
Toolbox Talks

Introduction

The Company has a responsibility to ensure that everyone who works for the company are given health & safety information, training, and supervision. The following toolbox talks are not a substitute for formal training methods, they are to be used by the site manager to highlight key health & safety points from a variety of different subjects. While giving the talk the site manager can draw from their past experiences any points that they feel would be relevant to the subject being discussed.

The toolbox talks have been prepared so that health & safety awareness throughout the development of the project continues.
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TOOLBOX TALK  NO 1
THE HEALTH & SAFETY AT WORK ACT 1974

Responsibilities under the act.

DUTIES OF THE EMPLOYER:

· To provide a safe place of work with safe Access and Egress

· To provide a safe working environment without the risk to health

· To provide and maintain plant, equipment and safe systems of work

· To ensure safety when handling storing and transporting articles and substances

· To provide adequate welfare facilities

· To provide the necessary information including legal requirements

· To provide adequate instruction, training as necessary to ensure the health and safety of his employers

· To provide a health & safety policy where five or more persons are employed

· Must not charge employees for anything required for there safety while at work

DUTIES OF THE EMPLOYEE:

· To co-operate with the employer as far as necessary to enable him to carry out his legal duties under health & safety legislation

· To exercise reasonable care for the health & safety of himself and others that may be effected by his acts or omissions at work

· Must not recklessly interfere with anything provided in the interests of heath safety and welfare
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ACCIDENT, INCIDENT PREVENTION AND REPORTING

Recent Health & Safety Executive figures showed that 3,961 Accidents involving major injuries occurred in one year in the construction industry. Of which 133 were fatal.

The industry employs 5.4% of the total U.K. workforce and accounts for 23% of  ALL FATALITIES 

ACCIDENT / PREVENTION; 

· Think about what you are doing !

· Follow the instructions and procedures given for your tasks

· Do not over load work places, scaffolds or hoists with debris or material

· Follow manual handling, loading and stacking techniques

· Use plant and equipment correctly

· Do not use faulty equipment

· Ensure the correct guards and barriers are in place both on equipment and within the work place

· Use the correct safety protective equipment

ACCIDENT REPORTING:

· Report all accidents however minor to your Manager / Supervisor

· Ensure any injuries received are given treatment

· Enter details of the accident in to the accident book BI 510

· Complete and return the Accident Incident Report to your site manager 

· Reports will be obtained from your site Manager

· The site manager will send a copy of all reports to head office

INFORMATION YOU MUST KNOW

· Who is the First Aider for the site

· Location of the First Aid Point

· Emergency procedure for contacting the First Aider

By Law all accidents and dangerous occurrences must be reported.
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FIRE

Fire Kills more than 1,000 people every year

As you will be working in all types of building some only partly constructed it is essential that you know what the arrangements are.

All employees / sub-contractors should be fire conscious and make themselves familiar with the fire precautions for the building or site on which they are working

FIRE PREVENTION

· Don’t let paper, plastic, rags, or other rubbish accumulate around your work place

· Don’t hang your clothing to dry over heating equipment or machinery

· Don’t overload electrical sockets

· Don’t smoke in prohibited areas

· Use correct sealed containers for Flammable liquids

· Keep all fire doors closed

· Don’t obstruct emergency exit routes

· Don’t obstruct fire fighting equipment

· Check for flammable material when welding, grinding & flame cutting

FIRE PRECAUTIONS

· Know what to do in the event of a fire

· Know were the escape routes are 

· Know the location of the assembly point

· Know how to raise the alarm 

· Know the location of the fire fighting equipment

FIRE EXTINGUSHERS

· CO2 ( Red with Black Band ) for use on electrical and liquid fires

· WATER  ( Red ) for use on paper, wood, solid flammable, textile or other similar fabric

· FOAM ( Red with Cream Band ) for use on flammable liquids and solids

· POWDER (Red with Blue Band ) to be used on burning liquid and electrical fires
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MOBILE TOWER SCAFFOLDS

Mobile tower scaffolds shall only be erected / dismantled by a competent persons and in accordance with the manufacturer’s instructions. 

