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General Statement of Health and Safety Policy

The Invictus Education Trust Board of Trustees and CEO, along with the Governors and Senior
Leadership Teams accept their legal responsibilities for Health and Safety across the Trust. We
recognise as responsible employers and/or as persons in control of premises the need to provide
a safe working environment for employees, students and others who may be affected by our
activities.

To ensure the above is met the Board of Trustees and CEO, along with the Governors and
Senior Leadership Teams will, so far as'is reasonably practicable, ensure that:

Compliance with all relevant Health and Safety Legislation applicable to us is managed
Information, instruction, training and supervision is provided

The premises and grounds are maintained in a safe condition

There is safe access and egress to all parts of the school premises

Plant and equipment is safe to use

Safe systems of work are defined, implemented and managed

Off site visits are conducted in a safe manner and risks are identified and controlled

The handling and use of substances/articles is safe at all times and procedures exist for their
safe use '

¢ Adequate welfare facilities exist at all times

e Risk assessments are undertaken for all tasks, and information is readily available,
appertaining to the risk assessments and the controls required to ensure a safe working
culture

To ensure that Health and Safety is given a high profile within schools the Trust will set aside
adequate finances for this policy to be complied with and any allocated works/safety projects
to be completed.

To ensure continued improvement in our health and safety performance, staff are encouraged
to support the implementation of this policy and other safety initiatives for the school.

Health and safety consultation is important to us and will be undertaken as appropriate on
matters affecting the health and safety of employees, students or visitors to the school.

This policy statement has been approved by the Invictus Education Trust Board of Trustees.

Signed: ) ) Date: |9 [ 5/ A

Chair of Trustees (Iqh’,hr\f\)

Date: ﬂ‘;))}ll

Signed: il
g =

Chief Executive Officer
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School Designated Health & Safety Officers

School/Location

Officer Name

Email Address

School Address

The Crestwood | Anthea Southall | asouthall@invictus.education Bromley Lane
School Kingswinford
Dudley
DY6 8QG
EllowesHall Jane Collins jcollins@invictus.education Stickley Lane

Sports College

Lower Gornal

Dudley
DY3 2JH
Kinver High Laura Chamberlain Ichamberlaint@invictus.education Enville Road
School Kinver
SouthStaffs
DY7 6AA
Leasowes High | David Willetts dwilletts@invictus.education Kent Road
School Halesowen
B62 8PJ
Wombourne James Hebberts | jhebberts@invictus.education Ounsdale Road
High School Wombourne
Wolverhampton
WV5 8BJ
Pedmore High Lisa Atkinson latkinson@invictus.education Grange Lane
School Pedmore
Stourbridge
DY9 7HS

Local Authority Health & Safety Officer

Advice is sought from Mike Morton who 3 u d | ealth and Safet@fficer who is the appointed service
provider for Invictus Education TrusHis telephone numbés 01384 817877 (07920234959)
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1. Introduction

Invictus Education Trust recagses and accepts its responsibility as an employer and provider of educatiol
and will provide, so far as reasonably practicable, a safe and healthy workplacaramd)lenvironment
for all employeesstudents and other such persons as may be affectesddayivities.

Invictus Education Trust will establish and adopt procedures to ensure that health and safety objectives
priorities are monitored and delivered to a high standard and thateipre health and safety culture is
promoted, developedd maintained throughout.

This Policy has been produced as required by Section 2(3) of the Health and Safety at Work etc. Act 1¢
to establish clearly defined roles, responsibilities and arrangements at both strategic and local level.

This Policy relateso Invictus Education Trust and all its schools and will ensure compliance with statutory
and Ofsted requirements.

2. Policy Objectives

1 To conduct all Trust activities safely and in compliance with legislation and best practice
To provide safe working conditions and equipment
To promote a positive safety culture

To ensure our procurement promotes best practice in health and safety

= =A = =2

To establish targets and action plans for continuous improvement of health and safety
performance

1 To report our health and safety performance both internally and externally

3. Organisation and Responsibilities

The Health and Safety at Work etc. Act 1974 and subordinate legislation states that all employees hi
health and safety responsibilities when at work.

This sectiordetails specific health and safety roles and responsibilities and assigns them to the appropri
posts and functions.

Although some duties and responsibilities may be delegated, accountability for health, safety and welfare
work is not transferrable drcannot be evaded.

3.1 Board of Trustees

The Board of Trusteehasoverall responsibility for the Health Safety performance of Invictus Education
Trust and its schoolsy ensumng that

1 An effective Health and Safety Policy implementedincluding organisational arrangements and
procedures for managing health and safety related isswkghat the policy, arrangements and
procedures are kept under regular review

1 The trust fulfils itsresponsibilities and caesout the requirements di¢ Health and Safety at Work
etc. Act 1974 and other relevant |l egislatiywv
Guidance, so far as is reasonably practicable.

1 Financial provision for Health and Safety related issues and implementaticade availabldy
way of a dedicated budget

Invictus Education Trust Health &afety Policy 7
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The health and safety of employees, students and visitors is protected by taking all reasona
measures$o ensure that all premises are safe.

Supporting the management of the trust and its schoelsstare all employees carry out their health

and safety responsibilities and duties and that appropriate training is provided.

The Board of Trustees will maintain oversight and overall responsibility through its committees ir

accordance with the Scheme D¢legation and will receive regular reports from the executive and other

external sources.

3.2 Headteachers

All Headteachers of Trust schoolsll have overallresponsibility fothe management éfealth and Safety
within school. In particular Heaelachers are required to:

T

Ensure adequate resources are available to successfully manage Health and Safety within their
school

Ensure that the Trust Health and Safety Policy is implemented within school

Ensure that health and safety responsibilities andesludre properly assigned, accepted and
understood by the relevaamployeesnd to review periodically the effectiveness of the health and
safety arrangements.

To establish and regularly review risk assessments (Generic, Specific and Fire) as reqthieed by

relevant legislation and to incorporate the findings of the assessments into a risk management proc
within the school.

Ensure allemployeesomply with the requirements of the health and safety policy and supporting
rules/procedures.

To encourageand support the schoadmployeesin carrying out their health and safety
responsibilities and duties.

To maintain copies of the relevant health and safety publications, codes of practice, guidance no
and safety booklets and ensure these documentsadiéyravailable for use bymployees

To ensure that the appropriate training is given to inform manageemplpyeesand students of
their health and safety responsibilities and duties.

To receive health and safety reports prepared by saoployeesand to act upon them as
appropriate.

To receive health and safety and maintenance reports frerfl¢hlth and Safety Advisgrthe
Health and Safety Executive (HSE) inspectors, the West Midlands Fire Service, The Environment
Health Officers and service providers, bringing the problems and recommendations to the attenti
of the schookmployeesgovernors and, where appropeiathe Board.

To establish and implement an effective accident reporting procedure within the school i
accordance with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1!
and guidelines supplied by the external Health andtypaf@visors and monitor the processing of
accident forms in accordance with the accident reporting procedure.

Invictus Education Trust Health &afety Policy 8



To establish and implement an effective first aid procedure within the school in accordance with tt
Health and Safety (First Aid) Regulations819and guidelines supplied by the HSE/DfES.

To maintain an effective fire evacuation procedure and conduct regular fire drills to test th
effectiveness of the procedures.

To set up, cabrdinate and monitor the procedure for testing portadetrical appliances and
ensuring that a log is kept of all appliances, their periodic inspections (as defined by the Electrici
at Work Regulations) and tests by a competent person.

To agree safety procedures for special events, which involve thé tesepwmrary lighting, displays
or plant and equipment etc. being brought onto the school premises

To STOP IMMEDIATELY any work, process, plant or equipment (including contractors operations)
where it is considered there is a serious breach of healtratetd kegislation, or a hazard has been
created that is likely to affeetimployeesstudents or visitors to the school and to inform the Safety
Officer immediately of any actions taken.

To establish an effective control system for the employment of abotsethrough which their safety
policies are vetted and their work procedures monitored in accordance with the scheme of delegati

To consult with the councils Safety Officer
changes to the layoof the school or undertaking activities which could affect general or fire safety.

The Heatkacher may delegate these duties to the Health and Safety Officers, or other appropriate pers
in part or in full, although ultimate responsibility remainshvitie Heatkacher:

3.3 School Health and Safety Officers

The designated Health and Safety Officers withmTrust schools ardetailed on Page 4 of this policy

ThedelegatedHealth and Safety Officeis responsibldor:

T

Assisting theHeadeacher to plan, implement and assess the Health and Safety &ganisational
arrangementand proceduresnd regularly review the system of risk assessments asaedpyithe
relevant regulations

To ensure that members eployeesre aware foand have access to the Tritalth and Safety
Policy.

To inform new or temporargmployee®f their Health and Safety responsibilities and duties and to
provide the necessary information and advice for them to carry out their duties.

To liaise with theHeadteacheand, where appropriate seek further advice on:
o The implications of safety legislation, codes of practice and approved safe working
procedures.
o The health and safety aspects, affecting the design and layout of new and reorganis
working areas.
o The health and safety aspects of new plant, equipment and personal protective clothing.
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To carry out periodic inspections, with departmental managers, of premises and other work place
plant, tools, equipment and work activities, reportioghe Headteacheand other managers who
have responsibilities for actioning health and safety reports.

