Health & Safety Management Arrangements

For the Use of Workplace Equipment

Management and Employee Guidance

Introduction 

Wirral Council recognises that accidents, which can arise from work activities involving the use of equipment, provided at work & can be a cause of injury and cause of lost time. These arrangements provide managers and supervisors with guidance in managing the use of all workplace equipment. These arrangements follow the Health and Safety Executive Approved Code of practice L22 - Safe Use of Work equipment.

Definition of work equipment;

The scope of 'work equipment' is extremely wide. It covers almost any

equipment used at work, including:

· 'Tool box tools' such as hammers, knives, handsaws etc;

· Single machines such as drilling machines, circular saws, photocopiers,

chain saws etc;

· Apparatus such as laboratory apparatus (Bunsen burners etc);

· Lifting equipment such as hoists, lift trucks, elevating work platforms, lifting slings, etc;

· Other equipment such as ladders, pressure water cleaners etc;

· An installation such as a series of machines or plant connected together e.g  industrial printers, pumps, pressure systems etc

· An installation or scaffolding or similar access equipment 

· A Council vehicle or fork lift truck

Management responsibilities
Management Responsibilities                                                                        

It is the responsibility of management to ensure:
· A system exist of regular maintenance and inspection of work equipment is undertaken as required within the manufactures / suppliers’ instructions and appropriate records are maintained (see appendix 1)
· An inspection system and procedures are developed for staff to report any deficiencies with equipment and appropriate records are maintained (including agile workers)
· Only trained persons undertake any maintenance, repairs or modifications of work equipment
· All dangerous parts of machinery/equipment designed with guards and protection devices are provided and used in line with manufacturers instructions 
· Tasks related risk assessments involving the provision and use of work equipment are completed and reviewed where necessary and the significant findings shared with staff including the risks to other persons/visitors.
· All portable electrical appliances are inspected and tested in line with the Council’s Portable Appliance Testing arrangements. A permanent register of all portable electrical appliances must be maintained. (See H&S asset registers on the intranet)
· All lifting equipment and pressure systems (above 0.5 bar gauge) are subjected to a written scheme of examination. A permanent register of all lifting equipment and pressure systems must be maintained. (See H&S asset registers on the intranet and contact risk insurance manager for advice)
· Staff are provided with relevant information, instruction and training with regard to the risks identified and any safe systems of work / working procedures implemented to eliminate or reduce the risk.
· Users of work equipment are adequately supervised according to the risks arising from the equipment. 
· That any safety marking relating to the setting up, use and putting away of any equipment are clearly visible

· That adequate warnings are provided where necessary for the use of the equipment against specific hazards
· Work equipment is installed, located and used in such a way as to reduce the risks to users of work equipment and for other workers, such as ensuring that there is sufficient space between the moving parts of work equipment and fixed or moving parts in its environment.   

· Staff who are involved in agile working are provided with equipment that is subject to the same testing and inspecting regime as other council equipment 

· Staff do not bring in any work equipment from home

Operating conditions

Managers must also ensure that safe systems of work/specific operating conditions take account of;

· Risk controls and control systems such as safe operating procedures are suitable for the task for which equipment will be used under normal and abnormal conditions 

· Any lighting conditions that may affect the safe operation of equipment

· Ventilation of workplaces is taken into account to prevent exposure to fumes or explosive atmospheres from the use or storage of equipment (See Health & Safety Arrangements for The Use and Storage of Dangerous Substances))
· The means and frequency of maintenance operations takes account of manufactures and/or suppliers instructions/information.
· Means of isolating work equipment from energy sources or the stopping of equipment in an emergency are provided, maintained and tested
Mobile considerations

Managers should take account of mobile work equipment and any specific risks identified from the operation of mobile equipment such as;

· Passenger safety for ride on equipment & means of passenger restraint 
· Stability of equipment on uneven ground & the risk of overturning
· Means of controlling self-propelled equipment

· Use of equipment by means of remote control

· Prevention of harm to users from connecting/disconnecting any drive shaft following seizure and the protection of drive shafts from damage
· The erection, use and dismantling of mobile work equipment 
Employees Responsibilities  

Employees have a duty of care for their own and others safety and should;

· Report any defects to their supervisor or manager regarding any work equipment that has the potential to cause harm, including agile workers  (see appendix 2)
· Follow any safe working procedures / method statements or training provided (including the manufacture’s instructions) put in place to carry out any task, duty or responsibility.