BEFORE ASSEMBLING MOBILE SCAFFOLD TOWERS CHECK THE FOLLOWING:

· Check all components are in good condition

· Check wheels for effective rotation

· Check brakes and locking devices work correctly

BEFORE USING MOBILE TOWER SCAFFOLDS:

· Ensure the tower is vertical and square

· Do not use the tower unless the wheels are in the locked position

· Ensure the outriggers are correctly set and secured

· Ensure the platforms are fully boarded out

· Towers must be fitted with the appropriate ladders, toeboards, guard-rails,

THE DO’S AND DON’TS TO MOBILE TOWERS

· Don’t move the tower while persons or material are still on the platform

· Don’t move the tower while standing on it

· Don’t climb up the outside of the tower use the ladders on the inside

· Do follow the manufactures instruction

· Do tie the tower to a permanent structure when possible

· Do hoist material from the inside of the tower
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FIXED SCAFFOLDS

Within the construction industry 50% of deaths are due to falls from over 2 meters in height.

SCAFFOLDS

· Don’t climb up or down scaffolds, unless ladders or stairs are provided

· Make sure the ladders are at the correct angle 
· Make sure the ladders are tied and at the correct angle
· Make sure the ladder extends a safe distance above the landing platform ( 1.05 meters or 5 rungs unless other adequate hand hold available )
· Remove the access ladder or board them at the end of each working day to prevent children playing on them
· Don’t OVERLOAD SCAFFOLDING
· When stacking material distribute the load around the standards as they are the load bearing members
· Always leave a passageway of at least two boards wide for other people
· Always ensure brick guards or netting is fixed before stacking material to prevent falls
· Don’t leave tools or equipment lying around the scaffold platforms
· Guard rails and toe boards must be fitted were a person is liable to fall more than 2 meters
· Don’t use incomplete scaffolds
· Don’t remove or interfere with the ties, guard rails, bracing, ladders, or toe boards 
· Don’t alter the scaffold in any way
SCAFFOLD INSPECTIONS

· Carry out a visual inspection every day prior to use

· Scaffolding should be inspected every 7 days or after adverse weather conditions by a competent person and theses details recorded
· All defects should be reported immediately
REPORT DEFECTS TO THE SITE MANAGER.
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LADDERS

Ladders can be difficult to handle and if used incorrectly can be dangerous. They should be only used to gain access, inspection or for simple operations. Scaffolding or other working platforms should be used for working at heights, which require tools and material.

USING LADDERS SAFELY

· Check the ladder for any defects ( broken or missing rungs )

· Secure the ladder at the top and bottom if this is not possible arrange for someone to foot the ladder this is an effective way to stop the ladder from slipping (THIS IS ONLY RECOMMENDED FOR LADDERS LESS THAN 6 METERS LONG)
· Set ladder at the most stable angle Four Units Up to One Unit Out from the Base
· Never place the ladder against fragile surfaces (plastic gutters, glass, etc,)
· Never place a ladder near to overhead cranes, electricity lines, moving vehicles
· Make sure the ladder has a level and firm footing 
· Never erect a ladder by supporting the  rungs, or over planks, or drums,
· Before climbing the ladder make sure your footwear is not slippery
· Always ensure arrangements are made for carrying your tools and materials up and down, This will leave both hands free to grip the ladder
INSPECTIONS OF LADDERS

Every ladder should carry an identification mark, a written record should be kept of inspections defects, and repairs carried out.

Ladders should not be used if defective and if damaged beyond repair should be destroyed.

REPORT ALL DEFECTS TO THE SITE MANAGER.

TOOLBOXS TALK  NO 7

MANUAL HANDLING

More than a quarter of the accidents reported each year to the enforcing authorities are associated with manual handling 25% of these injuries are within the construction industry.

