYS ENSURE THAT YOU REPORT ANY FAULTS BEFORE AND/OR DURING THE OPERATION- NEVER ATTEMPT TO REPAIR THE FAULT.

· ALWAYS FACE THE DIRECTION OF TRAVEL

· REPORT ANY ACCIDENTS IMMEDIATELY

· NEVER ALLOW ANY PART OF YOUR BODY OUTSIDE OF THE FORKLIFT CAGE

· NEVER REMOVE ANY SAFETY GUARDS FROM THE FORKLIFT

· NEVER ATTEMPT TO LIFT A LOAD THAT EXCEEDS THE MAXIMUM RATED CAPACITY

FOR THE USE OF THE 

SAFETY ASPECTS FOR

KINETIC HANDLING

 (SWP-03W)
· ALWAYS THINK BEFORE YOU COMMENCE MANUAL HANDLING

· ALWAYS ASSESS THE LIFTING TECHNIQUE REQUIRED FOR EACH PACKAGE

· WHEN LIFTING ASSUME THE CORRECT POSTURE, BALANCE AND CO-ORDINATION

· WHEN PUSHING OR PULLING ANYTHING ENSURE SUITABLE GRIP IS POSSIBLE, FOOT STABILITY IS OK, AND A SUFFICIENT NUMBER OF PERSONNEL ARE EMPLOYED DURING THE OPERATION.

· USE P.P.E ISSUED

· WHEN LIFTING – DO NOT JERK, LIFT SMOOTHLY

· FOR SAFE MANUAL HANDLING, SEEK ASSISTANCE AND USE ANY LIFTING EQUIPMENT THAT IS AVAILABLE 
hOUSEKEEPING BEST PRACTICE GUIDE

(SWP-04W)

· Floors and passageways are unobstructed, well lit and have level surfaces.

· Oily or wet patches are cleaned up.

· Stairs and landings are well maintained, handrails are provided and there are no obvious defects.

· Work areas are clean and tidy.

· Storage facilities are not overfilled and are adequate for the materials.

· Tools, boxes, waste materials are not left lying Around.

· Floor coverings are in good repair.

· If smoking is allowed, there is a designated safe area, e.g. away from flammable materials.

· This is your working environment and your obligation to report any unsafe circumstances.

· Remember to look above, below and at eye level.
HANDLING OF OBNOXIOUS

CARGO

(SWP – 05W)

· Handling instructions must be observed before commencing movement.
· Correct P.P.E. equipment must be provided by the company to Ensure safe handling is maintained at all times for their staff.

· Local procedures must be known when booking cargo in / out.

· Care must be taken when individual lifting is involved. (over 25kg). 

· Get help – team lift anything over 25kg.

DANGEROUS GOODS STORAGE AND

HANDLING PROCEDURE

(SWP – 06W)

· All shipments must be checked for damage AND piece count upon arrival before driver leaves the truck dock.

· Great care must be maintained when transporting goods to the dangerous goods storage area and load security ensured
    ( Shrink-wrap ) etc.

· FOR Larger shipments that require movement using a fork lift truck, the load must always be transported behind the driver IN ORDER to avoid any crushing damage WHICH MAY result in re–packaging costs to WFS. 

· All shipments must be booked in using the correct booking log at the bay.

· All staff handling such goods should have undergone the appropriate training
· Care must be taken when storing / loading hazardous items. 

· Correct lifting techniques must be maintained where reasonably practicable.
SMOKING POLICY IN 

(SWP – 07W)

· Follow your local posted rules for allowed smoking areas.

· There are no exceptions to this rule.

· Staff must refrain from throwing cigarette ends on the floor and place them in the bins provided.

· Staff caught smoking in theSE AREAS could face disciplinary action from the company.

· Staff should not abuse the system and take too long.
PEDESTRIAN WALKWAYS

 (SWP – 08W)

· Pedestrian walkways are there for pedestrian use and should be used for their own safety.

· These walkways should be monitored on a regular basis and reported if any area not visible and requires re – painting with a highly visible material.

· Cleaning should be completed every week.

· Walkways are to be kept clear at all times.

TOILET HYGIENE

(SWP – 09W)

· toilets should be monitored on a regular basis.
· Problems should be reported to cleaning company as soon as possible via Duty supervisor.