· Familiarise themselves with any significant findings of risk assessments and raise any concerns with their supervisor

· Not interfere with any measures put in place for health and safety or attempt any repairs or maintenance for which they are not trained. 

· Attend training provided for the safe use of work equipment

· Not use any equipment for which they have not been trained

Procurement of new equipment

Managers and those responsible for procurement of all new equipment, whether bought or hired for use by Council employees, should consider the following factors regarding design and installation;

· The equipment is suitable for the purpose of its intended use

· That it has conformity with EC requirements

· That dangerous parts of machinery are adequately guarded/insulated

· That it provides protection against specific hazards, such as noise & vibration, entrapment, ejection of missiles

· That it is safe to operate at high/low temperatures
· The controls allow it to be used safely

· That it is fitted with stop/emergency stop controls (where necessary)

· There are means for isolation of energy

· The stability of the equipment under normal and abnormal operating conditions
· The ergonomic risks to the user
Links to other policies & arrangements

These arrangements should be read in conjunction with;

· Council Health and safety policy, which identifies the roles and responsibilities of all employees and managers

· Health & Safety Management Arrangements for Risk Assessment

· Health & Safety Management Arrangements for Portable Appliance Testing

· Health & Safety Management Arrangements for Accident & Incident Investigation and Reporting

· Health & Safety Management Arrangements for Agile Working

· Human Resources Arrangements for referral to Occupational Health Unit 

Appendix 1
Defining Working Practices to Minimise Risk   

Each service area must implement safe operating procedures / safe systems of work to reduce the risk of harm to staff from the use of equipment at work.

 The core features of these practices should be derived from:

· The manufacture’s / suppliers instructions

· Best practice or guidance / knowledge within the industry  

· Risk assessment of the tasks involving the equipment

· Evidence of incidents 

Appendix 2 

Equipment / Tool Checks before starting work

· Ask yourself “Am I trained for this job?” if in doubt, see your supervisor.

· Always check that tools / equipment are in a good and safe working order.

· Report any defects to your Supervisor immediately.

· Are warning signs / barriers required for the protection of the colleagues, the public or service users available

Maintenance of Equipment / Tools

.

Cultivation Equipment: Spades, Forks etc: -

• Damaged or loose tool heads

• Damaged, splintered or cracked handles

Cutting Operations: Shears, Secateurs etc

• Damaged or loose tools heads

• Damaged, splintered or cracked handles

• Ensure cutting edges are sharp

• Ensure blades are correctly tensioned and that guards are fitted?

Miscellaneous Equipment: Mattocks, Picks, Crow Bars

• Damaged or loose tools heads

• Damaged, splintered or cracked handles

• Beware of flying debris

Hand Tools: Spanner, Pliers etc.

• Use correct size of tool, required

Portable Electric Tools: Hand Drills, Disc Cutters etc. 

• Wherever possible use battery operated or low voltage equipment 

When using mains equipment, always 

· Use a safety isolating transformer or a residual current circuit breaker.

· Beware of trailing cables

· Use where possible 110v equipment for outside use. 

· Any new equipment purchased should be 110v when possible.

Checkpoints:

· Check out sheath secured to cable grip on plug and appliance

· Check plugs for cracks or damage, scorch marks on plug or pins

· Check cable damage, cuts, breaks, scuffed etc.

· Mains on / off switch – does it operate correctly? Is it damaged?

· Check appliance casing for cracks or damage