PREPARATION FOR HANDLING AND LIFTING

· What is being lifted?

· Where to and how far?

· How many people are needed?

· Are they trained in Kinetic lifting and handling?

· What methods and equipment are required?

· Would mechanical means of lifting equipment would be more practicable?

· Is the lifting and handling area clear of obstacles?

LIFTING SAFELY

· Don’t jerk and shove twisting the body may cause injury

· Lift in easy stages

· Stand close to the load with feet slightly apart and with one foot a little in advance of the other, pointing in the direction you intend to move.

· Tuck your chin in and bend the knees keeping your back straight not necessarily vertical

· Position elbows as close to your body as possible and grip the load using the palm of the hand and base of the fingers

· Lift your head up and look in the direction you intend to go

· Straighten your knees - the thigh muscles do the work of lifting, not the muscles in your back then move off

· Reverse this method when setting the load down which is equally as important

· Do not change your grip whilst carrying loads

· If two people or more are lifting one person must take control to co-ordinate

USE MECHANICAL LIFTING DEVICES WHEN EVER POSIBLE.
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HAND HELD TOOLS AND EQUIPMENT

Always use the right tools and equipment for the operation in hand, carry out the following procedure before using your work equipment.

HAND TOOLS

· Keep tools clean 

· Inspect them before use for any defects ( cracked or broken cases, missing handles, etc, )
· Store and carry tools in boxes or in tool bags
· Don’t leave tools laying around the work place
· Ensure all sharp tools have the appropriate holders
· Don’t run around with sharp tools in your hand
· Ensure all cutting blades are retracted or removed from the tool when not in use
· Don’t attempt to repair damaged tools unless competent to do so
ELECTRICAL HAND HELD TOOLS

Follow the above instruction but incorporate these other guidelines

· Before electrical connection check the supply voltage is suitable for the equipment

· Never force a plug into a socket ( Low voltage supplies 110volts ) should have special plugs and sockets so they can not be connected to the wrong supply
· Make sure electrical leads are in good order
· Make sure your equipment has been electrically  tested.
Contact your site Manager if you are unsure if the equipment has been tested.

The site Manager is responsible for the records kept of all portable appliance testing.

TOOLBOX TALK NO 9

ELECTRICITY

Every year 1,000 work accidents involving electrical shock or burns are reported to the H.S.E. About 25 of these are fatal. Many other deaths and injuries result from fire caused by poor electrical standards. Simple common-sense rules can reduce these hazards.

FOLLOW THE ALPHABET OF ELECTRICITY

· Always check for defective plugs, cables, and sockets before using them

· Be sure that cables are long enough to reach your working place without straining or pulling
· Correct power supply is important for all electrical equipment check that it is adequate
· Disconnection from mains supply is important for all equipment
· Electricity Kills 



 NEVER FORGET IT !!!!!!
· Fuses should always be appropriate to the equipment  to which they are fitted
· Get all blown fuses replaced correctly 
NEVER MAKE DO 
· Have all the emergency stop switches on all machinery tested regularly
· Installation of all electrical wiring requires the attention of a qualified person
· Joined cables should always be attached by the proper connections NEVER USE INSULATING TAPE
· Keep electrical circuits in good repair by regular testing
· Light sockets should never be used for electrical equipment
· Mains cables and flexes should never trail across the work place
· New electrical equipment should be thoroughly tested before it goes into use
· Over loading of sockets may cause fire or electric shock DON’T DO IT
· Portable power tools must checked and tested regularly
· Qualified persons should be sought for repair of electrical defects
· Report all defective tools and equipment
· See the site manager when tools are found to be defective
· Tampering with internal electrical equipment should be avoided at all cost 
· Under no circumstances use electrical equipment with wet hands or in wet conditions
· Very worn, twisted, crushed and kinked cables should be discarded
·  Water should be kept away from all electrical equipment
· Xtra care should always be taken when attaching plugs to be sure that all wires are well connected to the right terminals and flex is held securely
· You are responsible for seeing that all these safety rules are observed to ensure the safety of yourself and others
· ZZZZZZZZZZZZ !!! Sleep easy in your bed if you have been given these safety rules you will now always be alert to the dangers of ELECTRICITY
TOOLBOX TALK NO 10

