AN INTRODUCTION TO HEALTH AND SAFETY IN 
ABERDEENSHIRE COUNCIL
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SECTION 31 : WORKING FROM HEIGHT

Working at height should be avoided where practicable to do so.  It can be classed as working anywhere off of the ground/floor, for example, using an elephant foot, steps, step ladders, scaffolds, cherry pickers or working in an excavation
Where working at height is an essential part of your work, you must ensure:

(
A risk assessment has been completed and a safe system of work is established

(
The equipment is suitable for the task

(
Properly maintained

(
The footing is firm, level and no loose material is under the equipment

(
Ladders are placed at the correct angle 1:4

(
If ladders are used to gain access they must rise 1 meter above the step off point and the top should be secured.  A second person should be available to steady the ladder and for support should an accident occur

(
You wear the correct PPE for example safety harness, helmet

(
You check for overhead power lines, cables and/or other obstructions

SECTION 32 : WORKING IN/ON/NEAR WATER

Staff, working in, on, over or near water need to be vigilant and take account of the following:

(
A risk assessment has been completed and a safe system of work is 

established

(
Access to the area of the work to be undertaken

(
The hazardous nature of the work

(
The provision of buoyancy aids

(
The provision of grab ropes

(
The need for a rescue vessel

(
The pool safety policy and N.O.P. available
Persons who could be effected by the work

SECTION 33 : WORKING ON YOUR OWN

If you are required to work on your own, ensure you know the establishment procedures, for example, sign in/out, mobile phones, duration etc.

The best way of controlling lone working is through effective communication.  Ensure someone knows where you are and how long you expect to be.  If possible take a mobile phone or other means of communication.

Where key holders, nominated persons are called out to premises out of hours they should NOT ENTER the premises unless they have a back up person present.  This could be the Police, the Fire Service or a member of the public.

In all cases no person should enter any premises where they have reason to believe they may be placing themselves at risk for example, violent persons, fire, smoke, intruders, hazardous chemicals
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SECTION 1 : INTRODUCTION

This booklet is aimed principally at any new employees, whatever their designation, who join Aberdeenshire Council, though it may also be of help to existing employees.
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Whenever any person joins any working organisation as a new employee, regardless of the position or job your employer should arrange for you to undergo an induction procedure

The extent and scope of any induction procedure will depend upon the size and complexity of the employers organisation and the post taken up within it.  This induction procedure should include a section on Health, Safety and Welfare.

This booklet is issued to you as an addition to the Health, Safety and Welfare information you are given during your induction procedure and should be kept by you to read at your leisure and used for reference at any later date.

Other useful information can also be found in the Health & Safety section on Arcaidia by clicking (Home > My Job > Health & Safety)
TELEPHONE NUMBERS

Immediate Line Manager



If unavailable



Health and Safety Unit
01224 664118

Abermed
01224 624314

Environmental Health
North
01261 813277


Central
01467 620981


South
01569 768212

Personal Performance Consultants
0800 282193
(for confidential stress counselling)

SECTION 2 : GENERAL DUTIES

(a)
EMPLOYERS GENERAL DUTIES


It is the duty of every employer to ensure, so far as reasonably practicable the health, safety and welfare at work of all employees.


It is also the duty of every employer to take all reasonable steps to ensure that members of the public, volunteers and any self employed people, who may be affected by what the employer does at work, are not exposed to risks to their health and safety

(b)
DUTIES OF EMPLOYEES


It is the duty of every employee while at work to:-


(
Take reasonable care of him/herself


(
Take reasonable care of other persons who may be affected by what the employee does or omits to do while at work


(
The employee must not recklessly or intentionally interfere with or misuse anything that is provided in the interests of health, safety and welfare


(
The employee must co-operate with the employer in matters of health and safety
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You can see from reading this section that both the employer and the employee have legally binding responsibilities regarding health and welfare.

(c)
COMPETENT SAFETY ADVICE

It is the right of every employee to have access to competent safety advice.  This is obtainable from the Health and Safety Unit in Personnel - Telephone No. 01224 664118.
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SECTION 30 : WORK EQUIPMENT
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Your employer will almost certainly provide you with specific tools or equipment so that you can do your job e.g. a gardener may use a mower, a strimmer and several other handtools; office workers use display screen equipment and office furniture, others use vehicles and heavy  machines.
You should not use any equipment that could present a hazard unless you have received sufficient information, instruction and training to ensure that you are competent in its use.

You are not required to use faulty or unsafe equipment and it is your employers duty to ensure, as far as possible that the equipment/machinery you use is well maintained and is safe and without risks to you or anyone else.

If a fault develops you should:

(
Switch off the equipment/machinery and isolate it from it’s power source if it is safe to do so

(
Label/mark the equipment as faulty

(
Report the fault to your supervisor/manager as soon as possible

Do not use the equipment, (or allow others to use it) until it has been repaired and you are told by your supervisor that it is safe to do so

For noisy/vibrating equipment see section number 23 – Noise/Vibration
SECTION  29: VIOLENCE / STRESS

The terms “violence” and “harassment” covers verbal, physical or psychological abuse and it’s not limited to abuse by members of the public but also any such abuse inflicted by any member of staff whatever their status.

