
INDUCTION INFORMATION AND TRAINING INFORMATION.

Purpose.

To use as an aid for induction information and training and for basic refresher training.

Scope.

It covers all employees from Directors and Management, through to administration staff, operatives and apprentices.
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Induction Information and Basic Refresher Training.

New employees are known to be more likely to have accidents than those who have had time to acknowledge hazards within the workplace. Formal training must take place as part of the induction programme for new starters; this includes any contracted staff and visitors to the workplace (whether they have worked for the company previously or not). 

The key points to be addressed and to be covered: -

· Review and discussion of the policy and how it relates to the new worker.

· Enforcing the safety philosophy of the company.

· Rules and regulations that have a bearing on the work activities (external and internal) such as "method statement" and "safe systems of work".

· Medical and first aid advice, however trivial notification must be, it must be reported to their supervisor and record kept if the incident.

· The supply and provision of personal protective equipment. Its use as a condition of employment.

· Fire and emergency procedures (with respect to leaving the location and work) and seeking advice of the procedures relevant to their workplace.

· Welfare and amenity procedures, with particular respect relevant to their workplace.

· Understanding and arrangement of joint consultation between management and the workers.

· Job specific training.

Policy and Philosophy.

Copies of the company policy must be given to new employees. It will show where they fit into the "family tree" and to whom they are responsible to and who is responsible to them.

The safety philosophy of the company is in all aspects of our business to do all that is practicable to provide a healthy and safe working environment for all that work for us. It is also our policy that equal high standards towards Health and Safety be applied to systems covering projects and schemes undertaken on behalf and for our clients and business partners.

In addition to our policy on health and safety we are also committed to promoting high standards of security, including the identification and care of others who may be effected by our work activities and duties and the prevention of damage to company property or its theft.

An appointed Director has responsibility for Health, Safety and Security to implement our policy and procedures. They will issue advice, guidelines and instructions to ensure, as far as reasonably practicable, that the company's levels of Health, Safety and Security are maintained at the highest level at all times.

Our policies will be achieved by good understanding and compliance with statutory, mandatory and legal requirements, strong safety management and supervision and we will provide such formal training and "on the job" advice and guidance as is both necessary and required.

We should all see our total commitment to Occupational Health, Safety and Security as an integral part of our business for which we are seeking "excellence" and something we should be justly proud.

SUBSTANCE SAFETY AND COSHH.

BEFORE YOU BEGIN.

1. Read the label of all prepared substances.

2. Check the label for classification, Flammable, toxic, corrosive, harmful or irritant.

3. Read the chemical safety data sheets provided, read the COSHH assessment documents. This will assist in your precautions.

4. Read, check and understand the safe systems for working with the substance.

5. Check and inspect the personal protective equipment (PPE) supplied and report any defects, before using or wearing it.

6. Check and find out the appropriate emergency access and exit procedures.

7. Find out where the fire extinguishers are located and are available.

8. Check and find out where the first aid arrangements are located and available.

9. Only use equipment, methods and procedures you have been trained in.

10. If you are unsure, or there is no recorded information available, seek the advice of your supervisor, manager of safety adviser.

WHILST YOU ARE AT WORK.

1. Do not drink, smoke or eat when handling substances.

2. Follow the safety procedures and safe systems of work arrangements.

3. Follow the precautions outlined in the safety data sheets.

4. Never mix the substances unless it is documented to do so.

5. Check the local ventilation, if mechanical local exhaust ventilation (LEV), make sure it functions.

6. Clean up spillage's at once.

7. Notify any seepage from containers to your supervisor.

8. If the substances are flammable, ensure there are no sources of ignition near-by.

9. Report any accidents.

WHEN YOU HAVE COMPLETED.

1. Return any unused substances to approved and controlled areas.

2. Clean all equipment.

3. Remove any waste from the working area and place in suitable identified and marked waster containers.

4. Clean the working area.

5. Check for any sources of ignition.

6. Place all personal protective equipment in the approved and supplied locations.

7. Wash hands before leaving the working environment.

MANUAL HANDLING AND LIFTING.

