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Caretaker Manual – Section 6
Health & Safety
1.
Introduction

This Section replaces the Supplementary Statement of Policy issued to all Caretakers, Assistant Caretakers, Cleaners‑in‑Charge and Cleaners and covers all the above mentioned Grades who are directly employed in county and controlled schools and other educational establishments.  It may also be issued by the governors of Voluntary Aided and Foundation schools above their own authorisation.  
2.
General

The relevant legislation is chiefly the Health and Safety at Work Act 2002, supplemented by the Control of Substances Hazardous to health (COSHH) Regulations 1994, the Electricity of Work Regulations 1989 and other related legislation.  

Many policies and procedures can be found on www.kenttrustweb.org.uk – follow the ‘Useful Link’ to Health and Safety. However, specific information on caretaking and cleaning can be found in the following sections of this manual.

H&S SECTION A

GENERAL STATEMENT IN RESPECT OF CARETAKING AND CLEANING
Introduction
1.
This handbook is intended to cover caretaking and cleaning activities at educational establishments.

Responsibilities
2.
Managing Director of Children, Families and Education

The Director has an overall responsibility on behalf of the County Council for health and safety matters in County‑owned and controlled educational establishments.  In Foundation and Voluntary Aided schools, health and safety duties of employers are held by the Governing Body as a whole..

3.
School Governors 

Governors have a duty to monitor health and safety arrangements in schools. This is in addition to their responsibility for ensuring, through the head teacher and school staff, that the premises are safe and without risk to health.


Community and Voluntary Controlled schools have devolved responsibility for health and safety, while the ultimate employer is the Local Authority.  


Foundation and Voluntary Aided schools have employer responsibilities for health and safety.

4.
Head Teachers /Principals

The Head/Principal has prime responsibility for ensuring safe conditions on a day‑to‑day basis, e.g. undertaking risk assessment although some local delegation may take place.

5.
Employees

Employees have a responsibility to:-

· Take reasonable care of their own health and safety and for others who work and move with or around them

· To co‑operate as far as is necessary to enable employers to meet their responsibilities.  In the context of an educational establishment, this means that caretaking staff and cleaners have health and safety responsibilities towards not only the staff, but to children, young persons and any adults who may attend the premises for the purposes of learning or working or visiting

· Report any deficiencies in the employers Health and Safety protection arrangements
· Use any equipment according to the instructions and training provided by the employer
· To consult their supervisor or manager should they have concern for their own or others safety whilst undertaking any task or duty
· To ensure that if a Hazard has been identified in the Risk Assessment, the relevant controls are in place
 6.
Trade Unions Safety Representatives

A recognised Trade Union may appoint Caretakers or Cleaners‑in‑Charge as local Safety Representatives.  Such persons may be allowed time off, as agreed by the Head of Establishment, during normal working hours for training and to visit, by agreement, designated establishments with a view to examining health and safety matters and procedures.

7.
Directorate Health and Safety Committee (CFE)

This Committee, with wide representation from Areas and Teaching / 
Non‑Teaching Unions/Associations, exists to “promote coherence and co-
operation across the County between the Education Authority and employees in 
the Directorate, by instigating, developing and carrying out measures to ensure 
the health and safety of all employees and all those affected by our activities.”

  The Committee normally meets four times a year.

8.
Health and Safety Advice Line

For the quickest response to your enquiry, go direct to: CFE Health and Safety Unit Advice Line: Telephone: 01622 694476 Fax: 01622 221582 Email: healthandsafety-cfe@kent.gov.uk 

The line is available from 9 a.m. - 5 p.m. weekdays, and is manned by one of the current Health & Safety Advisers: 

9.
Environmental Health Officer

The local District Authorities employ environmental health officers, but in respect of educational establishments, their involvement is chiefly with kitchens. Client Services 01622 696050 is available for advice on food safety and general hygiene.

H&S SECTION B

CLEANING
1.
This H&S SECTION does not cover cleaning methods.  The great majority of caretaking staff are required to carry out regular cleaning and do, therefore, need a good knowledge of the practices.  This detailed information can be found in other Sections of the Manual.

2. By and large, cleaning can only be carried out when establishments are not being used for teaching.  The highest priority must be given to toilet areas and showers. Shower heads and other “dead end” water appliances will require cleaning and sterilising every ten days with a solution such as Milton, to prevent the growth of Legionella bacteria. A record must be kept of what is cleaned and when.

3.
The official County Cleaning Specifications are designed to provide a basic minimum cleaning standard, and are intended for use both by contract cleaners and by direct labour staff such as Caretakers, Assistant Caretakers, Cleaners‑in‑Charge and KCC Cleaners.  However, buildings vary considerably in design, age and state of repair, and it will certainly be necessary to vary the specifications slightly to take account of these factors, or to meet the specific requirements of head teachers. Cleaning specifications and further advice is available from Client Services.

4.
Personnel involved in cleaning must have the right equipment, materials and protective clothing.  It is the responsibility of the Head of Establishment to ensure that these are provided.  While undertaking cleaning, health and safety matters must, at all times, be kept in mind, and many parts of this Handbook provide advice and guidance applicable to cleaning operations.  It is not enough, therefore, to just read the cleaning sections when considering cleaning - this Section on health and safety must also be read.

5.
All cleaning materials are covered by the Control of Substances Hazardous to health Regulations (known as COSHH), which require that for each substance used an assessment sheet and a Chemical Data sheet, available from the supplier, should be provided giving details of the use, hazards and safety precautions required.

  6.    Whilst mention of safety signs is made in the Sections on cleaning, the subject is of sufficient importance to repeat it here.  During cleaning operations when floors may be wet, whether it be with water or polish or seal, and until the floors are quite dry, proper signs must be displayed at all access points giving warning of the state of the floors and danger of slipping if walked on.  Printed signs may be obtained from County Supplies, or these can be made locally quite easily from thin cardboard and wide felt‑tip pen.  However, they should be large, easy to read and prominently displayed.

H&S SECTION C
LIFTING, HANDLING AND CARRYING (See also H&S SECTION I - Storage)
1.
Remember that lifting and carrying, if not done properly, can hurt or even injure you.  Caretaking staff are often required to both lift and carry heavy and awkward objects and to move furniture.  The following precautions should be taken at all times.

2.
Size up the job, watch for sharp edges, protruding nails and slivers of wood.  If in doubt about your ability to lift or carry, get help.

3.
When lifting, bend your knees, grip firmly and keep the chin well tucked in.

4.
Lift by straightening your legs, keeping your back straight.  Do not twist.

5.
If lifting to a high level, take it in two stages, using a bench or other support at the halfway stage, adjusting your grip for the second lift if necessary.

6.
To unload, reverse the procedure, keeping your back straight and the load close to your body.  Watch out that you do not drop the load on your own or anyone else’s feet.

