Introduction to Health and Safety

This is a Word version of the council’s e-module that gives you an overview of good health and safety practice at work. After working through this resource you will be able to: 
1. Describe common risks and hazards associated with the working environment and how to avoid them. 
2. State the main points of good health and safety practice in relation to the working environment. 
3. Explain that every employee has a personal duty of care to him/herself and colleagues.

The majority of our employees work in an office setting for some time, so we will focus on this environment during the module. If you work in an environment where special rules apply to good health and safety practice, you will receive additional training on these. Ask your manager for details. 
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1. Introduction and overview

1.1 Introduction
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Welcome to your introductory learning on health and )
safety in the workplace.

‘This e-module s intended to provide all council employees with the basics
of health and safety. Other organisations may also find it useful to identify

good practice and understand legal responsibilties that employers and
employees have.

There s a quiz at the end to enable you to test your learning. You should
aim to get 8 of the 12 questions right.

It should take around 45 minutes to complete this e-module.




1.2 Overview

[image: image2.jpg]Introduction and overview

This module s designed to give you an overview of good health and safety
practice at work. By the end of the module you will be able to:

» Describe common risks and hazards associated with the working
environment and how to avoid them

« State the main points of good health and safety practice in relation to
the working environment

« Explain that every employee has a personal duty of care to
him/herself and colleagues

The majority of our employees work in an office setting for some time, so
we willfocus on this environment during the module. If you work in an
environment where special rules apply to good health and safety practice,
you willreceive additional training on these, Ask your manager for details.




1.3 Common risks

[image: image3.jpg]| Common risks to health and safety in the workplace

Click on each number to see some examples of the risks to health and
safety that can occur in the workplace.





1. Slips and falls 
2. Poor lighting

3. Fire hazard

4. Poor use of display equipment

5. Manual handling

1.4 Meet the characters

[image: image4.jpg]Meet the characters

The accident-prone team you saw on the previous page will be helping to illustrate
Some good - and bad - health and safety practice throughout this course. They all
workin the same office.

Click on each picture for an introduction to them.





Malika has come into the office on a work experience placement. She's clever, well-qualified and ambitious, but not always very practical and some of the other team would say she lacks common sense.

Janice has just returned to work after taking a few years out to have a family. Having small children around the house has given her an unexpected skill in anticipating how accidents can happen around the office. She makes the most accurate assessment of risks in the office.

Ben is the office manager. He's responsible for implementing good health and safety practice in the workplace, but he can't be there all the time, in his absence standards do slip.

Paul has worked in the office for 23 years. There isn't much he doesn't know about how the office works, and he's rather cynical about change. He knows the law and health and safety good practice well, but still makes poor health and safety decisions at times. 
1.5 What the terms mean
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When talking about the subject of heaith and safety, people sometimes use
different terms interchangeably, which can lead to confusion. Before we move on,
let's check a few definitions.

What do the following terms mean in the context of health and safety?

Have a think about your answer, then click on each term to see if you're right.





A hazard is something that has the potential to cause harm.  For example:

· A strong cleaning agent may pose a potential danger to those people using it, perhaps if they get it on their skin. 

· A trailing computer cable poses an avoidable trip hazard. 
A risk is the chance that someone will be harmed by a hazard.  For example:

· A person working with a hazardous substance runs a risk of injury when using it. However, following usage instructions reduces this risk to a minimum.

· If a trailing computer cable (i.e. a trip hazard) is not tidied away, there is a risk that someone could trip over it. Trips are the most common risk in the workplace.
An accident is an occurrence that is unplanned and undesirable.  For example:

· A person working with a hazardous substance spills it. 

· Someone trips over a trailing computer cable.

An accident does not necessarily lead to injury.
Harm is the impact of a work hazard. Harm can be sustained by objects in the form of damage or by persons in the form of injury. Harm is a common consequence of an accident.  For example:

· A person working with a hazardous substance spills it on unprotected skin and sustains a burn. 

· Someone spills coffee over a computer keyboard, rendering it unusable.

· Someone trips over a trailing computer cable and breaks a wrist.
2. Health and Safety Law and Policy

2.1 Who is legally responsible for health and safety at work?
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[ Health and Safety: Law and Policy |

Who s legally responsible for heaith and safety at work?
Select all that apply and then click OK.

You

Your colleagues
Your manager or supervisor
Your director

The Councillors.

The Chief Executive




	Correct
	Choice

	X
	You

	X
	Your colleagues

	X
	Your manager or supervisor

	X
	Your director

	X
	The Councillors

	X
	The Chief Executive


Feedback:
The Act also applies to the self-employed, manufacturers and suppliers.

2.2 Health and safety policy
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The councilis required to publish 2 Heaith & Safety Policy Document. You can
find this on the Health & Safety intranet pages

‘The Policy is supported by several documents.

