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UK Legislation 
Work can make a positive contribution to an individual's health and well-being. However, both the physical and mental health of people may be affected if they are exposed to harm whilst at work.

The Health and Safety at Work Act 1974 (HSWA)
Prior to 1974, health and safety consisted of a prescriptive regime based mainly upon the safety of premises and not the individual. The Factories Act, Fire Precautions Act and the Offices, Shops and Railway Premises Act all concentrated on a hardware approach to safety. The Health and Safety at Work Act 1974 (HSWA) saw a move away from the safety of premises (although this is still important) to the safety of the person, both employee and non-employee, whilst at the same time putting the onus for safety on the employer.

Every employer shall make and give effect to such arrangements as are appropriate, having regard to the nature of his activities and the size of his undertaking, for the effective planning, organization, control, monitoring and review of the preventive and protective measures.

Where the employer employs five or more employees, he shall record the arrangements and produce a Health and Safety Policy. 

Section 2:  
Responsibilities of an Employer

Section 2 states that "It shall be the duty of every employer to ensure, so far as is reasonably practicable, the health, safety, and welfare at work of all employees", and in particular that such a duty extends to:

· Provision and maintenance of plant and systems of work that are, so far as is reasonably practicable, safe and without risks to health;

· Arrangements for ensuring, so far as is reasonably practicable, safety and absence of risks to health in connection with the use, handling, storage and transport of articles and substances;

· Provision of such information, instruction, training and supervision as is necessary to ensure, so far as is reasonably practicable, the health and safety at work of his employees;

· So far as is reasonably practicable as regards any place of work under the employer’s control, the maintenance of it in a condition that is safe and without risks to health and the provision and maintenance of means of access to and egress from it that are safe and without such risks;

· Provision and maintenance of a working environment for his employees that is, so far as is reasonably practicable, safe, without risks to health, and adequate as regards facilities and arrangements for their welfare at work.

Section 7:

 Responsibilities of an Employee
“It shall be the duty of every employee at work to take reasonable care for the health and safety of themselves and other persons who may be affected by his/her acts or omissions at work”

And Co-operate with employers or other persons so far as is necessary to enable them to perform their duties or requirements under the Act.

Besides the Health and Safety at Work Act itself, the following apply across the full range of workplaces: 

The Management of Health and Safety at Work Regulations 1999: This requires employers to carry out risk assessments, make arrangements to implement necessary measures, appoint competent people and arrange for appropriate information and training
The Workplace (Health, Safety and Welfare) Regulations 1992: covers a wide range of basic health, safety and welfare issues such as ventilation, heating, lighting, workstations, seating and welfare facilities

Health and Safety (Display Screen Equipment) Regulations 1992: set out requirements for work and visual display units (VDU’s)

Personal Protective Equipment at Work Regulations 1992: require employers to provide appropriate protective clothing and equipment for their employees

Provision and Use of Work Equipment Regulations 1998: require that equipment provided for use at work, including machinery, is safe

Manual Handling Operations Regulations 1992: covers the moving of objects by hand or bodily force

Accident and Incident Reporting
All accidents and near misses must be reported to the Duty Manager/Supervisor and the incident logged in the accident book. 

The accident book is a valuable document that organisations can use to record accident information as part of their management of health and safety. It can be used to record details of injuries from accidents at work that employers are required under the Reporting of Injuries, Diseases, and Dangerous Occurrences Regulations (RIDDOR) to report. 

Reportable Dangerous Occurrences

Dangerous occurrences are certain, specified ‘near-miss’ events (incidents with the potential to cause harm.) Not all such events require reporting. There are 27 categories of dangerous occurrences that are relevant to most workplaces. For example: the collapse, overturning or failure of load-bearing parts of lifts and lifting equipment; plant or equipment coming into contact with overhead power lines; explosions or fires causing work to be stopped for more than 24 hours. The full list can be referred to on the HSE website.

Personal Protective Equipment
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    High visibility vest

   To ensure being seen by everybody,

              especially by drivers of handling vehicles. 
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Gloves

To protect the hands from shards, 

            
 Heat and bruises. 
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Safety shoes

To protect the feet from being crushed by   heavy freight. Also protects the soles from sharp objects e.g. nails.
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Ear Defenders

To protect the ears from damage due to   excessive noise.

The list of available PPE is not exhaustive and it is the responsibility of the employer to supply the necessary PPE for the job function. When PPE is damaged or worn out, it should be replaced as soon as possible, as defective PPE will reduce its capability to protect the employee in the way it was designed to.
Safety Signs
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Housekeeping

Why should we pay attention to housekeeping at work?