	No-one is required or expected to put up with abuse.  It is the employers responsibility to put in place arrangements for, (as far as practicable), preventing such abuse, violence or intimidation occurring, where such intimidation does occur your employer must report such intimation via the line management structure and take reasonable steps to prevent the reoccurrence of such intimidation.
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Aberdeenshire Council has developed three policies which are entitled “Dignity Of The Individual At Work”, “Violence At Work” and “Stress”.  These policies set out the training required in avoidance or control of antisocial behaviour and the procedures to follow if any employee believes they are being subjected to harassment, bullying or abuse either verbal or physical.

Incidents of abuse of any kind whether verbal, physical or psychological should be reported in accordance with the above mentioned policies.
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Incidents of physical assault or threat of physical assault should be reported to the police.

Any injury caused by violence must be reported on the Council’s Accident & Incident Reporting Database, which is available on Arcadia
Individuals have different levels of threshold to violence and stress.  In order to avoid violent situations arising consider the following:

· Consult the Council Policies and your  establishment procedure

· Try to avoid one-to-one situations where the risk of violence is deemed high
· Be aware of body language – yours and others

Where risk assessment highlights the need for training, employees may attend CALM (Crisis and Aggression Limitation Management) – a recognised physical restraint course.  This will be accompanied by policies and procedures for employees.

Where employees have encountered a violent incident or are suffering stress, alcohol or drug problems or family problems they are invited to consult Personal Performance Consultants for confidential advice/counselling.  Tel. 0800 282193.
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SECTION 3 : SAFETY POLICY

All employers, who employ five (5) or more people, are required by law to produce a written ‘Safety Policy’.

The employer also has a duty to ensure that every employee is made aware of those parts of the Safety Policy which affect you as an employee.
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For simplicity what normally happens is that each employee, upon induction into the organisation, is either given a copy of the safety policy (or the parts affecting them) or the safety policy is displayed prominently at the place of work and the employees informed where it can be seen.  New employees are asked to read and sign the safety policy.

The Aberdeenshire Council Safety Policy and your Service Safety Policy should be given to you at your induction.

Aberdeenshire Council is a large and complex organisation comprising of several different services, departments or sections covering many different activities.  Each service/department must have its own written Safety Policy, which you must also see.
If you have not received copies or do not know where they can be obtained, you should ask your line manager (that is your immediate supervisor or manager) to give you a copy, or tell you where you can gain free access to the relevant safety policies without restriction.

All Aberdeenshire staff who manage or control the activities of staff, clients,  patrons, children or volunteers under instruction by Aberdeenshire Council may be seen as responsible for the safety of these persons under Health & Safety Law.

SECTION 4 : ACCIDENT REPORTING
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While we try to do all that is reasonably practicable to prevent accidents they do occur from time to time.

If you or any person in your charge (including a member of the public) has an accident and suffers an injury you must report that fact to your supervisor/line manager as soon as possible and complete the relevant forms onto the Accident and Incident Reporting Database, which is available on Arcadia
ACCIDENT/INCIDENT CLASSIFICATIONS
(
Minor Injuries - Minor injuries sustained by staff or third parties
(
Major Injuries, Over 3-day Injuries & Dangerous Occurrences - Where there is an accident connected with work i.e. associated with a work activity, or relating to the failure of Aberdeenshire Council’s equipment, staff, management systems or indeed the organisation itself

(
Violence - Violence incidents which result in a major injury, should be recorded in the same manner as major injuries


Other violent incidents such as verbal threats, should be recorded on an incident form

(
Near Misses - Where an incident does not result in a reportable injury but had the potential to do so, this should be recorded, unless this is classed as a Dangerous Occurrence

(
Accident Investigation - Your line manager must then ensure that the accident is investigated and that the appropriate reports are completed and properly distributed.


IT IS ALWAYS THE LINE MANAGER’S RESPONSIBILITY TO INVESTIGATE THE ACCIDENT (INITIALLY) AND COMPLETE AND SIGN THE ACCIDENT REPORT FORM - NOT THE INJURED PERSON.

Your line manager/first aider has received instructions in respect of completion and distribution of the forms.  Failure to report accidents is a serious matter so if any injury is involved - always report it.

Further advice/information can be obtained from the Council’s Health and Safety Unit by telephoning 01224 664118 or by accessing the Health and Safety Information database available on Arcadia.
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SECTION 28 : THE WORKPLACE

The employer is required, by law, to ensure – as far as reasonably practicable that the workplace is safe and without risks to health.
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The term “Workplace” is too wide ranging a term to explain it in detail in this booklet but it does cover such places as shops, offices, factories, workshops, warehouses temporary worksites.

Some of the things that the employer must provide are:-

(
Adequate lighting, heating, ventilation (for indoor workplaces)

(
Safe access/egress (pedestrians and vehicle traffic)
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Freedom from slipping/tripping hazards
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It must be clean

(
Facilities to rest/eat meals

(
Drinking water

(
Adequate toilets/washing facilities

This list is not exhaustive.