7.
When carrying with another person, keep in step with one another to ensure a smooth “ride”.

8.
Consider the use of a sack‑barrow when having to move heavy items.  Every education establishment should have one.

9.
Take special care when moving heavy objects up or down stairs.  Always use two or more people, but make all of them aware of who is in charge and ensure that they agree to act only as that person directs.

10.
When moving filing cabinets, use a sack‑barrow if possible and always empty the drawers first.  Always tilt backwards - if the drawers are unlocked and you tilt forwards then the drawers will slide open.  If the move looks like being an awkward one, remove the drawers first.

11.
When carrying, ensure beforehand that the route is free of obstructions.  Wedge back doors, removing wedges to allow doors to open and close as soon as possible.

12.
Wear appropriate protective clothing (e.g., gloves, if there are sharp edges on the load).

13.
Be especially careful if floors are likely to be slippery.  To slip and fall whilst carrying a heavy load could result in injury.  Do not wear clothing which will impede movement or which might get caught up.

14.
Where work is exhausting, rest between periods of lifting.

15.
Lastly, if you do not think you can manage it, get advice or help. Training courses are available to enable staff to avoid back injury by teaching good working habits and good lifting and handling skills. For details of courses please contact Client Services on 01622 696050.

H&S SECTION D

CODE OF PRACTICE ON WORKING AT HEIGHTS FOR 

CARETAKING, CLEANING AND SIMILAR WORK
1.
Introduction

1.1.
The law requires the provision, maintenance and use of a safe system of work and a safe means of access to every place at which any person has at any time to work.


1.2
The following precautions should be taken when working at heights, in order to prevent accidents and to ensure that both the County Council and its employees comply with their Statutory and Common Law duties.

1.3 
Details of the legislative requirements can be found on the HSE’s website at www.hse.co.uk. See also ‘Working at Height Regulations 2005.’


1.4 
Duty holders must: 



- Avoid work at height where they can;



- Use work equipment or other measures to prevent falls where they cannot avoid working at height, and


- Where they cannot eliminate the risk of a fall, use work equipment or other measures to minimise the distance and consequences of a fall should one occur
2.
General

2.1
When it is necessary to work at a height or to gain access to a point above floor level, always use a safe means of access.  If a permanent means of access is not provided, use a suitable ladder, steps or scaffold unit. A ladder is not suitable for work of more than 30 mins duration, or if the requirements of the safe method of use described below cannot be met. If it is not safe to use a ladder, then podium steps, a mobile tower scaffold, or a mobile elevating work platform may be suitable. 


2.2
Do not use makeshift equipment, nor stand on tables, chairs, cupboards, boxes, etc.


2.3
Sometimes it will be necessary for a second person to be available to hold steps, foot a ladder, or keep other people away from the work area.  Take extra care when working in gangways and near doorways.  Where appropriate, rope off the areas and post a warning notice.  Never try to gain access on to a fragile roof area, particularly corrugated asbestos which could break and cause a fall from a height.
2.4
Before using any access equipment, e.g., steps, ladder or scaffold unit, examine it carefully so as to satisfy yourself that it is in a useable condition and has no parts missing.  Report defective equipment to your supervisor and ensure that it is not used.  Always try to store equipment in a dry place, away from heat.

3.
Safe Use of Steps

3.1
Ensure that steps are on a firm and level surface, and are opened to the extent of any restraining ropes or brackets.


3.2
Unless the steps are fitted with a raised handhold, do not stand on the top step.


3.3
Do not try to reach, pull or push sideways, because steps are less stable in that direction.

4.
Safe Use of Ladders

4.1
Ladders should be an appropriate length for the job.  If used to provide access to a platform or flat roof, the ladder should extend 3’6” (1.1 metre) above the platform or roof in order to provide a handhold when stepping on or off.  When ladders are used within a building, they must not be so long that they cannot be erected at the correct angle. The feet of the ladder should not be so polished as to easily slip. Rubber feet should be in sound condition.


4.2
The correct angle will be obtained if the base is 1 foot (0.3 metres) away from the vertical surface for every 4 feet (1.2 metres) of vertical height.


4.3
Select a firm level surface for the base of a ladder, if on soft earth, stand the ladder on a strong board.  Never stand a ladder on a box to gain extra height.

4.4    Both stiles at the top of a ladder should be firmly supported against an adequate surface. If ladders can slip from the surface they are resting against, then they must be secured, or supported by a second person positioned at the bottom at all times the ladders are in use. It is unlikely that you will be required to work above 3 meters from a ladder, but should you do so you must be aware that ladders that reach a vertical height of over nine metres (9m) must be provided with rest platforms at suitable intervals. 


4.5
On extension ladders, allow at least a two‑rung overlap for sections up to 15 rungs each and at least a three‑rung overlap for sections with more than 15 rungs.  If necessary, seek help when erecting an extension ladder.


4.6
Ensure that rungs and footwear are clean before ascending a ladder.


4.7
Always face the ladder and use both hands to hold either the stiles or the rungs when climbing and descending.  Do not overreach sideways, it is safer to move the ladder.


4.8
One person only should be on a ladder at any time, unless one person is footing it near the bottom.

4.9
When climbing or descending ladders do not carry tools in top pockets or in the hands.  Where adequate side pockets are available, small tools can safely be carried in these; otherwise tools should be raised or lowered using a hoist line.

5.
Safe Use of Scaffold Units

5.1
When assembling and using mobile tower scaffolds, always comply with any instructions supplied by the manufacturer.  If no instructions have been supplied by the manufacturer, or if these are not available, ask your supervisor what instructions apply. Do not use without adequate training.

.5.2
In general, when using scaffold units with locked castor wheels, the height should not exceed 3 times the length of the shortest side, i.e., if the minimum base dimension is 5 feet (1.5 metres) maximum height = 15 feet (4.5 metres).  Without castor wheels, the height should not exceed 4 times the length of the shortest side, unless the unit is tied securely to the building or outriggers or stabilisers are used.


5.3
Units without wheels should be dismantled before being moved.  Those with castor wheels should be moved from the base only and never with anyone standing on the working platform.


5.4
Scaffold units should normally be used on firm level ground.  When used on soft ground, a sound footing must be provided, using planks or paving stones as well as base plates or jacking bases to distribute the load properly.  Jacking bases must be used on slopes.


5.5
Where possible, castor wheels should be locked before a unit is climbed and turned outwards to increase the base dimensions. Wheels must be checked before ascending.


5.6
The unit must be climbed on the inside if at all possible.  Climbing the outside of a scaffold unit is, generally, dangerous and may cause the equipment to topple.  A decking unit must be used to stand on, with the working area being boarded across as far as possible.  The platform should be provided with guard rails to a height of between 3’ (0.9m) and 3/9” (1.15m), and be fitted with toe boards.

LADDERS
1.
Construction

(a)
Ladders must be of good construction, of suitable and sound material, of 
adequate strength and must be properly maintained.


(b)
Ladders with missing or defective rungs must not be used.