‘There s also a lot of guidance and procedural information available to advise
on particular issues. Click on the headings for more information.





Organisational framework - this describes how the policy is put into practice and who has particular responsibilities.

Management framework - this describes the arrangements that departments put into place.

Management plan - this states the department's priorities and particular aims for the year.
2.3 Legal requirements
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The 1974 Health and Safety at Work Act provides legal protection to virtually all
employees in the UK. However, it also places obligations on those employees.
What must you do as an employee to comply with the law?

Click on the headings for more information.





Co-operate
You must co-operate to enable your employer to comply with the law. This should include following procedures that are provided and reporting any problems related to the procedures, or any incidents, accidents etc.

Be responsible
You have a responsibility to take reasonable care for your own health and safety, and that of others who may be affected by your actions, or by your lack of action.

Correctly use equipment
You should correctly use work items, such as personal protective equipment, in accordance with the training or instruction that you have been given by your employer.

Don't misuse equipment
You should never interfere with or misuse anything that your employer has provided for health and safety purposes. 
2.4 Legal responsibilities
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Legal responsi

Ben, Janice, Paul and Malika feel quite clear about their health and safety responsibilities.

Are they correct?

Consider each situation, then drag it to either the flling cabinet or the bin.

Malika has spilled
some coffee on the
floor. She says,
“That's OK, it'll
evaporate oniits
own, and then the
cleaner will take
care of any stain.”

The office
kettle has
developed an
intermittent
fault. Ben

Responsible

Paul feels that the
office lavatory isn't
quite as clean as it

should be. He brings

in a container of
power bleach to
feave in there so
people can use it
from time to time,

Janice s
Tooking for
somewhere
tofile office
papers. She

usesa
cupboard
that's near to
the fire exit,




Correct answer:
Responsible:
Janice is looking for somewhere to file office papers.  She uses a cupboard that’s near to the fire exit.  Provided the cupboard next to the fire exit is not obstructing the exit in any way, it’s fine for Janice to use it.

Irresponsible:

Malika has spilled some coffee on the floor. She says, “That’s OK, it’ll evaporate on its own, and then the cleaner will take care of any stain.”  Malika should never leave spilled fluid on the floor, as it is a slip hazard for her and her colleagues.  Slip hazards are the biggest cause of health and safety related injury according to the HSE.

The office kettle has developed an intermittent fault.  Ben takes the plug off to see if he can mend it.  Ben should not interfere with any electrical appliance in the office.  Nowadays all electrical appliances are sold with a sealed plug, so Ben should not in any event have removed it.
Paul feels that the office lavatory isn’t quite as clean as it should be.  He brings in a container of power bleach to leave in there so people can use it from time to time.  Paul has brought in a hazardous substance that needs special handling, it presents a danger to anyone who uses it.

3. Using a Workstation

3.1 Sitting at a desk and using a computer or other display screen equipment (DSE) is just part of everyday life for many employees. However, if you habitually use this kind of equipment for at least two hours a day, you need to make sure that it is used in a way that reduces risk.  Safe use of a workstation depends on what the workstation is like and how it is used.  What does this obligation require employers to do?
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[ Using a workstation - your workstation

l

Sitting at a desk and using a computer
or other display screen equipment (DSE)
is just part of everyday lfe for many
employees. However, if you habitually
use this kind of equipment for at least
two hours a day, you need to make sure
thatitis used in a way that reduces risk.
Safe use of a workstation depends on
what the workstation is like and howtis
used. What does this obligation require
employers to do?

Select all that apply and then click OK.

Assess and reduce the potential risks of
using a workstation

Measure the height and leg length of
staff to ensure they fit into their
workstation

Ensure that workstations are at all
times free of dust and other allergens
Assess the entire workstation,

including furniture and equipment

Ensure that there is a telephone
within 0.5 metre of the workstation
Take into account any special needs
that individual staff may have

Consider the job being done at the
workstation




	Correct
	Choice

	X
	Assess and reduce the potential risks of using a workstation 

	 
	Measure the height and leg length of staff to ensure they fit into their workstation 

	 
	Ensure that workstations are at all times free of dust and other allergens 

	X
	Assess the entire workstation, including furniture and equipment 

	 
	Ensure that there is a telephone within 0.5 metre of the workstation 

	X
	Take into account any special needs that individual staff may have 

	X
	Consider the job being done at the workstation 


3.2 You & your workstation
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Your workstation doesn't
consist of just you and your
screen. tincludes your desk,
chair, monitor, keyboard, work
surface and immediate
environment.

Awell-designed working
environment helps people work
more effectively and can
prevent workstation-related
problems.

Click on the numbers to learn
more,





1. You are the most important item in your office.  When you sit down at your workstation, take a few moments to make sure you are comfortable with the lighting, temperature and noise levels of your area.  Remember to look away from your desk from time to time to rest your eyes, and take plenty of breaks away from your workstation.  Frequent short breaks are better than infrequent long breaks. 

