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TOOL BOX TALK — Number 1 — Legislation
The Health and Safety at Work etc. Act 1974

Reason for the talk: Awareness of the legal responsibilities of employer and
employees.

Why have the talk: You cannot comply with the law if you are not aware of what
it says.

Outline of the talk: This talk will cover legal responsibilities and penalties under
the Act.

Scope of the Heath & Safety at Work Act:

1. Everyone in the construction industry has legal duties under the Act.

2. Everyone in the construction industry is protected by the Act.

3 The Act allows Health & Safety Executive Inspectors to visit sites and take
enforcement action if work areas and activities are not safe.

Question:  Who has responsibilities for your health and safety?
General Provisions of the Act
1. Under the Act your employer has a legal duty to provide:

Safe Plant and equipment, and safe methods of work.
Safe use of work articles and substances.

Information, instruction, training and supervision.

A safe lace of work with safe access and egress.

A safe work environment with adequate welfare facilities.

2. Under the Act you as an employee have legal duties to:

e Safeguard your own safety and health and that of others who may be
affected by your actions.

e Co-operate with the employer to help them comply with their legal duties.

¢ Not interfere with anything provided for health and safety.

Question: Give examples of interfering with items provided for health and
safety.
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Penalties

1. Breaches of the Act are criminal offences, which may be punished by fines,
prison or both.

2. Individuals, as well as companies, can be charged for breaches of the Act.

Question: Who could be prosecuted under the Health and Safety at Work
Act?

Enforcement
The powers of the Health and Safety Executive Inspectors include:

o Entering placed of work (including construction sites) at any time and without
notice — if necessary, with the help of the police.

Carrying out investigations and prosecuting their own cases in court.
Insisting that the scene of an accident remains undisturbed.

Issuing Improvement and Prohibition Notices.

Taking statements and removing records and documents.

Question: what would you do if you became aware that a HSE Inspector was
on the site?

Question: Why do you think it is important to co-operate with a HSE
Inspector?

Do you have any questions for me?
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General Safety Legislation

Outline of the talk: This talk will cover details of legislation introduced to protect
your health and safety whilst at work.

Why More Legislation?

1. The Health and Safety at Work etc. Act 1974 provides only general
guidelines on the way in which work activities are to be carried out.

2. Additional, more detailed guidance is provided through the issue of
Regulations, which also carry the full force of the law.

Subjects Covered by Relevant Regulations

Regulations place a legal duty on employers to ensure that employees are not put
at undue risk from work activities. In many cases, Regulations also put legal
duties on employees. Some aspects of construction work which are covered by
regulations include:

General site conditions, including welfare facilities

The manual handling of loads

The safe storage and use of hazardous substances

The control of excessive noise levels

The safe use and storage of LPG and highly flammable liquids
The reporting of some accidents to the HSE

The issue and use of personal protective equipment

You must remember that Regulations are part of health and safety law and must
be followed. Speak to your supervisor if you are concerned about the safety of
anything you have been instructed to do.

Question: What is the status of Regulations?

Additional New Legislation

1. The Management of Health and Safety at Work Regulations 1999:

o Require employers to carry out specific assessments where work is to be

carried out by young persons (under the age of 18) due to their
inexperience, lack of awareness and lack of appreciation or risk.
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2. Working Time Regulations 1998:

o Limit the number of hours employees can be required to work, averaged
out over and agreed period.

o Allow a minimum daily rest period of 11 consecutive hours in any 24-hour
period.

° Allow employees to give up their rights under these Regulations if an
agreement is reached with the employer.

Question: Who has the responsibilities for your health and safety?
REMEMBER: IT COULD BE YOUR HEALTH AND SAFETY AT RISK IF
YOU OR YOUR EMPLOYER DO NOT COMPLY WITH REGULATIONS.

Do you have any questions for me?
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Benefits of Safety

Outline of the talk:  This talk will cover how everyone benefits from working on

a safe site, and the costs of not doing so.

Be Safe, Be Sure

1.

For years the construction industry has had a poor safety record with far too
many accidents and too much ill health.

Too many accidents are caused by people knowingly working or behaving in
an unsafe manner.

With care, most accidents are totally and easily preventable.

When working be aware of the safety of others as well as yourself. You have
a legal duty to do so.

What You Must Do

Comply with safety training and instruction, and with site safety rules, site
induction should inform you of the hazards.

Avoid the temptation to cut corners to get the job done more quickly, there
could be a high price to pay.

Be aware of how the job you art doing could affect other people around you.
Stay away from work if you know that you are not fit through illness, drink,
drugs or for any other reason.

Ask your supervisor if you have any doubts on safety issues.

Report to your supervisor anyone who you see working or behaving in an
unsafe manner, especially horseplay.