Effective housekeeping can eliminate some workplace hazards and help get a job done safely and properly. Poor housekeeping can frequently contribute to accidents by hiding hazards that cause injuries. If the sight of paper, debris, clutter and spills is accepted as normal, then other more serious health and safety hazards may be taken for granted. Housekeeping is not just cleanliness. It includes keeping work areas neat and orderly; maintaining halls and floors free of slip and trip hazards; and removing of waste materials (e.g., paper, cardboard) and other fire hazards from work areas. It also requires paying attention to important details such as the layout of the whole workplace, aisle marking, the adequacy of storage facilities, and maintenance. Good housekeeping is also a basic part of accident and fire prevention. Effective housekeeping is an ongoing operation: it is not a hit-and-miss cleanup done occasionally. Periodic "panic" cleanups are costly and ineffective in reducing accidents. 

What is the purpose of workplace housekeeping?

Poor housekeeping can be a cause of accidents, such as: tripping over loose objects on floors, stairs, and platforms

· being hit by falling objects

· slipping on greasy, wet or dirty surfaces

· striking against projecting, poorly stacked items or misplaced material

· cutting, puncturing, or tearing the skin of hands or other parts of the body on projecting nails, wire or steel strapping

To avoid these hazards, a workplace must "maintain" order throughout a workday. Although this effort requires a great deal of management and planning, the benefits are many. 

Good housekeeping practices
· Safer working environment

· Fewer tripping and slipping accidents

· Improved morale

· Decreased fire hazards

· Reduced exposure to hazardous substances (e.g. dusts, etc)

· Better control of tools and materials

· More efficient equipment cleanup and maintenance

· Better hygienic conditions

· More effective use of space

· Reduced property damage
· Improved productivity 

Human Factors

Human Factors is the study of the interaction between humans and other elements of a system. For example

· People and Equipment

· People and People

· People and Procedures

· People and Environment 

This course introduces awareness to the fundamentals of:

· Human Factors Awareness

· Reducing the risk of Human Factors

· Management of Human Factors

One of the most prevalent types of work-related injuries is musculoskeletal disorders. Work-related musculoskeletal disorders (WRMDs) result in persistent pain, loss of functional capacity and work disability, but their initial diagnosis is difficult because they are mainly based on complaints of pain and other symptoms.

Performance Influencing Factors (PIFs) are the characteristics of the job, the

Individual and the organization that influence human performance. Optimizing
PIFs will reduce the likelihood of all types of human failure. NB. This list is not exhaustive

Person factors

· Physical capability and condition

·  Fatigue
·  Stress/morale

·  Work overload
·  Competence to deal with circumstances

·  Motivation vs. other priorities

Job factors

· Clarity of signs, signals, instructions and other information

·   Difficulty/complexity of task

·  Routine or unusual

·  Divided attention

·  Procedures inadequate or inappropriate

· Preparation for task (e.g. permits, risk assessments, checking)

·  Time available/required

·  Tools appropriate for task

·  Communication, with colleagues, supervision, contractor, other

·  Working environment (noise, heat, space, lighting, ventilation)

Organisation factors

·  Work pressures e.g. production vs. safety

·  Level and nature of supervision / leadership

·  Communication

·  Manning levels

·  Peer pressure

·  Clarity of roles and responsibilities

·  Consequences of failure to follow rules/procedures

·  Effectiveness of organisational learning (learning from experiences)

·  Organisational or safety culture, e.g. everyone breaks the rules
Today’s work environment protects employees through mandatory safety laws such as the Health and Safety at work act 1974 (HASWA) and requires both the employer and employees to maintain a safe working environment.

This is where Human Factors have to be implemented. Understanding them and being aware of how they can affect how you perform your job will have a direct impact on the number of injuries or accidents caused by unsafe behaviour. 

Human Factors within individuals:

1. Complacency

2. Lack of Communication

3. Lack of Knowledge

4. Distractions

5. Lack of Teamwork

6. Fatigue

7. Pressure

8. Lack of Resources

9. Stress

10. Lack of Awareness

11. Norms

12. Lack of Assertiveness 

Complacency:

Complacency is arguably the most common cause to unsafe behaviour.

Defined as “A feeling of contentment or self-satisfaction, especially when coupled with an unawareness of danger, trouble, or controversy” complacency can be seen as over confidence with a routinely performed task. Unsafe practises can start when the daily routine does not change.  

Reducing the risk of Complacency

· Don’t let a routine task lull you into a false sense of security

· Where possible, vary the way a repetitive task is performed

· Expect the unexpected

Lack of Communication

Lack of communication is the failure to transmit, receive or provide sufficient information to complete a task. 

In general, people normally remember what was said at the beginning and the end of a verbal communication, consequently, to start and end with the important parts of the message will reinforce the required points. If the message is of a complex nature then some form of written instruction or checklist would be more effective.