2. The height of your chair, its arm rests and back should all be adjustable. The chair should have five feet and castors to ensure stability.  You must have enough space to allow your feet to move around freely.  The chair should be checked regularly and repaired or replaced immediately if a fault is detected.
3. The angle and height of your monitor should be adjustable. It should tilt and swivel so you can minimise head and neck movement by maintaining a comfortable position.  Your screen should be free of flicker and glare and you should be able to adjust its brightness, colour and contrast.
4. The keyboard should tilt as required, be of a matte finish and have clear characters that can be easily read.  You should also have enough space on your desk to have the keyboard in the position that suits you best.
5. Whenever possible, workstations should be positioned with monitor screens at right angles to sources of natural light.  Unshielded bright lights or bright lights in the field of vision can lead to visual fatigue. To minimise these problems consider shielding, replacing or repositioning office light sources. 
6. Organise your work surface to maximise your workspace. Position working documents at a height, visual plane and viewing distance similar to those of the screen.  Bring all frequently used items within easy reach to avoid twisting and stretching. Anything that creates awkward reaches or angles in the body will put you under stress.
3.3 Posture
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You've made sure your
workstation suits your needs,
butwhat is the best way to use
it?

The picture shows how you
should be positioned at your
display screen. Do you
recognise yourself, or should
you make changes to the way
Yousit?

Click on the numbers for
more information.





1. The chair is positioned so that there is no pressure on the back of the legs.  Forearms and thighs are level with the floor or slightly sloping away from the body.

2. Your arms should be level with the surface on which the keyboard sits, keeping your wrists straight.
3. You should sit up straight and maintain good posture.  Your chair should be adjusted to help you maintain the natural curve in your lower back.  Use a copy holder if you often need to refer to documents while you work.
4. The top of the monitor screen should be slightly below eye level and positioned at arm’s length.  The screen should be square to your line of sight as you sit in the correct position.
3.4 Pop quiz!
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Your workstation should be provided with appropriate equipment to enable you to
work safely, provided you follow a sensible working pattern and adjust it properly.

When sitting at your workstation your shoulders start to ache. What should you do
first of all?

Have your workstation reassessed

Make an appointment to see the occupational
health practitioner or your doctor

Tel your ine manager &)
Take abreak
Do some neck and arm exercises.

Fill out an accident form




	Correct
	Choice

	 
	Have your workstation reassessed

	 
	Make an appointment to see the occupational health practitioner or your doctor

	 
	Tell your line manager

	X
	Take a break

	 
	Do some neck and arm exercises

	 
	Fill out an accident form


3.5 Top tips

[image: image14.jpg]| Top tips for comfort and safety at your workstation

1f you work with computers you should be aware of the health issues associated with
using them. Good working practices can help prevent the development of conditions
such as work-related upper limb disorders, backache and eyestrain. Click on the
headings to learn more.

(] |





Work aids - you can use work aids such as footrests and monitor arms to help maintain a comfortable position as you work.  Footrests can help prevent slouching and are useful when people are unable to rest their feet flat on the floor.  A monitor arm allows you to adjust your screen in much the same way as an angle poise lamp. It helps reduce neck and head movement as you can place your work at eye level. It's also a useful way to free up space on your desk.  

Typing - to avoid discomfort when typing, you should:

· Adjust your keyboard to a comfortable position

· Keep your wrists straight and don't overstretch your fingers

· Rest your hands and wrists when not typing

· Don't be tempted to hammer the keys - tap lightly
Screen display - to prevent leaning forward or hunching to see small items or read small text, increase the size of your screen display and/or font size to a suitable setting. 

Mouse - to avoid discomfort when using a mouse, you should:

· Position the mouse so that it's in easy reach

· Keep your wrist straight and don't overstretch your arm

· Support your arm on the desk

· Avoid gripping the mouse too tightly and press lightly on the buttons.

· Consider an alternative mouse, such as a trackball or vertical mouse.
Interruptions - remember to look away from your desk from time to time to rest your eyes, and take plenty of breaks away from your workstation.  Frequent short breaks are better than infrequent long breaks. 

Temperature - ensure that the ambient room temperature is comfortable. You shouldn't feel too hot or too cold.

Eye care - long spells of concentration on work can lead to tired eyes and discomfort. 

Tips to help ease eye discomfort:

· Make sure you are in a comfortable position and have your work documents in a good light

· Take regular breaks from the screen

· Remember to blink regularly to prevent dry eyes
4. Accidents and risk assessment

4.1 Accidents waiting

Ben, Malika, Janice and Paul are having a rather accident-prone day in the office.  How many potential accidents can you spot in this picture?