Question: What should you do if you are asked to use a dangerous machine
on which you have no been trained?

The Costs of Accidents

1.

2.

A poor safety record could result in your company being fined and suffering
increased insurance premiums.

Money lost in these ways cannot be used elsewhere, the company could be
forced out of business.

Employees and supervisors who demonstrate or tolerate poor safety practice
may find themselves out of work.

The personal cost of knowing that you have caused a serious accident, or
worse, could last a lifetime.
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Question: How do you think someone’s colleagues would react, knowing
that he or she had caused a serious accident?

The Benefits of Safety

1.
2.

3.

4.

Fewer accidents resulting in less pain and suffering.

Money lost in these ways cannot be used elsewhere, the company could be
forced out of business.

Employees and supervisors who demonstrate or tolerate poor safety practice
may find themselves out of work.

The personal cost of knowing that you have caused a serious accident, or
worse, could last a lifetime.

Do you have any questions for me?

General Questions:

Who is ultimately responsible for your safety?
How seriously would you be affected if the job was stopped whilst any
Accident investigation took place?

REMEMBER ACCIDENTS ARE CAUSED BY UNSAFE PEOPLE CREATING
UNSAFE SITUATIONS.
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TOOL BOX TALK — Number 2 — Young Persons on Site

Reason for the talk: Construction sites are hazardous places, even for adults
who are aware of the dangers.

Why have the talk: Young people, with their lack of safety awareness are
particularly at risk of work-related injury or ill health.

Outline of the talk: The talk will cover why young persons are vulnerable and
what we all should be doing to safeguard their health and safety on site.

Who is a young person?

1.

2.

Health and safety law defines a young person as being over school leaving
age, but who has not yet reached the age of 18.

The law does not prohibit the employment of young people on construction
sites.

What are the Problems?

1.

2.

Young people will not have the same level of safety awareness as someone
more experienced.

For some young people a construction site will be their first experience of a
place of work.

Recent changes in legislation have removed the minimum age limit of 18 for
operating plant and lifting equipment, however they may not appreciate their
own limitations.

Young people will require a greater level of supervision than an adult, the
level will depend on their job and the site conditions.

Young people might be more tempted to arrive at work whilst unfit, due to
several factors.

Young people might create dangerous situations because of an eagerness to
please.
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Protection of Young People

1.

2.

Be aware of their lack of safety awareness, their physical and psychological
immaturity of their inexperience.

Risk assessments must take account of young people being on site and jobs
that they are required to do; it is a legal duty.

Only give young people jobs to do that they can cope with, both physically
and mentally.

Do not allow young people to carry out particularly dangerous jobs such as
using cartridge-operated tools.

Whatever the job, ensure the level of supervision is adequate.

Be aware that if young people are working near to you, be prepared to stop
any activity that is clearly unsafe.

Encourage young people to speak out if they do not feel safe with what they
have been asked to do, it may only be a case or reassurance or maybe more
supervision is required.

Ensure that young people attend site induction, even if they are only going to
be on site for a short time.

Do not tolerate horseplay or other unsafe high spirits.

Question: what actions should you take if you witness a young person in
a position of danger?

Note to supervisor/manager: Now inform all your workforce of the company
policy regarding safeguarding the health and safety of young people on site.
Do you have any questions for me?

General Questions:

What do you do if a young person arrives unfit for work?
How do you assess the correct level of supervision?
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TOOL BOX TALK — Number 3 — Powers of the HSE

Reason for the talk: Itis in everyone’s interest to know that an HSE inspector
can do when arriving on site.

Why have the talk: The inspectors have considerable power and authority.

Outline of the talk: The talk will cover what you should be aware of, and do, if an
inspector visits your place of work.

An Inspector Calls

1. An HSE inspector may visit a site for any of several reasons.

2. It may be a random inspection, or it could be due to a number of accidents
reported or other information received.

3. Aninspector can arrive unannounced, with no notice given.

4. Inspectors carry warrant cards as proof of identity.

5. Aninspector will first make his or her presence known to the person in
charge of the site.

Question: In what circumstances do you think that an inspector would want
to interview you?

What can an inspector do?

Demand entry to the workplace, enlisting the help of the police if necessary.
Inspect the site and carry out investigations as necessary.

Require that areas remain undisturbed (usually after an accident).

Take measurements, photographs and recordings.

Remove articles, substances or samples from the site.

Require a person to give evidence or make a statement.

Inspect and copy relevant documents and registers.

Noahwh =

Questions: What should you tell an inspector if you were interviewed
following an accident that you saw?

8. Serve Improvement Notices, which require that certain improvements be
made when the law is being broken.
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9. Serve Prohibition Notices, which stop specified work activities from taking
place when there is imminent danger.
10. Prosecute people judged to have committed a health and safety offence.