· Cleaning should take place daily and record kept of time / date etc.

· Paper towels / soap should be available at all times.

· Staff should refrain from placing articles in any of the urinals or WC’s to avoid blockage.

COMPUTER INPUTS – IMPORTS

p.P.E. CLOTHING

(SWP – 10W)

· Staff are obliged to use equipment provided by the company.

· Some items are laid down by law
   ( Health and Safety at work act ) and    

   must be observed.

· Failure to wear such items could result in a member of staff being sent home and loss of pay incurred.

· Steel toecaps and hi viz tabards are a mandatory requirement.

· There are no exceptions to this requirement.

· The wearing of P.P.E. equipment will undoubtedly help reduce accidents within the work environment.

‘

LONE WORKING

(SWP-11W)

· ENSURE THAT YOUR OFFICE COLLEAGUES ARE ALWAYS SURE OF YOUR WHEREABOUTS

· iF YOU LEAVE THE BUILDING NOTIFY YOUR OFFICE COLLEAGUES FIRST

· KEEP REGULAR VERBAL CONTACT WITH YOUR OFFICE COLLEAGUES
· NEVER ATTEMPT TO USE ANY EQUIPMENT YOU ARE NOT TRAINED TO OPERATE

· NEVER ATTEMPT TO COMPLETE A TASK THAT IS BEYOND YOUR CAPABILITIES

· ENSURE THAT YOU ALWAYS USE THE PROVIDED PPE ( INCLUDING HIGH VIZ VEST )

· ENSURE THAT YOU TAKE YOUR BREAKS AT THE SAME TIME AS YOUR OFFICE COLLEAGUES
· WORK SAFE, STAY SAFE

The stacking of pallets

(swp 12w)
· Always ensure the pallet being used is not damaged in any way
· ensure The forklift blades are spaced sufficiently enough to spread the weight evenly between each blade

· when  stacking  freight on the pallet make sure if possible that the cargo is brick built to lessen the chance  of the pallet collapsing 

· Always make sure the load is safe by securing the freight by using shrink rap or tape  

· never use damaged pallets
· all loaded pallets must be secure before moving off
·  if using racking always load to a height that will fit into the racking safely  

· never stack a pallet in such a way that it could be deemed unstable
the use of knives 
(SWP 13W)
· knives in the WORK environment are an essential tool
· Only knives issued/approved by pRO WINDOW CLEANERS are to be used 
· knives with non retractable blades are DEFINITELY not permitted  

· safety fish knives or blades issued by jw smart must still be used with care
· all knives used within the WORK must be of
     the safety knife type

· any other knives must not be used 
SAFETY RULES FOR 

VISITORS

(SWP-14w)

· ALWAYS ENSURE THAT YOUR VISITORS ARE ESCORTED AT ALL TIMES INCLUDING TO AND FROM the warehouse AREA

· ALWAYS MAKE YOUR VISITORS AWARE OF THE SAFETY REQUIREMENTS PRIOR TO LEAVING THE reception AREA

· ALWAYS DISPLAY YOUR APPROVED PASS AT ALL TIMES AND ENSURE THAT THE VISITORS PASS IS FULLY DISPLAYED

· ALWAYS IF REQUIRED, REPORT TO THE PERSON CONTROLLING THE OPERATION 
· ALWAYS WEAR SAFETY SHOES AND ENSURE THAT THE VISITORS ARE MADE AWARE OF THE APPROPRIATE DANGERS

· ALWAYS ENSURE HI-VIZ VESTS ARE WORN BY ALL PARTIES if required
· ALWAYS ENSURE EAR DEFENDERS ARE OFFERED TO ALL PARTIES AND PROVISIONS OF USE ARE FULLY EXPLAINED

· DO NOT ALLOW ANY PERSON TO TOUCH ANY EQUIPMENT UNLESS TRAINED AND AUTHORISED

· DO NOT ALLOW VISITORS TO WALK AROUND UNLESS ACCOMPANIED 

· ALWAYS THINK SAFETY
SAFETY ASPECTS FOR 

DRIVING

 (SWP-15w)

· ALL STAFF DRIVING IN company vehicles all MUST HOLD A CURRENT DRIVING LICENCE AND APPROPRIATE to the vehicle type


