
Safe Working Practices and Procedures

What makes an office unsafe and unhealthy for people?

Answer: Potential Hazards

What does this mean?

Answer: A potential hazard is something about the working environment, equipment or working practices which may cause harm to someone.

Such as?

Many injuries are caused by some of the following:

· Slips or trips
· Falling from a height
· Being struck by a moving or flying object
· Not carrying an object correctly

What should employees do to avoid a potential hazard?

Here are a few ideas:

· Position of filing cabinets away from doors

· Fill cabinets from the bottom to make it more stable

· Do not store heavy items on top of filing cabinets

· Do not stand on chairs – use a stepladder

· Keep liquids away from all computer equipment

· Position desks so that cables will not be trailing

· Report faulty lights

· Keep all chair legs on the floor!!

· Empty wastepaper bins regularly

· Smoke only in authorised areas

· Never prop open or put anything in front of fire doors

· Request desk lighting if necessary

· Pick up dropped objects from the floor

· Mop up spilt liquids

· Training on how to lift and carry materials

· Keep passageways free from obstacles

· Make sure there is adequate heating and lighting



If equipment develops a fault, who is allowed to sort it?

People who have had training and have been authorised to do so.


What should an employee do?

· Switch off electrically operated equipment and pull out the plug

· Put a notice on the equipment telling staff not to use it

· Report the fault to the right person eg Line manager or supervisor

· Complete a Hazard Report Form

· Do not attempt to fix the equipment.



What details are noted on a Hazard Report Form

	Hazard Report Form
Please complete this form and pass it on to your supervisor

	Room No
Description of Hazard



Identify machine 
Reported by
Date
If action taken, please describe



Signature of Supervisor

	C46
When using the computer the monitor began to make a noise and smoke started to make a noise and smoke started to come out of the back of the hard disk drive.
PC11 with the webcam on top of it
Mrs Reid, Teacher
Thursday 6 November 2012
I immediately switched off the computer at the mains socket and removed the plug.  I placed a notice on the monitor stating that it was faulty and should not be used until repaired.




What happens if there is an accident in the workplace?

In every organisation there is a procedure that must be followed when dealing with accidents.  For example, if someone falls on a banana skin and hurts their back or is unconscious, the following procedure must be followed.

· Contact a first-aider – that is someone who is qualified and has taken and gained a certificate in a first-aid course.

· Contact the emergency services – ambulance

· Make sure the injured person remains calm

· Wait with the person until a qualified person arrives

· Complete an Accident Report Form

· Enter the information in an Accident Book

IMPORTANT: 	No employee should attempt to treat a person unless they 
                                  have had first-aid training!!!!

Why is it important to keep a first-aid box?

The Health and Safety Executive advise organisation to have some of the following in their first-aid box.

· A leaflet giving advice on first-aid

· 20 individual adhesive strips

· 2 sterile eye pads

· 6 safety pins

· 1 pair of disposable gloves

· 2 large un-medicated sterile wound dressing

· 4 individually wrapped triangular bandages



Medicines and tablets should not be kept in the first-aid box.

If there has been an accident what forms must I complete?

Answer: An Accident Report Form and Accident Book.






What does as Accident Report Form look like?


	ACCIDENT REPORT FORM

Report of an accident or injury to a person on the organisation’s premises.  This form must be completed in all cases of accident or injury and submitted to your line manager.

	
Name of injured person:
Date of Birth:
Position in the organisation:
Date and Time of accident:
Brief description of accident:


Brief description of activity at that time:


Place of accident:
Details of injury:


First-aid treatment:
(if given)
Was the injured person taken to hospital/doctor?


Name(s) and Positions(s) of person(s) present when accident occurred:





Signature of person reporting the accident:

Name: ____________________________________ Date_____________                                                                      





What does the accident book look like?

Details are usually transferred from the Accident Report Form to the Accident Book which is then filed.


	
ACCIDENT BOOK


	DATE
	NAME
	ADDRESS
	ACCIDENT OR ILLNESS
Action taken:

	
	
	
	








What are the potential hazards when using display screen equipment?


· Eye fatigue

· Headaches

· Body aches and pains

· Repetitive strain injury (pains in fingers, wrists, arms etc due to using the keyboard)

· Stress

What action can be taken to avoid the above health problems?

Problem: eye fatigue and headaches

Action: adjust brightness/contrast buttons on computer

	Clean screen

	Blinds to avoid glare

	Anti-glare filter screen

	Recent eye tests for all operators

	Regular short breaks are taken

	Noise and lighting levels are satisfactory

	Not too warm or cold in the office






Problem: body aches and pains including repetitive strain injury

Action: all of the above

	
Layout of workstation

	Chair is positioned correctly

	Footrests are available

	Wrist rests are available

Problem: stress

	Make sure all staff have been trained how to use the computer

	Make sure the operator does not have too much to do

	Try and vary the operator’s work


Responsibilities of the Employee:

· To take reasonable care of own health and safety and of the health and safety of others
· Co-operate with employer on all health and safety matters eg wear protective clothing
· Do not misuse or interfere with anything provided for the health and safety of employees


Responsibilities of the Employer:

· Ensure safe working conditions
· Ensure all equipment is safe and maintained
· Provide protective clothing if necessary
· [bookmark: _GoBack]Provide information and training on health and safety