(c)
Rungs must be properly fixed to stiles and not be supported solely on 
nails, spikes or other similar fixings.


(d)
Wooden stiles or sides and wooden rungs must be of straight 
grained 
wood with grain running lengthways.


(e)
Wooden ladders must have reinforced ties if tenons are not secured by  
wedges.


(f)
Wooden ladders must not be so painted or treated that defects 
cannot be seen.  They may, however, be varnished.


(g)
Metal ladders must not be warped or distorted.
2.
Advice to Workers - Do

(a)
Use only authorised equipment.


(b)
See that the ladder is firmly secured at the top.  If this cannot 
be done,  
see that it is firmly secured at or near the base.  
Should this be 
impracticable, have someone stand facing the ladder with both feet on the bottom rung to prevent slipping.


(c)
Set the ladder at the correct angle, approx. 75° to the horizontal 
(1 unit out for each 4 units of height).


(d)
Make sure the ladder projects well above the level at which you stand or 
climb off (min. 3’6” or 1.1m).


(e)
Stand the ladder on a firm level base.


(f)
Make sure your footwear is in suitable condition.


(g)
Clean off mud or grease from boots before climbing.


(h)
Beware of wet, icy or greasy rungs.


(I)
Always carry tools in pockets, or use a hoist line.


(j)
Check ladders before and after use, if defects are found, do not use and 
report them immediately.


(k)
Keep children and unauthorised persons away from the erected 
ladders.  If a ladder must be left in position but unattended - 
access 
must be barred by securing boards to the lower rungs.


(l)
Inspect ladders regularly and also immediately after any fall or 
overload.


(m)
Store ladders carefully under cover.

3.
Advice to Workers – DO NOT

(a)
Use makeshift ladders.


(b)
Use a ladder which is too short.


(c)
Overload a ladder or support it on its bottom rung or a plank.


(d)
Overreach from a ladder - always move it.


(e)
Use ladders or steps with cracked or broken rungs or other defects.


(f)
Stand a ladder on sloping ground.


(g)
Stand a ladder on a drum, box or other unsteady base.


(h)
Erect a ladder in a high wind.


(i)
Perform ladder work in front of a door which may be opened.


(j)
Stand a ladder against a slippery or unstable surface.


(k)
Lean a ladder at a shallow angle or use horizontally.


(l)
Lean a ladder at too steep an angle.


(m)
Place a ladder leaning to one side.


(n)
Use a metal (or wet) ladder near electrical conductors.

NOTE:
It is the responsibility of every employee not to use any equipment/plant he may consider unsafe/defective and no disciplinary action will be taken against any employee who refuses to use such equipment/plant.

REMEMBER

(a)
Report defects immediately.

(b)
Keep children and unauthorised persons away from erected ladders.

(c)
If in doubt, ask your supervisor.

H&S SECTION E

ELECTRICAL EQUIPMENT
1.
A shock from an appliance plugged into the mains may well prove fatal, especially if the person receiving the shock is wet or standing on a wet surface.  The machine scrubbing of floors provides elements, electricity and water, so there is a need to stick closely to safe practices.

2.
Before using any electrical appliance, examine the cable to ensure that it is not frayed or cut.  Examine the plug to see if the cables appear to be secured into it and there are no cracks in the plug itself.  Do not get the plug wet and only handle it with dry hands.  Do not use any appliance with the faults mentioned above.

3.
Ensure that the correct value of fuse is fitted to all plugs - seek advice if you do not know.

4.
Do not use an electrical appliance unless you are confident that you know how to use it, and how to stop it.

5.
Store electrical appliances in a dry and secure place where others, especially children, cannot get at them.

6.
Never leave an appliance plugged in while you do something else.  A child might come and operate the “ON” switch causing severe injury or damage.

7.
If the appliance emits sparks, smokes, gets very hot or appears to operate abnormally, disconnect it and put it where it will not be used. Get it examined by a competent person.

8.
Ensure that every portable electrical appliance which you use has a regular electrical safety check by a competent person. This is a requirement of the Electricity at Work Regulations 1989.  Keep a record of inspections with each appliance being serially numbered and entered in a test register. Fixed electrical equipment in the kitchen is tested every year as part of the KCC annual inspection programme.

9.
Never plug an electrical tool or appliance into a light socket.

10.
Don’t ever put a strain on any cable.

11.
Never use an electrical appliance outside if it is raining or the ground is wet.  Always use a power breaker adaptor or plug for working outside with electrical appliances, but it is sound practice to use one with all portable electrical equipment.

12.
Keep electrical tools and appliances clean.

13.
Ensure that you know for certain how to fit a plug to a cable.  If you connect a cable to a wrong terminal, the appliance might become live everywhere and fatal to touch.  Ensure that the grip in the plug grips the outer sheath of the cable and not the inner leads.

14.
Do not let cables be run over, stepped on or have furniture dragged over them;  and do not allow an appliance, such as a floor polisher or vacuum cleaner, to run over its own cable while operating.

15.
Extension cables should be subject to the same care as cable attached to appliances. Do not use an extension cable as a permanent supply of power to any appliance.

16.
Do not risk overloading a circuit by using adaptors so that 2 or more appliances are operating from one socket.

17.
Never repair a frayed or broken cable by simply twisting the bare wires together and taping over the whole.  Either have the whole cable replaced, or repair it with a proper approved and waterproof connector.  Cables on floor scrubbers which often come into contact with wet floors should never be repaired, only replaced totally.

18.
Never clean, change brushes, empty bag or “fiddle with” an electrical appliance whilst it is still plugged in.

19.
Any person undertaking electrical works should have undertaken approved training. Subject to suitable training (a) and (b) should be within the capabilities of all caretakers.


(a)
The fitting of plugs to cables, and replacing fuses in plugs.


(b)
The replacement of fluorescent tubes and lamp bulbs where this can be done without danger.

NB:
Readers should be aware of the existence of the Electricity at Work Regulations 1989.  These Regulations carry the force of law and cover the range of practices commonly found in educational and other establishments.  Further information can be obtained from the Health and Safety Unit or on Kent trust web
H&S SECTION F

TOOLS
1.
Do not use any tool unless you are confident that you know how to use it, and how to stop it.

2.
Keep edged tools (e.g., knives, wood chisels) sharp, but make sure that you know the proper way to sharpen them.

3.
Many tools will rust very readily.  Keep these lightly smeared with grease, or spray with a product such as WD40 from time to time.

4.
Store edged tools carefully so that the cutting edges are not damaged.

5.
Never use a tool with rough, split or splintered handles.

6.
Wear goggles whenever using a tool or undertaking a job where dust, grit or loose particles are likely to fly into you face.

7.
When cutting always cut away from your body.

8.
When tightening or undoing a nut, always use a spanner which fits exactly.

9.
Files should always have handles and should never be used as a punch or lever.  They are brittle and will break.

10.
When hammering, hold handle at the end, not half way up, and use eye protection if there is a risk of materials disintegrating and flying off.