Question: Do you think that employees can be prosecuted, or only their
employer?

What You Must Do

1. Make a statement or appear as a witness in court if required.

2. Be truthful. It is an offence to make a false statement or to make a false
entry in a register.

3. Assist inspectors in their enquiries. It is an offence to obstruct
inspectors in the register.

4, Allow other people to tell an inspector what they know or saw. lItis an

office to prevent them from doing so.

Question: What do you think the maximum fine for obstructing an inspector
in the course of his or her duty?

Do you have any questions for me?
General Questions:

After seeing an accident, how soon would it be best to speak to an
inspector?

Why do you think that inspectors carry out random inspections of
construction sites?

REMEMBER THE MAIN POINT OF AN INVESTIGATION IS TO FIND OUT WHY
AN ACCIDENT HAPPENED SO THAT ANY REPEAT CAN BE PREVENTED.

-10 -



CONABEARE
ACOUSTICS

TOOL BOX TALK — NUMBER 4 - Alcohol and Drugs

Reason for the talk: statistics show that alcohol and drug abuse are increasing
on site. This leads to accidents.

Why have the talk: Make sure it doesn’t happen on this site.

Outline of the talk: This talk will cover the effects of alcohol and drugs on your
safety and others.

Alcohol

1.
2.

In a high-risk industry like ours, alcohol and work are not compatible.

Alcohol is a depressant drug, which depresses parts of the brain function.
When working on site you require all of your brain functions to save you from
injury.

If you’re found to be intoxicated with drink, you won’t be allowed on site. You
may end up losing your job.

Don’t get drunk the night before and expect to work safely on site the next
day. Alcohol takes time to work our of your system (1 pint of beer takes
approximately 2 hours).

Question: What effect can alcohol have on you?

ONOoOO

©

50% of all drivers killed are over the legal limit.

If you drink, don’t drive.

Some workplace fatal accidents are alcohol-related.

Keep your head clear — leave your drinking sessions to social events, where
you can’t cause injury to yourself or others.

Get a bad reputation for drinking and you may not get another job, as you'll
be seen as a liability.

Question: What could be the result of being under the influence of alcohol
on site?

-11 -
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Drugs

1. You are far more likely to have an accident on site when under the influence
of drugs.

2. You may feel you don’t have a drug problem — it's got nothing to do with you.

But if you get hurt, it's a bit late to wonder what the other person was on.

If you know somebody is on drugs, tell your supervisor — help to stamp it out.

Signs to look for: watery eyes, pin-point or dilated pupils, running nose,

constant sniffing, tight lips, sores, ulcers, trembling, fatigue and irritability. If

you see it, report it.

W

Question: What are the signs of somebody who is on drugs?

5.  All drugs can affect your ability to work safely.

6. Some effects of drugs are slow reaction times, clumsiness, poor decision-
making and distorted vision.

7. Don'ttake E’s — E’s stands for Ex-employee.

8. If you get offered drugs, say no, you’d rather work safely!

9. Drugs and work don’t mix. Don’t let it become a problem.

Question: If you took drugs what effect could it have on you and your
workmates?

Note to supervisor/manager: Now inform all your workforce of the company
policy regarding alcohol and drug abuse.

Do you have any questions for me?

General Questions:

How long does a point take to get out of your system?
What would you do if you saw a person taking drugs?

REMEMBER DRINK AND DRUGS ON SITE ARE FOR DUMMIES

-12 -
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TOOL BOX TALK — Number 5 — Needlestick Injuries

Reason for the talk: It is possible that you will find a used hypodermic syringe
or needle on a site at some time.

Why have the talk: If you accidentally prick your skin, you could become
infected with a serious (or deadly) disease.

Outline of the talk:  This talk will cover the actions you should take if you
discover a needle and if you prick your skin with it.

What is a Needlestick injury?
An accidental puncture of the skin by a hypodermic needle.
If you Find a Needle

1. It has probably been used by a drug user and may be contaminated by
infected blood.

2. Do not touch it or move it, unless you have to because of the situation at the
time.

3. Leave aresponsible person to safeguard it whilst you report the matter to
your supervisor.

4. If you have a site nurse, she or he should be informed.

5. If you do not have a nurse, the local Environment Health Department should
be informed.

6. If you must move the syringe or needle:
o Carry it with the needle pointing downwards.
o Do not wrap it in paper or put it into a litter bin.
° If available, place it in a clear glass bottle or jar.
o Dispose of it safely through the site nurse, local police or Environmental

Health Department.

e  Wash your hands thoroughly.

Question: On what types of site do you think you are most likely to discover
used needles or syringes?