Reducing the risk for Lack of Communication

· Do not assume anything

· Discuss the task to be completed in full

· Do not be afraid to ask questions

· Use all means of communication, verbal, non-verbal written etc

Lack of Knowledge

Lack of Knowledge is the failure to have training, information and/or the ability to perform a task. Organizations have a regulatory and mandatory requirement to ensure their staff are adequately trained.

Reducing the risk for Lack of Knowledge

· Know where to find the operations manuals and processes

· Only operate equipment that you are qualified  to operate

· Operate equipment the way you were trained

· Make informed decisions

· Don not be afraid to ask questions

· Keep current with briefings and updates as they are issued

Distractions

Distractions are an unlimited number of events or conditions that can interrupt the ability for a person to concentrate on a specific task. Anything that can draw your attention away from the task at hand could include:

Mental and/or emotional distractions (situations away from the workplace)

Poor housekeeping (slips, trips and falls)

Technology (the use of mobile phones)

Multitasking

Once distracted, there is a natural tendency, on returning to the task, to believe that we are further ahead than we actually are, therefore there is the potential of missing out certain steps in a process that could be vital to the successful completion of the task.

Reducing the risk for Distractions

· Where possible, keep your mind on the task

· When you have been distracted, backtrack to the last performed step of the process 

Lack of Teamwork

Lack of Teamwork is defined as two or more persons not working together to reach a common goal. For teamwork to be successful all participants should maintain a clear objective and team expectations, communicate, maintain trust and contribute to the task.

Reducing the risk for Lack of Teamwork

· All team members involved with the action plan

· Common understanding

· Encouragement

· Do not allow isolation

Fatigue

Fatigue (also called exhaustion, tiredness, lethargy, languidness, languor, lassitude, and listlessness) is a subjective feeling of tiredness whether mental or physical. There is often a tendency to underestimate the problem and overestimate an individual’s capability to cope with it. The more fatigued you are the higher the chances are of being distracted.

Reducing the risk for Fatigue

· Take breaks

· Sleep and exercise regularly

· Be aware of the symptoms 

· Look for them in yourself and others
Pressure

Pressure, whether external or internal, can be demanding and dictate high level job performance, which can be real or perceived.

Self-induced pressures arise from taking ownership of a situation which was not of their doing. Pressure which influences performance can include, time restraints, insufficient manning levels, inexperienced staff to perform a function, a misconception that meeting service level agreements is more important than safe working practises. 

Reducing the risk for Pressure

· Don’t be afraid to voice your concerns

· Stop and assess the situation to find solutions

Lack of Resources

Lack of Resources to complete a task can range from equipment to manpower. A lack of adequate resources can affect the ability to complete the task because of the lack of supply and support. Low quality resources can also have an adverse effect.

Reducing the risk for Lack of Resources

· Pre-plan adequate resources

· Where possible, amalgamate resources

· Don’t be afraid to ask for help

· Ensure the proper equipment is used

Stress

Stress can be a mental, emotional or physical reaction to a situation. Stress can be acute or chronic. 

Acute stress can relate to the demands of a current situation, for example, a sudden build-up of customers waiting to be served or an inordinate amount of telephone calls to answer, whereas Chronic stress can relate to long term demands, an example most people might have experienced if they have ever been through the house selling and buying process, or divorce. 

Reducing the risk for Stress

· Be aware of how stress can affect your work

· Determine whether there is a more rational course of action

· Take a break and take a breath

· Discuss your problems

· Get enough sleep and exercise

Lack of Awareness

A lack of awareness is being oblivious to what is going on around you, failure to recognize potentially unsafe conditions and not being aware of what may result from the unsafe conditions.

Reducing the risk for Lack of Awareness

· Be aware of your surroundings

· Think ahead

· Know the consequences of your actions

Norms

Norms can be unwritten behaviours, adopted and followed by an organization or group, and can be positive or negative.

A positive norm might be using a set of agreed hand-signals to a reversing truck driver as they reverse onto a loading bay and paying full attention to the process until its completion.

A negative norm would be casually waving an arm at the reversing truck driver and not paying full attention and the vehicle stopping abruptly as it reverses into the loading bay, possibly causing structural damage or worse, human injury.

Negative norms have the greatest impact on a safe operation. Following “tribal knowledge” is not the same as following a set of standard operating procedures.

Reducing the risk of Norms

· Follow the standard operating procedures

· Do not take short cuts

Lack of Assertiveness

The definition of Assertiveness is “a form of behavior characterized by a confident declaration or affirmation of a statement without need of proof; this affirms the person's rights or point of view without either aggressively threatening the rights of another or submissively permitting another to ignore or deny one's rights or point of view”

Being assertive is not the same as being aggressive, which is negative and unproductive.