To assist management with the preparation of departmental safe working procedures and safety ru

To liaise, where appropriate, with the councitfe®y Officers, the Health and Safety Executive
Inspectors, West Midlands Fire Sex@iFire Prevention OfficergEnvironmental Health Officesnd
service providers

To identify and recommend suitable health and safety training courses to empldgeedo carry
out their health and safety duties and maintain a recoethpfoyeesttendance/certification

To support the investigation of accidents, dangerous occurrences and near misses occurring on
school premises and reporting the findings toHbadteacheas appropriate.

To regularly monitor:
o The first aid procedure within the school, including the availability of first aid equipment and
trainedemployees
o The fire evacuation procedure within the school and arrange for regular fire drdi the
effectiveness of the procedure.
o Compliance with the control of substances hazardous to health Regulations 2002 (COSHF

To attend, as appropriate, the committee of dealing with health and safety and to prepare ager
items and safetyeports.

To receive health and safety reports prepared by the sehgabyeesand to act upon them as
appropriate.

To support theHeadteacheto follow up and progress the actions of reports received from council
safety officers, health and safety exiéoe inspectors, West Midlands Fire Service officers,
environmental health officers and other service providers.

To adviseHeadteacheor Heads of [@partmento STOP IMMEDIATELY any work process, plant

or equipment (including contractsroperations) wherit is considered there is a serious breach of
health and safety legislation, or where a hazard has been created likely to affect the safety
employeesstudents or visitors to the school.

3.4 Heads of Department/Faculty

All Heads of Departmeffaculty are responsible to thdeadteachefor ensuring the application of this
policy to all activities ndertaken by their department and that the poli@bserved and implemented by
all subordinate members efaff in their respective departments. In parér, employeesolding such
position of responsibility will:

T

Ensure that risks assessments are undertaken within their sections and that control measures
implemented and that assessments are monitored and reviewed.

Ensure that appropriate saf@rking rules and procedure exist with the department and that these
are brought to the attention of everyone concerned.

Invictus Education Trust Health &afety Policy
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1 Ensure that all accidents (including near misses) occurring with their department are prompt|
reported and recorded using the appaiprforms etc

1 Ensure that all accidents are investigated with a view to preventing a recurrence

1 Ensure that akmployeeswithin the department is aware of their specific roles in case of fire and/or
emergency.

1 Remove from use and inform the Health & Safety Officer of any equipment/appliance which ha
been identified as being unsafe and which is in need of repair.

1 Ensure lhat adequate levels of class supervision are available at all times.

1 Carry out (in conjunction with other membersaiployeeysthe bitannual health and safety checklist
within their areas of responsibility and provide a report to the Health & SafetyeOffi

1 Maintain or have access to an up to date library of relevant published health and safety guidar
from sources including the C & LLD, CLEAPSS, DfES, BAALPE etc. and ensure that all
subordinateemployeesare aware of and make use of such guidanceidimal that available in
electronic format.

1 Identify specifice mp | o lyealth and safety training needs and informHbadteachesind Health
& Safety Officer accordingly.

1 Consult with allemployee®n any matters which may affect their health or safdtyst at work.

1 Carry out departmental induction training including any specific information and training that may
be necessary because of activities which are peculiar to the department.
1 Ensure that levels of first aid provision remain adequate faadtigties being undertaken.

1 Resolve health and safety problems referred by memlaenplioyeesvithin their department. Any
problems that cannot be satisfactorily solved within the department must be referred to the Health
Safety Officer.

1 Ensurethatall students are given the necessary health and safety information and instruction pric
to commencing practical activities which may involve some risk.

1 Ensure that good standard of housekeeping are maintained.

1 ConsultthdocalAut hor i t y’' afetydDéfieet or diherappbpridte officer when additional
assistance becomes necessary

1 Reporting any unsolved Health & Safety issues to the Health & Safety Officer for onward reportin
to the Governors Site and Finance Committee

The designated areas must also have procedures and guidelines related to the items listed

Design Department

1 Guarding of machinery
1 Inspection of plant and equipment
1 Storage of materials

Invictus Education Trust Health &afety Policy
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1 Safe systems of work

1 Selection, provision and use of suitable protective clothing and equipment

1 Accident reporting and investigation procedures including arrangemelotsktat and analyse
accident statistics and near misses.

1 Compliance with the control of substances hazardous to Health Regulations 2002 (COSHH)

Science Department

1 Procedures for dealing with risks such as ionising, radiations, biological hazardspseglecti
storage and transport of gases and toxic chemicals, and disposal of toxic waste, fume cupboa
Safe Systems of work for curricular/extrarricular activities.

Selection, provision and use of suitable protective clothing and equipment.

Emergency praedures in the event of accidents, explosions or escapes of dangerous substanc
Accident reporting and investigation procedures including arrangements to look at and analy:
accident statistics and near misses.

1 Compliance with the control of substancegdrdous to Health Regulations 2002 (COSHH)

= =4 =4 9

P.E. Department

1 Procedures for dealing with risk areaswimming pool/sports fielgymnasium equipment

9 Safe systes of work for curricular/extrgurricular activities.

1 Arrangements for identifying training needs and for securing adequate training on recruitmer
and retraining wheemployeesake up new responsibilities or move to a different department.

1 Accident reporting and investigation procedures including arrangsrteefook at and analyse
accident statistics and near misses.

1 Compliance with the control of substances hazardous to Health Regulations 2002 (COSHH)

3.5 Teaching Staff (including Supply)

Teaclers are responsible for the health and safety of all studamder their control whilst involved in
organized work activities both on site e.g. class rooms, laboratories, workshops etc., and off site e.g. scf

trips.

Teachers shall:

T

Ensure effective supervision by only permitting practical work to be capuedy students after
carrying out a risk assessment. The class size, the abilities of the students involved, the activities
be undertaken etc. will all need to be considered.

Be aware of thd r u s ealthsandbafety Policy and any local rules andrangement which may
apply specifically to the department concerned.

Ensure that safety instruction is given to all students prior to commencing practical sessions.

Know the location of the nearest Firefighting equipment and first aid box, and knew#ngency
procedures in respect of fire/first aid/ and bomb scare etc.

Ensure that students follow school/departmental safety rules and that protective equipment is wc
where appropriate.

Ensure that all personal protective equipment is suitablénagbd condition prior to issue.

Invictus Education Trust Health &afety Policy
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1 Ensure safety devices e.g. machinery guards are in good condition and are used.
1 Report any defective equipment to the Head of Department.

1 Investigate all accidents (in conjunction with Head of Department) which oqawgth activities
organized/supervised by the Department.

1 Propose for consideration by their Head of Department any improvements which they consids
would improve health or safety standards within the department.

1 Ensure that an agreed adequate level pésiision is available and that appropriate arrangements
exist prior to taking school parties off site on educational visits.

1 Reporting any unsolved Health & Safety issues to the Health & Safety Officer

3.6 All Employees (including temporary and volunteers)

The Health and Safety at Work Act 1974 sfate

Anlt shal/l be the duty of every employee while
himseltherselfand of other persons who may be affected bhdéiss ct s or omi ssi ons a

Employees must also amperate with the employer and not misuse anything provided in the interests o
health and safety.

Employees must

1 Take reasonable care for the health and safety of themselves and others, who may be affectec
what they do or faito do in undertaking their work

1 Co-operate with the employer on all masteelating to health and safety

1 Familiarise themselves with, dract in accordance with, any Health and Safety procedures which
have been issued to them or othiee brought to their attention

1 Act in accordance with any safety training which has been provided to them, or any vestyal saf
instructions issued to them

1 Make full and proper use of any personal protective equipment (PPE) and clothing provided to thet
in accordance with structions or training received

1 Report any loss or obvious defectsuch PPE to their Line Manager

1 Not to intentionally interfere wh or misuse any equipment or fittings provided in the interek
health safety and welfare

1 Report immediately to their Line &hager anyvhich they consider serious or immediate danger
to health and safety, any shortcomings in the amgements fohealth and safety

1 Report any accident or incident, no matter how minor, by informing their Line Manader an
completing the relevant forms

Invictus Education Trust Health &afety Policy
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1 Ensure that they only use equipment or machinery that they are competent to use or have been traj
to use.

1 To participate in the risk assessment process and comply with findings

1 Be familiar withand follow emergency proceduriesthe event ogerious imminent danger, such as
evacuation procedures.

3.7 Students (this section should be drawn to the attention of all students)

All students must be encouraged to follow all safe working practices and observe all school safety rules.

All students will:

1 Students, in accordance with their age and aptitude, are expected to exercise personal responsib
for the health and safety of themselves and others, to observe standards of behaviour and dr
consistent with the safety and/or hygiene and to observe all the health and safety rules of the Tr
and in particular,dllow all instruction issued by any memberstdffin the case of an emergency

1 Students should use and not wilfully misuse, neglect or interfere with facilities or equipmen
provided for thais and others health and safety

1 Students will be held accountable for any damage caused as a result odbpnapp behaviour,
equally, the school does not accept responsibility for any loss arising from such incidents.