· BEFORE DRIVING EQUIPMENT A PRE - TRIP CHECK MUST BE CARRIED OUT FOR ANY DEFECTS

· DRIVE CAUTIOUSLY AT ALL TIMES AND ADHERE TO SPEED LIMITS

· ENSURE FOOTWEAR IS FREE FROM OIL OR SIMILAR SUBSTANCES TO AVOID RISK OF FEET SLIPPING FROM CONTROLS

· NEVER PARK A VEHICLE IN AN AREA WHICH WILL CAUSE AN OBSTRUCTION TO OTHER VEHICLES OR SERVICES

· ENSURE YOU ARE AWARE OF THE RED ROUTE MARKINGS DURING DESIGNATED PERIODS

· NEVER REVERSE TO OR AWAY FROM objects UNLESS YOU HAVE ASSISTANCE FROM A GUIDE PERSON

· NEVER PARK EQUIPMENT / VEHICLES WITH THEIR ENGINE RUNNING WHILST moving away from the vehicle 

· ALL DEFECTIVE VEHICLES MUST BE REPORTED AND A DO NOT USE LABEL MUST BE ATTACHED TO THE VEHICLE

· ALWAYS ENSURE THAT LOADS ARE SECURE DURING MOVEMENT

FIRE 

(SWP-16w)

· ALL PERSONS MUST SAFELY EVACUATE THE building IMMEDIATELY AND THE DUTY MANAGER / supervisor OR THE PERSON IN CHARGE OF THE OPERATION MUST BE ADVISED IN ORDER THAT HE/SHE CAN TAKE CONTROL OF THE SITUATION

· THEY MUST THEN NOTIFY ALL THE APPROPRIATE SERVICES VIA THE PHONE ( 999 ) giving details of the fire and its location.
· THEY MUST ENSURE THAT FULL DETAILS OF THE LOCATION AND EXTENT OF THE FIRE ARE GIVEN

· ALL STAFF MUST ENSURE THAT THEY REPORT TO THE DUTY MANAGER / supervisor OR PERSON IN CHARGE OF THE OPERATION WHO HAS THE RESPONSIBILITY FOR THE CO-ORDINATION OF THE EVACUATION PROCEDURES AND ROLL CALL

· ALL STAFF MUST ASSEMBLE at the assemble point near the front gate  THEM 

· IF POSSIBLE REMOVE ANY VEHICLES THAT ARE POSITIONED AROUND THE SCENE OF THE FIRE, AS THIS WILL ASSIST THE EMERGENCY SERVICES

· UNDER NO CIRCUMSTANCES MUST STAFF ATTEMPT TO EXTINGUISH A FIRE, NOT UNLESS THEY HAVE THE PROPER EQUIPMENT AND ARE FULLY TRAINED ON HOW TO OPERATE IT

·  UNDER NO CIRCUMSTANCES MUST STAFF re-enter the building until given the all clear by the fire brigade or the person in charge.
BOX VEHICLE LOADING

(SWP-17w)

· EACH wfs DRIVER MUST BE AWARE OF THE VEHICLE MAXIMUM PAYLOADS AND CHECK THE WEIGHT OF EACH PALLET/BIN/FREIGHT/BOX PRIOR TO LOADING 

· THE RESPECTIVE MAXIMUM VEHICLE TOTAL PAYLOAD MUST NOT BE EXCEEDED AND THE WEIGHT OF THE LOAD MUST BE EVENLY DISTRIBUTED 

· ALL DANGEROUS GOOD SHIPMENTS MUST BE MADE SECURE AND SEGREGATED WHERE REQUIRED BEFORE TRANSIT.

· WHERE REQUIRED ORANGE HAZARDOUS BOARDS MUST BE DISPLAYED AND APPROPRIATE DOCUMENTATION CARRIED 

· PLEASE NOTE: WHEN LOADING PALLETS OR BINS THE DRIVER MUST ENSURE THAT THE ROLLERS ARE LOWERED PRIOR TO CLOSURE OF THE BACK DOORS.  

· IF PALLETS OR BINS BECOME STUCK OR TRAPPED THE DRIVER MUST NOT ATTEMPT TO MOVE ANY UNIT WITHOUT ASSISTANCE. 