PORTABLE CIRCULAR SAWS

Several hundred accidents using woodworking machines are reported every year to the H.S.E. - 40% of these involve the use of circular saws.

BEFORE USING THE CIRCULAR SAW CHECK THE FOLLOWING:

· Check that the ON / OFF switch works correctly

· Ensure the plug is firmly fitted to the cable

· Check for full operation of the swivel guard

· Check locking nuts and securing devices

· Make sure the switch is not able to be locked on

· Use 110volt supply to reduce the risk of lethal electric shock


· When adjusting the blade switch machine off and remove plug

· The saw should be checked by a competent electrician

· Always wear ear defenders, goggles and the appropriate dusk mask

· Don’t carry the saw by the cable

· Hold saw firmly, using main and front hand grips

· Keep electrical cable away from the blade when in use

· Ensure the swivel guard returns to cover the blade after every use

· Don’t use blunt or incorrect fitted blades

· Don’t wear loose or flapping clothes

· Report all defects to your site manager or supervisor
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PORTABLE ABRASIVE WHEELS

Abrasive wheels are potentially dangerous. Most accidents result from selecting the wrong type of wheel or from over speeding. It is essential that the right abrasive wheel for the job is chosen. 

MOUNTING OF WHEELS

· Abrasive wheels may only be mounted by a trained and competent person they will be appointed by the Site Manager

· Appointment is made by a signed entry in the register ( F2346 ) the particulars of the Class of wheels should be stated
· The site Manager may revoke the appointment at any time with a signed entry in to the register
DO’S AND DONT’S WHEN USING PORTABLE ABRASIVE WHEELS

· Don’t mount an abrasive wheel unless you have been authorised and trained to do so

· Don’t exert heavy pressure while grinding
· Never use the side of the wheel for grinding process
· Always keep your fingers away from the wheel
· Always wear EYE and EAR protection while grinding
· Always adjust the guard to expose minimum wheelsurface
· Be aware of other workers in the area
· Don’t put them at risk by your actions
The abrasive wheels register will be found in the site office 
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ROOF WORKS

Over 40% of major injuries on construction sites involve falls from heights, 50% of the falls over 2 meters end in death.

The following procedures should be followed at all times.

· Before any work or access on to the roof goes ahead fragile materials or areas need to be identified and precautions decided

· Roof edge protection / barriers or scaffold must be erected to prevent persons and material falling
· Access ladders must extent a safe distance above the stepping off point
· Only competent operatives should be used for roof works
· Crawling boards or ladders must be provided and used where the pitch of the roof slopes over 10 degrees
· If the work is of short duration and there are no provisions for guard rails safety harness must be used with suitable anchorage points
· The roof area must be inspected if there has been adverse weather conditions ( Wet, windy, icy ,)
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PERSONAL PROTECTIVE EQUIPMENT ( HEAD PROTECTION )

Safety helmets must be worn in designated (Hard Hat) areas. 

Only turban wearing Sikhs are except from these requirements.

DUTIES OF EMPLOYEES

Employees must wear their safety helmets properly and as directed by their employer or to comply with the rules as made by the persons in control of the site, They must take care of their helmets, not misuse them and report all defects or problems.