11.
Do not use screwdrivers as chisels or scrapers.

12.
Ensure that powered tools do not have frayed cables and that the correct value of fuse is fitted.  If possible, use power breaker plugs or residual current device circuit breaker with all portable electric tools.

13.
Hold powered tools very firmly, with both hands if possible.

14.
Do not be tempted to tackle any job unless you are quite sure that you can do it properly.  Get a professional in if in doubt.  (See also H&S SECTION X)
15.
Keep tools securely locked away in dry conditions and out of the reach of children.

16.
Tools should be provided by the Head of Establishment.  If, for any reason, you use your own personal tools while at work, ensure that your immediate manager is told in advance.

17.
When using a screwdriver, do not hold the item (with the screw in it) in the other hand.  The screwdriver might slip and injure the hand holding the item.  Use a bench or other firm resting place.

H&S SECTION G

PROTECTIVE CLOTHING
1.
The following is the KCC CFE recommended scale of protective clothing.


Long trousers & t-shirt                               -
quantity 2


Light jacket - fleece

 

-          quantity 1

  
Boots - Rubber Knee  


-
1 pair


Steel Toe Capped shoes


-
1 pair


Gloves - Rubber



-
2 pairs


Gloves - PVC oil resistant


-
1 pair


Gloves - Leather pruning


-
1 pair


Raincoat - long plastic


-
1 pair

Rainproof trousers



-
1 pair


Goggles - protective
    
    

-
1 pair


Disposable gloves and apron

-
See H&S SECTION T


Disposable Face/Dust Mask 

2.
The supply and replacement of these items is the responsibility of the head of Establishment.  It is particularly important that gloves be replaced when they develop holes and leaks.  Staff should hand in the defective items when they draw replacements. Always ensure there is sufficient Protective Clothing to meet the requirements of the job, eg Disposable Dust Masks etc., before starting the work.

H&S SECTION H
STORAGE
1.
This H&S SECTION is concerned with the storage of cleaning equipment and materials, and with other items used by caretaking staff such as lamp bulbs, toilet rolls.

2.
Boiler rooms should not be used for storage, but if you do, then avoid flammable materials and do not obstruct passage ways or access to the boilers, and do not allow anything to damage boiler or pipe installation.

3.
Do not use cupboards for storage which contain electrical switch gear.

4.
Where a cleaning contractor is on site, try to give him separate storage accommodation so that your own materials cannot be mixed up with his. Keep all store rooms/cupboards locked, especially if they contain machinery and/or cleaning chemicals.  Children must not be allowed access to such cupboards/stores.

         Always replace cleaning chemicals and machinery in locked cupboards after use and before children can gain access to them. Ensure that anything stored in outside sheds etc will not be damaged by excesses of temperature

5.
Storage areas should be kept free from rubbish. Bags of waste must never be stored in cupboards but disposed of immediately.

6.
Store areas should be kept clean and tidy and where possible all boxes stored off the floor. Stock must be rotated and moved regularly to check for evidence of vermin. Electrical cables on machines such as vacuum cleaners should always be neatly coiled.  Buckets should be emptied and rinsed out.  Wet mops should have the heads thoroughly rinsed in clean water, wrung out and then be stood against the wall on their ends, mop end up.

7.
Because some chemicals are liable to spontaneous combustion, applicators and cloths used for applying floor seal should be saturated in water and then placed in a suitable container and put in the waste container after use and not placed in the store. 

8.
Cleaning materials should, where possible, be left in their own containers.  Cleaning chemicals must only be decanted into purpose made containers and labelled with the manufactures COSHH information.

Do not decant anything into drinks bottles or food containers.

Any container without a label should be treated with suspicion and the contents properly and safely disposed of and not used.

9.
Storing anything under stairs should be avoided. Never store anything flammable or combustible under stairs.

10.
Do not overload shelves.  Keep items stored together in neat blocks of the same product.  To ensure there is no danger of stock falling, only store small, easily lifted items on higher shelves.

11.
Use oldest stocks first and store accordingly, oldest at the front.  Remember that some chemicals deteriorate with age, check labels for shelf life. 

12.
Do not maintain over large stocks of any material which might deteriorate.

13.
If container is leaking and contents are usable, decant into appropriate labelled container and use first. If contents not usable dispose of properly and safely, (seek advice if necessary).

14.
Use proper steps to reach items on high shelves.

15.
Store only small and light objects on high shelves.

16.
Take particular care with the storage of fluorescent tubes.  These should be stood up in a protected area still in their protective boxes.  Do not place them where anything is likely to fall on them or be learned against them.  Refer to H&S SECTION U for details of safe methods of disposing of tubes.
17.
Watch out for vermin in stores and take action to eliminate them if found, check building and take action to prevent any further access.

18.
Do not stack items on one another or on boxes which might collapse under the weight.

19.
Do not store chemicals close to heaters or radiators.  Aerosols should be kept in a cool dry place and out of the sun’s direct ray.

20.
The use of Bleach is forbidden in educational Establishments.

21.
Always store cleaning materials in frost‑free conditions.

22.
Always stack floor pads (for machines) horizontally and quite flat.

23.
Floor polishing/scrubbing machines should be stored with brushes and/or drive discs removed.

24.
Machines brushes and drive discs should be stored vertically.

H&S SECTION I

CLEANING MATERIALS
1.
Most cleaning materials are poisonous, whilst others will cause damage and irritation if they come into contact with the skin or eyes or are inhaled or swallowed.  At all times, therefore, users and those supervising users should read and observe the instructions given on the labels. The supplier of cleaning materials must issue Chemical Data Sheets for all products covered by the Control of Substances Hazardous to Health Regulations 2002 (COSHH). If a person has to go to hospital for treatment as a result of using cleaning or other chemicals, copies of all the COSHH sheets should go with him/her.

2.
Protective clothing is necessary in respect of most cleaning materials.  (See H&S SECTION G)  Details of what should be worn for what will be found on container labels and also the COSHH sheets.

3.
It is emphasised that hazards will be minimised if the Instructions for Use printed on containers are applied exactly.

4.
Different products must not be mixed unless specified by the manufacturers.

5.
Bleach is forbidden for cleaning in Kent schools.  When mixed with the acid used for descaling toilets, chlorine gas is produced, a gas that will KILL
6.
After use, buckets and other containers used for cleaning materials should be rinsed and left to dry.  Similarly, wet mop heads should be rinsed in clean water, wrung out and the mops stood on their ends.  Rubber gloves should be rinsed in clean water and hung up to dry.

7.
Cleaning chemicals should always be kept in their own containers.  However, if it is essential that another container be used, this must be labelled using manufacturers labels. Only decant quantities required for immediate use into an approved container.

8.
When not in use, cleaning materials must be locked securely away in a frost‑free store out of reach of children, see H&S SECTION H.
9.
Some cleaning materials, e.g., floor seal, can burn quite easily and cloths soaked in the material must be saturated with water, placed in a suitable receptacle and put in a dustbin. They must not be left in a store cupboard - they might catch fire.