· IF REQUIRED ASSISTANCE MUST BE OBTAINED FROM OPERATIONS. SAFETY MUST BE PARAMOUNT. 

· BEFORE MOVING ANY VEHICLE THE DRIVER MUST DOUBLE CHECK THAT THE REAR DOORS ARE CLOSED SECURELY. 
    PLEASE NOTE - THE FOLLOWING SAFETY MEASURES MUST 

    BE APPLIED AT ALL TIMES.
· EXTRA CARE MUST BE TAKEN WHEN GAINING ACCESS TO THE VEHICLE. 

· NEVER WALK ON THE ROLLERS WHEN RAISED. 

· THE DRIVER MUST NEVER JUMP OFF THE VEHICLE. 

· ALL APPROPRIATE PERSONAL PROTECTIVE EQUIPMENT MUST BE WORN. 

FINALLY - REPORT ALL VEHICLE DEFECTS IMMEDIATELY
ACCIDENT REPORTING PROCEDURES

(SWP-18w)

· If an accident has resulted in injury, the first step is to assist the injured PERSON(s) – get help from a qualified first aid person.

· If machinery or equipment is still in operation, isolate them immediately without endangering yourself.

· Call the emergency services where necessary.

· Advise your manager and the Health and Safety representative.

· Cordon off the area to stop others approaching the accident site.

· Note down any witness names and take statements if practically possible if the circumstances warrant it.

· Note down any particular details of the accident site, sketch positions of equipment or vehicles involved. Take photographs if possible. If possible preserve the accident scene until a full investigation can be completed.

· Complete an accident/incident report form in all cases, and forward to the health and safety manager, the secretary of the health and safety committee and the local Health and Safety representative.

· Complete the accident reporting book in all cases. If the injured person is unable to do so you should complete it on their behalf.

A COMPETENT PERSON MUST CONDUCT THE REPORT AND INVESTIGATION.

EMERGENCY PROCEDURES

          (SWP-19w)

The first and most important rule is:

STAY CALM AND DO NOT OVER REACT!

In all cases and where possible: MINIMISE ANY LEAKAGE
In the event of finding damaged/leaking Dangerous Goods the following are the basic minimum procedures to be adhered to:

I. Advise your immediate supervisor.

II. Attempt to identify the class of danger and packing group. (If safe to do so).

III. Isolate damaged/leaking PACKAGE (s). (If safe to do so).
IV. Do not touch contents or PACKAGE (s).

V. Notify the DGSA (XXXXXXX) who will advise/attend. 

VI. If contents come into contact with body or clothing -
: 
Wash contaminated area with water.

: Remove contaminated clothing.

     :
Do not eat or smoke.

: 
Keep hands away from eyes/mouth/nose/ears.

: 
Seek medical assistance.

: 
Ensure your name is noted to your supervisor 

  prior to leaving the site.

: duty manager/supervisor should then notify the                              emergency servicies if appropriate.

: Follow company emergency procedures FOR CLEANUP

IF THERE IS ANY DOUBT ABOUT THE SAFETY OF PERSONNEL THE EMERGENCY SERVICES MUST BE CALLED!

HSE REPORTING INJURIES AT WORK

          F2508 RIDDOR REPORTING PROCEDURES

(SWP-20w)













TYRE CHANGING

          (SWP-21w)

· CHECK ALL ELECTRICAL SUPPLYS COMPLY WITH CURRENT SAFETY REGULATIONS.

· CHECK MACHINES ARE CURRENT AND UPTO DATE WITH SERVICING.

· ENSURE ONLY TRAINED STAFF OPERATE EQUIPMENT.

· ALWAYS WEAR PROVIDED PPE.


· ENSURE HOUSE KEEPING IS DONE.

· ENSURE ALL GUARDS PROVIDED ARE IN PLACE.

· ENSURE ALL NONE OPERATING STAFF REMAIN IN THE SAFE AREA.


· ENSURE NON ESSENTIAL STAFF STAY OUT OF THE AREA.


ALWAYS REPORT FAULTS.


WHEEL CHANGING

          (SWP-22w)

· ENSURE VEHICLE IS PARKED ON LEVEL/SAFE GROUND.