3.8 Visitors, Volunteers, Service Providers, Lettings/Hirers and Contractors

Visitors are required to observe the safety rules of the schdolvdl be informed of relevant regulations
as and when necessary by an appropriate memiséafbf

Persons/organisations hiring thehool site must agree:to
1 Co-operate and cordinate with theschoolon health and safety matters
91 Agree to thelTrust Terms and Conditions for the Hiring of School Prem@esindsin relation to
health and safety aangements
1 Provide information relating to any additional risks or procedures which will be new or unusual tc
those of theschoolthat may arise from their activities

Invictus Education Trusdchoolsensure that:
1 The premises are in a safe condition for the purpose of use
1 Health and safety arrangements are fully explained and communicated
1 Adequate arrangements for emergency evacuatiim placendcommunicated

Pleasealso refer taCharging and Lettings Policy

Invictus Education Trust Health &afety Policy
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4.0 Arrangements

4.1 Accident Reporting, Recording & Investigation

All accidents, dangerous occurrencéslentincidents, verbal abusand near misses must be repoeerd
recorded on the approprid@ms. It is the responsibility of all Trust employees to have knowledge of the
location of these forms. Itis the responsibility of the Health and Safety Offieaestoe that all employees

are made aware of the accident reporting procedure within schools, they should also hold a written copy
the procedure.

If it is a serious accident, Budley MBC Accident Investigation Report Form shoulddmnpleted by the
School designated Health & Safety Officer

‘“Near Mi sses’ mu s t al so be reported. These ar
sustained but coulghotentially, have been serious incidents. Remedial action taken promptly after a nee
misscan prevent a serious accident occurring later.

TheHeadteachamust countersign the report foandacopy should be kept at the establishment and either
centrally filed or held on the personal filethéemployeeor studenfiile. NB Faulty systems of ark, plant,
equipment, fittings etanust be reported and attended to as soon as possible.

The Headteachemust investigate accidentsr appoint an appropriate person to doasw take remedial
steps to avoid similar instances recurring. Faulty equipreten must be taken out of use when necessary
and should be clearly labelled to that eff@#medial action should be implemented immediately.

All deaths and major injuries must be reported immediately to the Health and Safetyivexgd8E)on

line attheirwebi t e or by telephone on 0845 3009923. |If
and Safety Executive Form, F2508, must be completed and sent to the HSE witleipstef the incident
occurring,a copy of the F2508 sent toiké Morton Dudley Health & Safety OfficelSchools should also
inform the Executive Headteachemmediately.

Health and Safety Executive Form F2508 must be completed and sent to the HSE for absences thro
accident for periodsf@ days or more (includg weekend and holidays) or when a nemployee attends
hospital following an accident whilst at work. Please refer to the Accident Report Book for full details o
reportable incidents.

4.2 Local Authority Health and Safety Advice

See page 4 d?olicy for contact details

4.3. Asbestos

A premises asbestos log is keépteachschool Any damage to materials known or suspected to contain
asbestos should be reportedite Health and Safety Officerho will contactRichard Huntington, DMBC
Tel n0.01384 814562

Any contractor who is suspected to be carrying out unasdtbwork on the fabric of thechoolbuilding
should be reported the Health and Safety Officer.

Under no circumstances m@shployeegarry out work, however minor, to the fabric of the building unless
it has been auth@adby the Health and Safety Officer

Please note that even drilling a hole or pushing a drawing pin into asbestos containing materials may re
in the release oflfires into the air.
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4.4 Contractors and Visitors

All visitors and contractors must report to the school reception. They will be signed in and be given &
identity/visitor badge. On leaving the site they will be required to sign out at reception. c@anstraust
inform the site team of the work/actions that have been carried out and any further work that is required.

ContractorgService providerssuch as catering and cleaning (where applicatilehave been made aware

of t h e Hehlth tasdt Sety Policy by the school Site Manageor Health and Safety Officer
Occasionald-hoc Contractors must be made aware of key health and safety issues on arrival at the si
relevant to the work they are doing.

Before any work commences, the school efiisure that all relevastaff have been informed of the works
being carried out and the areas that are likely to be affected, as well as the duration and timing of the wo
The contractor will be appropriately supervised by sckagbloyeesvhilst onsite. The emphasis must be
to stop any unsafe activity until the school are satisfied with the health and safety practices or procedure

Please also refer to the following policies:

U Access Control Policy
U Lettings Policy

4.5 Electrical Equipment (Fixed and Portable)

Before using electrical equipment, employees should look for:

Damage to the lead including fraying, cuts or heavy scuffing

Damage to the plug

Tape applied to the lead to join leads together

Coloured wires visible whertbe lead joins the plug

Damage to the outer cover of the equipment itself, including loose parts or screws

Signs of overheating, such as burn marks or staining on the plug, lead or equipment
Equipment that has been used or stored in unsuitable condgimiisas wet or dusty environments
or where spills are possible

1 Cable trapped under furniture etc

= =42 =4 -8 _-48_-9_-9

Formal visual inspections should also be carried out at regular intervals by a competent person.

Any electrical faults should be reported immediately &Site ManagerThe damaged or faulty equipment
should be removed without delay and either repaired by someone with relevant training and skills
disposed of to prevent further uggy faulty fittings (e.g. cracked sockets gtstould be isolated until
repaired by a competent person.

Employeesnust not bring electrical items in from home.

Where it is necessary to use an electrical extension lead this must be only as a temporary measure. Exter
leads should be fully unwound.

Portable Applianc&esing (PAT) of all relevant equipment will be undertaken on a rolling program. A
proper written record of the testing will be kept and each appliance labelled with the date that it passed
test. If a portable electrical appliance is seen to be faultyllibe taken out of use until it is properly
repaired, the Head of the Department/DirectoFadulty to instigate the repair. If it is seen unworthy of
repair it will be condemned.
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Third parties hiring school facilities must provide evidence #mgt electrical equipment brought on to
school premises has passed a PAT test within the last year.

4.6 Fire Precautions & Emergency Procedures

The Health & Safety Officer assisted by the Site Management Team are responsdiarigng and
reviewing the fire risk assessment. There will be at least one fire drill per term which will be recorded ar
comments taken as to the speed of evacudtmpuilding; these will be reported to the Goverrizagly.

Written emergency procedures exist covering a range of hazardous situations e.g. fire, bomb alerts, se
weather, electrical faults et€these documents are heldthg Health and Safety Office

In the event of a fire alarm/alert amployeeswill evacuatestudentsisitors/others to the designated
assenbly point:

T
1

Thereceptioniswill summon theemergency services as necessary

The safe evacuation of persons is an absolute pri&rityployeesmay only attempt to deal with
small fires,if it is safe to do so without putting themselves at risk, using prtable firefighting
equipment

Whilst evacuating premisesmployeesshould ensure that the premises and equipment are
safeguarded as far as this is possible by closing doors, and windows (or opemirig the
event of a bomb alert)

After the event, théleadteacheshould telephone the Area Senior Advisory Officer ativse
him/her of the situation

Regular inspections of the premises and grounds should be undertaken each term or m
frequently if possible.

Details of service isolation points (i.e. gas, water, electricity) are located in the caretakers Offic
Emergency procedures for incidents outside normal working hours are held in reception.

It is important that alemployeesign in and out at reception if they leave school during the day
or arrive outside normal working hours. Teachers need to be aware rotltleito remove

studentsand visitors from the buildings as quickly and safely as they can.

Practice drills are held each term so thateatiployeesand students are aware of the exact
procedures to ensure safety.

Alert children as to the route they should take calmly, without running. They should then line
up at the assembly point with their tutor groups and registers will be taken. Tutor groups line u
in allocated places (see assembly point plan).

Fire Marshad will check designated areas and report any problems or missing
employeesstudentgo the Health and Safety Officer or a member of the SLT

Tutors will registestudentsand report missingtudentgo the SLT.
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1 Office staff will take the register¢morning or afternoon) which can be printed directly from
school system Teachers should not delay their own exit (with the children) apart from closing
the classroom door.

1 Employeesnust stayat the assembly point untiieHeadeachepor the Fire Servicallow people
back into the school.

4.7 First Aid

A full list of First Aidersis displayed within school.

Students who need First Aid should report to the reception fimkent hub or first aid offiogr a message
sent to tle school office that assistance is required. If necessary a first aider with a member of the teach
staff will assess the situation and will call an ambulance if necessary. The parents of the student will al
be informed and if time permits will acopany the student in the ambulance. If the parent cannot get to
the school in time, a first aider wilf necessaryaccompany the student. If it is a serious accideDtjdiey

MBC Accident Investigation Report Form should be filled in.

First aid boxesresited with First Aiders,Receptionand at various designated points within school, high
risk areas such &k andDesignwill also have First aid boxesschool minibus dvers will check that any
vehicles are properly equipped with first &ioxes before they aresed.A designated member of support
staffis responsible for regularly checking that the contents of first aid boxes are complete and replenish
as necessary.

After administration of First Aid at the site of the accident by aédifirst aider, the accident should be
reported to thechooloffice and the seriousness assessed. Appropriate medical needs should be addres
and outside medical help should be sought if needed. Ifit is a student, the parents are notifieddérite acci
and treatment is therecorded on the accident forithe accident reporting procedures should be followed
in accordance with the seriousness of the incident.

4.8 Drugs and Medicines

Parents can make a formal arrangement with the school for a ctakketprescription medication. Written
consent must be obtained from the parent. The aforementioned medication will be locked away in a s
place in between doses. Medication can be stored in the medicalschowl officeand studentscan
administethe medicatiorthemselvesf they have written permission from their pares.medication is
administered by employees on site.