8. Floor sealer and stripper can produce heavy and dangerous fumes.  Good ventilation is essential when these materials are used.

9. Cleaning operatives must not smoke whilst applying chemicals.

12. Children should never be present when cleaning materials are in use.

13.
Any cleaning chemicals, or equipment used in their application, that needs to be disposed of, may need to be treated as special or hazardous waste. Please refer to Section U before disposal
H&S SECTION J

SWIMMING POOLS

Pool plant operators XE "Pool plant operators"  should be qualified to look after the pool. An example qualification is the ISRM XE "ISRM"  Pool Carers Course, a two-day course covering what the plant operator needs to know to keep the pool water reasonably free from the risk of infection spreading, to keep the water clear so that pool users can be seen under the water and to operate a simple school pool plant safely and effectively.  

This qualification has a three year life and can be re-validated by a one day course refresher and updating course.  

A one day foundation or introductory course is available and may be sufficient for managers of caretakers undertaking a pool plant operator role or as an introduction to newcomers to these responsibilities.  It is important that persons responsible for pool plant operators are aware of what is required of pool plant operators and can monitor their work.

Contact the CFE Advice Line for more details: 01622 694476
H&S SECTION K

FIRE PRECAUTIONS
1.
Caretaking and cleaning staff should make sure that they are aware of the procedures (especially the alarm procedures) which must be followed if a fire breaks out.

2.
Although caretaking and cleaning staff will not be expected to fight fires, immediate action with a fire extinguisher might save a school.  To this end, therefore, you may be asked to attend training, and should be familiar with the location and operation of all fire appliances.

3.
Rubbish and other combustibles must not be allowed to accumulate and should be put in waste bins.

4.
Do not smoke near flammable material and especially not when using flammable cleaning materials, paints, varnishes, thinners, etc.

5.
Be aware of all escape routes and fire exits.

6.
Do not allow fire exits to become obstructed, OR LOCKED WHILE THE BUILDING IS IN USE.
7.
Turn off main electrical switches or gas stopcock before you leave, but only if you can do so without putting yourself in danger.

8
Do not attempt to be a hero.  If you can put out a small fire then do so, but do not endanger yourself or others by persisting.  Raise the alarm, help with the evacuation.

9. 
Be ready to show the fire service vehicles where to go when they arrive ensuring 
that any access gates are unlocked and open.
10. Your school must have a fire risk assessment, and you will have a role within the procedures outlined in this document, so ask to see it.
H&S SECTION L
ACCIDENTS AND FIRST AID
1.
There is usually at least one qualified First Aider in each school.  Find out who that is and where and how he/she can be contacted.

2. Report all accidents as quickly as possible. The KCC Accident/Incident Reporting Form HS157 can be found in the ‘Accidents’ section  from the health and safety page at http://www.kentrustweb.org.uk 
3. Each establishment should keep a copy of the accident form.  Be sure you know who is responsible for maintaining it and be sure that this person is made aware of accidents and injures even quite small ones, and including any which you may sustain.

4.
Unless it is absolutely essential, do not move any injured person until qualified help arrives, and then only under supervision.

5.
Fuller details on how to deal with AIDS, Hepatitis, accidents and associated matters may be found on Kent trust web.  (See also H&S SECTION T in this Handbook)
6.
To avoid accidents to yourself and others, read carefully and follow the instructions in the H&S SECTIONS in this Handbook. If at all in doubt, SEEK ADVICE.
H&S SECTION M

SECURITY/INTRUDERS
1.
One of the major responsibilities of caretaking staff is security.  This normally involves unlocking of premises in the morning and closing windows and locking after use of the premises has finished.  It is difficult to describe here how this should be done because premises vary so much, but it can be emphasised how important it is to ensure that buildings are fully secured after use.

2.
Keys should only be issued to staff that actually need them to gain access to specific areas or rooms. The more keys that are issued, the more chance there is of them being lost. An updated record should be maintained, listing the key holders and the keys held.

3.
Broken windows are quite common in some schools. Caretaking staff should prepare pieces of plywood the size of the panes of glass most common in the school, together with screws or nails to fix these pieces of plywood to the frames.

4.
Upon finding a broken window, the old broken glass should be removed from the frame and swept up from the floor and surrounding surfaces (wear tough gloves and goggles). This should then be disposed of in a tough bag or strong cardboard box (to the dustbin) and a piece of the prepared plywood screwed or nailed in place.  A glazier should be called without delay to renew the glass.

5.
Other damage to property which may result in a breach of security should be reported at once.

6.
Caretaking staff must make themselves familiar with the operation of any alarm systems installed in the premises.

7.
Intruders may be found on the site or even inside the buildings.  Common sense is needed to sum up each situation.  If they are children and not really doing any harm and they are on the outside of the buildings, it will normally be possible to tell them to leave the property.  However, adult intruders found inside a building, or on the outside vandalising the premises are a different matter.  The first action to be taken is to raise the alarm by calling the police.  Do not attempt to restrain or physically remove them from the property, or try any other heroics.  Try to get a firm mental picture of what the intruder(s) look like (height, colour of hair, build, accent (if speaking) and clothing) so that you can give a description to the police.

8. If an intruder is found inside a building, or you find that there has been a break‑in, call the police but do not touch anything, you may destroy fingerprints.  However, look at the place where the break‑in occurred and try to make it secure after the police have visited.  Get the damage properly repaired as soon as possible.
9. There is a policy on Kent trust web on lone working, which will provide further guidance.
H&S SECTION N
TRAINING
1.
The training of caretaking staff in respect of health and safety matters is the responsibility of Heads of Establishments. Heads of Establishments will provide not only a copy of this Handbook for use by caretaking staff, but also any other relevant documents, leaflets, etc. Training can be provided by Client Services Managers or the Training and Development Unit.

2.
The Client Services Managers (Cleaning) are able to provide more formal training, highlighting particularly relevant aspects such as COSHH or Manual Handling.

3.
Where there is one or more Assistant Caretaker or in establishments where there are directly‑employed cleaners, the Caretaker has a responsibility for instructing such staff in health and safety practices and for monitoring their work in respect of health and safety.

4.
Health and Safety training courses are run by a number of organisations and more information on this can be obtained from Client Services.

H&S SECTION O

SNOW AND ICE
1.
Where snow and ice are concerned, your responsibility for safety is not just yourself but for all the children and others who use the site.  A very high priority, therefore, is to clear snow and ice and spread salt on paths and other hard areas where people walk.  During each spring, check salt stocks and order well in advance to ensure that you have plenty during the following winter.

2.
In addition to spreading salt, you should clear paths of snow, beginning with the most used and those with the steepest slopes.  Do not forget steps.

