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1. PURPOSE
To ensure that the company provide work equipment for employees that is safe and fit for purpose.
2. SCOPE
This Procedure applies to all work equipment, either owned by Tailored Fire and Security Ltd. or where employees are using their own tools whilst working either on company premises or on behalf of the company on clients sites.
3. DEFINITIONS
Work equipment
Any equipment provided for use at work including: hammers, ladders, drilling machines, power presses, circular saws, photocopiers, lifting equipment and motor vehicles. If employees bring their own equipment for use at work this will also be covered by PUWER and the company has a duty to make sure it complies with the Regulations.
Use of equipment
Includes starting, stopping, repairing, modifying, servicing, maintaining, cleaning and transporting

4. RESPONSIBILITIES
Managing Director shall:
· Ensure that effective arrangements are in place to ensure all work equipment used at work is safe and without risk.

· Ensure that effective arrangements are in place to ensure work equipment is inspected and maintained to ensure its safety.

· Ensure adequate resources are provided to ensure work equipment is safe so far as is reasonably practicable

Managers shall:
· Ensure that all work equipment, provided by the company or used by employees is safe and without risk, so far as is reasonably practicable 
· Ensure that staff who purchase work equipment for use by themselves or others are responsible for ensuring it is the correct equipment for its intended use.
· Ensure that all work equipment has been assessed for risks prior to being brought into service
· Ensure that a pre-use safety inspections of work equipment are carried out.
· Establish and maintain an effective system for the maintenance of company work equipment, and for taking remedial action on any notified defects which may be the cause of injury to persons, as soon as is reasonably practicable.

Supervisors shall:

· Be fully familiar with this Procedure and understand and apply it within all areas of their responsibility.

· Ensure that all work equipment is safe and without risk so far as is reasonably practicable.
· Ensure that work equipment is correct for its intended use.
· Ensure all employees who use work equipment have been provided with adequate information, instruction and training before using such equipment
Employees shall:

· Attend relevant training and follow operating/user instructions issued to them
· Use recommended procedures designed for their safety

· Make proper use of approved work equipment including any that is provided for their safety

· Report any loss or defect of work equipment 

· Report any concerns about health and safety to their supervisor/manager

· Not tamper with or alter work equipment in any way which may inhibit its effectiveness

· Not introduce into the workplace, or use, any unauthorised equipment or spare parts

· Help to keep work equipment clean and in good condition by treating it with respect and care

· Carry out pre-use inspections of work equipment when required and report any unsafe conditions identified.
· Seek permission of their supervisor before bringing any personal items of equipment to work where it is intended that they be used by either themselves or others as part of work activities.
5. REFERENCES 

· Health and Safety At Work Act 1974
· Provision and Use of Work Equipment Regulations (PUWER)
· Company risk assessment procedure

· Work Equipment purchasing procedure

6. PERFORMANCE STANDARD
All work equipment provided by the company for use by its employees, will meet the requirements of all applicable legislation, and will not pose an unacceptable risk to any employee.
7. APPLICATION
7.1 Requirements
7.1.1 Equipment must be:

· suitable for its intended use and for the conditions it is to be used in.
· Inspected before first use where there is a serious risk from incorrect installation.
· maintained in a safe condition to ensure that people's health and safety is not exposed to risk 
· regularly inspected (where required) by a competent person to ensure that the equipment continues to be safe for use
· Used only by people who have received adequate information, instruction and training.
· Accompanied by suitable safety measures, for example protective devices, marking and warnings
7.1.2 Elimination/Control of risks must be ensured by the:
· installation of physical safety measures (e.g. guarding, protection devices, markings, warning devices, emergency stops and personal protective equipment) 

· implementation of procedural measures (e.g. safe systems of work, providing information, instruction and training). 
7.1.3 Mobile Work Equipment (MEWP, FLT’s etc)
· The Company must ensure that where such equipment is used for carrying people it is suitable for such use. Action must be taken to reduce risks to the passenger(s). (refer to the company guidance for MEWP’s)
7.1.4 Conformity

· When purchasing work equipment the company will ensure that any products they buy comply with any legal requirements implementing any Directives applicable to the product. In general, this has been achieved when a product displays a 'CE Marking'. In respect of machinery, adequate operating instructions needs to be provided with the equipment in addition to information about residual hazards (i.e. noise, vibration etc.)