Lack of Assertiveness can be the failure to speak up and voice your concerns about a process, instructions or the unsafe actions of others when you know them to be wrong.

Reducing the risk for Lack of Assertiveness

· Do not be afraid to voice your concerns when you know it is unsafe or wrong

· Do not allow yourself to be convinced into doing something unsafe

· Do not take short cuts

· Maintain safe standards of work practices

Management of Human Factors

Procedures, including method statements, work instructions, permits to work etc, are agreed safe ways of doing things. They usually consist of instructions and related information needed to help carry out tasks safely. Procedures may include step-by-step instructions, checklists, decision aids, diagrams, flow-charts and other types of job aids. 

Problems with procedures are linked to numerous incidents and frequently cited as one of the causes of major accidents. The inadequate management of procedures have not only contributed to disasters such as Bhopal, Piper Alpha, Clapham Junction,BP Oil spillage, Edgware Train Crash but also to fatalities, personal injuries and ill health.  The main causes are too much reliance placed on procedures to control risk, a failure to follow safe working procedures or the use of inadequate procedures.

Operating procedures may not be the best way of controlling hazards, at least not as the sole defence against human error. Human error cannot be eliminated. 

Risk assessment should clearly establish if procedures are an appropriate control measure. The results of the risk assessment should inform development of the procedure.

Consider the links between procedures and competency – they are two sides of the same coin and should support each other e.g. on-the-job competency would include training on key procedures. Procedures do not replace competency.

Have a system for managing procedures – outlining e.g. how to decide which tasks need procedures, how these are developed, comply with and reviewed/updated. Use task analysis methods to inform the content of procedures e.g. walking and talking through the task with users.

Use a format, style and level of detail appropriate to the user, task and consequences of failure.  Fit for purpose - one size does not fit all.  Support compliance with procedures through user involvement and by designing the task, job, environment, equipment, etc.

Injuries: A matter of probabilities

An unsafe act is any personal characteristic or condition that may cause or influence a person to act unsafely. A human factor

Example:

Two employees choose to take a short cut and one raises the other employee up to the first tier of the racking system standing on the forklift tines.

Consider the following:

What could happen?

What could be done to prevent this from happening?

Would you report this?

Would you speak to the employee’s concerned?

A Matter of Probabilities
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Reducing the Risks

Follow the company Standard Operating Procedures and operate equipment how you were trained to operate it. Standard Operating Procedures are developed by combining policies, training and safe working practises.

Be assertive and intervene if you notice unsafe working behaviours or notify your health and safety committee it you notice unsafe working conditions.

Personal Protective Equipment (PPE) is used to protect against dangerous exposure. Hi-viz jackets, safety boots, gloves are just some of the PPE designed to reduce injury and keep staff safe.

Threat and Error Management

Human Factors contribute to unsafe acts and at risk behaviour. Targeting these threats helps to manage the number and the severity of accidents and incidents. This process is commonly referred to as Threat Error Management or TEM. TEM is the ability to recognize and manage risks, hazards or threats in the workplace. The TEM model was developed in conjunction with the  industry.





















Threats

A threat is any condition that makes the task or objective more difficult than it should be and, if not managed, could make the task more dangerous.

Threats may occur which will be completely out of the control of the team and could make the task more difficult. If threats are mismanaged, the outcome may be unsafe. The importance of being able to recognize threats and to manage them enables strategies to be developed and implemented to prevent potential errors. 

Threats 











Strategies

Strategies are the work processes, safe working practices and governmental legislation put in place to manage threats. Procedures and work processes are put in place by the company to keep employees safe whilst performing a given task. Safety comes from following the standard operating procedures. Governmental legislation is put in place to ensure organizations follow the safety code of conduct and the health and safety at work act 1974. Companies failing to follow governmental legislation can and have been heavily fined for non-compliances but also for neglecting health and safety law.

Errors

An error is a mistake made when threats are clearly present, like being lifted up on the tines of a forklift. They can be classed as inactions or not taking action by not following policies or procedures.

Regardless of the error, the effect can be devastating. Once identified and responded to, the likelihood of a mistake happening can be greatly reduced..

The TEM model is to understand error management (detection and response) rather than solely concentrating on incident analysis (causation and commission)

Resist and Resolve

Resist and Resolve are the filters that help us to make choices to prevent an error from happening and to avoid making the same mistake in the future

Resist:

Things that are tangible and intangible and exist before the human enters a situation: For example driving a forklift truck:

Tangible items: warning signs in the warehouse, vehicles governed, seat belts, brakes, reversing sound, horns

Intangible items: initial and recurrent training, policies and procedures, awareness posters

Resolve:

What we as humans bring to this situation, personal choices, common sense, previous training, experience, peer pressure.