-13-
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If you should Prick Your Skin

1. Do not panic.

2. Gently squeeze the area around the wound to encourage bleeding.

3. Do not suck the wound.

4. Wash the site of the injury thoroughly with soap and water at the first
opportunity.

5. Obtain medical assistance as soon as possible from either the site nurse or
the nearest hospital with an Accident and Emergency Department.

6. If you can do safely, take the syringe or needle with you.

7.  If dealt with properly and promptly, the risks of resulting health problems are

small.
8. Think about the consequences of not acting promptly and possibly being off
work for several weeks while you recover.

Question: Due to the secretive nature of the drug taking, in which areas of a
site do you think that discarded syringes and needles are most likely to be
found?

Do you have any questions for me?

General Questions:

What diseases do you think you could catch from a needlestick injury?
What could be the worst possible outcome?

REMEMBER IF YOU SUFFER A NEEDLESTICK INJURY AND DO NOT

FOLLOW THIS GUIDANCE, YOU COULD BE EXPOSED TO THE HIV VIRUS,
HEPATITIS B OR HEPATITIS C, ALL OF THEM VERY UNPLEASANT!

-14 -
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TOOL BOX TALK — Number 6 — Accident Reporting and
Investigation

Reason for the talk: To highlight the importance of accurate accident
investigation and prompt accident reporting.

Why have the talk: Establishing why accidents occur and examining their effects
can help to prevent them from being repeated.

Outline of the talk: This talk will cover the reporting and recording procedures.

Accident Reporting

1. Health and Safety law requires that the following types of accident are
reported to the HSE:
o  Fatalities and major accidents
. Injuries resulting in more than 3 days off work or inability to carry on

with normal work

. Dangerous occurrences

2. By receiving such accident reports the HSE can establish accident trends,
highlight areas of weakness and effectively target preventative measures.

3. All persons on site must ensure that all accidents, no matter how minor, are
recorded in the site Accident Book.

4. In future you may want to establish a link between a current health problem
and a previous accident to claim compensation.

5. Accidents to members of the public arising out of site activities must also be
reported.

Question: What action should you take if you witness an accident to another
person?

Question: Why is it important that all accidents are recorded in the Accident
Book?

-15 -
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Accident Investigation

1.

2.
3.

Your employer has a duty to thoroughly investigate all accidents to establish
the cause and prevent recurrence.

The HSE will also investigate fatalities and other serious accidents.

If you are involved in an investigation:

e Listen carefully to the questions and remain calm

¢ State honestly what you saw or heard.

¢ Do not be afraid to say when you do not know an answer.

Remember that the reason for the investigation is to prevent the accident
happening again.

Question: Who should be informed in your company if an accident has just
occurred?

Question: Why is it important that you fully co-operate with someone who is
carrying out an investigation into an accident?

Do you have any questions for me?

Note to person giving this talk:
Now inform those present of the location of the Accident Book and the company
procedure for recording and investigating accidents.

-16 -
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TOOL BOX TALK — Number 7 — Accident Prevention and
Control

Reason for the talk: Recent HSE figures showed that 14,000 accidents involving
injuries, of which 80 were fatal, occurred in one year in the construction industry.

Why have the talk: In 1997/98, the industry employed 6% of the total UK
workforce, but accounted for 12% of all fatalities.

Don’t become the next statistic.

Outline of the talk: This talk will cover: causes, costs and prevention of
accidents.

Causes of Accidents

People not thinking about what they are doing.

People not following instructions.

People not following the training they have been given.
Unsafe Manual Handling, loading, stacking and storing.
Overloading of working places, scaffolding and hoists etc.
Incorrect use of plant and machinery.

Use of faulty equipment with improvised repairs.

lllegal removal of guards and barriers.

Failure to use protective safety equipment.

0. Ignoring safety signals, signs and warning devices.

VN RLN =

Question: What is a cause of accidents in working places?

Question: What is a cause of accidents regarding plant?

The Cost of Accidents to You

1 Pain, suffering and continuing disability.

2. Loss of earnings and extra expense due to disability.
3. Incapacity for the job and your leisure activities.

4. Unable to support family and possible family break up

Question: What could the cost of an accident be to you?

-17 -
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Accident Prevention

Don’t remove guards from machines.

Don’t handle substances without knowing the hazards.
Don’t use machines if you are not trained to do so, follow instructions.
Always comply with safe working practices.

Wear and use PPE correctly, don’t abuse it.

Don’t direct compressed air at yourself or others, it Kills.
Never mess around while working.

Never use defective equipment or machinery.

Help to keep the workplace clean and tidy.

10. Wash and dry hands to remove substances from skin.
11. Report unsafe conditions to your supervisor.

12. Use correct tools and equipment for the job.

13. Obey all safety rules and signs.

14. Don’t leave tools lying around where they can fall.

CoNoOR~®N =

Question: Before using substances what must you find out?