Employees have a duty to report to their supervisor/manager any faulty or unsafe conditions, equipment, systems or anything else that could affect the health, safety and welfare of themselves and others – including any self employed persons, members of the public or anyone else.
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Aberdeenshire operates a Clean Air Policy which means that smoking is NOT permitted in Aberdeenshire Council premises and vehicles owned by the Council.  This rule includes the self employed, contractors, members of the public and any other third parties.

  “NO SMOKING SIGNS MUST BE OBEYED.”
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SECTION 27 – STAFF TRAINING
Staff must be competent to undertake the duties identified in their job description.

When you start a new job your line manager should place you on an induction programme which should provide you with the information and skills required to do your job

Where an employee considers they need further training they should inform their line manager

Staff will be offered the chance of further training under the staff ‘Employee Development & Review Scheme’ (EDRS) these meetings are held annually by your line manager

Aberdeenshire’s Council Training Unit is located at:

Woodhill House Annexe
Woodhill House
Westburn Road
Aberdeen

Telephone Number – 01224 665724
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SECTION 5 : ANIMALS

Animals are not normally permitted in Aberdeenshire Council premises unless under special circumstances for example, guide dogs, school projects, dogs obedience classes, etc.  This is because animals can present varying risks to employees.

Where stray animals enter the work area staff should follow the procedure laid out below;

· If safe to do so remove the animal

· If the animal is aggressive try to confine it in a particular area, insuring all other persons have vacated the area.   Do Not Put Your Self at Risk

· If this is not possible evacuate the area and phone Environmental Health

· Phone
North:  
01261 813277

Central:
01467 620981


South:
01569 768212

If, as part of your duties, you are required to visit non-Aberdeenshire Council premises and animals are likely to be present where you consider yourself at risk, you should request that the animal/s be confined to a separate area for the duration of your visit.  If the occupier refuses then you should leave the premises and report the matter to you line manager.

SECTION 6:   building / HOUSe / SITE SeCURITY

It is important that building security procedures are adhered to at all times.  A risk assessment of your premises will have been carried out and security procedures will be in place.  Ensure you familiarise yourself with these procedures.

As a general rule:

· There should be as few unsupervised entrances into the premises as possible

· Fire exists should not be used as a means of entrance / exit and should not be wedged open
· Staff are advised to challenge unknown or unaccompanied persons as to their business on the premises
· Staff should check visiting trade persons have ID badges

· All flammable stores should be kept closed / locked

· Where necessary all site/work areas should be adequately fenced dependant on the risk

· All hazardous equipment must be kept isolated, preferably “locked off” when not attended

· Bins should be stored away from the building and preferably padlocked

· Cash should be kept in a locked cabinet / drawer / safe

· Valuable equipment should be kept in a locked cupboard when not in use

(
Where key holders, nominated persons are called out to premises out of hours they should NOT ENTER the premises unless they have a back up person present.  This could be the Police, the Fire Service or a member of the public.

(
In all cases no person should enter any premises where they have reason to believe they may be placing themselves at risk for example, violent persons, fire, smoke, intruders, hazardous chemicals

[image: image21.emf]

[image: image22.emf]


SECTION 26: REPORTING YOUR HEALTH, SAFETY AND WELFARE CONCERNS

All concerns in respect of health, safety and welfare in your workplace should be reported to the management of your workplace.

As an employee at work you have a duty to report to your management any:
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(
unsafe conditions in your workplace that could affect anyone including third parties

(
unsafe or faulty equipment or machinery

(
occurrences that resulted in injuries to persons, damage to equipment, to the fabric of the building or workplace

(
occurrences that could have (but didn’t) result in injuries to persons, damage to equipment, to the fabric of the building or workplace

(
Personal health matters which might affect your ability to do your job

You also have the right to bring your health, safety and welfare concerns to the attention of your workplace line management.

Your line management have a duty to look into your health, safety and welfare concerns in a serious and constructive way.  This does not mean that the employer must always implement what you consider is required but your concerns must be investigated.

Another means of raising health, safety and welfare concerns is, providing the employee is a member of a recognised union liaising your concerns, with their union’s health and safety representative or speaking with Aberdeenshire Health and Safety Section – Telephone No: 01224 664118.


SECTION 25 : PRACTICAL JOKERS

DON’T INDULGE IN PRACTICAL JOKES OR “HORSE PLAY”!!

[image: image24.wmf]Practical jokers are a menace and a danger to everyone.  People have been killed or seriously injured by stupid jokes.

Not only will any perpetrators find themselves facing disciplinary action by the Council but any individual could find themselves liable to prosecution or a civil action for damages or both if as a result of their actions there is injury to persons (either employees or third parties) or damage to property
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SECTION 7 : CONFINED SPACES

A confined space is one which is substantially, but not necessarily fully, enclosed, creating conditions which may give rise to an emergency situation.  A work area does not necessarily have to be roofed e.g. an open-topped tank over shoulder-height in depth, to be considered a confined space.