For procedures for the administration and handling of medication for specific medical conditions please s
thefollowing additional policies:

U Administration of Medicines Policy
U Asthma Policy

4.9 Glass and Glazing

All high-risk glazingis to be of the appropriate safety standard. All replacement glass is to be of safet
standard where applicable.
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4.10 Hazardous Substances

All staffthat order or use hazardous substances must ensure the following guidance is followed:
1 Substances to lsecurely stored and adequately supervised.
1 Hazard data sheets must be obtained and available to those using the substance.
1 Where hazardous substances are not being ugeeé mormal manner then a COSHidsessment
must be undertaken.
1 The least hazardouslstance should always be used that is suitable for the intended task.

An inventory of all hazardousnd flammablesubstancessed on site must be held by a designated person,
under the direction of the Health and Safety Offiakng with all Material Safety Data Sheets (MSDS)
and COSHH sk assessments for their use

Any new products that are brought into school s
risk of harm from the produen its use, migse, quantities or stage, will require a risk assessment to be
undertaken

The Science, D & T and Art departments must have their own departmental procedures and arrangem
for the storage, use, handling and production of hazardous substances. Reference should be mac
paticular Science, D&T or Arguidance from CLEAPPS.

Contracted service providers will ensure thatcord of hazardossibstances used by the cleaning, catering
and other contractezkrviceds kept on site.

Hazardous or flammable substanoasst not be decanted into any other container for storage purposes.

Designategersonsunder the direction of the Health and Safety Offiwér ensure the safe use of these
chemicals or substances and will ensure ttatjaate warning notices are properly displayed especially in
storage areas.

Local Exhaust Ventilation (Fume cupboards, Dust extraction on woodworking machinery etc.) will be
examined annually bgn appointed service provider.

The Health and Safety Oégrwill be responsible for ensuring that report forms are available for reference
and forreporting defects or necessary repairstetthe Line Manageor Headteacher

4.11 Housekeeping/Cleaning & Waste Disposal

Appropriate signs are put up when floors are wet to minimize the risk of slips.
Sharp objects and glass are disposed of in the recommended container.

The Headteachewill make the decision whether to open the school in the event of adverse weather. Tt
SiteManagefCaretakes areresponsible for clearing snow and gritting suitable pathways to allow access tc
the school site.

4.12 Jewellery

Guidance on this is listed within the School Prospectusstuatentsmust not be permitted to undertake
activities such as PE whilst wearing inappropriate jewellery.
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4.13 Lettings and Shared Use of Premises

Please refer to thieettings Policy

4.14 Lone Working

Please refer to thgafer Working Practices Policy

4.15 Personal Protective Equipment (PPE)

The Head of DepartmeriEacultywill carry out risk assessment to determine whether PPE is reduired
the classroomThe Health and Safety Officevill carry out risk assessment to determine whether PPE is
requiredfor all other norcurriculumbased activitis. They will be responsible for selecting and procuring
appropriate PPE.

Personal Protective Equipment (PPE) will be provided free of charge and must be used where is it
idertified as a control measure.

The Head of Departmefffacultyis responsit# for periodic checking of the equipment and the teachers or
responsible adults are responsible for ensuring the equipment is worn biudees when required.
Studens will be provided with information, instruction and supervision when there is a requirement to wee
PPE as a control measure.

The Head of Departmeéiaculty and Health and Safety Officaare also responsible for proper use,
supervision and maintenancgsuch equipment.

Employees are responsible for reporting any damaged or unusable PPE to the Health and Safety Officer
will be responsible for procuring replacements.

4.16 Reporting Defects

All employeedave a responsibility for their own and othéealth and safety and are therefore responsible
for ensuring that any defective, damaged, poorly maintained or untested equiprapatted Any faulty
equi pment must be taken out of wuse and i f appr

Information about théaulty equipment should be brought to the attention of the appropriate Line Manager
so it can be logged, actioned and monitofety machinedefects should be reported to the Health & Safety
Officer who will isolate the defective equipment and take gmaite action to repair the equipment or have
the equipment condemned.

4.17 Risk Assessments

The Headteacheis responsible for ensuring thidite designated staffarry out risk asessments for their
departments (see appendices 1 and 2)

It is alegal requirement to carry out risk assessments. Risk assessments should only be carried out |
competent person, i.e. someone who has knowledge and experience.

All workplace activities have been given general assessments and these mgnassessnmes are held
by the Halth and Safety Officer.

Specific risk assessments relate to individual personsgmgoyeesnember or young persatiéident or
a specific, one off activity. Assessment.s rela
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All Offsite Visit activities must be risk assessed. Further guidance can be obtainediremvolve.org.uk.

4.18 Educational Visits and School Journeys /Off-Site Activities

Please refer to theducational Visit and School Journeys Policy

4.19 School Transport

All Employeeghat drive the school minibuses need to hold a current driving license and take the necess:
Mini Bus Permit TestDrivers will honour the restrictions required by the PCV license.

4.20 Smoking and Vaping
Please refer tdhe No Smoking Policy

4.21 Employees Consultation

Any unresolved Health and Safety issues thateangloyee®r studentsre concerned about and cannot be
resolved, for whatever reason, should be reported teddzelteacheor Health and Safety Officer for
discussion at th&rust BoardMeetingfor resolution.

4.22 Employees Wellbeing

If employees are experiencing any problems in relation to stress they are encouraged to report this to t
Line Manager in the first instanc&he Trust offersupport and guidance and counsellsiguld the need
arise

4.23 Supervision

Adequate supersion will be maintained during curriculum time. Supervision during break and lunch times,
will be carried out bytaffon arota basis along with lunch time supervisors.

4.24 Use of VDU’s/Display Screens
Please refer to thRisplay Screen Equipment (DSE) Policy

4.25 Vehicles on Site

Vehicles accessingsthool site e requested to drive slowly, follow any eway systems in place and to
drive in accordance with The Highway Cod®arking is in designated parking places which are clearly
marked

4.26 Violence to Employees

All aggressive, verbal and physical violence will be reported tdi#adteacherParents will be informed
and appropriate action takedemployeesare requiredo complete an incident report form which will also
ad as a record of such episodésiy incidents of aggressive, verbal aptlysical violence towards
employees will be investigated fully and appropriate action taken by the Trust to resolve thhsJuast
may refer any incidents of violence or aggression towamgdoyeedo the police andheir legal advisar

Violence within school will not be tolerated.
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4.27 Water Hygiene

The Trust employsxternal contractaito carry outregular testingpf watersystems for LegionellaA copy
of the risk assessment and report are kept on site.

4.28 Working at Height

Activities which require work at height shoutohly be undertaken by trained staff lme identified ad
eliminated where possibl@/here it is not possible to eliminate work at height, all reasonable steps shoulc
be taken to minimise any riskRisk Assessments prior to commencement of any workingigihthactivity

will be undertaken, aopy of this assessment will be providedtaff authorised to work at height,is the
responsibility of the person involgdo ensure this takes place.

Employeesshould only use the equipment they are trained & EHmployeesmust only use access
equipment provided by the school and must not stand on tables or Ehadlsng are not permitted to use
access equipment. Information, instruction and supervision will be provided to spagifens that may
use accesequipment foschool related activities.

Contractors are expected to provide their own equipment and will not be permitted to use the scho
equipment.

The Health and Safety Officer is responsible for ensuring

All work at height igoroperly plamed and organised

The use of access equipmentdstricted to authorised users

All those involved in work at height are trained and compeétetd so

The risks from working at height are assessedaapdopriate equipment selected
A register ofaccess agjpment is maintained

All access equipeant is inspected and maintained

The risks from fragilesurfaces is properly controlled
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4.29 Work Experience

|l nvictus Education Trust has actiemmp ane ddhees t the their E |
policy on work placementshis includesthe requirement for all work placemertte with reputable
companies that havwbe required insurance aadHealth and Safety Poigsin place.

4.30 Pregnant Workers and Nursing Mothers

The defini texopne cotfan'tn enwo tohrer ’ means a worker wh
the previous six months, or who is breastfeedi
|l iving child or, after 24 weeks of pregnancy,

It is the responsibility oémployeego inform their line manager or Health and Safety Officer as soon as
they know they are (or are no longer) pregnant

A risk assessment will be carried pas soon as reasonably practicableonsultation with pregnamtorker

to ensure that there are no risks to the expec
The risk assessment will be reviewed on a regular basis, and this may have to be increased as the pregr
progresses.

If the risk assessent identifies hazards that cannot be eliminated or reduced sufficiently the pregnar
worker’'s duties wil/l be adjusted appropriatel.
pregnant worker may be-geployed for the duration of the greancy to a safer environment. If this cannot
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be achieved the legislation requires the pregnant worker to be suspended from work on maternity grour
Further guidance can be obtained froiQ.

4.31 Manual Handling

All work activities that involve the mailihandling of loads which present a significant risk to the health
and safety ofiny persons must be reported e Health and Safety Officevho will arrange for a rik
assessment to be carried out.

NOTE: This does not include tasks that are of a tk, are straightforward oriwonly take a very short
time, but doesclude activities where the load is quite small but the activity is of a highly repetitive nature.

The written risk assessment will be provided to employees who must follow the instruction given whe
carrying out the taskhis assessment will take inecount the task, load, environment and individual and
other factors that might affect the risk to the health and safety of employers or other persons.

Hazardous manual handling operatiomsst be eliminated where it is reasonably practical to do sor&Vhe

it is not reasonably practicable to do so a risk assessment should be made and the risk reduced as far
reasonably practicabl@he wseof mechanical aidand/or team manual handling will significantly reduce
risk.