Question: Why shouldn’t you mess around on site?

Do you have any questions for me?

General Questions:

How could an accident to you affect your family?
Why shouldn’t you remove guards from machinery?

REMEMBER ACCIDENTS ARE CAUSED BY UNSAFE PEOPLE CREATING
UNSAFE CONDITIONS.

-18 -
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TOOL BOX TALK — Number 8 — Tube and Fittings
Scaffolding

Reason for the talk: Falls from heights over 2 metres account for over 50% of
deaths in the construction industry.

Why have the talk: If you don’t follow the guidance in this talk you may end up as
a statistic or at best in hospital.

Outline of the talk: This talk will cover: access, loading, hazards, inspection and
security.

Access

1. Don’t climb up or down scaffolding tubes, use ladders or stairs provided.

2. Make sure the ladder is at the correct angle, one unit out to four units up.

3. Ensure ladders are tied in at both styles, not the rungs, and extend a safe
distance above landing stage.

4. Atthe end of work, remove access ladders or board them up to prevent
children playing on them.

Question: What angle should the access ladder be at?
Loading

1. Don’t overload scaffolding, position heavy loads adjacent to the standards as
they are in the load-bearing members, not in the centre of bays.

2. When stacking materials always leave a passageway at least 600 mm wide
for other people to pass.

3. Ensure materials are stacked correctly and can't fall, use brick guards or
netting where required.

4. Don'’t leave tools or materials lying about on the platform.

Question: Where would you stack materials on scaffolding and why?

-19-
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Hazards

wnN

Guard-rails and toe-boards must be fitted where a person is liable to fall more
than 2 metres.

Don’t use incomplete scaffolding.

Don’t remove or interfere with ties, guard-rails, bracing, toe-boards and
ladders. Alterations must only be made by competent persons.

Don’t throw, drop or tip materials from heights — either lower or dispose of
them through a chute.

Question: Over what height must a scaffolding platform be fitted with guard-
rails and toe-boards?

Inspection

1.
2.
3.

4.

Carry out a visual inspection at the start of each shift prior to use.

Report all faults or defects immediately.

Scaffolding should be inspected every 7 days (or when alterations have been
made) by a competent person and details of inspection recorded.

Scaffolding should be inspected after any adverse weather conditions.

Question: What action would you carry out on noticing defective
scaffolding?

Do you have any questions for me?

How would you dispose of materials from heights?

State two things you must consider when loading scaffolding?

REMEMBER SCAFFOLDING PROVIDES YOU WITH A SAFE WORKING
PLATFORM - DON'T ABUSE IT!

-20-
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TOOL BOX TALK — Number 9 — System Scaffolds

Reason for the talk: System scaffolds are being used more frequently.

Why have the talk: They have safety features, which are particular to them.

Outline of the talk: This talk will cover: safety features which are particular to
system scaffolds and other safety features, which are common to all scaffolds.

Features Particular to System Scaffolds

1.

2.

The components of most system scaffolds are fastened together by wedges or

locking rings rather than loose couplers.

Because of these methods of fastening, unauthorised adaptation of the

scaffold is much easier. If you are using a system scaffold:

e Don’t be tempted to remove guard-rails that are in the way because it is
easy.

e Don't carry out other unauthorised adaptations.

e Be aware that if other operatives are using your scaffold, they may have
carried out unauthorised adaptations.

Bay lengths may be different to those of tube fittings scaffolds; you may have

to be more careful where you land heavy loads.

It is possible that, on some system scaffolds, purpose built loading bays are

the only places permitted for the positioning of heavy loads.

You may have to split heavy loads into smaller quantities before distributing

them around the working platforms.

The tying-in arrangements for system scaffolds may be different to that for

tube and fittings scaffolds, if the scaffold you are working on appears to be

unstable, quickly but safely return to ground level and tell your supervisor.

Question: If other contractors have been using your system scaffold whilst
you have been away, what should you do before using the scaffold?

Question: What would you do if you need a guard-rail temporarily removed?

-21-
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Features Common with Other Scaffolds

Must be erected, adapted and inspected by a competent person.

All inspections must be recorded and a copy of the inspection report kept on
site.

Must be on a firm base, and stable when erected.

Working platforms must have guard-rails and toe-boards.

All joints, whatever their design, must be secure when locked in place

All components must be in good condition.

Working platforms must not be overloaded, and must be wide enough for the
work in hand.

Must have sufficient ties.

Must have a safe method of access to all working platforms.

Nookw M=
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Question: What is often used to indicate that inspections are being carried
out?

Question: What would you do if you became aware that a scaffold on which
you were working had not been inspected in the last 7 days?