[image: image15.jpg]Spotting potential accidents

How many potential accidents did you spot? Click on each number to find out more.





1. The bottom drawer of this filing cabinet presents a trip hazard to anyone near it.  Even if the trip is avoided, a nasty cut or bruise could still result.
2. A trailing computer cable or electrical lead is a trip hazard.
3. Janice is wearing very high heels, which could cause her to trip – especially as the office carpet is very worn in places.
4. Janice’s dangly bracelet could become trapped in the document copier she’s using.
5. Paul’s trying to carry far too many things at once – especially as one of those things is a hot drink.
6. Not only is Ben carrying a box that’s too heavy for him, it’s too big for him to see that his way forward is clear.
7. Malika is taking a huge risk by standing on this chair.  Not only is it a swivel chair – it’s on castors!
8. This box of drawing pins has been opened to attach a notice to the office noticeboard, but the unused pins have not been cleared away.  There’s a risk of injury from those left on the desk or from any that might have fallen onto the floor.
9. Paper, files and other paraphernalia should never be stacked on the floor.  They present a slip and trip hazard.
10. The office carpet tiles need replacing urgently as they present a serious trip hazard.
4.3 Accident reporting
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Ifyou have an accident or incident (including aggressive incident) or a near miss,
make sure it reported to your manager or supervisor.

Even minor incidents should be reported, because they may give a warning of a risk
that we may not have been aware of.

Report incidents that involve non employees, such s visitors, the general public,
contractors or service users, provided they arise in the course of work - that usually
‘means on Council premises or with work activities away from Council premises.

How to report
Tellyour manager or supervisor and complete a form.

hen send the form to the manager who
ShouTd pass Tt on to the HES Unitas an attachment to an email or as a paper form if
necessary.

Provide as much information as you can, and send the form as quickly as possible. If
information comes to light after the form has been sent, then send it on afterwards.




4.4 Accidents in the council
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Because we encourage staff to report
all accidents, we have a lot of
information about the patterns of
accidents that take place. Over recent
years the number of accidents to staff
has gone down as we have got better at
preventing them, but we still have
several hundred reports.

Fortunately in most cases people are
not injured, or only have minor injuries.
But do not forget, we also have to
protect our health from problems that
are longer term, and we do not see
them in the accident reports as they
aren't reported as injuries.

Below are the categories of injury,
what percentage of counilinjuries
do you think they cause? Click on
each tem for the answer





	Cause of injury
	% of council injuries caused by it

	Stationary object
	11%

	Hit by moving object
	22%, this is the second most common cause of injury at the council

	Moving/handling object
	13%

	Slip, trip, fall
	29%, the largest cause of injuries at the council

	Fall from height
	2%

	Hazardous substances
	1%

	Electricity
	3%

	Animal
	2%

	Burn
	9%

	Cuts
	10%


4.5 Risk assessments - purpose
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Of course, the best way to ensure nobody sustains harm or injury from an accident is
to prevent the accident happening in the first place.

The Management of Health and Safety At Work Regulations 1999 require every
employer to assess the significant risks to workers

Click on the image of the Regulations to see what this means for the coundil.

The employer's legal duty

The Regulations state that itis the legal duty
of every employer to make a written
assessment of the risks to the health and
safetyof his employees to which they are
exposed whilst theyare at work'.

This is known as a risk assessment.





4.6 Risk assessments
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Consider risk assessment as a means of ensuring
that the iskis controlled to alevel that is
insignificant. The aim s not normally to eliminate
all isk entirely (although that may be necessary for
very serious risks)

You should be told the significant conclusions of
risk assessment, these are normally:

= Any restrictions or prohibitions

« Any special training or equipment you need
touse

« Any special procedures you need to follow.

Ifyou find problems in following safe procedures,
you should not proceed, but raise the matter with
Your manager. Don't forget, if you have any special
needs, discuss them with your manager.




4.7 First aid

[image: image20.jpg]First aid

the workplace

Even in the safest workplaces, something
may happen to cause an injury, so we
need first aid arrangements.

Inlarger council buildings there is a pool
of first aiders, each with their own first
aid kit, and a first aid kit at a reception
area for times when there are few people
inthe bulding.

For sites with a small number of people,
there may be an Appointed Person who
can take control if an incident takes place,
and who keeps the first aid kit
maintained. This person might not be a
fully trained first aider.

FIRST AID





5. Dealing with particular risks

5.1 Equipment management
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‘ Dealing with particular risks - equipment management |

Most equipment is well designed, but you need to be sure that it is used in a safe
way. These points below are essential. Click on each heading to find out more.

i




	Risk
	Explanation

	Suitable for the job
	Use equipment for the job it is intended for.  Do not improvise.

	Location
	Some equipment is more dangerous in some conditions, for example, using electrical equipment in wet conditions.