Your choice to concentrate on driving safely, follow procedures and training each time you drive a forklift truck because it is the right thing to do.

Manual Handling
The Health and Safety at Work Act 1974, The Management of Health and Safety at Work Regulations 1999 and The Manual Handling Operations Regulations 1992, as amended in 2002, apply to a wide range of manual handling activities, including lifting, lowering, pushing, pulling or carrying. The load may be either inanimate - such as a box or a trolley, or animate - a person or an animal.

The Regulations require employers to:

· Avoid the need for hazardous manual handling, so far as is reasonably practicable;

· Assess the risk of injury from any hazardous manual handling that can’t be avoided; and

· Reduce the risk of injury from hazardous manual handling, so far as is reasonably practicable.
The regulations require employees too:

· Follow appropriate systems of work laid down for their safety;

· Make proper use of equipment provided for their safety;

· Co-operate with their employer on health and safety matters;

· Inform the employer if they identify hazardous handling activities;

· Take care to ensure that their activities do not put others at risk

Mechanical Aids
All manual work involves lifting and handling to some extent. Although mechanical aids/ equipment should be used whenever practicable, much of the work will inevitably continue to be done manually. The risk of injury can be greatly reduced by knowledge and application of correct lifting and handling techniques and by taking a few elementary precautions as listed below:
Manual Handling Task:
Lifting, Lowering, Pushing, Pulling, Twisting, Rolling, Moving, Dragging
Nature of the Load:

Too Heavy, Too Large, Awkward Shape, Too soft to handle, Sharp Edges, Poorly positioned, Chemical hazards, Too hot/cold, Unbalanced

Working Conditions: 
Layout, Lighting, Ceiling Height (such as ULD’s), Location, Distance to move, Gangway widths, Floor condition, Obstructions, Temperature
           
Shrink-wrapping/Securing a load

Take your shrink wrap roll and peel out about a yard of plastic. Squeeze 8 inches (20.3 cm) or so of the end together into a loose rope shape and thread this through and around one corner of the pallet. Wrap around the base of the pallet in the same direction that was begun when you made the fold. Ensure that you wrap the base enough times so that your plastic will not slip off. Wrap that base at least four or five times, being careful to allow the edge of the wrap to go underneath the corners. Pull the roll tightly just before going around each corner. Work your way up from the base so that the bottom boxes are first to be "married" with the pallet. Continue wrapping so that the next layer is joined firmly to the first and so on. Be sure to take as much stretch as possible out of the plastic film while you are wrapping. When the stack is firm, tear the film apart from the roll. 
Manual Handling Common injuries

Strains and sprains to muscles and joints, torn ligaments and tendons, disc trouble and hernias. These are often caused by sudden and awkward movements, e.g. twisting or jerking while lifting, 

or handling heavy loads; they are also caused 

by persons attempting to lift loads beyond their 

Physical capabilities. The muscles of the abdominal 

wall are particularly vulnerable, and excessive 

Strain may lead to ruptures.

Cuts and abrasions from rough surfaces, sharp or jagged edges, splinters, projections, pinch points etc. Protective clothing should be worn; especially leather or PVC gloves to protect the hands

Back injuries are most frequently sustained while lifting and handling manually. They may be the cumulative effect of repeated minor injuries, or the result of an abrupt strain. Stoop lifting should be avoided; it greatly increases the chances of sustaining back injuries. Laboratory tests show that the stresses imposed on a rounded back during stoop lifting is six times that experienced if the trunk is kept erect while bending at the knees.


The risk of injury is reduced by knowledge of

correct lifting techniques and not by attempting 

to lift excessively heavy loads without assistance.

Crushing of limbs, etc. by falling loads, or by fingers, hands or feet becoming trapped by loads.

Correct positioning of hands and feet in relation to the movement of the load is essential. Timber wedges should be used when raising or lowering heavy loads to prevent fingers and hands becoming crushed. Safety shoes will protect the feet. Soles of footwear should also provide a secure grip.

Lifting capacities

The weight that can be lifted by any individual will vary according to personal physique, age, condition and practice, and the techniques employed. Compact loads of up to 25 kg can be safely carried by an average male worker providing the proper techniques are used. The general rule is that the load should not be lifted if it causes a feeling of strain. Assistance should be available if required; an employee must not be required to lift loads beyond his capacity.

Lifting capacity declines with age and an older person may not be capable of lifting the same load as a younger person; although this can be offset by employing a better technique.

Before lifting and handling any load, the following points should be established:

· What has to be moved?

· What does it weigh?

· Can it be safely handled by one person?

· Where is the load’s centre of gravity?

· Does it really have to be moved?

· How far does it have to be moved and from where to where?

· Will assistance be required?

· Can the process that requires it to be moved be changed?