Examples of confined spaces include, but are not limited to the following: -

(
Rooms/Cellars/Compartments/ Foundations within Buildings

(
Septic Tanks/ Drains

(
Pits/Trenches/Graves
(
Chimney Breasts

Upon identification of a confined space, the hazards relating to it must also be identified, and risk assessments compiled as required by the Confined Spaces Regulations 1997.

From these risk assessments, entry requirements, safe systems of work and instructions are to be devised and must be adhered to.  Consideration must be given to the following: - 

(
Training

(
Permits to Work

(
Preventing unauthorised entry

(
Lighting and Ventilation

(
COSHH information for substances involved

(
Gas Testing

(
PPE (Personal Protective Equipment)/ RPE (Respiratory Protective Equipment)

(
Minimum number of persons in attendance for tasks to be carried out safely

(
Communications

(
Rescue Equipment

(
Emergency Procedures

As always, ensure you familiarise yourself with your establishment procedures.


 SECTION 8 : CONSULTATION WITH EMPLOYEES

All employers must consult their employees on any matters to do with their health and safety at work whether or not the employees are members of a recognised trade union.
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Where trade unions are recognised as is the case within Aberdeenshire Council, consultation takes place with the union appointed Safety Representative.

Union representatives may represent group of employees who are non-union members where agreed with the employer.

Employees not in groups covered by trade union safety reps must be consulted.

In this case the employer decides whether to consult directly with employees or through representatives elected by the employees called “Representatives of Safety”.

As explained in Section 26 your health and safety concerns can be raised through your safety representatives or directly to your line manager.
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SECTION 24: PERSONAL PROTECTIVE EQUIPMENT

As stated in earlier sections of this booklet your employer is required to carry out risk assessments, to identify any hazards and put in place measures to illuminate or control these hazards.
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If the hazards cannot be controlled in any other way – and only if they cannot be controlled in any other way – it may be necessary to issue you with Personal Protective Equipment (PPE).  Such PPE might for example consist of or include some of the following:

(
Gloves/aprons

(
Masks/Respirators

(
Safety boots/Shoes

(
Safety Helmets

(
Other equipment as required
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It is the employers responsibility to ensure that the PPE selected and issued is the correct type, that it fits you and that you are instructed in its correct use.  Your employer is responsible for making sure that the PPE is properly maintained and that it is replaced as/when necessary.  You the employee are responsible for using the PPE as and when necessary, for taking good care of it and for not misusing it.  You are also responsible for reporting any defects or malfunctions of your PPE.

NOTE

Overalls, that are simply required to keep your other clothes clean, are not classified as PPE.


SECTION 23 : NOISE : VIBRATION

Power tools have been assessed for vibration levels

(
Green
1-3 points
15 minutes use

(
Amber
4 – 11 points
15 minutes use

(
Red
12+ points
15 minutes use

Operatives can work to an absolute maximum of 400 points in a day but should limit vibration exposure where practicable.
Never exceed 400 points in a day and always keep a tally of your points total.
Inform your line manager if you suspect you could exceed 400 points while carrying out your daily tasks.
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section 9 : DEALING WITH THE PUBLIC

COMMUNICATION WITH CUSTOMERS
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Some customers can be rude and difficult but you must remain calm and correct in the face of provocation.  You should deal with customers politely but, where necessary, firmly, especially in situations where Health and Safety might be at risk.  Creating the right image and atmosphere may simply involve a smile or friendly greeting.

Remember that many barriers to communication exist.  The customer with whom you are trying to communicate with may have a hearing or sight impediment or may not speak English as their first 
language.

DEALING WITH COMPLAINTS
When dealing with complaints:

1.
Always listen carefully to the customer

2.
Record his/her name, address

3.
Record the nature of their complaint

4.
Try to rectify the situation immediately

CONTRACTORS
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1.
Management should provide information about any particular hazard that the workmen may encounter

2.
Customers may need to be excluded from certain areas or given specific safety instructions 
3.
Information/warning signs should be posted where necessary

4.
It is also the duty of contractors to ensure that they work safely and do not put you at risk

SECTION 10 : DISPLAY SCREEN EQUIPMENT

As a rough guide, employees who use display screen equipment (computer screens and the like) continuously for an hour or more per day averaged over their working week are termed ‘users’.  
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The Council is under a legal obligation to subject the display screen equipment workstations to a formal written assessment which will include advice and instruction to each ‘person’ on posture and how to arrange their workstation so as to avoid strain.  These assessments must only be carried out by trained assessors

Each individual assessment remains valid until such time as there is any significant change in the workstation; for example:

(
Changing the user/operator.

(
Changing the equipment or furniture.

(
Re-orientating or changing the position of the workstation.

(
Changes in the working environment etc.

(
Where an operator raises a complaint as to the workstation

Or any other change which may adversely affect the health or safety of the ‘user’.  If any of the above changes occur then the workstation assessment must be done again.

It is important that you report any faulty equipment or problems with the software to your immediate supervisor/manager as soon as you become aware of the fault.  The term ‘equipment’ covers not only the display screen equipment but all other equipment, furniture or machinery you use.