	Maintained
	Make sure that the equipment’s maintenance schedule is follow if one exists.

	Condition
	Visually examine equipment before you use it and don’t use equipment that is damaged or has parts missing.

	Training
	Some equipment must only be used by people who have been specifically trained in its use.

	Use
	Follow the instructions!


5.2  Manual handling
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After slps, trips and falls, manual handling - lfting and carrying objects - is the second

largest cause of reported accidents at work. If possible avoid lfting heavy objects at ll,
or use a mechanical aid such as a trolley lft.

1fyou do have to lft something at work you should follow some simple rules to avoid
injury or strain. Remember always to move smoothly and in a controlled and balanced
way. Click on each number to see some tips on good manual handling technique.





1. Make a firm base with your feet, keeping them about shoulder width apart.

2. Lift with the legs, bending the knees rather than the back.
3. Keep the chin held in and raised as this helps keep the back straight.

4. Ensure the load is as close to the body as possible.

5. Do not twist the back but change direction by moving the feet.

6. If the object is especially heavy or bulky, wait to get some help.

7. Remember to take as much care when lowering items as when you lift them.

5.3 Hazardous substances
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Hazardous substances are those classified as Toxic,
Corrosive, Irritant or Harmful. You can identify them
by the warning sticker on the label.

The precautions you must follow depend on the
material, and the label can help to tell you that, but
you should ask your manager if you are uncertain.

Normally you need to keep the materials properly
and securely stored, and you might need to workin
awell ventilated space, perhaps with some
protective equipment (such as a mask and/or
gloves)

Corrosive

If the materials need complicated control measures
or they are high hazard materials, then you will need
to have a written method of work.




5.4 Common substances
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You might find these in many workplaces

Solvents: Normally, keep them off your skin and work in a well-ventilated place

Descalers: These can be very corrosive and very reactive, so do not use unless you
have been properly instructed and do not mix them with anything else

Bleach: Only use this where absolutely necessary and never mix it with anything else
it could give off poisonous gas. This applies to anything where the label says it
contains hypochlorite.

Dust: Some dust can be hazardous, 5o ifyou do a dusty job (cutting concrete, wood
or other materials) follow precautions

Blood and Body fluids: These can transmit infections through cuts in your skin, 5o
take precautions before cleaning them up.




5.5 Working environment

[image: image25.jpg]Your working environment

Health and Safety regulations apply to your entire work environment. Allwalkways
should be kept clear of obstruction and kept adequately lt. The work areas should be

sufficiently clean and well maintained.
Click on the icons below for more information on workplace safety.

Tenperaure

sowce —
Work

Environment




Temperature

Temperature inside buildings should provide reasonable comfort without the need to wear special clothing.  Factors such as the environment around the workplace, the type of work being carried out and personal preferences make it difficult to specify a temperature that will suit everyone. However, 16 degrees Celsius is recommended as the minimum temperature for offices. 

Ventilation

Workplaces must be adequately ventilated. 

Ventilation should draw fresh, clean air in and remove warm, humid air.

Windows and doors may provide sufficient ventilation - if not, mechanical ventilation systems should be provided and maintained.

Noise
Exposure to loud noise over a prolonged period can cause hearing damage. 

This does not normally affect people working in an office environment but you need to be aware of the risks and protected in certain situations, such as during maintenance or building work.

Lighting
All work areas must have suitable lighting to enable you to carry out work and move about safely. In addition, light fittings should not create any hazards.

If necessary, additional lighting should be provided at workstations and walkways. 

Emergency lighting should be installed in areas where sudden loss of light would present serious risk - it should be automatic and powered by an independent source.
Space
Work areas should have enough room so that you can move about easily and access your personal work area without difficulty.  A minimum of 11 cubic metres should be provided for each person permanently occupying a workplace.
6. Fire Safety

6.1 Problems
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Fire safety - problems with fire safety

Like many employees, our office workers haven't given much thought to fire safety in
their working environment. See how many fire hazards you can spot in this picture,
before continuing to the next page.





6.2 Spotting problems 
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How many problems did you spot? There are at least seven in this picture.

lick on each triangle to find out more.





1. The fire exit is partially blocked, which could slow down people escaping from a fire.  Fire exits should always be entirely free from obstruction.
2. The fire extinguisher is not on the wall bracket. In the event of a fire, someone needing to use the extinguisher may not be able to find it.
3. This is an internal fire door, which is designed to close itself after use as it acts as a block to the spread of fire. Propping it open defeats the object.
4. Overloaded sockets are very common causes of electrical fires. A good general rule is one plug to a socket. If you need more sockets, they should be professionally installed.
5. The glass paperweight is focusing the sun’s rays onto the paper beneath. Eventually the papers will ignite.
6. The jacket on top of this computer is blocking the air intake vents. This will cause the computer to overheat, which could cause a fire.
7. This smoke alarm appears to be damaged. Smoke alarms are one of the very first alerts to the existence of fire, so if one is faulty precious seconds could be lost in the event of a fast spreading fire.
6.3  Fire response

[image: image28.jpg]ire response

Ifafire breaks outin a coundil building you need to respond properly. The particular

instructions are on a placard near every entrance to the building, and they are similar
for all office and depot sites.