· If equipment is supplied second hand it is the duty of the supplier to make sure it is safe and that there are instructions to enable safe use. Second hand equipment may not always have CE marking.

7.2 Vibrating power tools

Vibrating power tools transmit hand-arm vibration (HAV). When used incorrectly or excessively they can cause disabling diseases such as vibration white finger or carpal tunnel syndrome which are collectively known as hand-arm vibration syndrome (HAVS). 
The types of tool commonly encountered by the company which can cause HAV are hammer drills and hand-held grinders.

The law requires users to avoid or minimise the use of vibrating power tools where practicable.

The Company will control vibrating power tools at two levels:

1. By standardising on the models and suppliers of equipment;

2. By consideration of the use of power tools as part of the risk assessment procedures.

7.3 Risk Assessment

To comply with the requirements of PUWER, a feasible starting point is to use the risk assessment method to help us decide what action we need to take. Refer to the company Risk Assessment procedure for details on carrying out risk assessment
The hazards associated with work equipment must be considered, particularly in relation to the environment the equipment is being used.

The hazards of work equipment are many; from trapping (e.g. between rollers or cogs), entanglement (a risk wherever there are rotating or moving parts, even with an portable battery drill), ejection (particularly from machines such as grinding wheels and drills) to straightforward contact with moving parts which can cause abrasions or friction burns.

Non-mechanical hazards from machines include electrical risks, noise and vibration, dust and fume, and ergonomic (layout) faults.
During the risk assessment the following will be considered: 

· The task involved in detail

· Identify potential hazards

· Quantify the risk of injury occurring

· Eliminate the hazards at source where possible, or

· Introduce control measures to minimise the risk

· Supply work equipment if it can assist in the work task or provide a viable protective measure or an additional enhancement to the control measures

· Monitor and review control measures and viability of work equipment regularly and whenever working practices change, or after a serious accident involving the use of work equipment  


The risk assessment will include:

· The location, fitting-out and layout of the workplace 

· The nature, degree and duration of exposure to physical, biological and chemical agents

· the form, range and use of work equipment and the way in which it is handled

· The organisation of activities

· The extent of health and safety training provided, or found to be necessary

Vibrating power tools

Vibrating power tools transmit hand-arm vibration (HAV). When used incorrectly or excessively they can cause disabling diseases such as vibration white finger or carpal tunnel syndrome which are collectively known as hand-arm vibration syndrome (HAVS)
Staff who are responsible for undertaking risk assessments must take account of the potential need to use vibrating power tools. Provided it does not affect the overall safety of the operation the use of vibrating power tools will be avoided or at least minimised. Where possible, minimise the use of these tools by employing stronger fixings to reduce drilled hole depths and diameters. 
Note that the use of vibration-reducing gloves is not recommended by the Health and Safety Executive. 
Where use of vibrating power tools is unavoidable, the assessor should ensure that equipment is selected from the Company’s approved list and in accordance with the considerations set out above. The need for any special equipment outside the scope of the Company’s approved list should be referred to the Project Manager which is responsible for evaluating and selecting appropriate equipment.

The assessment of power tool use must include an assessment of the amount of work to be done by individual operatives of the tool. The Company’s approved list of tools will identify the maximum safe limit of work permitted for each tool. Although individual assessments need to be undertaken for each operation, assessments of typical site drilling activities indicate that the amount of drilling falls well within the safe limits of tools approved by the Company. Where the anticipated use of any operation exceeds these safe limits, measures will be adopted to avoid overuse. In addition, the control procedures must ensure that power tools are correctly  maintained. The vibration generated by such tools increases considerably as the tools age and regular maintenance is necessary to avoid excessive vibration. 
The company will ensure that vibrating power tools are correctly inspected and maintained.
Note: Risk assessments must be completed for all tasks known to involve the use of  work equipment thought to produce a daily vibration exposure of above 2.5m/s2 (A8) for hand arm vibration and 0.5m/s2  (A8) for whole body (FLT’s etc).
Company guidance on the Safe Use of Work Equipment provides more information useful in the process of assessing the risks arising from the use of work equipment.

7.4 Statutory Equipment
Some items of work equipment, such as lifting equipment, passenger lifts, scaffolding, pressure vessels and Mobile plant, require a statutory regular and thorough examination by a competent person, as specified by law.

A register of such items is maintained by company for insurance and routine testing purposes.

Anyone who purchases any new equipment of this type is required to inform their manager as soon as possible. This will enable the equipment to be included in the register and thus tested as required by law.

