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1.
INTRODUCTION

1.
Health and safety legal requirements lay down specific responsibilities on us to secure the health and safety of all employees whilst at work.  The legislation also requires that we protect others who are not our employees who may be affected by our activities that may create risks to their health and safety.

2.
The health and safety legislation not only places general duties on us but also on you to look after your own health and safety and that of others who may be affected by your acts or omissions.

3.
To ensure you are aware of the legal provisions and your responsibilities we have provided relevant information regarding the company rules and procedures for your protection whilst at work and these are included within this handbook.

2.
INFORMATION FOR EMPLOYEES

1.
We are fulfilling our general duties and responsibilities for the provision of information to you on all aspects of health and safety at work by displaying or issuing various documentation as follows:

 The company Health, Safety & Welfare Policy, risk assessments and safe systems of work.

 The Health and Safety Law Poster.

 The distribution of literature and information leaflets.

 The displaying of information relating to safe working practices.

 Making available information on the results of various assessments carried out and the control measures to be put in place.

2.
In addition to the above, we have produced this handbook which is available for you to read.  This Handbook contains information from the Health, Safety & Welfare Policy, risk assessments and safe systems of work.

3.
EMPLOYEE INDIVIDUAL RESPONSIBILITIES

1.
As well as our management responsibilities, you have legal requirements imposed upon you along with the safety rules and procedures which we have introduced.  These include the responsibility to:

 Comply with all instructions or control measures given by management which are likely to affect health and safety.

 Adhere to the safety rules given in this handbook.

 Make proper use of the health, safety and welfare facilities and equipment provided.

 Make full and proper use of personal protective equipment.

 Refrain from the wilful interference with anything provided in the interests of health and safety welfare.

 Report any hazards found using the outlined procedure.

 Only operate machinery and carry out work activities for which you have been trained and instructed.


The above will be reviewed from time to time and you will be informed of any changes introduced.

2. You must read and take note of the information in this handbook.

You will be expected to sign a confirmation letter that you have read, understood, accepted and will comply with the contents and will keep yourself aware of its contents.
4.
SAFETY RULES

A)
INTRODUCTION

1.
This section of the handbook outlines the general rules laid down and which are applicable to you.  These safety rules are prepared in accordance with legal requirements and with acknowledged safe working practices.  In addition there is a legal duty imposed upon you to comply with these rules, as breaches of the rules could result in disciplinary action, possibly leading to dismissal.

2.
It should be remembered that a breach of health and safety legislation by you constitutes a criminal offence and action taken by an enforcing authority against you as an individual can result in heavy penalties i.e. fines and/or imprisonment.

3.
We recognise that it is not possible to prepare safety rules that will meet every possible eventuality.  However, taking common sense precautions means you need never put your personal safety and that of others on the line unnecessarily.

B)
WORKING PRACTICES

1.
Manual Handling

Serious injury can be caused by lowering, pushing, pulling and carrying loads as well as by lifting them.


Simple precautions can help to avoid any risks.

 Avoid moving heavy items by hand if possible and use the mechanical plant supplied e.g. fork lift trucks, pallets trucks etc.
 Break down the load as far as possible.

 Work out in advance the safest and most efficient way to move the load.  Size, shape and weight are all important.

 Avoid moving heavy loads in cramped spaces if possible.

 Always make sure the load is within your physical capability and be careful about your posture when moving it.

2.
Fork Lift Trucks including handling of pallets/loads
Serious injury, or even death, can be caused by the failure or incorrect use of lift trucks.  Strict precautions must be taken at all times when lift trucks are used.
· Never drive a lift truck unless you are trained and authorised to do so.
· Obey speed limits/watch for obstructions.
· Ensure weight of load does not exceed safe working load of lift truck.
· Lower load as soon as clear of racking/stack.
· Avoid sudden stops.
· Travel with forks lowered with ground clearance.
· Never carry passengers, especially if they are stood on the lift trucks forks.
      Handling pallets/loads using lift trucks

· Check the forks do not extend beyond the pallet.
· Ensure the mast is in the vertical position when entering and leaving the pallet.
· Enter the forks squarely into the pallet.
· Do not push or pull the pallet along the ground.
· Carefully place the load on the stack below.
· Only handle one pallatised load at a time.
3.
Pallet Trucks
· Undertake a visual check of the pallet truck before use.
· Ensure weight of the load does not exceed safe working load of the pallet truck.
4.
Storage Systems
Serious injury can be caused by overloading, damaged pallets being used or loose goods on pallets falling.
· Inspect each pallet before use.  Withdraw damaged pallets for repair or destruction.
· Handle empty pallets carefully and do not drag or throw them about.
· Expendable pallets (pallets designed for one delivery only) should not be reused.
· Wherever possible double stack pallets to increase stability of the stack.  The stacks should be no more than four high.
· Make regular visual checks of the stacks to ensure there are no loose goods, the stacks are not leaning, the stack is not overloaded etc.  Corrective measures should be taken where necessary.
· Always check that the loads are stacked on a firm level base.
· Never climb the palletised loads.
5.
Use of step ladders
 Ensure the step ladder is in good order eg that the step ladder itself is not bent, the steps are securely located in the side bars and are not loose, bent or damaged in any way, that the step ladder feet are in good order etc.
 Check that the step ladder is clean and free from oil, grease or substances that would make it slippery.  If this is not the case, clean the step ladder thoroughly before use.