Do you have any questions for me?
Hazards

1. Guard-rails and toe-boards must be fitted where a person is liable to fall more
than 2 metres.

2. Don’t use incomplete scaffolding.

3. Don’t remove or interfere with ties, guard-rails, bracing, toe-boards and
ladders. Alterations must only be made by competent persons.

4. Don’t throw, drop or tip materials from heights — either lower or dispose of
them through a chute.

Questions: Over what height must a scaffold platform be fitted with guard-
rails and toe-boards?

Inspection

1. Carry out a visual inspection at the start of each shift prior to use.

2. Report all faults or defect immediately.

3. Scaffolding should be inspected every 7 days (or when alterations have been
made) by a competent person and details of inspection recorded.

Question: What action would you carry out on noticing defective

scaffolding?

-22-
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Do you have any questions for me?

General Questions:

How would you dispose of materials from heights?

State two things you must consider when loading scaffolding?

REMEMBER SCAFFOLDING PROVIDES YOU WITH A SAFE WORKING
PLATFORM - DON'T ABUSE IT!

-23-
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TOOL BOX TALK — Number 10 — Mobile Scaffold Towers

Reason for the talk: Mobile towers must be erected in accordance with the
manufacturer’s instructions by competent persons.

Why have the talk: Use a mobile tower correctly or you could find yourself
seriously injured or even worse.

Outline of the talk: This talk will cover: erection, use, stability and hazards.

Before Erection

Check all components are in a good condition.

Check wheels for effective rotation.

Check brakes and locking devices work correctly.

Prior to erecting towers on suspended floors, ensure bearing capacity of floor
is sufficient for the planned load.

Ponb =

Question: What must be checked before erecting a tower on a suspended
floor?

Before Use

1. Ensure the tower is vertical and square.

2. Towers must not be used unless the wheels are locked.

3. Check that outriggers are set correctly and secured.

4. Ensure the platform is fully boarded out and guard-rails and toe-boards are

fitted if working platform is over 2 metres high.
Question: When should toe-boards and guard-rails be fitted?
Stability

1. Never climb up the outside of a tower — use the stairway or ladder on the
inside.

Follow manufacturer’s instructions on base to height ratio.

Hoist materials up from the inside of the tower.

Tie the tower to a permanent structure where possible.

Don’t move the tower if persons or materials are still on the platform. Don’t
pull tower along while standing on it.

aorobd
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Question: How would you hoist materials on to a working platform?

Hazards

1.
2.

3.
4.

5.

Don’t exceed manufacturer’'s SWL for the tower.

When moving towers ensure there are no potholes, obstructions or overhead
power lines in the way.

When working ensure access hatch is closed on platform.

Never use ladders or steps on a scaffold platform, as this will cause the tower
to turn over.

Towers must only be used on firm surfaces. Where the ground is soft,
adequate support must be provided.

Question: What hazards must be considered when moving a tower?

Do you have any questions for me?

General Questions:

Name one pre-erection and one pre-use check.

Name one stability consideration and one hazard.

REMEMBER AFTER MOVING A TOWER AND BEFORE USE, WHEELS MUST
BE LOCKED.
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TOOL BOX TALK — Number 11 — Hoists and Hoist Towers

Reason for the talk: All persons must be aware of the safe methods of using
hoists.

Why have the talk: A hoist can be a dangerous piece of equipment if used
unsafely.

Outline of the talk: This talk will cover: safe working practices when using
hoists.

Construction and Maintenance

1. The erection, alteration or dismantling of a hoist is a specialist operation and
should only be carried out by a competent person.

2. Any fixed hoist tower must be adequately tied in to the host structure.

3. Hoists should be constructed in such a way that prevents the fall of materials
from the platform or cage.

Question: What could be the consequence of interfering with hoist ties?
Safety Features

All hoist cages and platforms must be marked with the safe working load.

All hoists must be marked whether they are for goods or passenger use.
Passenger hoists must be fitted with interlocked gates at every landing place.
All hoists should be fitted with an efficient braking device capable of
supporting the platform and load in the event of a failure of the lifting gear.

Pon =

Question: What action would you take if you believe that a hoist is
defective?

Question: What could be the consequences of overloading a passenger
hoist?

Operation

1. Hoists should only be operated by an authorised person.

2. All ground level and landing gates must be kept closed whilst the hoist
platform or cage is in motion.

3. Passengers must never attempt to travel in hoists designed for goods only.

4. Hoists should never be operated in excess of the safe working load.

Question: Why should passengers not use a hoist intended for goods only?
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Inspection

1. All hoists must be subjected to periodic examination by a competent person.
2. Passenger lifts must be examined to test safety devices after each time the
height of the hoist way is altered.