· Can the move be carried out more safely with mechanical assistance?

Suitable protective clothing should be worn. This may include gloves, safety footwear, safety helmets, and special overalls if hot or corrosive substances are to be carried.

Ensure that the lifting and lowering areas

are clear of tripping hazards, and likewise 

check the route over which the load is to 

be carried.

Not all loads need to be carried, of course. 

It may be easiest to roll, slew or push them. 

But assistance might still be required to 

avoid the risk of injury.

Good handling techniques for lifting
There are some simple things to do before and during the lift/carry: 
Remove obstructions from the route. For a long lift, plan to rest the load midway on a table or bench to change grip. Keep the load close to the waist. The load should be kept close to the body for as long as possible while lifting.

Keep the heaviest side of the load next to the body. Adopt a stable position and make sure your feet are apart, with one leg slightly forward to maintain balance

Think before lifting/handling. Plan the lift. Can handling aids be used? Where is the load going to be placed? Will help be needed with the load? Remove obstructions such as discarded wrapping materials. For a long lift, consider resting the load midway on a table or bench to change grip.
Adopt a stable position. The feet should be apart with one leg slightly forward to maintain balance (alongside the load, if it is on the ground). Be prepared to move your feet during the lift to maintain your stability. Avoid tight clothing or unsuitable footwear, which may make this difficult.

Get a good hold. Where possible, the load should be hugged as close as possible to the body. This may be better than gripping it tightly with hands only.

Start in a good posture. At the start of the lift, slight bending of the back, hips and knees is preferable to fully flexing the back (stooping) or fully flexing the hips and knees (squatting).

Don’t flex the back any further while lifting. This can happen if the legs begin to straighten before starting to raise the load.

Keep the load close to the waist. Keep the load close to the body for as long as possible while lifting. Keep the heaviest side of the load next to the body. If a close approach to the load is not possible, try to slide it towards the body before attempting to lift it.

Avoid twisting the back or leaning sideways, especially while the back is bent. Shoulders should be kept level and facing in the same direction as the hips. Turning by moving the feet is better than twisting and lifting at the same time.

Keep the head up when handling. Look ahead, not down at the load, once it has been held securely.

Move smoothly. The load should not be jerked or snatched as this can make it harder to keep control and can increase the risk of injury.

Don’t lift or handle more than can be easily managed. There is a difference between what people can lift and what they can safely lift. If in doubt, seek advice or get help.

Put down, then adjust. If precise positioning of the load is necessary, put it down first, then slide it into the desired position. 

 
Team lifting

When large or awkward weights are involved, 

assistance should be sought. The assistant 

should be of similar height and build, so that 

the raised load does not become unbalanced 

or unevenly distributed.

Co-coordinating team activity is important in 

team lifting. One person should give 

directions during lifting, carrying and 

lowering. Properly designed lifting aids 

will enable some tasks to be performed 

more quickly and easily and also eliminate 

the risk of injury or damage

Safety checklist Manual handling and lifting Preparation

· What is being lifted?

· Where to and how far?

· How many people will be needed to move the load safely?

· Are they all trained in kinetic lifting and handling?

· What methods and equipment will be required?

· Is the required equipment available?

· Would mechanical means be more practical or appropriate?

· Is the lifting and handling area clear of hazards?

· Is the operation part of a routine? If so, could it be more effectively planned and executed?

Lifting and handling

· Is the proper clothing in use?

· Are proper (kinetic) lifting methods being employed?

· Is co-ordination satisfactory in dual and team lifting?

· Is the necessary equipment in use or to hand?

· Are excessively heavy weights being lifted?

· Are loads being deposited or stacked safely and securely?

· Is adequate supervision employed where necessary?

After lifting and handling

· Are any incidents or accidents reported and recorded?

· Where injuries have been sustained, has medical attention been sought?

· Is the damage or loss of equipment etc. recorded?

Guideline Weights for Manual handling Operations.
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Each box in the diagram above shows guideline weights for lifting and lowering.

Observe the activity and compare to the diagram. If the lifter’s hands enter more than one box during the operation, use the smallest weight. Use an in-between weight if the hands are close to a boundary between boxes. If the operation must take place with the hands beyond the boxes, make a more detailed assessment.

The weights assume that the load is readily grasped with both hands.

The operation takes place in reasonable working conditions with the lifter in a stable body position.

Any operation involving more than twice the guideline weights should be rigorously assessed –even for very fit, well-trained individuals working under favorable conditions.

There is no such thing as a completely ‘safe’ manual handling operation. But working within the guidelines will cut the risk and reduce the need for a more detailed assessment.

Work is varied or not closely supervised, make sure they are aware what risks to look for when manual Handling, and what to do about them.
Office Safety
Many hazards which cause thousands of injuries and health problems annually exist in the office.