Employeesshould be provided witappropriate equipment to reach items that are stored at height- Note
heavy items should never be stored at height.

The written risk assessment will take into account the task, load, environment and individual and ott
factors that might affect thesk to the health and safety of employers or other persons.

Employeesshould ensure they are not lifting heavy items and equipment unless they have received traini
and/or equipment in order to do so safely.

4.32 Work Equipment

All work equipment used on the premises should be fully inspected upon instaladionust undergo an
annual recorded maintenance and service inspection by a competenpperdgemal providerAny defects
should be reported to the Site Manager

Employeesnust notprovide their own equipment

Employeesmust ensure that they are apprafaly trained to use equipment, and that only trained and
authorisecemployeesre permitted to use equipment.

Heads of Departmefftaculty are responsible for ensuring a suitable and sufficient Risk Assessment ha:
been carried out prior to the use of such equipment.

A list of equipment that has been identified as posing a risk should be kept by the Health and Safety Offi
along with a meatenance schedule, copies of risk assessments and a list of authorised users.

Examples of work equipment are power tools, D & T machitais, access equipment, lifting equipment,
PE and play equipmeriiln, etc.

Invictus Education Trudtave SaféVorking Procedures for high risk equipment, pleasdreeeappendix
3
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4.33 Maintenance of Emergency Equipment

The arrangements for fire prevention inspections, testing of equipment etc. are given below.

Testing of the Fire Alarm System

TheFire Alarm will be tested weekly, (using a different epbint each time). Defects on the system must
be reported immediatetyre designated service provider.

Inspection of Fire Fighting Equipment

An annual maintenance service of all extinguishesslol should be undertakehesite teanwill ensure
this is doneA copy of the service report will be kept in schdoéfective equipment or extinguishers that
need recharging should be reported ditec¢he designated service provider.

Smoke Detection & Emergency Lighting Systems

These systems will be checked annuallyth® designated servigeovider and a copy of the report will be
kept in schoal

All requirements for remedial actiomghlighted by the above checks will be implemented as soon as
reasonably practicable.

4.34 Health & Safety Training

The HeadteacherHealth and Safety Officers ahthe Managersre responsible for identifying the health
ard safety training needs of emagkes This would include the following areas:

Induction procedures

Emergency evacuation procedures

Use of emergency Fire Fighting equipment

First Aid

Accidentand incident reporting

Safety inspections

Good housekeeping including defect reporting

Lifting and manualdndling procedures

Asbestos safety andd

Safe use of work equipment

Personal safety and securitycluding lone working

Handling of chemicals, safgstems of work, COSHH and CLEAPPS
Offsite visits and journeys and working off site witfudents/oung people etc.
Use of Display Screen Equipment

Use of personal protective equipment

Occupational Health Issues (e.g. recommended vaccinations, stress, asthma etc.)
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Appendices

Appendix 1 — Classroom Risk Assessment

INVIC'TUS

FEducation T'rust

Classroom RislAssessment

height (falls)

for use where necessary?

Yes | Further | N/A
Questions you should ask: Action
Needed
Movement Is the internal flooring in a good condition?
around the | Are there any changes in floor level or type of flooring that n
classroom to behighlighted?
(slips and Are gangways between desks kept clear?
trips) Are trailing electrical leads/cables prevented wherever poss
Is lighting bright enough to allow safe access and exit?
Are procedures in place to deal with spillageg, water, blood
from cuts?
For standalone classrooms:
9 Are access steps or ramps properly maintained?
9 Are access stairs or ramps provided with handrails?
Work at Doyouhaveah el epbant step stool

Is a windowopener provided for opening higgvel windows?

Furniture
and fixtures

Are permanent fixtures in good condition and securely faste
e.g.cupboards, display boards, shelving?

Is furniture in good repair and suitable for the size of the use
whether adult or child?

Is portable equipment stabkeg.a TV set on a suitable trolley?

Where window restrictors are fitted to upper floor windows, &
they in good working order?

Are hot surfaces of radiators eprotected where necessary to
prevent the risk of burns to vulnerable young people?

and services

Manual Have trolleys been provided for moving heavy objezis,

Handling computers?

Computers | If you use computers as part of your jbols a workstation

& similar assessment been completed?

equipment Have pupils been advised about good practice when using
computers?

Electrical Are fixed electrical switches and plug sockets in good repair

equipment Are all plugs and cables good repair?

Has portable electrical equipmeatg.laminators, been visually
checked and, where necessary, tested at suitable intervals t
ensure that it’'s safe to us
has been tested)

Has any damaged electrical equipment been taken out of sg

or replaced?
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Asbestos If the school contains asbestos, have details of the location i
its condition in the classroom been provided and explained t

you?

Have you been provided with guidance on securing pieces ¢
work to walls/ceilings that may contaasbestos?

Workplace | Does the room have natural ventilation?

ventilation Can a reasonable room temperature be maintained during u

and heating | the classroom?

and heafrom the sun?

Are measures in place, for example blinds, to protect from g

Yes | Further | N/A
Action
Additional Issues Needed
Further Action Needed
Hazards noted: Action taken and when:
Name (and position) : Signature: Date:

Location/name of classroom:
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Appendix 2 — General Risk Assessment Form

INVICTUS

Education Trust

GENERAL RISK ASSESSMENT RECORD

Date of Assessment

Name of Assessor:

Risk Assessment Title:

Hazard/Task/Issue

Description of Risk
Possible Harm & Peopl¢
at Risk

Inherent
Risk
Rating

L/M/H

How do we manage thrssk, what controls can we
put in place to reduce the risk

Residual
Risk
Rating

L/M/H




Hazard/Task/Issue Description of Risk | Inherent How do we manage this risk, whaintrols can we | Residual
Possible Harm & Peopl¢ Risk put in place to reduce the risk Risk
at Risk Rating Rating
L/M/H L/M/H
Form completed by: Date
Further actions required:
Review Date:
Head of Dept/Line Manager Signature/Relevant Signature
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Hazard Identification Prompt Sheet

This must be used as a prompt for identifying hazards and must not be considered as a comprehensive list of
all hazards that may be present.

Hazard Type Details

Crushing

Cutting / Shearing

Entanglement

Drawingin / Trapping

Impact

Stabbing

Machinery

Abrasion

High Pressure

Radiation

Electricity

Highly repetitive actions

Stressful postures

Lifting / Handling

Mental Overload 5tress

Visual fatigue

Work Practice

Inadequate rest breaks

Toxic substance@uids/gas/mist/fumes/dust)

Corrosive substances

Irritant/Harmful substances

Flammable substances

Substances

Explosive substances

Biological hazards

Substances harmful to environment

Hot or cold surface(s)

Hot or cold ambient temperatures

Poor ventilation/Risk of @depletion

Confined or limited spaces

Significant noise

Significant vibration

Environment

Poor lighting

Work heights that present risks

Slips / Trips

Vehicles

Inconsistent application of rules

Low levels of supervision/monitoring

Poor communication

Poor information

Lack of knowledge

Human Factors

Poor training

Lack ofexperience




INVICTUS

Education Trust

Risk Assessment Action Plan

Assessment Ref: Revision No:
Manager: Page of
Planned Date Completed
Hazard Further Actions Required Completion

Date




The above actions have been agreed as reasonably practicable steps to reduce risk

Manager's Signature: Date:

The actions referred to above have been completed.

Manager's Signature: Date:
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Safe Working Procedures

Appendix 3 — Safe Handling

INVICTUS Safe Working Procedure

Job Title or TaskSafe Handling and Storing

Education Trust

Inventory
School/Department: Approved By: Date Created: Review / Revised date:
Kitchen
Potential Hazards: Personal protective equipment / devices
Fill in those that apply required / other safety considerations
H M L risk for injury
[1X ] Awkward postures-bending, reaching -Gloves when handling sharp or jagged items ot
L1 X [] Forceful exertions-lifting heavy items when there is risk of pinches
L1 [ X Repetitive movementsopening boxes, stocking -Protective closed toe footwear
L1 [ Vibration -Cart, trolley, or wheeler to move heavy goods
L1 ] Compression -Heavier items should be stored between hip to
L1 X Sharp points / edgesbox edges, utility knife | shoulder height to reduce bending
L1 X Pinch points-fingers against edges of shelves
L1 X Materials falling— Cluttered shelves Training / Reference information
L1 [ Surfaces causing falls
][] ] Moving machinery -Injury prevention orientation
[ 1 ][] Chemicals
1] [ Biological pathogens
[ 1 ][] Electrical
[ 1 ][] Extreme heat/ cold
[ 1 ][] Noise
1] Combustibles / flammables
[ 1 ][] Other

prd

ote: Signs andymptoms of a musculoskeletal injury (MSI) can include pain, burning, swelling, stiffneg
numbness/tingling, and/or loss of movement or strength in a body part. Report these to your supervi
Employers must ensure that workers are trained and follow this SAFE Work Procedure
Steps to perform this task safely:
-Assess the load. Do not attempt to lift or carry heavy or awkward items by yourself. Use lift aid\idael@r
etc) or get assistance
-If using utility knife to open boxes or baghtect knife away from your body and ensure other hand is clear
-Store heavier items or most frequently used items between hips and chest to reduce repetitive bending a
allow safer body positioning for moving heavier loads.
-Use stepd items are lkyond a comfortable reach or if reaching is repetitive
-If you must slide material closer or away from you, try to keep your back straight and weight shift with yot
whole body rather than using only your arms
-If possible ensure there is enough roomftglioperly and travel by moving obstructions
-Proper lifting and carrying technique is to:
-use a wide stance either side to side or front to back (lunge position). Get close to what you have to lif
-get a good grip before lifting or lowering twiboth hands if possible
-bend your knees and hifsy to keep your back straight, shoulders back and elbows in
-lift by pushing with your legs. If using a lunge position, push more through your front leg
-keep the load close to your bodyevhlifting or carrying
-turn by taking small steps with your feet. Avoid twisting your back when lifting, lowering, carrying or
pushing & pulling
- If a load is to go onto or is to be pulled from a high shelf within a standing reach, keep ieltioe/svith the
body and extra tightening of the abdominals can help keep the back from arching backward excessively