« Sound the alarm: if the automatic fire detection has not sounded the alarm, use
abreak glass point which you will find on the way out of the building

= Leave the building: do 50 quickly, but do not rush. Do not stop to collect your
belongings, and do not useifts.

« Donot rush in staircases: the building design involves protected staircases, 5o
once you are in a staircase you are out of immediate danger

« Lookafter your visitors or guests: so they know where to o

+ Goto the assembly point: this is named on the placard. Wait there for further
information and do not go back into the building unless told by a fire warden.

We do not carry out a roll-call for evacuation - the fire wardens confirm that the building
is empty. We do not require any person to fight a fire - the aim is to make sure everyone
getsout.




6.4  Prevention and preparation
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1f we prepare well we reduce the chance of a fire starting and improve the effectiveness of our plan to
contain a fire and escape from it. The main things to be aware of are:

+ Housekeeping and maintenance: Make sure equipment s properly maintained, electrical
supplies not overloaded and materials do not accumulate in unsafe locations.

+ Knowing your way out: These are indicated by the green signs. In most areas there is more
than one escape route. If you are in an unfamiliar building, make sure you know how to get
out.

+ Keeping fire doors closed: This is absolutely essential o preventing fire and smoke from
spreading into escape routes. Some fire doors are on magnetic devices that hold them open:
they allow the door to close when the fire larm goes off.

« High risk processes: These may involve flammable liquids or very hot equipment, and must
be controlled very carefully.

+ People with special needs: People who cannot hear the alarm or who cannot manage stairs
may require a Personal Emergency Evacuation Plan (PEEP). This should be discussed with the
manager.




6.5  Which of the following should you do if you discover a fire?
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Which of the following should you do if you discover a fire?
Select all that apply.

‘Tackle the fire immediately to stop it spreading

Sound the fire alarm

Evacuate using the nearest lft

Ensure everyone else s out before you leave the building
Leave the building via the nearest exit

Assemble at a muster point a safe distance from the building




	Correct
	Choice

	 
	Tackle the fire immediately to stop it spreading 

	X
	Sound the fire alarm

	 
	Evacuate using the nearest lift

	 
	Ensure everyone else is out before you leave the building

	X
	Leave the building via the nearest exit

	X
	Assemble at a muster point a safe distance from the building


The correct answer is that on discovering a fire, you should:

Sound the fire alarm, Leave the building via the nearest exit and Assemble at a muster point a safe distance from the building. 

7. Stress in the workplace

7.1 Stress and pressure 
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‘ Stress in the workplace ‘

Stress and pressure
Stressis not the same as pressure, but ifthe pressure is too great it can lead to stress.
Stress can lead to

o lliness

« Mistakes at work

« Deterioration in relationships

« Inability to make decisions

« Problems for work colleagues.

There are many reasons that can cause you pressure, related to work or to your life
outside work. These notes indicate the common sources of pressure in relation to work,
how you can see it coming and if you may be able to do something about .




7.2 Causes of stress
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The Heath and Safety Executive (HSE) has identified six causes of stress in the workplace.

on each one to find out more about





Demands 
The demands of workload, work patterns and the work environment can exceed our ability to cope.

Control 
We all need to have some say in the how, the when and the way we do our work.

Support 
None of us can work in total isolation. We need encouragement, sponsorship and resources from our organisation, line management and colleagues.

Relationships 
As with any other part of life, relationships at work can sometimes be difficult. We need to promote positive working to avoid conflict and dealing with unacceptable behaviour.

Role 
Feeling unclear about what is expected of us at work can leave us feeling very unsure of ourselves. We should all understand our roles within the organisation and the organisation should ensure that we do not have conflicting roles.

Change 
Any organisational change, large or small, should involve us.  It should be well-managed and communicated to all involved.  Change that happens without our involvement tends to make us feel excluded from an organisation in which we are likely to have a considerable stake as employees.
7.3 Recognising Stress
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‘Sometimes stress can creep up on us without our realising it. Relatively ordinary
tasks may become stressful due to unforeseen complications for example, or
perhaps an important working relationship gradually becomes more difficult for
some reason.

Its therefore often easier to identify signs of stress in others than in ourselves.
However, it's important to be able to recognise signs of tress in yourself as you
are the person best placed to do something about it before it becomes a serious
problem.

How can stress affect you?




7.4 Signs of stress

[image: image34.jpg]What could indicate that you are or a colleague is suffering from stress?