1. Report any existing back injuries or other situation that might effect your abilities.

2. Review and understand the recommendations for manual handling operations.

3. Assess the weight by lifting one corner.

4. If too big, or too heavy, use mechanical procedures and measures.

5. If too big, or too heavy, seek help.

6. If you are to lift with others, one person should assist the operation.

7. Check the working environment, wet, oily, dust, cold (icy), hot slippery etc.

PROCEDURE.

1. Wear appropriate personal protective equipment.

2. Place yourself in a position that will give you full use of your arms and legs, keep you spine straight and vertical and lift from your legs.

3. Place feet apart, for balance; do not lean to one side.

4. Bend your knees, hold the load close to the body as practicable, lift and straighten from your legs, bringing the load and body vertically progressively.

5. Do not turn the spine, turn your body in a straight line.

6. Lowering and lifting procedures should be in unison to prevent loss of balance and strains.

USEFUL INFORMATION.

· Always use the correct and appropriate equipment for the works in hand.

· Always maintain your balance.

· Check the contents to make sure the load or container does not become unstable and does not give way and that articles or substances do not fall as you move.

· When using two wheeled objects i.e. trolley barrow; ensure you are in the correct position behind the object, check the environment before endeavouring to lean it backwards.

· When moving equipment with four wheels and which may be taller, seek assistance and have someone at both ends ensuring a clear view.

· If an object needs to be moved up or down steps, take hold of it with both hands and test the weight before moving or attempting to move it.

PERSONAL PROTECTIVE EQUIPMENT (PPE).

BEFORE YOU BEGIN.

1. Check the risk assessments to advise what PPE is required and needed for the job in hand.

2. Make sure you have signed for the PPE you are to use and that it is not someone else's.

3. Make sure that the equipment has recognised standards marks i.e. BS kite-mark or European CE marks.

4. Ensure you have received information, instruction and training on the PPE, such as why you are to use it, what you need to use it and how to use it.

5. Make sure it is compatible with other PPE, spectacles or beards etc.

WHILST YOU ARE WORKING.

1. When you use the PPE, it must be well maintained, be suitable for the purpose and for the job in hand, be clean and hygienic (i.e. dusty environments) and fits properly.

2. If the PPE is found to be damaged it must be reported and not used.

3. If it is not working properly it must be replaced.

4. Make sure that when using it, it does not create another hazard.

5. Ensure that others around you are using their own issued PPE properly and not producing other risks.

6. If the equipment to be used alters, make sure the PPE is suitable.

7. If the job alters, make sure the PPE is suitable.

WHEN YOU HAVE COMPLETED.

1. Inspect and replace any parts necessary.

2. Report any defects.

3. Make sure the PPE is suitably cleaned and stored in the appropriate place.

4. Report any PPE that is unsuitable or un-usable.

SAFETY WITH LADDERS.

BEFORE YOU BEGIN.

1. Ensure you have had the training required to do the job safely.

2. Decide if a ladder is the safest method for access.

3. If it is a ladder, make sure it is the correct one and that it can be secured at height.

4. Ensure that you have read the safe working procedures for the work in hand.

5. Before using the ladder/steps/trestles make sure they have:-

· Not been painted (it hides faults).

· No worn or split rungs (it could give way).

· No worn ropes (it could severe).

· No missing rungs (you could overstep).

· Rungs supported by nails or similar fixings (they can break).

· Damaged or missing foot pads or fractures or splits (it could topple).

6. Long enough to extend over any top level working area.

7. The ladder is free from defects, has been checked whilst it is in use.

8. Placed on a level and sound base and secured at height.

9. Positioned at a correct angle - 1 metre out from the building for every four metres in height or an angle of about 75 degrees angle.

WHILST YOU ARE WORKING.