Appendix 4 — Step Ladders

INVICTUS Safe Working Procedure

Job Title or TaskStep Ladders/Step Stools

Education Trust

School/Department: | Approved By: Date Created: Review / Revised date:
Potential Hazards: Personal protective equipment / devices

Fill in those that apply required / other safety considerations

H M L risk for injury -Safety footwear

L1 ]DX] Awkward / sustained postures

[ 1XI[] Forceful exertions- carrying ladder

[ ][ ][] Repetitive movements

L1010 Vibration _ _ :

[ 1 ][] Compression Training / Reference information

[ 1] Sharp points / edges -Injury prevention orientation

11Xl Pinch points-fingers in ladder -working at height awareness

[ 1[][] Falling material

[ ][ ][] Surfaces causing falls

[ 1[J[] Moving machinery

[ 1 ][] Chemicals

[ ][ ][] Biological pathogens

[ 1 ][] Electrical

[ 1 ][] Extreme heat/ cold

[ 1] ] Noise

[ 1 ][] Combustibles / flammables

[ 1IXI[] Risk of falling

Note: Signs and symptoms of a musculoskeletal injury (MSI) can include pain, burning, swell
stiffness, numbness/tingling, and/or loss of movement or strength in a body part. Report these
supervisor.

Employers must ensure that workers are trained and follow this SAFE Work Procedure

Steps to perform this task safely:

Preinspect for possible defects before using.
-A step ladder cannot be more than 6 m when set up for use
-Inspect the ladder for integrity, excessive wear / damage diadhifige is apparent, remove from
service
-Place the ladder feet on a level, solid surface, ensuring the 4 feet grip and the legs are secure i
with metal braces. Ensure brakes are engaged if the step ladder has these
-Do not set up the step laddedeivays to the work unless there is a railed platform at the top
-Go up and down a ladder facing it, taking only 1 step at a time. Hold the side rails with both har
-Only extend your arms beyond the sides of the stepladder. Keep youwdmidsed
-Do not stand on top of the step ladder / stool unless the manufacturer permits such as when it |
railed platform at the top
-Do not over reach when working on a step ladder / stool
-Do not leave step ladders / stools unattended. Return to desigtatage area
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Appendix 5 — Cleaning Ovens

INVICTUS

Education Trust

Safe Working Procedure
Job Title or TaskCleaning Ovens

School/Department: | Approved By:

Date Created: Review / Revised

Kitchen / Dietary date:
Potential Hazards: Personal protective equipment / devices
Fill in those that apply required / other safety considerations
H M L risk for injury
[ 1DX[] Awkward / sustained postures -Foll ow manufacturer’s
reaching appropriate PPE such as gloves, gogglesn
[ 11X Forceful exertions- scrubbing using cleaning chemical
[ 1X[] Repetitive movementsscrubbing -Consider using knee pads if prolonged kneelin
[ 1 ][] Vibration on floor when cleaning
L1 ][] Compression
[ ][ ][] Sharp points / edges Training / Reference information
[ 1 ][] Pinch points
L1 ][] Material falling -Injury prevention orientation
[ ][ ][] Surfaces causing falls -COSHH Awareness
[ 1[J[] Moving machinery -MSDS for product
XI[1[] Chemicals
[ 1 ][] Biological pathogens
[ 1[][] Electrical currents / discharge
[ 1 ][] Extreme heat/ cold
[ 1] ] Noise
[ 1 ][] Combustibles / flammables
11 ] Other

Note: Signs and symptoms of a musculoskeletal injury (MSI) can include pain, burning, swell
stiffness, numbness/tingling, and/or loss of movement or strength in a body part. Report these
supervisor.

Employers must ensure that workers are trained and follow this SAFE Work Procedure
Steps to perform this task safely:

-Turn off gas supply prior to cleaning the gas stove or oven

-Ensure the stove or oven has cooled before beginning to clean it
-Wear safety goggles, gloves or other PPE requicedrding to safe chemical use label for chemica
used. Follow recommended wait time to allow product to work
-Cleaning an oven can require force and repetitive movements in awkward positions. Go on one
crouch rather than standing and bending atthist. Take micro breaks, switch positions, switch art
to reduce the stress on your body
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Appendix 6 — Gas Deep Fat Fryer

INVI CTU S Safe Working Procedure

Job Title or TaskGas Deep Fryer (Frying, Filtering,
Cleaning)

Education Trust

School/Department: Approved By: Date Created: Review / Revised date:

Kitchen / Dietary

Personal Protective Equipment or other Required Equipment or other Safety Considerations: Heat
resistant gloves (oven mitts), splash proof apron, heat resistant gloves must be worn while filtering and ¢
the deep fryer as well dependent on the MS&ftiirements for PPE.

Hazards: The deep fat fryer can be an especially dangerous piece of equipment because of its open top
high temperature of the frying oil and shortening. Common injuries include burns from splashing of hot o
operating, filtering or cleaning. Severe injuries have occurred when workers have slipped on the surroun
floor and fallen with their arms in the oil or while cleaning the ventilation above. Because of these hazarg
protective clothing and speciahining in safety procedures for employees are needed in every stage of the
operation.

Note: This task may expose workers to musculoskeletal injury (MSI) risks. Signs and symptoms includ
burning, numbness, tingling, swelling, loss of movement engtin in a body part.

Education and training prerequisites: e.g. Read MSDS requirements regarding chemical usag
instructions or other SWPs- - Training inrhouse by individuals, experienced and
knowledgeable with the equipment. Part of annual
equipmentikt review.

Steps to be taken to complete task safely:

Pre-operational

1 Remove cover on fryer and baskets and set aside.

1 Make sure drain valves are closed completely.

1 Fill fryer to “oil level” line. Never operate the fryer or the filter without shortening in the system.

9 Turn fryer switch on to desired temperature.

Adding and Removing Food

1 Use personal protective equipment (aprons and gloves) as directed.

1 The fryer basket should be filled no more than half way.

1 Lower and raise the baskets tgno avoid spattering and bubbling. Use tongs for transferring hot food i
and out of the baskets.

1 Wet foods often spatter hot oil when they are submerged in the fryer. Foods should always be dried
submerging in a fryer. Frozen foods shoulddnexcess ice crystals shaken off before submerging.

1 Ensure that containers or pans to hold food after cooking should be located as close as possible to th
avoid moving baskets too far. This will also reduce the chance of dripping oil on ph®yeeor on the
floor.

1 When tasks are complete, remove heat resistant gloves and place in soiled glove basket beside the
supervisor’'s office. DO NOT dispose gloves in

9 If oil splatters or drops on floor; use propergteasing&chniques to clean up to prevent slips.

CAUTION: Extreme care must always be exercised when you are working with hot shortening.
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Filtering

IMPORTANT: Never operate the filter unless the fryers have been brought up to cooking temperature,
and filter heater has been turned on for at least 30 minutes. Once the filtering or cleaning process is
started, it should not be interrupted.

Heat resistant gloves must be worn while filtering and cleaning the deep fryer.

Allow fryer to cool to a temperature of 200 F.

Depress fryerODFF switch to “OFF” to stop the cooki
Put on approved safety gloves and apron.

Snap power shower into fpgot mnnection.

Open drain valve. Drain valve safety switch will turn fryer off if operator forgets.

Place covers back on the fopts to avoid splashes from hot oil. Pull filter lever to start the filter pump. H
shortening jets over inside surface of it flushing crumbs and sediment into the filtering system. Scod
out sludge from bottom of fryer (rest will drain down to pan).

1 Drain shortening while still hot, through a filter into clean, approved shortening pails (not pl#stiss can
melt and leak Let oil completely drain into pail, only fill pails to 2/3 full. Cover pail(s) with lid and secy
store out of immediate work area. Uncovered pans or containers of hot oil or grease must never be |
unattended on the floor and should not be tetisle ways or anywhere they can be knocked over.

After shortening is completely filtered, scrape sides with flat spatula and brush

Remove power shower assembly.

Depress ON switch to start cooking cycle.

During filtering and cooking process, turn OFFeiilheat switch located on filter control panel.

Clean equipment according to cleaning guidelines.

Ensure that equipment is dried thoroughly prior to refilling.

Refill fryer by carefully pouring the cooled (to below 200 F) shortening back intevétie Fill to the
correct level with filtered shortening. Top up fryer to the oil level line (completely covering elements).
CAUTION: Never lift the drain pan by the handle. This handle is designed to pull the pan from the filter
system cabinet, not for lifting. The pan must be rolled on its casters to disposal area.