3.
Remember that salt is corrosive, will corrode metal and kill plants.

H&S SECTION P

LIQUID FUEL DELIVERIES
1.
Many hot water and central heating plants run on liquid fuels, e.g., gas oil or paraffin.  Caretaking staff are normally involved when bulk fuel tankers arrive to deliver such fuel.

2.
Fuel oils can be dangerous.  They can harm the skin and cause irritation to the eyes if splashed into them.

3.
When a road tanker arrives, caretaking staff should restrict themselves to showing the driver where the installation and input heads are located.  It is the sole responsibility of the driver to position his vehicle correctly and (perhaps with the help of his mate) connect up pipes, pump in the fuel and disconnect/store his pipes.  Caretaking staff should not assist in this process.

4.
Caretaking staff should not mount a tanker to examine dip rods or for any other purpose.  It is for the tanker driver/mate to dip tanks and then present the dip rod to the person receiving the fuel at a place where the latter is not in any danger.
4. Care should be taken to avoid having clothing soaked in fuel oil.  If this happens, clothing should be removed as quickly as is reasonably possible and any skin which has come into contact with the fuel washed in soapy water.  If it is expected that the hands will come into contact with the fuel oil, PVC (not rubber) gloves should be worn.  (See H&S SECTION  G)

H&S SECTION Q

DUST
1.
Dust is an ever‑present problem in educational establishments.  Some of it is generated by educational activities, e.g., in potteries, workshops and primary classrooms where sand is in use.  However, throughout the premises, dust may be found as a result of movement of people in and out of, and between buildings.

2.
Much of the dust is brought in from outside on people’s feet, and then moved around by activity.

3.
Dust can affect health.  It can cause respiratory problems, irritate eyes and skin, and result in serious illness if swallowed on food.  Some forms of dust are more dangerous than others, clay dust from potteries and certain wood dusts, for example.
4.
Caretaking staff and cleaners are very likely to come into contact with dust due to the nature of their work, especially when this involves actually removing it.

5. Prevention is better than cure, and adequate barrier matting at entrances will pick up much of the dirt and mud from footwear.  Frequent and effective cleaning of these mats is essential if they are to retain their effectiveness. 
6. In cleaning operations, the vacuum appliance is the best method of removing dust and should be used as widely as possible.  Upright machines with brushes are best for carpeted areas and tub vacuums for hard floors.  Brooms and long handled brushes should never be used to sweep floors, they only kick up dust so that it is airborne, to settle later on all surfaces.   As an alternative to a vacuum cleaner, dust control mops may be used.    Wood and pottery dusts should only be picked up with vacuum cleaners fitted with suitable filters.  In potteries, plenty of water must be used for washing floors and this must be removed with a wet vacuum machine.
7. Other preventive measures will be outside the control of caretaking and cleaning            staff, and it is to be hoped that pupils and staff using workshops, potteries and sand will do so in a reasonable manner so as to minimise the sources of dust.
8. In cleaning operations, the vacuum appliance is the best method of removing dust and should be used as widely as possible.  Upright machines with brushes are best for carpeted areas and tub vacuums for hard floors.  Brooms and long handled brushes should never be used to sweep floors, they only kick up dust so that it is airborne, to settle later on all surfaces.   As an alternative to a vacuum cleaner, dust control mops may be used.    Wood and pottery dusts should only be picked up with vacuum cleaners fitted with suitable filters.  In potteries, plenty of water must be used for washing floors and this must be removed with a wet vacuum machine. 
9. Dusting should, invariably, be done with damp absorbent cloths, frequently rinsed out in soapy water.  Cleaning work should be organised so that surfaces (e.g., shelves, window ledges) are damp wiped half an hour or so before floors are vacuumed, when any dust in the air has settled.

Always use a dust mask when undertaking dusty tasks.

H&S SECTION R

WORKING ALONE IN SAFETY
1.
The great majority of the caretaking staff in educational establishments spend most of their working time alone or, at most, in proximity to people who are doing other things.  It is of crucial importance, therefore, that due precautions are taken.

2.
There is nothing illegal in working alone provided that common sense measures are taken.  Heads of Establishments are responsible for taking steps to control and organise solitary workers, but such workers also have a duty to take reasonable care of themselves and others affected by their work.

3.
Solitary workers should always take account of the following:-


(a)
Does the workplace present any special problems?


(b)
Is there safe access and exit for one person?


(c)
Can all the equipment and materials involved in the work be safely handled by one person?


(d)
Will cash be handled and is there a risk of violence?


(e)
Is the person about to undertake the work fully competent to do it?


(f)
Has another person been informed of the location and type of 
work which the solitary worker will be doing?


(g)
Is there a telephone readily available?

10. With regard to 3(f) above in particular, caretaking staff or cleaners working alone should always inform another person (who is likely to remain on site for the duration of the activity) of the nature of the work, location and expected time it will take to complete.  If possible, solitary workers should report regularly to a supervisor or to, for example, the school secretary.  Remember, there are accidents, such as a broken leg, which will render the victim immobile and unable to contact anyone.  In this connection, solitary workers should consider carrying a mobile phone, radio or good whistle at all times in order to summon help, if needed.  Alternatively, in a real emergency, it may be possible to set off a fire alarm. 

Hazardous tasks such as working at height should not be carried out when working alone.
5.
There is CFE guidance on Working Alone on Kent trust web.. 
H&S SECTION S

SPORTS EQUIPMENT
1.
Caretaking staff may be asked to assist in the moving and setting up of sports equipment.  Since sports equipment set up incorrectly may be a hazard for users, caretaking staff should help only when directly supervised by PE staff, or when fully competent in how the work should be done.
2. Similarly, if such equipment is required by people who are not trained for such work, further hazards may result.  Caretaking staff should not attempt any repairs to sports equipment no matter how trivial, unless they are competent to do so and such work has the full approval of the Head of PE at the establishment.
H&S SECTION T
CONTROL OF INFECTIOUS DISEASES – HEPATITIS/GASTRO ENTIRITIS
1.
Caretaking and cleaning staff may be at risk from the above‑mentioned, but there are simple precautions which can be taken.

2.
The danger of infection comes mainly from contact with body fluids, especially blood.

3.
Caretaking and cleaning staff may be required to clean up vomit, faeces, urine and blood, and this H&S SECTION deals with the precautions which should be used. This is what should be done:-


(a)
Ensure that hands are always washed after using toilet or handling/touching blood or body fluids.


(b)
Always use rubber or disposable plastic gloves when handling spilt blood, urine, faeces.  After use, put disposable gloves in a plastic bag and place this in the dustbin.  If non‑disposable rubber gloves are used, wash them with soap and hot water, then hang up to dry.  Wash hands after removing gloves.


(c)
The absence of gloves should not prevent the administration of first aid, but if any skin touches blood or other body fluids, this should be washed thoroughly as soon as possible.


(d)
If possible, when cleaning up body fluids, wear a disposable plastic apron to prevent clothes from becoming contaminated.