Should any person who uses display screen equipment experience any physical problems they should be reported to the supervisor/manager as soon as possible.
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All identified ‘users’ of display screen are all entitled to free eye examinations and sight tests. If such tests reveal the need for the ‘user’ to wear corrective lenses specifically for DISPLAY SCREEN EQUIPMENT there is a scheme of financial assistance to a limit of £50 available from the Council.
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For further information, check the Health and Safety Information database or Phone 01224 664118.

SECTION 23 : NOISE/VIBRATION

NOISE

Exposure to high noise levels can cause incurable hearing damage.  For this reason, Aberdeenshire Council has assessed areas where noise is likely to cause problems as required by the Control of Noise at Work Regulations 2005
Programmes to prevent hearing damage will only work where there is co-operation between employer and employee.  To meet the requirements of the regulations you will need to:
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Wear ear protection provided to you whenever you are in places which display this sign

· Be aware of any equipment, which displays this sign requires you to wear hearing protection

· Maintain your hearing protection to ensure it is effective

· Report any hearing protection faults to your supervisor

VIBRATION

Regular and frequent exposure to high levels of vibration can lead to permanent injury known as ‘Hand Arm Vibration Syndrome’ (HAVS).  Its best  known syndrome is ‘Vibration Induced White Finger’.  This is most likely when contact with a vibrating tool or process is a regular part of your job and may result in the loss of the ability to grip properly.

As with noise, programmes for prevention will only work where there is co-operation between employer and employee.

Aberdeenshire Council have undertaken vibration surveys, which have resulted in time limits being placed upon vibrating equipment.

In general:

(
If you feel tingling after working with a vibrating tool after only 5 –10 minutes, stop and report this to your line manager

(
Keeps your hands warm, exercise your fingers frequently to ensure good blood circulation

(
Ensure you grip tools properly so as not to increase the vibration levels you receive

(
Use other plant and equipment as an alternative to prevent excessive hand arm vibration exposure
SECTION 22 : NEEDLE STICK INJURIES 
(HYPODERMIC SYRINGES AND NEEDLES)
The risk of infection from discarded needles (Aids, Hepatitis and other infections)

	


	has prompted the need for a procedure for the handling and disposal of discarded hypodermic syringes found upon Aberdeenshire Council premises


The following procedure should be adopted:

	1.
Special containers (as used in hospitals - “CINBIN” should be provided to safely contain any such items found prior to disposal.

2.
When a syringe or needle is discovered the finder should isolate the area and phone Environmental Health (phone numbers are on page 1).  If the area must be cleared you should put on a pair of rubber or plastic gloves, then pick up the syringe/needle using a pair of pliers if available if not lift the syringe by the body avoiding the sharp needle end and place the syringe/needle in a “CINBIN”.
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3.
In the event that anyone should suffer a scratch or penetration of the skin

	
they should be sent to their own doctor inside a maximum of 12 hours of the incident with the appropriate information regarding the incident


If pricked by a needle – bleed the area surrounding the puncture by squeezing – never suck the punctured area

4.
To dispose of these containers line management should be contacted to arrange for collection and incineration.
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SECTION 11 : DRIVING

It has been estimated that a third of all road traffic accidents involve somebody who is at work.  Health and safety law applies to on-the-road work activities and the risks to employees should be effectively managed within a health and safety management system.

If you are required to drive as part of your duties, your line manager will have carried out an assessment of the risks and specific controls will be in place.

You should hold a relevant valid driving licence for driving private cars.  Where you are required to drive specific use vehicles you must have the relevant training and certificates.

In general, if you have to drive:

(
Plan your journey ahead and give yourself plenty of time

(
Ensure you obey all road traffic legislation, be careful of your speed

(
Be aware of road conditions, are they good? wet? icy? Drive accordingly

(
Ensure any equipment you  require to take with you is secure and will not cause a hazard in the event of sudden braking or an accident

(
Be aware of the establishment procedure to follow in the event of breakdown

(
Do not drive if you are feeling tired.  If you become tired, open your window and stop at the next parking place.  Get out of the car, stretch your legs and  if possible have a drink of tea/coffee.  Tiredness accounts for many road accidents.

(
Check all vehicle fluid levels are topped up regularly, e.g. oil, washer fluid.

(
Check tyres, lights and wheel fixings especially before setting off on long journeys. Tyres should be checked when cold.

(
Be aware of any height restrictions on your vehicle and check bridge/ tunnel restrictions in advance.

(
All employees who use hands free mobile phones may receive brief incoming calls only or use them in an emergency.  No other use is acceptable

(
Ensure any mobile phone in the vehicle (not hands free) is turned off when they are driving; unless there is a passenger who is competent to answer (or make) a call without distracting the driver in any way

(
Transfer phones to the recall service available on all sets issued by the Council

(
Ensure employees only deal with calls when parked in a safe location and/or on a rest break

Aberdeenshire Council is responsible for ensuring Council vehicles are properly maintained and fit for road use
Where private vehicles are used for at-work activities, the employee must ensure the vehicle is insured for business use, has a valid MOT, is properly maintained.