1. Ladders must not mistreated.

2. Only one person to be on the ladder at time.

3. Wear correct footwear, free from grease and dirt deposits.

4. Do not over-reach.

5. Ladders to be secured at height.

6. Do not use a ladder near overhead hazards, electrical cables and cranes etc.

7. Make sure extension ladders overlap satisfactory.

8. Do not climb ladder with materials or tools in your hands; light tools can be carried in pockets or shoulder bag. Heavier equipment should be hoisted to the working platform or area.

9. Access to un-attended ladders should be controlled; members of the public/children and un-authorised persons must not have access.

10. Do not slide down ladders.

11. Safety harnesses to be worn where other methods of preventing falls are not provided.

12. Ladders over three metres long must be secured to the building and/or footed.

WHEN YOU HAVE COMPLETED.

1. When carrying ladders in vehicles they must be secured adequately.

2. When carrying ladders on vehicles they must be secured adequately and if they overhang by more than 1.20 metres they must be clearly marked with warning labels of flags.

3. Report any defects with the ladders, immediately.

4. Defective ladders should be withdrawn from service.

5. Ladders should be stored in a safe and secure location at the end of each working period.

6. The storage are should be: -

· Able to support the ladder along it's entire length.

· Protect the ladder from the elements.

· Have good access to the secure location.

· Provide level support of the ground.

7. Metal ladders should be stored away from corrosive substances and materials such as wet cement and lime.

8. Wood ladders should be stored away from a source of heat.

ELECTRICIANS.       

BEFORE YOU BEGIN.

1. Make sure you have had the training required to do the job in hand and safely.

2. Always wear the protective clothing and equipment provided.

3. Safeguard against sparking hazards by the wearing of overalls and minimise the exposure of bare skin.

4. Make sure you know the location of first aid arrangements.

5. Make sure you know the accident reporting procedures.

6. Make sure your equipment is in safe working order and checked regularly, report any defect to your supervisor.

7. Make sure there is one metre of working space in front of you before working on switchgear and/or control panels.

WHILST YOU ARE WORKING.

1. Stand on low carbon insulating mats when working on switchgear and control panels.

2. Make sure your tools and equipment are appropriately insulated.

3. Do not work on live conductors or electrical equipment. Always make sure the circuit is 'dead' as instructed by your supervisors and as required by the "Electricity at Work Regulations 1989".

4. If it is not practicable and reasonable to make the circuit 'dead', you must follow the "method statements" and "safe systems of work" to minimise the risks from an electrical shock.

5. All electrical equipment should be of an approved standard and suitable for the job in hand.

WHEN YOU HAVE COMPLETED.

1. Report any accidents or incidents to your supervisor.

2. Remove any waste materials and leave the area clean, tidy and safe.

3. Make sure the area is secured before you leave.

4. Make sure that any PPE (personal protective equipment) is suitably cleaned and stored in the appropriate place.

5. Report any PPE that is un-suitable or un-usable.

HEALTH AND SAFETY A SUMMARY OF OBLIGATIONS.

MANAGEMENT OF HEALTH AND SAFETY.

1. Have an arranged and organised approach to health and safety.

2. Assess risks from hazards within the workplace and record the,

3. Ask the safety adviser in your area to help with your requirements

4. Make sure there is a plan for emergency situations i.e. fire drills and practices.

5. Staff must work to safe systems of work and procedures.

6. Staff should know what to do in the event of an accident or incident and how to report it.

7. You must have an accident reporting book and record all accidents.

8. Some accidents and incidents must be reported to the "Health and Safety Executive" under RIDDOR regulations.

9. First aid cover and arrangements must be suitable dependent on the numbers of staff.

10. All staff must be aware of the first aid arrangements and how to reach a first aider.

11. Different provisions are made for pregnant women and nursing mothers.

12. Different provisions are made for young persons.

WORKPLACE HEALTH AND SAFETY.

1. The workplace needs to be assessed to make sure it is a safe and healthy working environment.

2. This covers the environment i.e. temperature, ventilation, lighting and workspace.

3. General safety areas i.e. pedestrian and vehicle routes, physical condition of floors, doors glazing etc.

4. Welfare facilities i.e. toilets, washing areas, eating and drinking, changing areas, rest areas, smoking designated areas and facilities for pregnant women and nursing mothers.