 Use secure grips when climbing up or down step ladder. Never jump from a step ladder.
 Where possible, have another employee “foot” the step ladder.
 Only use the step ladder on firm level ground and check the feet of the step ladder are firmly located on the floor.
 Only use step ladder for short term/light work

C)
HAZARD/WARNING SIGNS AND NOTICES

You must comply with all hazard/warning signs and notices displayed on the Company’s premises.

D)
WORKING CONDITIONS/ENVIRONMENT
1.
You must make proper use of all equipment and facilities provided to control working conditions/environment.

2.
You must keep gangways and work areas clear and in a clean/tidy condition.  Never block fire exits.
3.
You must dispose of all rubbish, scrap and waste materials within the working area using the facilities provided.

4.
You must use the correct tools provided and the appropriate receptacles when removing any waste or materials from machines.

5.
You must clear up any spillage of liquids within the work area in the prescribed manner and report any hazardous conditions that exist.

6.
You must deposit all waste chemicals and oils at the correct disposal points and in the prescribed manner.

7.
You must not pollute water courses, sewers or drains with chemicals, oils or other substances.

E)
PROTECTIVE CLOTHING AND EQUIPMENT
1.
You must use all items of protective clothing/equipment provided as instructed.

2.
You must not misuse or wilfully damage any item of protective clothing/equipment provided.

3.
You must store and maintain protective clothing/equipment in the approved manner.

4.
You must report any damage, loss, fault or unsuitability of protective clothing/ equipment to management.

F)
ACCIDENTS
1.
You must seek medical treatment for any injury you may receive, no matter how slight it may seem to be.  Upon returning from treatment, you must report the incident to your manager or other authorised person so details can be entered in the accident book.

2.
You must report all accidents and dangerous occurrences to your manager or other authorised person as soon as it is practicable.

3.
You must notify your manager or other authorised person of any incident in which damage is caused to either our or any third party’s property.

5.
HAZARD REPORTING
1.
To ensure we are involving you in the health and safety culture, there is a hazard reporting system.  This assists in maintaining effective health and safety standards within your working environment and work activities.

2.
This procedure provides a method for you to communicate all hazards, unsafe conditions and practices.

3.
If you become aware of any unsafe conditions which may affect the health and safety of you or other persons or you require information regarding any health and safety topic, use the following channels of communications:

a.
Report to your manager or other authorised person verbally or in writing and he will investigate the circumstances.

4.
Management will inform you of any change of information that could affect your working conditions or activities and will ensure that representatives and you are informed of any proposed changes that may affect health and safety.

5.
Management will make available to you and bring to your attention the appropriate sections of this handbook and ensure that all unsafe acts or conditions are attended to “as soon as reasonably practicable”.

6.
It is in the interest of our health and safety policy that you are required to participate fully in ensuring this procedure is implemented.

6.
SUMMARY OF EMPLOYEE RESPONSIBILITIES
YOU MUST:
 Comply with the Health, Safety & Welfare Policy.

 Observe the safety rules.

 Report any safety hazard within your work area or defect in any plant, machinery or equipment.
 Comply with all written or verbal instructions given to you to ensure your personal safety and the safety or others.

 Dress sensibly and safely.

 Conduct yourself in an orderly manner in the workplace and refrain from any form of horseplay.

 Use the safety equipment and/or protective clothing provided.

 Avoid improvisation in any form which may create a risk to your safety and to the safety or others.

 Maintain all equipment in good condition and report any defects.
 Report all accidents whether injury is sustained or not.

 Attend, as requested, any training course, meeting etc designed to further the interests of health and safety.

 Observe all laid down procedures concerning work activities, plant, materials, substances etc.

 Only operate machinery and carry out work activities for which you have been trained and instructed.

Should anyone fail to understand any of their imposed duties as described within this employee handbook, then they should seek clarification / guidance through the chain of management control as detailed within the handbook.

No-one should undertake any work related activity until they have been made fully aware of the associated risks and the control measures to prevent damage, danger or injury.

If in doubt ask!
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