Where staff are involved in transporting children they must ensure the right child restraint must be used and they are made aware they may not carry children as passengers just in seatbelts
SECTION 12 : ELECTRICITY/ELECTRICAL SYSTEMS
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Everyone uses electricity on a day-to-day minute by minute basis.  We are so familiar with it that we take it for granted and sometimes forget that it can cause a great deal of harm.

Faulty electrical appliances and badly installed/poorly maintained systems cause electric shocks and burns to persons and also cause fires.

An employer is required by law to inspect and maintain the portable/transportable appliances and electrical systems that are the property of the employer and to keep records.

Only competent persons are allowed to carry out inspection maintenance or repair of electrical appliances and systems.
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If you have been instructed in the correct way to connect an electrical plug to a cable including the significance of the colour coding of the wires and how to properly secure the wires and the cables insulating cover inside the plug then you are deemed competent to do that task - BUT YOU WOULD NOT BE DEEMED COMPETENT TO CARRY OUT ANY MORE EXTENSIVE REPAIRS OR MAINTENANCE UNLESS YOU ARE A QUALIFIED ELECTRICIAN/TECHNICIAN.

Similarly, if you have been shown how to carry out a simple visual (look and report) inspection of an electrical appliance you are deemed a competent person to carry out the task - BUT YOU WOULD NOT BE COMPETENT TO CARRY OUT A FULL ELECTRICAL TEST OF THAT APPLIANCE.

It is however necessary for your own protection to avoid using faulty or badly maintained electrical appliances whoever the owner is.  These are some of the things you should look out for:-

(
badly frayed wires/flex

(
badly connected plugs, where bare wires show or where the cable insulation covering has not been taken inside the plug

(
cracked or perished cable insulation

(
lamps or lights which flicker or which don’t come on when switched on appliances emmitting a discernible uncharacteristic hum or noise

(
overheating cables

(
too many appliances plugged into one socket
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SECTION 21 : MEDICATION/HEALTH

Employees need to be aware that certain medical conditions might affect their ability to do their job safely for example

(
Diabietes

(
Epilepsy

(
Certain medication

(
Pregnancy

(
Back injuries

Where you have difficulty in doing your normal job or your GP advises you, you should inform your line manager.  The manager wil undertake a risk assessment to determine any significant hazards and identify suitable controls/procedures
When you have been off work for a long time with a serious incident your line manager may want to complete a return to work risk assessment to assist you in a phased return to your duties

SECTION 20 : LIFTING, MOVING AND CARRYING
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Every employer has a duty to carry out an assessment of any significant lifting, moving and carrying (i.e. manual handling) tasks their employees undertake in the course of their work.

Employees whose job entails lifting moving and carrying tasks regularly should be provided with instruction and training in safe lifting/moving techniques.  Some staff whose job requires them to lift and move people will be provided with the specialised training for such tasks.

This type of training should take place as soon as possible after an employee joins Aberdeenshire Council as possible.

People who have not received proper training should not attempt significant, manual handling tasks.  Never attempt to lift/move any object which may cause you injury even if it is just a ‘One-off-Task’.  Seek the advice of your line manager.
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SECTION 12 : ELECTRICITY/ELECTRICAL SYSTEMS

(
cables trailed across floors and walkways (tripping hazard)

(
cables hidden beneath carpets (fire hazard)

If you see or become aware of any faulty electrical appliances or parts of a system:-

(
DO NOT- use that appliance or system

(
DO – label the appliance or system as faulty

(
DO - report the fault to your line manager or client (whoever is the owner)

Aberdeenshire Council’s policy on testing portable/transportable appliances specifies that appliances should be tested to the Council schedule.  If there are any appliances with test date outside this timescale report it to your Line Manager.
SECTION 13  : EXCAVATIONS 

Prior to Excavations, a risk assessment must be undertaken.  Points to remember are:

(
Underground services

(
Unstable walls

(
Unstable buildings

(
Unstable ground

(
The need for shoring

(
The need to batter back the ground

(
Risk from children/ animals on site

(
Overhead risk to  machinery (cables, trees, archways)

(
Need for fencing (identify the type required)

(
Ensure the excavation is covered at night

Employees must ensure they obey all safe systems / permits-to-work and ensure they wear the correct personal protective equipment at all times.

(
Ensure adequate lighting

(
Ensure adequate signage
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SECTION 19 : HYGIENE IN FOOD HANDLING

(l)
If you are suffering from:


(
boils


(
diarrhoea


(
discharging ears


(
jaundice


(
sore throat


(
vomiting


(
hepatitis


(
dermatitis or any skin or septic condition or


(
any infection


You must report this to your supervisor/manager immediately.  You must also report to your supervisor if you feel unwell or if someone at home has a contagious disease particularly if any of your family/close friends/contacts have recently returned from abroad.
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(m)
if visiting your doctor for any of the reasons listed above you should inform him/her that your job involves food preparation.  This will advise your doctor that you could contaminate food stuffs.