(e)
Take great care when handling sharp instruments so as not to cut yourself.  Cuts in the skin can allow infection to enter.  If you do cut yourself, let the wound bleed freely, wash with running water and then protect by an adhesive plaster or have dressed, according to severity.  Ensure that the accident is entered in the accident book.


(f)
When administering first aid, mouth to mouth resuscitation may be carried out as there is little or no risk of infection passing in this way.


(g)
To clean up spills of blood, vomit, urine or faeces:

         Put on disposable gloves and apron (see (b) and (d) above).

         Lightly sprinkle spillage with sanitaire granules.   This sanitises, jellifies and deodorises the spillage. All solid matter should be scooped up and put in a clinical waste bag.   

         Thoroughly spray area several times with a sanitising liquid until thoroughly clean, using a disposable cloth or paper towels, where necessary. Diluted Lifeguard Cleaner Disinfectant or Milton would be suitable sanitisers. Product should be diluted according to manufacturer’s instructions.

Great care should be taken to ensure that Milton is not mixed with any de-scaling or other acid.

         Wash area thoroughly with clean water.
         Everything used to clean up the spillage, except scoops, should be wrapped well in a clinical waste bag. This should then be sealed and put in the clinical waste bin to await collection by the contractor, for incineration. Clinical waste must not be placed in the ordinary refuse bins.
         Plastic scoops can be re-used once they have been thoroughly sterilised.

         Do not use Milton on carpeted areas but if the area of spillage occurred on a carpet, then this area should be shampooed before it dries to remove any stain.

         A brush should not be used to clean up bodily spillage, as it is not possible to sterilise this thoroughly after use.

(h) In the absence of any Milton 1, use a solution of the germicidal detergent which is kept for toilet cleaning ensuring that solution is diluted according to manufacturers instructions.


(i)
After removing spillage, wash area thoroughly with clean water.


(j)
Ensure that toilets and showers are cleaned in accordance with the specification and that taps, doors and handles are regularly washed with the correct germicidal detergent.


(k)
Ensure that mops, buckets and cloths used in toilet areas are NOT used elsewhere.  If cleaning contractors employees are seen to be ignoring this rule, bring the matter to the attention of the contractor’s supervisor. Non compliance must be recorded in the Site Record Book.


Body spillage kits are to be used in preference to Milton as Milton can cause damage to soft surfaces

H&S SECTION U

DISPOSAL OF DANGEROUS MATERIAL (See also H&S SECTION T)
1.
Caretaking staff will certainly be called upon to deal with material which is or can be harmful to health and hazardous to the person.

2.
Broken Glass 

This is probably the most dangerous material which will need to be disposed of.  Normally, it results from broken windows.  Broken glass can cause serious injuries if not handled properly.  Thick leather work gloves should always be worn.  Goggles should always be worn when carrying out this work, as when removing broken glass from a window frame shards and splinters can spring out into the face. Broken pieces of glass should be put into a strong container, ideally, a strong cardboard box with lid or flaps, so that sharp splinters cannot cut through.  All trace of broken glass must be removed from the floor or area where the breakage has occurred.  The container (for the broken glass) should then be put straightaway into the centre of one of the waste disposal bins provided by the refuse collector, broken glass should not be put into plastic bags.

3.
Stripped Polish

After floors have had polish (not seal) stripped, there may be a quantity of liquid slurry to dispose of.  This should be handled in accordance with the health and safety instructions on the product label and/or the COSHH assessment sheets.  (See H&S SECTION J).  The slurry should, ideally, be removed with a wet vacuum machine, but it can be scraped up provided that the right protective clothing is worn.  The minimum would be rubber gloves and goggles.  The slurry should then be disposed of as detailed in the COSHH data sheets.

11. Hazardous Waste

       Certain types of waste are now no longer able to be disposed of in the normal Waste Containers provided by your Refuse Contractor. These items are identified as Hazardous Waste and must be disposed of separately. You will need to store them separately and notify your contractor that they require removing from the school site. Items that the school may wish to dispose of are likely to be, but not restricted to:-

· Building or Demolition materials

· Asbestos

· Chemicals from the Laboratories

· Clinical Waste

· Oils

· Paint, strippers, seals or similar chemicals

· Refrigerators and freezers or their refrigerants

· Computer equipment

· Electrical equipment

· Fluorescent tubes

· Flammable, toxic or explosive substances


If in doubt what can be disposed of contact your Refuse Contractor or Health and Safety Adviser. Advice can also be found in the Client Services “Little Book of Rubbish”
12. Refuse Containers

Refuse containers must be closed securely to prevent access by vermin. Flammable substances such as cardboard and paper should be placed in locked containers to prevent vandals setting fire to it. Refuse containers should either be kept in a locked compound or chained or locked up. Containers should be stored away from school buildings, to avoid them being used to set fire to the school or used to gain access to buildings or roofs. It may be necessary to give Refuse Contractors keys or combination numbers to Refuse Containers to allow them to make collections out of school hours.





H&S SECTION V

GENERAL NOTES AND SOME DOS AND DON’TS
1.
This H&S SECTION is intended to set out some easily read advice on general behaviour and practices.


ACCIDENTS CAN HAPPEN ………………

When using electricity


-
Worn, frayed flexes



-
Cracked, hot plugs



-
Blackened sockets



-
Water near electricity or on appliances/cables


Do check ratings on all appliances before use.


When using chemicals or toxic substances


-
Poor ventilation



-
Ignoring manufacturer’s instructions



-
Wrong chemical for the job



-
Adverse weather conditions



-
Lack of protective clothing



-
Mixing chemicals incorrectly


Do make sure you know what to do in case of accident involving chemical or toxic substances.


When disposing of rubbish


-
Burning rubbish blowing away



-
Children playing nearby



-
Lack of ventilation



-
Chemicals, paints, aerosols, etc., exploding


Do dispose of empties or rubbish in a safe way.

When lifting and handling


-
Trying to do too much on your own



-
Letting go inadvertently and causing injury to another 



-
Lifting too high by hand


Do use proper lifting and handling techniques, if you don’t know how to lift heavy objects - GET INSTRUCTION

Care when using machinery or electrical appliances


-
Objects flying about



-
Children playing in the work area



-
Being trapped by machinery



-
Machinery jamming

· Tampering with safety guards

· Frayed or cut flexes or cables


Do check all machinery before use and transportation.  Report defects and do not use defective equipment.


Care when climbing


-
Faulty ladders, trestles



-
Poorly secured ladders or trestles or crawling boards



-
Lack of care when working on roofs


Do check all equipment and observe regulations.

SAFE USE OF TOXIC MATERIALS AND SUBSTANCES

All Operations


Do
-
Wear protective clothing



-
Wash overalls and working clothes regularly



-
Wash thoroughly before eating, drinking or smoking


Do not 
Remove protective clothing on hot days or 




because it is uncomfortable



  -
Smoke while working

Mixing


Do
-
Clean and check equipment before use



-
Measure all quantities accurately



-
Use substances only from properly labelled containers



-
Lock up substances after use


Do not 
Use dirty equipment



   -
Guess at quantities



   -
Transfer substances to milk bottles, old tins, etc.