5. Housekeeping arrangements, i.e. maintenance and good repairs, cleaning and waste removal facilities.

WORKING EQUIPMENT.

1. To be suitable for the job in hand.

2. To have suitable and correctly fitted guards.

3. Be well maintained.

4. Making sure that employees have had and received suitable training.

5. Take into account how often the equipment is used and in a good condition.

PERSONAL PROTECTIVE EQUIPMENT (PPE).

1. To be suitable for the job in hand.

2. Supplied when needed and required.

3. Stored properly and suitably.

4. Cleaned and well maintained and replaced when defective.

5. Suitably trained in its use and why it should be used.

MANUAL HANDLING OF LOADS.

1. Assessments to be made and completed of all handling tasks.

2. Safety and control measures to be in place to reduce risks from injury.

3. To be suitable trained to move loads safely.

DISPLAY SCREEN EQUIPMENT (DSE).

1. DSE users to be identified.

2. DSE users must be offered eyesight tests (persons working on DSE equipment for a significant part of their working time).

3. Work station assessments to be completed.

4. Staff must be trained in order to work safely.

Control of Substances Hazardous to Health (COSHH).

1. Assessments to be completed on all articles and substances.

2. All new products must be assessed before use.

3. When PPE is supplied staff must be trained to use products and substances safely with PPE as necessary.

QUESTIONNAIRE.

HEALTH, SAFETY AND WELFARE.
(
(

Yes
No

· Personal Responsibilities.

To take reasonable care of themselves;
(
(

Not to place others at risk from their work actions;
(
(

To co-operate with their employer;
(
(

Not to abuse anything provided for health, safety and


welfare;
(
(
· Communications.

Person on site for with responsibility;
(
(

Immediate supervisor;
(
(

Union representative;
(
(

Location of safety officer;
(
(
· Welfare.

Identify the availability and location of toilets and 


welfare facilities;
(
(

Provided with details of first aid arrangement;
(
(
· Reporting of Accidents.

Outline the accident or dangerous occurrence procedure;
(
(
· Emergency Procedures.


Confirm fire points and assembly locations;
(
(

Location of fire extinguishers;
(
(

Hot work permits, site-specific instructions;
(
(
· Protective Equipment and Clothing.

Confirm the availability, use and issue;
(
(

Describe the replacement procedure;
(
(
· Safety Helmets.


Confirm safety policy;
(
(

Confirm site specific requirements;
(
(
· Safety Neatness.


Confirm site specific requirements;
(
(

Removal procedures;
(
(

Locations of skips;
(
(
· Hazardous Areas.


Confirm location of hazardous areas;
(
(

Confirm procedures for entry, work actions, fragile 



roofs, excavations and plant rooms;
(
(
· Scaffolding & Means of Access.


Stress basic scaffolding safety when incomplete such


as poor access requirements, toe-boards and guard 



rails;
(
(
· Electricity.

Only competent persons to work on;
(
(

Use only 110-volt equipment, unless advised;
(
(

Visually check all equipment;
(
(
· Reporting Defects.


Emphasise the need to report defects;
(
(

Report unsafe acts;
(
(
· Noise.


Explain the need to reduce noise levels from the


environment;
(
(
· Hazardous Substances.


Emphasise the necessity that the user of substances


must be aware of from its use;
(
(

Information must be available i.e. labels on containers


safety data sheets and COSHH record file is available;
(
(
· Tool Box Talks.


Identify the needs for talks as and when required;
(
(
· Safety Information.

Issue employees with safety information and data;
(
(
· Security.


Confirm what, if it exists;
(
(
Employees to acknowledge and sign to confirm they have and are in possession of information and the company safety regulations and COSHH data information and received induction training as indicated as above.

Signed…………………………………………Printed……………………………….

Dated…………………………………………………………………………………...

Grove Services (UK) Limited
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