7.5 Buying work Equipment
Any new work equipment must also comply with all PUWER requirements. This means that any new equipment purchased by the company for use by staff at work must be safe (i.e. suitable, maintained, inspected and staff must be provided with adequate information; instruction and training in its’ use).
Vibrating power tools

The company will establish a list of approved vibrating power tools to meet the Company’s standard requirements and a list of approved suppliers of such equipment. Approved tools will have levels of vibration which are amongst the best in class. Approved suppliers must demonstrate a professional approach to the supply and maintenance of equipment. The company will evaluate equipment by reference to the vibration data issued by the supplier.

The purchase of new work equipment is subject to a separate procedure which provides details of how to ensure that any new equipment purchased complies with the law and is safe to use.
7.6 Disposal of work equipment

Some types of work equipment are covered by specific pieces of legislation governing how they may be safely disposed of. This may include health and safety legislation as well as legislation designed to protect the environment. The Environment Agency may also have special rules about how and where certain types of work equipment may be disposed of.

Before disposing of any old work equipment which is no longer required, it is best to check whether any special rues will apply. 

7.7 Information, Instruction and training
All employees who use work equipment must be adequately trained in its’ safe use.

People who carry out maintenance and repairs on work equipment also require instruction and training. Some examples of information, instruction and training on the safe use of work equipment are:

· A brief session provided by the supplier of new equipment based on instruction manuals or operating leaflets. 

· Verbal instruction given by the supervisor, on the use of hand tools (chisels, Stanley knives etc.) supported by a risk assessment conducted by a team of personnel who use the equipment, which leads to the development of 

· A safe system of work which is written down as a safe operating procedure and accompanies the relevant equipment, which covers normal use as well as operating in emergency conditions. 

· Use of manufacturers and/or supplier information and instruction booklets that  accompanies the equipment.
The law requires that training and information be provided to vibrating power tool users. Information should generally be provided through the risk assessment and/or method statement procedures.
7.8 Operators of work equipment

Operator’s certificates will be issued to authorised personnel. It is an offence for any member of staff to operate an item of equipment for which they have not been authorised.

Individual authorisations will be kept under continuous review and may be revoked in writing to the operator under the following circumstances:

1. For breaches of the safe operating procedures;

2. Where time-limited training expires;

3. Where changes in technology or legal requirements render the operators’ experience insufficient.

Statutory requirements apply to the authorisation of personnel to undertake the following tasks:

1. Operation of fork lift trucks;

2. Mounting abrasive wheels;

3. Operation of Mobile Elevated Work Platforms;
4. Erection or alteration of towers;

5. Testing of electrical tools and portable electrical equipment 
6. Certain construction site inspections
If users of vibrating power tools complain of any of the following symptoms, they may be experiencing the early signs of HAVS and should immediately cease work with the tools:

1. Painful finger blanching (triggered by wet or cold conditions);

2. Loss of sense of touch or temperature;

3. Numbness and tingling sensation in your hands;

4. Loss of grip strength;
5. Loss of manual dexterity

7.9 Maintenance
7.9.1 The supplier and/or manufacturer may recommend a schedule of preventative checks and minor maintenance including daily, weekly, monthly and annual checks on lubricants, pressure, brake function etc. 
7.9.2 Only trained and competent persons will carry out maintenance on work equipment
7.9.3 Guards also require maintenance. 

7.9.4 Maintenance work on equipment will be carried out safely and the maintenance of some work equipment may require the development and implementation of safe working practices:

· Isolate completely the equipment to be maintained and any services connected to it and ensure it cannot be turned back on accidentally e.g. lock it off, remove the fuse etc.

· Support parts of the equipment which may fall or become unstable as a result of components being removed during maintenance.

· Decontaminate the equipment or request clarification from employees who use the equipment that all hazardous substances, etc. have been thoroughly cleaned out.

· Allow time for the equipment to cool if it operates at high temperature. 
8. REVIEW
The company will review all work equipment on a regular basis or when its performance deteriorates to an unacceptable level and/or poses a risk to the health and safety of the user.
9. RECORDS
The following records will be kept until the work equipment is disposed of:

· Risk assessments
· Any statutory inspections, examinations or testing that may be required by other legislation
· Maintenance logs if kept

· Details of all training provided for the use of work equipment by employees
10. APPENDICES
None
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