   -
Leave substances lying around

UNIDENTIFIED SUBSTANCES

Do
-
Treat substances as dangerous until you know 



otherwise



-
Return all empty containers to stores for safe disposal



-
Wash spills and splashes away with running water at 


ONCE (if appropriate)


Do not
Touch substances with bare hands



-
Touch substances with labels missing



-
Smoke near substances



-
Smell or drink unidentified substances

SAFE USE OF RESINS, GLUES, LACQUERS, FLOOR SEALS

Do
-
Read makers’ safety recommendations



-
Wipe off splashes from skin with a cloth, then with an 


approved cleaner, and then wash with soap and water



-
Wear eye protection where necessary



-
Use barrier cream



-
Use wooden stirrers when mixing



-
Dispose of contaminated rags



-
Mop up spilled resins or hardener immediately


Do not 
Put resins, etc., near naked lights



-
Spray polyester in an area previously used for nitro-



cellulose paints until area has been thoroughly cleaned



-
Inhale fumes or vapours



-
Put contaminated articles in pockets

PERSONAL SAFETY -SOME DO’S AND DON’TS 

DO
-
Wear the appropriate protective clothing provided for 


your use




Wear goggles or visor where necessary




Take precautions where dust, fumes, vapours are 



present




Take care of your hands




Know about first aid provisions and the reporting of 



accidents




Check equipment regularly and report defects




Use the right tools and equipment for the job




Know the location of the first aid box




Have all injuries, however minor, properly attended to 


and reported 




Obey all safety rules and signs




Take special care when loading and unloading 



materials or when moving or lifting loads




Wear a dust mask


DO
-
Take special care when positioning your self for a job or 


when involved in close‑up work


DO NOT   -
Take risks



Horseplay or distract others




Smoke near flammable substances or material




Tamper with safety equipment




Leave things lying around - they might be misused


REMEMBER - IF IN DOUBT ASK YOUR LINE MANAGER
HAND TOOLS


Care of Tools


-
Know your tools and use the right tool for the job - do 


not make do



-
Chisels and punches with mushroomed heads should 


be discarded or re‑ground



-
All tools should have good handles - those with split 



handles should be discarded or mended



-
Hammer heads should be kept tightly wedged onto their 


shafts



-
Keep the edges of cutting tools sharp, and covered, when 


not in use



-
Always keep the hands behind the cutting edges when 


working



-
Do not use screwdrivers on work held in the hand

· Keep tools in boxes or in racks when not in use

· Never bang hammer heads together


Care of Hands


-
Gloves should be used for handling rough or sharp 



materials but, if not possible, use barrier cream



-
Cuts or punctures can turn septic - get attention 



immediately



-
Change soiled dressings on any wounds



-
Wash hands before eating - cleanliness is essential



-
Do not use solvents or abrasives to remove oil or 



substances from the hands



-
If a rash appears seek advice immediately



-
Do not take dirt home with you - wash thoroughly


FIRE

Know what to do in case of fire, make sure you know which extinguisher to use for different types of fire, and the location of extinguishers.


Make certain you know your escape route.


Keep fire doors clear and, where required, closed.


Do not obstruct access to fire fighting equipment.


Do not let paper, oily rags or other rubbish accumulate.


Do not smoke in forbidden areas.


Handle flammable liquids or materials with care.


Switch off at the mains any electrical equipment not in use, and turn off gas appliances when not in use.


Take extra care where members of the public may be present.


IN THE EVENT OF A FIRE

DO NOT PANIC


SOUND THE FIRE ALARM IF AVAILABLE


CALMLY GET YOURSELF AND ANY OTHERS OUT OF THE BUILDING - CALL ASSISTANCE, IF NECESSARY, TO HELP YOU DO THIS


DO NOT USE LIFTS


CLOSE DOORS (AND, IF THERE IS TIME, ALSO THE WINDOWS) TO PREVENT THE FIRE SPREADING


DO NOT RE-ENTER BUILDING UNTIL TOLD BY FIRE BRIGADE IT IS SAFE TO DO SO


CHECK THAT THE FIRE BRIGADE HAS BEEN CALLED


In the Store


Do NOT use


-
Worn hand tools



-
Machinery of any kind unless trained and authorised



-
Damaged or worn protective clothing (wherever you are 


working)


Watch out for:-


-
Poorly stacked equipment, tools, etc.



-
Spillages from chemicals, etc.



-
Uneven/worn steps



-
Slippery/uneven floors



-
Blocked fire exits



-
Chemicals/poisons/other dangerous substances left lying around



-
Access to fire extinguishers

· Incorrectly labelled containers

· Incompatible chemicals stored together

H&S SECTION W

CLEANING CONTRACTORS
1.
Under the terms of every cleaning contract the contractor is responsible for ensuring that his operatives observe Health and Safety Regulations and affect a service which does not place others at risk.  Caretaking staff have no responsibility for the contractor's employees, but if unsafe practices are observed, then there is a duty to point these out to both the operatives and the contractor's managers/supervisors.  Rapid action may be essential to ensure that accidents do not take place.

2.
Contractors should maintain electrical machines in a safe condition.  To avoid any chance of a misunderstanding, caretaking staff should never use the contractor’s machinery nor allow the contractor to use any belonging to the establishment.  Ideally, contractors’ and KCC machinery and equipment should be stored separately.

3.
Wet floors are part and parcel of cleaning.  Anyone wetting a floor, or applying polish, should place warning notices at points of access to the wet areas.  Contractors’ staff must also comply with this requirement and failure to do so should be recorded in the Site Record Book.

4.
If contractors’ employees are given keys, ensure that this is done with the approval of the Head of Establishment and that they are fully instructed on security matters, closing of windows, locking of doors, etc.

H&S SECTION X

DO-IT-YOURSELF MAINTENANCE
1.
See also H&S SECTION D, E, F, G, H and R.

2.
There is more and more emphasis now on encouraging caretaking staff to carry out DIY tasks.  There may be dangers in some such jobs, for example, chipping out old hard putty from a window frame, replacing roof tiles and using portable electric tools.
3.
Many people are competent and willing to take on these jobs, but the safety aspect should not be forgotten, especially if working alone.  The watch word should be - if you do not feel entirely safe, or competent, do not do it.

4.
Some of the dangers can easily be overcome by wearing the appropriate protective clothing, for example, cement mixing. The skin is likely to get very dry and rough, followed by painful cracking if gloves are not worn while handling cement. Wet cement trapped inside rubber boots can cause corrosive burns.

5.
Much of what you need to know is in the H&S SECTION listed in paragraph 1 above, but if you have any worries ask.  If you cannot get an answer locally, ask your manager.
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