DO’S AND DON’TS FOR SAFETY HELMETS

· Wear the helmet the right way round - it affords little or no protection when worn back to front

· wear a chin strap if you have to bend forward, or down, or look up, or work in windy conditions
· Wear the helmet so that the brim is horizontal when the head is up right, do not wear the helmet slopping to the back or front as this may significantly reduce your protection
· Don’t store materials in your helmet it is designed to give you protection, not for mixing plaster or cement

· Don’t apply paint or solvents to the helmet they may chemically weaken the shell and cause rapid deterioration. The manufacturer will add an insignia if required
· Don’t store in heat or in direct sunlight
· Modify, cut , or drill your helmet
· Share your helmet with other persons it is for personal use only
Safety helmets should be periodically checked for damage, any such cracks, serious scratches and dents the helmet should be discarded.

In any event the helmet should be replaced as recommended by the manufacturer.
TOOLBOX TALK  NO 14

PERSONEL PROTECTIVE EQUIPMENT (EYE PROTECTION)

On average 1,000 injuries to peoples eyes occur every day.75% are from impact and 10% from the entry of foreign bodies (dust etc) and 15% are from burns.

The majority of these injuries could have been prevented if eye protection had been worn.

WEARING EYE PROTECTION

· You have a legal obligation to use eye protection in accordance with the regulations

· Don’t enter areas where eye protection is required unless you are wearing protection

· Ensure the protectors fit you and are fit for the job being carried out

· Take care of the eye protection that has been issued to you

· Report to your Site Manager any defects or damage to the equipment

WHEN YOU SHOULD USE EYE PROTECTION

· Using portable and hand held tool which result in chippings or hot materials being ejected

· Using compressed air or any gas or vapour under pressure

· Any work being carried out with abrasive wheels

· When welding or in the event of ultra violet light being given off

· Handling or coming into contact with corrosive or irritant substances

· Using cartridge operated tools

· Cutting of wire or strapping under tension

Eye protection like all other Personal Protective Equipment should be checked at regular intervals.
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SAFE STACKING OF MATERIAL

Unsafe stacking of material can lead to serious injury. This talk will cover general points and stacking of Bricks , Timber, Pipes and Pre Fabricated panels.

GENERAL POINTS OF STACKING
· When handling material wear gloves and safety boots as necessary : Sharp Edges or Heavy Loads.

· Only stack material in authorised areas,   

DO NOT STACK NEAR

DOORS,

STAIRWAYS,

ACCESS ROUTES,

FIRE ESCAPES,

FIRE FIGHTING EQUIPMENT.

· Stack material on level surfaces

· Never make stacks higher than 3 times the minimum base width.

· Stack material close to work area to reduce handling

· Keep hands free from load when lowered by machine.

STACKING OF BRICKS, BLOCKS AND PALLETED MATERIAL
· Ensure base of stack is level, only stack two packs high

· Ensure pack is loaded squarely on to previous one

· If banding is damaged or materials are displaced in the pack do not stack other materials on top

· Leave sufficient space between pallets for safe removal.

DON’T FIND YOURSELF UNDERNEATH AN UNSAFE STACK !!!!!!!!!!!!!!
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CARTRIDGE OPERATED TOOLS

Cartridge operated tools are potentially lethal if used recklessly or incompetently.

Before Using Cartridge Operated Tools :

· Operators must be over 18 yrs of age,

· Operators must hold a certificate of authority

· When loading the tool the barrel must be pointing towards the ground,

· Do not load with barrel facing towards you or anyone else,

· Do not walk around with the tool loaded ,

· Read makers instruction carefully,

Hazards When Using Cartridge Tools

· Cartridge being used to powerful for the task in hand

· Voids in the structure being fired into

· Material fired into too thin

· Changes in the consistency of the material

What is Through Penetration Caused By

· Firing into previously attempted hole fixing

· Fixing into excessively hard material

· Tool not being square to the work surface

· Fixing to near the edge of material

ALWAYS USE THE CORRECT PPE.