Question: Who should carry out the thorough inspection of a hoist?

Do you have any questions for me?
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TOOL BOX TALK — Number 12 — Ladders

Reason for the talk: Ladders are probably the most used and misused piece of
access equipment.

Why have the talk: Mess around with ladders and they won'’t forgive.

Outline of the talk: This talk will cover: before use checks, use of ladders and
hazards.

Before Use Checks

Ladders must be stored correctly and inspected regularly.
Check for splits or cracks in the stiles and rungs.

Ensure that none of the rungs are missing or loose.

Don’t use painted ladders, this can hide damaged parts.
Report defects, label as defective and remove from site.
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Question: What checks should you carry out prior to use?

Use of Ladders

1. Work should only be carried out from a ladder when the job is of short
duration and can be carried out safely.

2. Ladders should be set on a firm base and leaning at the correct angle, which
is one unit out to four units up.

3. Ladders must be tied near the top and extend a safe distance above landing
stage, unless a hand-hold is provided.

4. Ifitcan’t be secured at the top, secure it at the bottom.

5. For added safety, if possible and necessary, the base of the ladder should be
staked or buried to prevent slipping.

6. Ensure your footwear is free from excessive mud or grease before you climb
up the ladder.

7. Use both hands on stiles, up and down. Always face the ladder.

8. Don’t overreach from a ladder, always move it.

9. If using extension ladders, each section must overlap:
e 2 rungs — for ladders up to 5 metres (closed length)
e 3 rungs — for ladders 5-6 metres (closed length)
e 4 rungs — for ladders over 6 metres (closed length)

Question: What angle should a ladder be placed at?
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Question: How can the stability of the ladder be improved?
Hazards

Don’t stand a ladder on a drum, box or other unstable base.

Never attempt to repair broken ladders.

Never carry loads up ladders — hoist it up.

Ladder rungs must not be used as improvised ramps.

When using metal or metal-reinforced ladders, make sure there are no
electrical hazards in the near vicinity (e.g. overhead cables).

aorOD~

Question: What precautions should you take when using a metal ladder?

Do you have any questions for me?

General Questions:
What would you do on finding a defective ladder?
What is the correct way to climb a ladder?

REMEMBER THE VAST MAJORITY OF LADDER ACCIDENTS OCCUR
BECAUSE THE LADDER IS NOT TIED AT THE TOP.
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TOOL BOX TALK — Number 13 — Trestles and Stepladders

Reason for the talk: Trestles and steps are often misused and many accidents
have occurred.

Why have the talk: Observe the rules and prevent a fall.

Outline of the talk: This talk will cover: folding and adjustable trestles and
stepladders.

Folding Trestles

Use for light work and short duration only.

Check for damaged bearers, hinges or stiles before use.

Use lightweight staging for the platforms. If normal scaffold boards are used,
support at 1.2 metre centres.

Before erecting trestle, ensure ground is stable and level.

Don’t use top one-third of trestle, as this is unstable.

Don’t increase height of platform by using hop-ups.

Platform must be at least 600 mm wide.

Sl
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Question: If using scaffold boards, what is the support spacing?

Question: Why shouldn’t the top one-third be used?

Adjustable Trestles

1. Ensure correct pins are used when height is raised, don’t use re-bar or nails.
2. If using normal scaffold boards, space stands 1.2 metres apart.

3. If used with lightweight staging, check allowable loads.

4. Ifitis possible to fall 2 metres or more, guard-rails and toe-boards must be

fitted.
5. Ensure you have a tied ladder for access to the trestle.

Question: When adjusting height, what should be used to pin adjustable
section in position?
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Stepladders

ookrwN =
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Can a mobile scaffold tower or MEWP be used instead?

Check treads, stiles, hinges and restraining rope before using a stepladder.
Damaged stepladder — either destroy or return to supplier.

Use on a firm level base.

Don’t work higher than two-thirds up stepladder (hand-hold).

Don’t use boards between treads on steps to provide a working platform —
they are not designed for this loading.

Don’t paint wooden steps, use clear varnish.

Don’t lean outwards or sideways from the steps, move them.

Ensure steps are fully extended before you go up.

. Report all damages immediately.

Question: Before using steps, what should you consider?

Question: Why shouldn’t you use boards on step treads?

Do you have any questions for me?

General Questions:

How often should scaffold boards be supported when used on either
adjustable or folding trestles?

Before using steps, what should you check?

REMEMBER OBSERVE THE RULES AND PREVENT A FALL
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TOOL BOX TALK — Number 14 — Control of Noise

Reason for the talk: Noise induced hearing loss is the common occupational
health hazard there is.

Why have the talk: There is no satisfactory treatment for noise induced hearing
loss. When you’re deaf, you stay deaf.