In addition to the obvious hazards of slippery floors or open file drawers, the modern office may contain hazards such as poor lighting, noise, and poorly designed furniture and equipment.

Leading Types of Disabling Accidents in Offices:
Office workers sustain numerous fractures, dislocations, sprains, strains and contusions annually.

Leading types of disabling office accidents are:
· Slips, Trips and Falls

· Strains and over-exertion

· Struck by or striking against objects

· Caught in or between objects

Common office hazards
· Physical layout and housekeeping

· Entrance/Exit Points

· Fire hazards

· Handling and storage 

· Office furniture

· Electrical equipment

· Office machinery/tools

· Computer Terminals

· Ventilation

· Illumination

· Noise

· Stress

Poor design or poor housekeeping can lead to:

· Crowding,

· Lack of privacy, 

· Slips, trips and falls

Entrance/Exit points
Blocked or improperly planned exit points can lead to injuries as a result of slips, trips, and falls. 

If employees become trapped during an emergency due to improperly maintained exit points, more serious injuries or fatalities can result. 

Exit points, including stairways used for emergency exit, should be free of obstructions and adequately lit. 
Employees must be aware of exits and trained in evacuation procedures.

Fire Hazards
A serious problem associated with office design is the potential for fire hazards.

Offices contain large amounts of combustible materials, such as paper, furniture, and carpeting, which can easily ignite and emit toxic fumes.

· Fire extinguishers and alarms must be conspicuously placed and accessible.

· Store excess paper materials inside cabinets, files, or lockers.

· Use flame retardant materials.

Handling and Storage Hazards
Improper lifting of materials can cause musculoskeletal disorders such as sprains, strains, and inflamed joints.

Office materials that are improperly stored can lead to hazards such as objects falling on workers, poor visibility, and fires.

Some controls to reduce handling and storage hazards include:

· An effective ergonomic control program incorporating employee awareness and training and ergonomic design of work tasks.

· No storage of materials on top of cabinets or in aisles or walkways.

· Heavy objects stored on lower shelves and materials stacked neatly.

· Flammable and combustible materials identified and properly stored.

Office Furniture Hazards
Serious injuries can result from: Defective furniture, Misuse of chairs
desks, or file cabinets and Improper use of ladders and stools

Common Misuses of Chairs
· Do not use as a stool.

· Don’t lean back in an office chair with your feet up.

· Don’t scoot across the floor while sitting in a chair.

Chairs should be properly designed and regularly inspected for missing casters and loose parts.

File cabinets

· Open only one file drawer at a time.

· Do not locate file cabinets close to doorways or in aisles.

· Use drawer handles to close file drawers.

Desks
· Keep desks in good condition - free from sharp edges, nails, etc.

· Ensure that glass-top desks do not have sharp edges.

· Keep desk drawers closed when not in use.

Office Electrical Hazards

Accidents in offices usually occur as a result of:

· Faulty or defective equipment

· Unsafe installation, or

· Misuse of equipment

Equipment must be properly grounded to prevent shock injuries.

A sufficient number of outlets will prevent overloading of circuits.

Poorly maintained or non-approved equipment should not be used.

Cords should not be dragged over nails, hooks, or other sharp objects.

Receptacles must be installed and equipment maintained so that no live electrical parts are exposed.

Office Machinery and Tool Hazards
Office machines with hazardous moving parts, such as electric hole punches and paper shredders can cause lacerations, abrasions and fractures.

Misuse of office tools, such as pens, pencils, paper, letter openers, scissors and staplers can cause cuts, punctures 

and related infections.

Take precautions when using photocopying machines.
· Keep the document cover closed.

· Reduce noise exposure by isolating the machine.

· Have machines serviced routinely.

· Follow the manufacturer’s instructions for troubleshooting.

Machines with nip points or rotating parts must be guarded so that office workers cannot contact the moving parts. Secure machines that tend to move during operation. Avoid wearing long or loose clothing or accessories around machinery with moving parts.

Paper cutters

· Keep blade closed when not in use.

· A guard should be provided and fingers kept clear.

Staplers

· Always use a stapler remover.

· Never test a jammed stapler with your thumb.

Pencils, pens, scissors

· Store sharp objects in a drawer or with the point down.

Health concerns of computer monitors and equipment involve:

· Eye irritation

· Low back, neck, and shoulder pain

· Cumulative trauma disorders, such as carpal tunnel syndrome

· Stress

· Cross contamination of multi use keyboards

Computer Workstation Design
Proper ergonomic design should be tailored to prevent discomfort. 