· ENSURE CORRECT PPE IS WORN.

· ENSURE. ONLY TRAINED STAFF OPERATE MACHINERY. 

· ENSURE EQUIPMENT IS SERVICABLE AND IN DATE.


· ALWAYS CARRY OUT GENERAL HOUSE KEEPING.

· BEWARE OF TRIP HAZARDS.


· ENSURE HAZARD SIGNS ARE IN PLACE WHEN ON JACKS.

· ALWAYS ENSURE CORRECT JACKING POINTS ARE USED.

NEVER PLACE ANY PART OF BODY UNDER VEHICLE WHEN JACKING.
CAR TRANSPORTER

          (SWP-23w)

· ALL STAFF ON ARRIVAL AT THE SITE MUST REPORT TO THE PERSON RESPONSIBLE FOR SITE SAFETY.

· aLL STAFF MUST BE TRAINED OPERATORS.


· ALWAYS ASK TO SEE THEIR RISK ASSESSMENTS.


· ENSURE YOU BOOK IN AND OUT OF THE SITE EITHER IN WRITING OF VERBALLY.

· ENSURE THAT YOU CARRY JW SMART RISK ASSESSMENTS AT ALL TIMES.  THESE ARE AVAILABLE FROM THE STOREMAN

· DO NOT COMPLY WITH CUSTOMER REQUESTS IF THEY CONTRAVENE JW SMART HEALTH AND SAFETY POLICY. 

· ENSURE THAT THE AREA IS SAFE BEFORE COMENCING LOADING/UNLOADING.

· BEWARE OF THE SAFE WORKING LOAD OF THE VEHICLE.

· TRY TO AVOID PARKING UP HILL WHEN LOADING.

· ENSURE MEMBERS OF THE PUBLIC ARE CLEAR OF THE DANGER ZONE, IF REQUIRED PLACE DANGER SIGNS OUT.


IF IN DOUBT ALWAYS CONSULT MANAGEMENT

WORKING AT CUSTOMER SITES

          (SWP-24w)

· ALL STAFF ON ARRIVAL AT THE SITE MUST REPORT TO THE PERSON RESPONSIBLE FOR SITE SAFETY.

· aLL STAFF SHOULD FAMILIARISE THEMSELVES WITH THE SITE POLICYIES FOR SAFETY AND SECURITY.


· ALWAYS ASK TO SEE THEIR RISK ASSESSMENTS.


· ENSURE YOU BOOK IN AND OUT OF THE SITE EITHER IN WRITING OF VERBALLY.

· ENSURE THAT YOU CARRY JW SMART RISK ASSESSMENTS AT ALL TIMES.  THESE ARE AVAILABLE FROM THE STOREMAN

· DO NOT COMPLY WITH CUSTOMER REQUESTS IF THEY CONTRAVENE JW SMART HEALTH AND SAFETY POLICY. 

· IF IN DOUBT ALWAYS CONSULT MANAGEMENT
Injury to someone else on 


Work premises or otherwise


Involved in an accident





Injury to a non-employee


which requires the person     to be removed from the scene by whatever means 


to hospital for treatment





Minor Injury/Damage to 


Property or a near miss





Injury to an employee or self-employed person





Fatal or specified Major Injury





If Fatal notify Police





                      Notify immediately:


Health & Safety Executive (By Fax or Phone)


Health & Safety Manager


Group Insurance Manager


GM/Line Manager (i.e.: of that area)





Send form F2508 within 10 days to 1, with copies to 2 & 3 above PLUS a copy to the local H&S Manager





Keep a record of the accident/incident in the Accident Book





Obtain information, Names of Witnesses, Conditions etc.,





Investigate the cause of the accident/incident or near miss and implement corrective action





Over THREE-day injury





Complete “ Health & Safety/Accident Investigation Report“ and forward to local H&S Manager





If you are unsure whether or not an accident or incident should be reported to the Health & Safety Executive PLEASE contact the Health & Safety Manager for advice.


Police:					 				 Use local Number


Health & Safety Executive:						 0845-3009923


Group Insurance       					                           use local number





FAILURE TO DECLARE A REPORTABLE ACCIDENT MAY LEAD TO PROSECUTION
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