Outline of the talk: This talk will cover: hazards, controlling noise and ear
protection.

Hazards

1.  Some of the following things used on site can be harmful to your hearing:
compressors, breakers, circular saws, concrete mixers, chainsaws,
generators, vibrating rollers and excavators.

2. Even if you are not using the noisy piece of equipment, you could be affected
by someone using it close by.

3. Look out for noise hazard signs on site and obey them.

4. It's not only on site that you have to remember your hearing but after work
also, noisy clubs, hi-fis etc.

Question: Name some of the noise hazards to be found on site.
Controlling Noise

Use a less noisy process if possible.

If shouting is necessary in order to be heard, the noise level is high and you
should wear ear protectors.

Keep compressor covers closed when in use.

Ensure breaker mufflers are correctly fitted.

Don’t’ keep machinery running unnecessarily.

Ensure you don’t expose workmates to your noise.

Move noise source away from work area or move work area away from
noise.

If possible, shield noisy processes. Work behind a wall or some other sound-
absorbing material.

NogRr® M=
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Question: When should ear protection be worn?

Question: Name two precautions you can take with machinery to reduce
noise.
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Ear Protection

Don’t use cotton wool for ear protection, it is not effective.
Ensure ear plugs are a good fit and correctly inserted.
Regularly clean reusable ear plugs.

Use disposable ear plugs once only.

Clean your hands before touching all types of ear plugs

Ear defenders should fit the head all round the seal.

Ensure that ear defenders are worn the correct way round.
Ensure defender seals are always in a serviceable condition.
Don’t alter pressure of ear defenders by bending head band.
0. If you have difficulty in wearing ear defenders, report it.
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Question: What should not be used instead of ear plugs?

Question: What must you ensure when wearing ear defenders?

Do you have any questions for me?

General Questions:
How can you reduce noise levels from a machine?
What must you remember when handling ear plugs?

REMEMBER PROTECT YOUR HEARING
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TOOL BOX TALK — Number 15 - Vibration

Reason for the talk: Exposure to vibration can result in serious and disabling
injury.

Why have the talk: Many operatives do not appreciate the possible dangers
from vibration.

Outline of the talk: This talk will cover: the sources, effects and methods of
overcoming excessive vibration.

Effects of Vibration

1. Depending upon work situation, vibration can be whole-body vibration or,
more commonly, hand-arm vibration.

2. The first signs of a problem may only be a tingling in the effected fingers.

3. Exposure to vibration can lead to irritation, fatigue and loss of concentration.

4. The above effects are likely to affect a person’s attention to safety and
therefore increase the likelihood of an accident occurring.

5. Inthe longer term, damage may occur to blood vessels, nerves, muscles,
tendons and body organs.

6. Excessive hand-arm vibration can lead to “Vibration White Finger” resulting in
damaged blood vessels, circulatory problems, pain and possibly gangrene.

Question: Is there any part of your job during which you are subjected to

vibration?

The Sources of Vibration

1. A common cause of hand-arm vibration is the prolonged use of rotating hand
tools used for cutting and grinding.

2. Percussive hand tools used for riveting, chipping, hammering, drilling etc. are
also sources of vibration.

Question: What tools do you use that cause hand-arm vibration?
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Avoidance of Vibration

1. Advances in technology are leading to newer tools being equipped or

manufactured with vibration-absorbing features.

If available, select tools with vibration-absorbing features for your work.

When using a tool, which causes vibration, break the job up with other work

activities.

4. If you think you are suffering ill effects from vibration, cease the activity,
speak to your supervisor and if necessary seek medical advice.

WN

Question: What would you do if you noticed that your fingers were tingling
after you had finished a long job in which you used an angle grinder?

Question: In what ways can excessive vibration be avoided?

Do you have any questions for me?

REMEMBER THE LONG TERM EFFECTS OF EXPOSURE TO VIBRATION
CAN BE PERMANENT AND DISABLING. DON'T LET IT HAPPEN TO YOU.
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TOOL BOX TALK — Number 16 — Manual Handling

Reason for the talk: Between 1993 and 1996, almost 30% of all injuries at work
(including one fatal accident) were caused by manual handling.

Why have the talk: Get it wrong today and you'll suffer the consequences
tomorrow.

Outline of the talk: This talk will cover: considerations and good techniques for
manual handling.

Considerations When Manual Handling

1. Always use mechanical handling methods instead of manual handling if
possible, e.g. forklifts or pallet trucks.

Know your capabilities, only tackle jobs you can handle.

Can you handle the load yourself, do you need assistance?

Is there a clear walkway with good lighting to the work area?

Where possible, establish the weight of the load before lifting.

Wear gloves to protect against cuts and punctures.

Wear safety bo