E R I

E R

Cleaning
Heat resistant gloves must be worn while filtering and cleaning the deep fryer.

1 The frypot should be cleaned periodically by combining it with disposing of the used shortening.

1 After the fryer has been emptied, and the drain valve closed.

1 Fill the fry pot to the oil level mark with water and correct amount of fryer cleaner, lower the baskets i
fry pot and bring the water to a boil for-18 minutes.

1 Read the Material Safety Data Sheet of the cleaning product and use the personal protective equipment
required. Remember, if a product is corrosive it will burn your skin on contact and lungs if breathed
in.

1 Empty, rinse and thoroughly dry.

IMPORTANT: When draining water from the fry pots, be sure to remove the filter pan and direct the

drainpipe into a refuse pan or stock pot. Do not allow water to be drawn into the pump.

Changing Filter

1 Remove the filter holder by gently pulling the insulated handle ofiltineholder towards you.

1 Once you have disconnected the filter, pull out the drain pan and remove the crumb screen. The dirty
paper can be removed, its holder cleaned and clean filter paper installed.

1 Use extreme caution not to contaminate therfholder with sediment when removing the dirty filter pape

9 Start up or leave fryer OFF, as business requires.

IMPORTANT - when draining water from the fry pots, DO NOT allow water to be drawn into the pump.

Responsibilities, Completion and Review
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Management and workers to ensure all duties performed in accordance to training, established health af

regulations/guidelines, policies and procedures (e.g. utilizing personal, protective equipment as per SAR

Procedures). Notify Manager oedignates (i.e. supervisors) of all occurrences, injuries illnesses or safety
health concerns which are likely to harm themselvesyaxers, or any others who enter the premises.

Completed By: Date Completed:

Last Reviewed By and Date: Note: This task will be monitored periodically to
ensure compliance and effectiveness.
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Appendix 7 — Serving Food

INVICTUS Safe Working Procedure

Job Title or TaskServing Food

Education Trust

School/Department: Approved By: Date Created: Review / Revised date:
Kitchen
Potential Hazards: Personal protective equipment / devices
Fill in those that apply required / other safety considerations
H M L risk for injury
L1 X Awkward postures-wrist position, reaching -Food serving gloves
L1 X Forceful exertions- overloaded trays -Serving apron
L1 X [] Repetitive movementsscooping food -Hair net
[ 1 ][] Vibration Training / Reference information
L1 [] Compression
L1 ][] Sharp points / edges -Injury prevention orientation
(][ [ Pinch points -Food hygiene certificate
L1 ][] Materials falling
L1 ][] Surfaces causing falls
1 ][] Moving machinery
[ 1 ][] Chemicals
1] [ Biological pathogens
[ 1] L] Electrical
L1 X Extreme heatfood and liquid spills
[ 1 ][] Noise
1] Combustibles / flammables
(1 ][] Other

Note: Signs and symptoms of a musculoskeletal injury (MSI) can include pain, burning, svaiffngss,
numbness/tingling, and/or loss of movement or strength in a body part. Report these to your superyv

Employers must ensure that workers are trained and follow this SAFE Work Procedure
Steps to perform this task safely:
- Wear glovesapron to protect against hot spills
- When filling plates or bowls with food, try to reduce repetitive movements by change scooping ha
periodically
- Caution servers of hot items
- Transporting steam table requires 2 workers, one in the front to guide ahdhine to push
- Do not place more than two plates on a tray when serving tables
- When placing food / beverages in front of residents, caution them if food / dishes are hot
- Wear gloves when collecting dishes and cutlery when residents have eaten. Rigeligweollection
bins and other debris into garbage containers.
- Do not over stack dishes in bins and on clearing carts
- Bring cart to dishwashing area and empty trash into waste cans
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Appendix 8 — Using Knives

INVICTUS Safe Working Procedure

Job Title or TasktJsing Knives

Education Trust

School/Department: Approved By: Date Created: Review / Revised date:
Kitchen / Dietary
Potential Hazards: Personal protective equipment / devices
Fill in those that apply required / other safety considerations
H M L risk for injury
L1 X Awkward / sustained postures -Cut resistant gloves if cleaning sharp knives (
[ 1[][] Forceful exertions blades
L1 X [] Repetitive movementssustained cutting -Cut resistant gloves if it is unavoidable to cut
[ 1 ][] Vibration the direction of your other hand
L1 [] Compression -Store knives in sheaths or scabits
X ][] Sharp points / edgesslicing blade is very sharp| -Anti fatigue matting will reduce stress from lo
L1 [ Pinch points periods of standing
L]0 ] Material falling -Let items thaw sufficiently before cutting
L1 ][] Surfaces causing falls
1 ][] Moving machinery Training / Reference information
[ 1 ][] Chemicals
][] [] Biological pathogens -Injury prevention orientation
[ 1] [ Electrical currents / discharge -Dietary department orientation
1] ] Extreme heat / cold
[ 1 ][] Noise
L1 [] Combustibles / flammables
(1 ][] Other

pd

ote: Signs andymptoms of a musculoskeletal injury (MSI) can include pain, burning, swelling, stiffne
numbness/tingling, and/or loss of movement or strength in a body part. Report these to your superv

Employers must ensure that workers are trained and follow this SAFE Work Procedure

Steps to perform this task safely:

-Keep knives sharp so less effort is required when using them. Never try to tear or break through a toug
item (such as a frozen item or a bone) with force. Choose a more appropriate knife, technique or procesg
-When possible, choose to use ergoimkmives which keep your wrist in a more neutral (straight) position,
especially when using a knife for extended periods
-Remove appropriate knife from sheath or scabbard
-Cut in a direction away from your body and keep finger curled away from the dirténgr whenever possiblé
use a device to hold the food item to be cut
-If it is unavoidable or unrealistic to cut in a direction away from your other hand, you must wear a cut res
glove on the hand not holding the knife
-Never try to catch a flhg knife
-Never attempt to wipe foodstuffs off the blade with your fingers
-When using a knife for extended periods, take micro breaks or change tasks to rest the muscles. Try to
an upright posture and try to work with your elbow close to yoaly
-When placing a knife down, always ensure the blade is facing in a direction away from the user
-Do not leave knives, blades or other sharp items in the sink
-Point blades down when placing knives in vertical containers such as the dishwasher
-Retun and store knives in sheaths or scabbards when not in use
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Appendix 9 — Power Hand Tools

INVICTUS

Education Trust

Safe Working Procedure
Job Title or TasklJsing Power Hand Tools

School/Dept.:

Approved By:

Date Created:

Review / Revision date:

Hazards:

-Awkward postures, forceful
exertions and repetition when usin
hand tools

-Cuts from saw blades, bits, discs

Personal Protective Equipment
/ Dev ices required / Other safety
considerations
-Gloves if using blades or sharp
objects
-Safety footwear
-Eye protection

T raining / Reference information

-Injury prevention orientation
-In house training
-Operating manuals

-Dust and fumes
-Excessive noise in some
environments

-Vibration

-Hearing Protection

-Secure loose clothing, hair, draw
strings from hoodstc.that could
become entangled in tool

Note: Common signs and symptoms of a musculoskeletal injury (MSI) can include pain, burning, swell
stiffness, numbness/tingling, and/or lossraivement or strength in a body part. Report these to your super
Employers must ensure that workers are trained and follow this SAFE Work Procedure
Steps to complete this task safely:

Note: the instructions below are relevant for hand held power tools including but not limited to drills,
circular saws, jig saws, reciprocating saws, hand sanders, belt sanders and grinders

-Only use power tools in a manner specified by the operatiostalictions and in dry environments
-Do not use broken power tools, ones that have cracks or splits in them, or tools that have had guards ren
-Do not force the power tool. This can make the tool less effective, damage it, or could make the Edsiao
the cutting blade, disc/belt, bétc.is correct for the application and is in good condition
-For repetitive or londasting tasks, take micro breaks or change tasks or positions to reduce stress on the
muscles
-Try to work in neutral positions as often as possible (wrists and back straight, elbows in, reduce back twig
instead taking small steps to repositiett,) and try to avoid overreaching
-Use both hands to use the power tool if it has been debits way
-Keep work areas free of loose tools which could be tripped over and after use, return tools to designated
keep them unplugged
-Wear eye protection when cutting with power saws, drilling or grinding. Direct sparksgethipszayfrom you
and others
-Always keep your second hand (for one handed tools) and other body parts clear of the cutting, drilling, @
grinding path of the power tool. Cut/ griett.in a direction away from the body

-Try to use power tools where there iequate ventilation to remove dust. If this is not possible, use a dusi
mask
-Use clamps or other practical way to secure and support piece(s) to a stable platform before working on
Holding pieces or items with only your hand or against your bodxete unstable and may lead to loss of con
and serious injury.
-De-energize the tool once you are finished using it and before changing, bits, blades, discs, belts etc. Le
cool before touching the blade, bit.to change it
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Appendix 10 — Hand Tools

INVICTUS Safe Working Procedure

Job Title or Tasktsing Hand Tools (hon-power)

Education Trust

School/Department: Approved By: Date Created: Review / Revised date:
Potential Hazards: Personal protective equipment / devices
Fill in those that apply required / other safety considerations

H M L risk for injury
[1X ] Awkward / sustained posturesvaries with task | -Gloves if using knives
L1 ] Forceful exertions-pushing, gripping, twisting, | -Safety footwear
L1 X [] Repetitive movements
E E E \C/Ifr;aglrzr;sion Training / Reference information
U XU Sharp po_mts / edgeskmves,_phers . -Injury prevention orientation
L1 [] Pinch points-in tools or against materials I L
. . -In house training
L1LJ L] Materials falling -Tool manuals / instructions
L1 ][] Surfaces causing falls
1] ] Moving machinery
[ 1 ][] Chemicals
1] [] Biological pathogens
[ 1 ][] Electrical
[ ][ ][] Extreme heat/ cold
[ 1 ][] Noise
[ ][ ][] Combustibles / flammables
[ 1 ][] Other

prd

ote: Signs and symptoms of a musculoskeletal injury (MSI) can include pain, busnieliing, stiffness,
numbness/tingling, and/or loss of movement or strength in a body part. Report these to your supery
Employers must ensure that workers are trained and follow this SAFE Work Procedure
Steps to perform this task safely:

Note; The instructions below are relevant for non-powered hand tools, including but not limited to, screw
drivers, hammers, hand saws, utility knives, cutters, pliers, etc.