Click on the hudiii to find out more.




Emotional symptoms of stress

· Feeling negative or depressed

· Disappointment with yourself

· Reacting to things more emotionally - more tearful or sensitive or aggressive

· Withdrawing, feeling lonely or isolated

· Loss of confidence, commitment and motivation 

· Unexplained mood swings, even if these don't affect your behaviour
Mental symptoms of stress

· Feeling confused and indecisive

· Inability to concentrate 

· Poor memory
Changes from your normal behaviour that may indicate stress

· Changed eating habits

· Increased smoking, drinking or drug-taking 'to cope'

· Mood swings that affect your behaviour

· Changes in sleep patterns

· Twitchy, nervous responses to others

· Changes in work attendance such as arriving later or taking more time off
7.5  Which of the following will help him cope with the situation?
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Ben has been asked to take on a big project in addition to his normal workload. He's said
yes and feels he should follow through, but it's getting harder for him to meet deadlines.

Which of the following wil help him cope with the situation?
Select all that apply and then lick ok.

Having 2 drink to relax after work

Asking for assistance on the project
Waiting for it to get better
Talking to someone

Taking something to help him sleep




	Correct
	Choice

	 
	Having a drink to relax after work

	X
	Asking for assistance on the project

	 
	Waiting for it to get better

	X
	Talking to someone 

	 
	Taking something to help him sleep


7.6 Who to approach for help
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One of the problems with stress s a tendency to internalise one’s feelings, which is very
damaging. It's also crucial to realise that your suffering isn't necessarily evident to
others, even fyou feel t's blindingly obvious.

Ifyou are feeling stressed at work and you know it's more than about just having a busy
day, you MUST talk to somebody.

Click on the headings for more.




Line Manager
You may feel that if you approach your manager with problems about stress you will be admitting failure. You're not. Very often your manager is best placed to help you to take practical measures to address the sources of pressure. 

Of course, if you do not feel that you can discuss the matter with your manager, you may need to speak with someone else: the council's human resources (HR) service may be an appropriate source of help.

Doctor

If you do experience symptoms that appear to be due to stress, be careful not to assume that stress is in fact the cause. What you're feeling may be due to some other health problem, so it's important to get yourself checked over by your doctor or other health professional.

Friends

You may find it helpful to talk in the first instance to someone who is in your corner but is not connected with work. This can help you sort out your thoughts and see how to move forward more clearly, so that you feel more confident about approaching a work colleague to discuss the problem.   If you are in a trade union, you may find it useful to speak with your representative. 
Counselling

The confidential counselling service is operated by an independent provider (Interchange - telephone 0117 983 1465) and any employee can contact it directly for help.  Nothing will be disclosed to any other person without your agreement.
8. Lone Working

8.1 Lone Working
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Working alone

Your job may mean itis necessary for you to work
alone occasionally or perhaps most of the time. You
may need to work from home for example, or from
another remote location if you're travelling for work
purposes.

You should have safe methods of work that control
the significant risks when working alone - these will be
based on risk assessments.




8.2 Control measures
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The employer may need to take extra risk control measures to ensure the lone worker's
safety. Click on the image for some examples of the kind of questions the employer

should ask.

The employer should ask:

- Does the workplace present a spedal risk to the lone:
worker?

-Is there a safeway in and a way out for one person?

- Can any necessary equipment be safely handied by one
person?

- Does the work involve fting objects too large for one
person?

~Is there a risk of violence?

- Are women especially at risk if they work alone?

- Are youngworkers espedially at risk if they work alone?
- Is the person medically fit and suitable to work alone?

- What happens if the person becomes il has an accident
or there is an emergency?




8.3 Working at home

[image: image39.jpg]Working at home or alone in a council building

fyou are carrying out office type work at home or in a council building then the

general risk level isfairly low, so this should be safe provided you follow some common
Sense precautions. The main things to bear in mind are:

« Make sure that the building is secure to prevent unauthorised intruders

« Make sure that you can call for assistance if you need it - keep in touch with
another base or home.

Do not do something that requires assistance, such as manual handling of
significant loads or work at height.

= Donot do any high-risk activity (eg with some hazardous materials or high risk
equipment)





8.4 Visiting alone
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ing somewhere alone in the course of your work then make sure you

follow appropriate precautions. In particular:

Make sure that it is  suitable visit to make alone before you start.

Be prepared - have as much information as you can about where and who you
arevisiting, especially if it is to someone’s home. You may need to look at the
Caution List.

Plan your route and make sure that someone at the base knows where you are
going and when you are to return or finish. This may involve the use of a notice
board, desk or computer diary or some other mechanism where a person at
the base can follow up if you are not in contact when expected. In some cases
a'buddy’ system is better.

Consider the need for a computer based lone working system.