(n)
DO NOT SMOKE - in food preparation areas and you must obey all other smoking prohibition signs in any other areas

There are certain rules and instructions regarding the prevention of cross-contamination of foods, preparation, storage and handling of food and food stuff that you should be instructed in.  These instructions (safe systems of work) must be followed.

SECTION 19 : HYGIENE IN FOOD HANDLING

For all staff handling food, high standards of hygiene are essential and everyone has the responsibility for ensuring that these standards are maintained.
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Training in food hygiene will be provided where necessary.  The procedures shown below should be followed by anyone having contact with food preparation, cooking and serving.

(a)
Always wash your hands before starting work, before handling food, after a break, after using the toilet, after contact with animals, after using a handkerchief, after contact with refuse and after contact with floors or other potentially contaminated surfaces

(b)
When washing to comply with the instructions set out in (a) you should include scrubbing your nails and if necessary your forearms.  You should use the washhand basins provided - never the utensils sink - and use the soaps and scrubbing brushes provided.

(c)
Never put food equipment in washhand basins.

(d)
Keep your fingernails short and unvarnished.

(e)
Keep your clothing, including shoes and protective clothing clean and in good repair

(f)
Wear the protective clothing/equipment that you have been issued with in the correct manner and at all times.

(g)
Avoid touching your hair, nose or lips while working in food preparation areas.  Do not taste with your fingers or blow into bags containing food.

(h)
Keep cuts and grazes completely covered with clean waterproof dressings which must be blue in colour if you work in a food preparation area.

(i)
Do not carry into the food preparation area items that could fall off such as loose buttons, hair pins, rings or other jewellery etc.

(j)
Anyone entering food preparation areas should wear appropriate protective clothing and head covering.  

(k)
If you see any evidence of infestation in a food preparation or storage area you must inform your supervisor or manager immediately.
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SECTION 14 : FIRE AND EMERGENCY EVACUATION

EMERGENCY EVACUATION

The employer or any person who has control over a workplace (nominated person) has a duty to carry out a fire risk assessment, to put precautions and control measures in place and to develop emergency evacuation procedure.  Such procedures/instructions must be made known to all persons involved.  

Practice evacuation drills must periodically be carried out.  Two evacuation drills per year is recommended.  In a fire emergency the main consideration should be evacuation.  Staff should never tackle a fire.
FIRE DOORS
Certain types of door are designed to resist the spread of fire and are normally marked or signed as “Fire Doors”.  Some of these doors are held open by magnets which are linked to the building’s fire alarm system.  When the alarm is sounded the magnets are automatically released.  NEVER PLACE ANYTHING IN THE WAY OF THESE DOORS OR ALLOW THEM TO BE OBSTRUCTED.

Other type of “fire door” are not “automatic” but are of the self closing swing door type.  
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EMERGENCY EXIT ROUTES AND DOORS 

Fire exit doors and emergency escape routes must never be obstructed in anyway.  Such emergency exits and routes should be clearly signed but do not wait until the fire drill or a real emergency before finding out the lay-out and exit routes - DO IT STRAIGHT AWAY.

ASSEMBLY POINTS
The “Fire and Emergency Evacuation Procedure” relating to the building or establishment in which you work should nominate the emergency assembly points to which you must go when an alarm is sounded.  MAKE SURE YOU KNOW WHERE YOUR ASSEMBLY POINT IS AND TO WHOM YOU REPORT.

REMEMBER!! IF YOU DO NOT KNOW WHAT TO DO ASK YOUR LINE MANAGER AND FIND OUT BEFORE A DRILL OR EMERGENCY HAPPENS.

FIRE ALARMS AND FIREFIGHTING EQUIPMENT

It is the duty of the employer to ensure that fire alarms are regularly tested and maintained.  Fire fighting equipment/appliances must also be regularly inspected, serviced and periodically tested.  Records must be kept.
Fire fighting equipment should only be operated where individuals have had relevant training on the correct use.

SECTION 15 : FIRST AID

The Council has a duty to provide first aid cover for all its employees.  To fulfil that duty some employees need to be trained in first aid.  The numbers of first aiders and the type and extent of equipment and facilities provided will depend on a number of factors but where necessary first aiders and the appropriate equipment and facilities will be provided at the workplace.

Line Management should have carried out a first aid risk assessment to determine numbers, equipment etc.

Normally the name(s) of first aiders and the location of first aid kits and equipment

	should be indicated by signs and displayed lists.  You should find out from your supervisor who the first aiders are and where to find them.

Records of all cases treated/given first aid treatment must be recorded and a special book or record sheet must be in a suitable place (usually near the first aid equipment or kit) and must be readily available for use or inspection.  This is normally the Minor Injury Record Book.
	