Safety Goggles, Ear Defenders, Gloves,

CARTRIDGE OPERATED TOOLS CAN KILL DON’T BE A STATISTIC.
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SAFETY FOOTWEAR 

Foot injuries are a common in the construction industry and they can so easily be avoided by following a few basic rules

DON’T

· Don’t wear flimsy trainers or sandals on site

· Don’t wear footwear that has been so damaged as not to give adequate protection

· Replace the laces with bits of wire

· Leave the footwear in wet or contaminated conditions

ALWAYS

· Wear footwear which is the right size, comfortable and suitable for the job

· Keep the footwear in good condition free from oil grease and other contaminants

· Keep the eyes and laces in good order

INJURIES ASSOCIATED WITH NOT WEARING FOOT PROTECTION

· Crushing caused by heavy objects falling onto part or all of the foot

· Foot penetration due to standing or walking onto a sharp object, ( nails, left in timber ) 

· Contact with irritant or corrosive substances ( chemicals, cement burns, )

ENSURE YOU ALWAYS WEAR YOUR SAFETY FOOTWEAR

TOOLBOX TALK  NO 18

SKIN CARE ( DERMATITIS )

Occupational contact dermatitis is a rash caused by substances used in the work place. It can look like some common rashes not connected with work. Some people are more likely to get it than others. It most commonly affects the hands, forearms and legs

SOME OF THE COMMON CAUSES

· Pitch, Tar, 

· Brick, Stone, Plaster, Dust,

· Cement,

· Paints, Varnishes, Lacquers, 

· Epoxy Resins

· Organic Solvents

· Petrol, White Spirits, Thinners

SKIN PROTECTION

· Avoid skin contact with substances

· Keep your skin clean wash your hands and use barrier creams

· Wear protective cloves at all time 

· Get First Aid treatment for all cut and grazes to the skin

· Don’t use abrasives to clean your skin

· Don’t let paints, glues, or synthetics resins harden on the skin

IF YOU NOTICE ANY FORM OF RASH AROUND YOUR SKIN SEE YOUR FIRST AIDER AND CONTACT YOUR LOCAL G.P.
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ALCOHOL AND DRUGS

Statistics show that there is an increase of alcohol and drug abuse within the industry, because of this there is a greater risk of having an accident.

ALCOHOL / DRUGS

· If you are found to be intoxicated with drink or under the influence of drugs you will not be allowed on site you may even loose your job

· Alcohol is a depressant drug which effects parts of the brain functions construction is a high risk industry you need all your functions to work safely

· Don’t get drunk or use drugs the night before and expect to work safely the following day
· If you are offered drugs tell your site manager as their actions may be the death of you
· If you know someone that takes drugs again tell your site manager
REMEMBER ALCOHOL, DRUGS, AND CONSTRUCTION DO NOT MIX
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COSHH (Control of Substances Hazardous to Health)

Any substance with a hazard warning label has the potential to cause harm – assess the risk before using it!

Hazards

1 How you could be affected by a hazardous substance:

· Ingestion – eating contaminated food

· Inhalation – breathing harmful dust or fumes

· Absorption – chemicals entering through cuts, etc.

2 Examples of hazardous substances on construction sites:

	· Contaminated ground
	· Hard wood dust
	· Asbestos

	· Concrete ad-mixtures
	· Solvent fumes
	· Cement

	· Epoxy-based paints
	· Welding fumes
	· Resins



3 Don’t mix chemicals or substances

Control Measures

1 When using hazardous substances, wear the correct PPE

2 Know how to look after and use PPE correctly

3
Know where washing and first-aid facilities are on site

4
Ensure hazardous substances are put back into a secure location after use and not left out on site

5
Don’t store hazardous substances above head height

Use of Substances

1
Make sure you are trained to use hazardous substances

2
Read and comply with the information on the hazard data sheet and the instructions on the product label

3
Don’t eat, drink or smoke when handling substances

4
Don’t expose workers to fumes, dust, gas or other dangers from hazardous substances due to your work

5
Always wash at the end of each shift and before eating
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