Call back to base when you have finished.

1fyou make visits out of conventional working hours, you may need to make
additional arrangements.




9. Resources and useful links

9.1 H&S on the intranet
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| Resources and useful links

Health and safety on the intranet

rtwid!s information about how to achieve good standards of health & safety when
you Garry out work.
The main principles of the councif's policy are that -

+ The people responsible for managing and carrying out the work are also responsible for
making sure itis safe.

« Senior management has ultimate responsibilty for safety, but everyone has a part to play.
 Standards should be high and control measures should be proportionate to the level of risk.

Within this site you wil ind the Council's health & safety policy, information and contact
details, news, and the health & safety self-help toolkit.

fin doubt, employees should raise health & safety matters with their manager. The health &
safety team and trade union reps can help, but the most effective practical measures require
management action.




Go to the A-Z on the intranet, and select to find a link to the Health and Safety intranet site or click on the below link:

http://intranet/content/CEandCR/Sections/HealthSafety/new/Home%20Page/Home%20Page.htm
9.2 Further information
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The following offer additional information and guidance on heath and safety
matters addressed in this course.

Health and Safety Executive Infoline: 0845 345 0055

Click on each of the headings below for more detailed information.

i





You will information on all of these topics at www.hse.gov.uk.
10. Assessment

There now follows an assessment on what you have learned in your Introduction to Health and Safety course.  The assessment contains 12 questions.

Good luck!

Question 1. What is the commonest risk to health and safety in the workplace?

· Stress

· Poor use of display screen equipment

· Slips, trips and falls

· Fire

· Hazardous substances

· Electricity

Question 2. “Something has the potential to cause harm”.  Which of the following does this best describe?

· A tidied computer cable

· Accident

· Risk

· Hazard

· Mistake

· An injured person

Question 3. For which of the following is the employee responsible in the workplace?

· Don’t misuse equipment

· Find out if the employer has a health and safety policy

· Co-operate

· Inform the employer of any specific health and safety responsibilities you may have

· Be responsible

· Correctly use equipment.

Question 4. When assessing your work station for good health and safety practice, which of the following should you consider?

· Your posture

· Your chair

· Your monitor

· Your keyboard

· Lighting conditions

· Your work surface

Question 5. Which of the following is the best description of a formal risk assessment?
· A written assessment by the employer of the risks to the health and safety of his employees to which they are exposed whilst they are at work
· A record or report of the recurrence of an accident due to a previously identified hazard
· An undesirable or unfortunate happening that occurs unintentionally and usually results in harm, injury, damage or loss
· A record or report of the recurrence of an accident due to a previously identified risk
· An assessment of how the Management of Health and Safety at Work Regulations 1999 applies to the relevant workplace
· A written assessment by the employee of the risks to the health and safety to which they are exposed whilst they are at work.
Question 6.  For the purposes of first aid, what are the specific responsibilities of an appointed person?
· The person who takes charge when someone is injured or falls ill
· The person who looks after the first aid equipment
· The person who resuscitates anyone who is injured or ill
· A person who has undergone a training course in administering first aid at work
· A person who holds a current first aid at work certificate
· A person who writes and displays the first aid information
Question 7.  Which of the following are good practice in manual handling?
· Make a firm base with your feet, keeping them about shoulder width apart
· Lift with the legs, bending the back
· Keep the chin pushed out and down to help keep the back straight
· Ensure the load is as close to the body as possible
· Do not twist the back but change direction by moving the feet
· Take as much care when lowering items as when you lift them
Question 8. If you discover a fire, what actions should you take and in what order? Put the items into the correct order.
· Leave the building by the nearest exist without using the lifts
· Ensure your own safety
· Assemble with your colleagues at a designated point away from the building
· Shout “Fire, Fire!” at the top of your voice
· Sound the nearest fire alarm
Question 9. Which of the following aspects of health and safety should be considered in the working environment?

· Lighting 

· Noise 

· Temperature

· Space

· Ventilation

Question 10. Which of the following has the Health and Safety Executive identified as a cause of stress in the workplace?
· Control 

· Demands

· Support

· Role 

· Change 

· Relationships

Question 11. Which of the following are ideal ways to cope with stress?

· Taking sleeping pills to ensure a good night’s rest
· Telling a friend, family member or trusted colleague about the problem
· Having a drink or two after work to relax
· Consulting your doctor
· Advising your line manager
· Talking to an occupational health practitioner if one is available
Question 12. Your employer may need to take extra control measures to ensure your health and safety if you are working alone.  Which of the following are questions that your employer should ask?

· Does the workplace present a special risk to the lone worker?
· Is there a risk of violence?
· Does the lone worker have enough to eat?
· Are men especially at risk if they work alone?
· Is the person medically fit and suitable to work alone?
· Is there a safe way in and a way out for one person?
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