Cases needing first aid should be reported to your supervisor so that the accident reporting procedures can be followed.  See section 4.
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Although the regulations do not require employers to provide first aid facilities to non- employees; because of the particular nature of the Councils activities and responsibilities e.g. schools, residential homes, day centres etc. each Service will need to take into account the “third parties” (i.e. non-employees) Services are responsible for dealing with day to day occurrences and should design their first aid provision accordingly.
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SECTION 18 : HOUSKEEPING

To minimise the risk of accidents within the department the following points should be noted;

(
All flooring should be free from spills, holes, slip or trip risks

(
All spillages should be immediately wiped up

(
Work areas/desks should be kept tidy

(
Pedestrian walkways should be clear of obstructions.  Fire doors should never be obstructed

(
Avoid storing items on top of cupboards

(
Storage areas should be kept tidy and a stock rotation procedure will ensure items are used within their ‘use by date’

(
All waste should be placed in the refuse bins provided.  Where applicable, clinical waste should be removed appropriately

(
Canteen areas should be cleaned regularly


SECTION 17 : HIGHLY FLAMMABLE/FLAMMABLE SUBSTANCES

PRECAUTIONS
As a result of your employer carrying out the legally required risk assessments mentioned in Section 16, certain control measures or safe systems of work should have been developed which describe how all these hazardous substances are to be used, labeled, stored and disposed of.  If you haven’t already received instructions in respect of these safe systems of work – ask your line manager/supervisor to show them to you and to give you proper instructions.


SECTION 16 : HAZARDOUS SUBSTANCES (COSHH)
The term “hazardous substance” means any substance, in whatever form; man-made or occurring naturally or created as part of or by-product of a process which has the potential to cause harm to you, others or the environment.

Substances which give rise to the risk of infection are also classified as “hazardous substances”.

Your employer is required by law to carry out written risk assessments of all the

	hazardous substances that you encounter during the course of your duties and is required to put in place certain control measures that will eliminate or as far as reasonably practicable reduce the risks associated with these hazardous substances.

From these assessments the employer must develop what are known as “COSHH Assessments” which are in common language safe systems of work.

Such safe systems of work may include (but are not limited to):-

(
instruction, training, supervision

(
written instructions (which you are required to follow)

(
the use of certain equipment or materials
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(
the issue of personal protective equipment (and instructions as to its use)

Typical of the types of hazardous substances you may encounter while working for Aberdeenshire Council are:-

(
cleaning fluids/chemicals

(
pesticides (particularly if you are a gardener or have responsibilities for controlling pests) 

(
fumes and particulates (particularly if you are a welder) 

(
blood and other body fluids and wastes (first aiders, social workers etc.)

(
dusts (particularly quarry or construction workers)

(
highly flammable or flammable substances 


(these are highlighted in section 17)

Some of the substances you may encounter are common “household” products or could often be encountered in the normal home environment.  Even though you may be familiar with them they are hazardous.
SECTION 16 : HAZARDOUS SUBSTANCES (COSHH)

LABELLING
Whenever hazardous substances are packaged for supply to persons or disposal they must be labelled as to the classification of the hazard they present.  This is shown on the product/package label in the form of a hazard symbol displayed within an ORANGE square with associated words stating the nature of the hazard.

Typical of these words are:

(
highly toxic

(
toxic

(
corrosive

(
highly flammable

(
flammable

(
harmful

(
irritant

There will also be certain warnings and instructions on the package label.  ALWAYS TAKE NOTE OF THE HAZARD SYMBOL, READ AND FOLLOW THE INSTRUCTIONS ON THE LABEL

ESSENTIAL
Always ask for and read the “COSHH Assessments” when using a new product for the first time.

Always read any labels and instructions carefully

Always follow your employers instructions or safe system of work

Always use the appropriate personal protective equipment

Never use or place these substances near sources of heat or naked flames

Always return the substance to its correct storage area when you finish using it.

	Never smoke when dealing with or using hazardous substances

IF IN DOUBT ASK YOUR SUPERVISOR!!!
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SECTION 17 : HIGHLY FLAMMABLE/FLAMMABLE SUBSTANCES

Although your employer could have included these substances mentioned in Section 16 it is worth singling out these particular substances out for special mention.

Typical of this type of substance that you may encounter are:-

(
Liquefied Petroleum Gas (LPG) commonly known as “Calor” gas or butane etc.

(
Petroleum spirit

(
White spirit or turps substitute

(
Wood sealants

(
Floor polish stripper

(
Solvents

The packaging of these substances must be clearly labelled “Highly Flammable” or  “Flammable” depending upon its “flash point”.  Petroleum spirit requires special labelling which states that it is “Petroleum Spirit - Highly Flammable”.

These substances have very particular storage requirements which are roughly as follows:-

HIGHLY FLAMMABLE LIQUIDS
These substances as stated above must be held in properly labelled containers.  Containers holding such substances must be stored in flameproof cabinets or metal bins which are also labelled “Highly Flammable”.
LIQUID PETROLEUM GAS (LPG)
This gas - often called ‘Calor’ gas - must (unless connected and in use) be stored in the open air in well ventilated cages on which the sign “HIGHLY FLAMMABLE LPG - NO SMOKING - NO NAKED FLAMES” is displayed. EVEN EMPTY CYLINDERS ARE TO BE STORED IN THIS WAY.
PETROLEUM SPIRIT

The requirements for storing petrol or petroleum based products are even more stringent.  Special flame proof cabinets are required for storing small amounts but where larger quantities are concerned special permission or even licencing is required.  Special signs must also be displayed.
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