Setting up your Workstation
· Relation of operator to screen

· Operator’s posture

· Lighting and background

· Keyboard position

· Chair height 

· Document holder

· Screen design, characters and color

· Regular cleaning of all PC equipment

Ventilation
Sources of air pollution in the office include both natural agents (e.g., mould spores) and synthetic chemicals (e.g., cleaning fluids).

An adequate ventilation system which delivers quality indoor air and provides comfortable humidity and temperature is a necessity.

Office machines and ventilation system components should be checked and maintained on a regular basis.

Lighting problems in the office include: 

· Glare

· Eyestrain

· Fatigue

· Double-vision

Poor lighting can be a contributing factor in accidents.

Controls include:

· Regular maintenance of the lighting system

· Light-colored matte finish on walls and ceilings to reduce glare

· Adjustable shades on windows

· Indirect or task lighting

Noise
Noise sources in the office include:

· Printers, and other office machines

· Telephones

· Human voices

High noise can produce tension and stress, as well as damage hearing.

Fire Safety and Evacuation Procedures

The Regulatory Reform
(Fire Safety) Order 2005 
The regulatory reform (fire safety) order 2005 introduced significant changes. As well as simplifying previous legislation, it introduces the need for employers, building owners and occupiers to have a greater understanding of fire safety and nominate a "responsible person" to ensure compliance.

What Are Your Employers Responsibilities?
“It shall be the duty of every employer to ensure so far as reasonably practicable the health safety and welfare at work of all of his employees”.
· Carry out a fire risk assessment

· Prepare an emergency plan

· Ensure adequate means of escape

· Train staff in the action they should take in the event of a fire

· Test and maintain fire safety equipment

· Appoint and train fire marshals
What Are Your Responsibilities As An Employee?
“It shall be the duty of every employee while at work to take reasonable care for the health and safety of themselves and of other persons who may be affected by his/hers acts or omissions at work”.
Contractors and Visitors
· All contractors should be made aware of the fire evacuation plan before commencing work

· All staff should assist visitors in the event of an evacuation

· Companies permanently situated in the building should nominate a responsible person or a fire marshal

· Risk assessments should be made available for anyone to inspect 
Some Of The Most Common Causes Of Fire In The Workplace Are:
· Faulty equipment and electrical cables

· Arson

· Smoking

· Misuse of appliances 

No person shall intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety or welfare in pursuance of any of the relevant statutory provisions (health and safety at work act 1974)








Fire Safety Signs

Fire Extinguishers

Although Fire Extinguishers are coloured Red, Each extinguishers is identified by a colour coded panel on it (see below table for reference)
[image: image3.jpg]The table below shows the main types of hand operated fire extinguishers and the types

of fires they can be used on:

Type of fire. 0, Water Powder
Wood, paper, cardboard,
textiles etc.
Petrol, oil, paints etc. I

Electrical hazards

Vehicle fires





Action to Be Taken Upon Discovering a Fire
· Raise the alarm

· Call the fire brigade 

· Only attempt to extinguish the fire if it is safe to do so

· If in doubt get out

· Evacuate

Action to Be Taken Upon Hearing the Fire Alarm
· Stop what you are doing

· Where practical turn off electrical and gas supplies 

· Close all doors and windows

· Make your way to the nearest but safest emergency exit

· Go to the assembly point
Buildings with Lifts/Elevators
Do not use the lift in buildings where there is a fire because it could take you to the floor where the fire is, the door could open on a smoke filled floor and not close, you could get trapped in the lift, a lift shaft acts like a chimney.  
Assembly Point

Ensure you know the location of your assembly point. If you have been allocated to work in a facility or attending an offsite location that would not normally be your place of work, familiarize yourself with the fire evacuation procedures and the location of the assembly point for that facility. Always ensure in the event of a fire evacuation, you make your way to the assembly point, so you can be accounted for by the responsible person or fire marshal.[image: image4.jpg]
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Fatality





Employee slips and falls when the tines are higher off the ground and is fatally injured





Employee slips and falls when the tines are higher off the ground and breaks an arm





Approx 30


Notable/Serious


Injuries/Damages
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For every 30,000 (approx)


Hazards, Threats, Unsafe Acts or At Risk Behaviours, a fatality occurs





Approx 3000


Near Misses or First Aid incidents





Approx 300 Recordable injuries 


and damage to property





Employee steps onto the tines of the forklift





Employee holds onto the guard rail as the forklift tines are raised





Employee slips and falls when the tines are just off the ground and sprains a wrist
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Weather Conditions





Maintenance





Resource 


Constraints





Time Pressures





System Malfunctions





Late Delivery 





Distractions





New/Inexperienced Staff
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YOUR ASSEMBLY POINT IS:

OPPOSITE RECEPTION LANDSIDE

IN CASE OF FIRE BREAK GLASS

Fire action

Fire Detection

Fire Safety Signs
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