-Do not use broken tools or tools that have cracks or splits in handles

-Only use toolsn a manner that they have been designed

-Carry sharp tools in their sheath or holster

-Keep cutting tools sharp so less effort is required for them to be effective

-When using knives, sheaths or shears, keep your other hand or body parts out ofrtegengure that there ig
a barrier between the knife and your body or cut in a direction away from your body

-Try to work in neutral positions as often as possible (wrists and back straight, elbows in, reduce back tw
instead taking small stepst@position,etc) and try to avoid overreaching

-Take micro breaks or change tasks periodically to reduce repetitive or physically demanding tasks
-Keep work areas free of loose tools which could be tripped over and after use, return tools to designateq
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Appendix 11 — Using a Band Saw

INVICTUS Safe Working Procedure

o ———— Job Title or TasktJsing a Band Saw

School/Department: Approved By: Date Created: Review / Revised date:
Potential Hazards: Personal protective equipment / devices

Fill in those that apply required / other safety considerations

H M L risk for injury -Eye protection

[ 1DXI[] Awkward / sustained postureéifting, | -Hearing protection

reaching -Safety footwear

[ 11X Forceful exertions lifting wood -Disposable Respirator @%)

[ 1 ][] Repetitive movements -Push stick or jig

[ 1 ][] Vibration -Safeguards

L1 ][] Compression -Dust collection system

X 1] Sharp points / edgesaw blade, wood| -Secure loose clothing, hair, jewelry, draw

[ 1 ][] Pinch points strings from hoods that could become

[ 1 ][] Material falling- wood onto feet entangled in tool

[ 1 ][] Surfaces causing Training / Reference information

[ 1XI ] Moving machinery saw blade

[ 110X Chemicals wood dust -Lift / manual materials handling training

[ ][ ][] Biological pathogens -Operators manual

[ 11X Electrical -In house training

[ ][ ][] Extreme heat/ cold

[ 1XI[] Noise- cutting with saw

[ 1 ][] Combustibles / flammables

[ ][ ]DX] Other- clothing getting caught in

machinery

Note: Signs and symptoms of a musculoskeletal injury (MSI) can include pain, burning, swe
stiffness, numbness/tingling, and/or loss of movement or strength in a body part. Report ti
your supervisor.

Employers must ensure that workers are trained and follow this SAFE Work Procedure
Steps to perform this task safely:

-Ensure any loos#tting clothing is tucked in appropriately.

-Preinspect saw for possible defects before using. Check electrical saiitishes, blade guards.
Ensure dust collection system is engaged.

-Obtain wood from bin to bring to the saw. Inspect wood for defects and foreign objects and
discard defective pieces. When lifting materials, try to keep your back straight artthexéego
close to reduce stress on your back. Bend hips and knees rather than bending at the waist
twisting your back by instead taking small steps to turn.

-Place wood on platform and adjust blade guard t8 itéh above the height of the stock.

-Put on eye and hearing protection

-Turn on saw. Hold wood firmly on platform and feed the wood into the blade. Keep hands
safe zone. Use jig sticks or push stick if hands must leave safe zone because ofestock siz
-Never try to pick up or move loose wood next to the blade with your hands

-Turn off machine if the material is to be backed out of an unfinished cut

-When task is complete, shut off saw and remove wood. To avoid over reaching and possil
usea push stick to clear wood near the blade.

-De-energize and lock out machine if cleaning it. If there is a large amount of saw dust, weg
protection and a disposable respirator (N95) while cleaning.
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Appendix 12 — Fixed Bench Grinder

INVICTUS Safe Working Procedure

Job Title or TaskFixed Bench Grinder

Education Trust

School/Department: Approved By: Date Created: Review / Revised date:
Potential Hazards: Personal protective equipment / devices

Fill in those that apply required / other safety considerations

H M L risk for injury

[ 1DX[] Awkward / sustained posturesolding - Gloves

parts - Safety footwear

[ 1XI[] Forceful exertions- holding against - Eye protection / face shield

grinder/brush - Hearing protection

[ 1 ][] Repetitive movements - Securdoose clothing, hair, draw strings

[ 11X Vibration—(hand arm) part against grinder| from hoodsetc.that could become entangle

L1 ][] Compression in tool

L1 [] Sharp points / edgesgrinder wheels, brush Training / Reference information

[ 1 ][] Pinch points

[ 1] ] Materials falling -Injury prevention orientation

[ ][ ][] Surfaces causing falls -In house training

[ 1[][] Moving machinery -Operators manual

[ 11 ] Chemicals

[ ][ ][] Biological pathogens

[ 1 ][] Electrical

[ ][ ]X] Extreme heatburns from hot parts

[ 1 ][] Noise

[ 1 ][] Combustibles / flammables

(11 ] Other

Note: Signs and symptoms ofrausculoskeletal injury (MSI) can include pain, burning, swelling
stiffness, numbness/tingling, and/or loss of movement or strength in a body part. Report these
supervisor.

Employers must ensure that workers are trained and follow this SAFE Work Procedure

Steps to perform this task safely:

-Only use the grinder in a manner specified by the operational instructions and always ensure th
are in place
-Preinspect grinder to ensure switches, cords, grinding stone or brush are wayod order. If
there is damage or excessive wear and tear, do not use the grinder and inform a supervisor
-Ensure the tool rest is not below the horizongitreline and no more than 3mm from the face of tf
wheel
-Hold the part firmly but do not appexcessive force of the tool / part against the grinder
-Do not try to hold parts that are too small so that there is a risk that your finders may contact th
grinding wheel. Attach and secure part to be grinded to another tool / extender such agsvice g
-Do not grind against the side of the wheel
-Grinding wheel shape and wear must be main
-For repetitive or londasting tasks, take micro breaks or change tasks or positions to reduce stre
the samenuscles
-Always turn off the grinder and unplug it / lock it out before performing adjustments, maintenan
repairs
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Appendix 13 — Using a Circular Saw

INVICTUS

Education Trust

Safe Working Procedure
Job Title or TasktJsing a Circular Saw

School/Dept.: Approved By: Date Created: Review / Revised date:
Potential Hazards: Personal protective equipment / devices
Fill in those that apply required / other safety considerations
H M L risk for injury -Safety footwear
[ 1D ] Awkward / sustained postures -Eyeprotection
[ JIX1[] Forceful exertions -Hearing protection
[ 1X1[] Repetitive motions -Face Mask
[ 1[][] Vibration -Secure loose clothing, hair, draw strings fror
[ ][ ][] Skin compression hoodsetc.that could become entangled in too
[ JDX[] Sharp points / edges Training / Reference information
[ 1] ] Pinch points -Injury prevention orientation
[ 1] [] Material falling -In house training
[ ][ ][] Surfaces causing falls -Operating manuals
[ ][][] Moving machinery
[ ][ ]1X] Chemicals Dust
[ ][]1X Electrical-discharge if defective cord
[ ][ 11X Extreme heat/ cold
L] ]D4 Noise
[ ][ ][] Combustibles / flammables
[ ][ 1X] Other- Projectiles

Z

ote: Signs and symptoms of a musculoskeletal injury (MSI) can include pain, burning, swelling, sti
numbness/tingling, and/or loss of movement or strength in a body part. Report these to your sup

Employers must ensure that workers are trained and follow this safe work procedure
Steps to perform this task safely:
PreOperation:
Task {.e.drawing, instructions, specificatioesc) is clearly understood
Ensure guarding is in place
Ensure the appropriate blade is being used for the task.

Identify ON/OFF switch
Operation:
Check the saw runs ‘true’ and does not wobbl

Keep hands clear of work piece and away from rotating blade

Ensure guarding in place before saw is restarted

Post Operation:

Switch off saw before removing waste material/wpidce

Ensure good housekeeping practices are in place to minimize dust build up and trip hazards
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Appendix 14 - Soldering

INVICTUS Safe Working Procedure

Education Trust JOb Tltle or TaSkSOIderi ng

Department / Approved By: Date Created: Review / Revised
Area: date:
Potential Hazards: Personal protective equipment / devices
Fill in those that apply required / other safety considerations
H M L risk for injury
L1 X Awkward / sustained posturedorward slouch -Eye protection
[ 1 ][] Forceful exertions -Ventilation ensuring fumes not exposed
L1 ][] Repetitive movements to operator. Organicapourcartridge
[ ][] L[] Vibration mask if ventilatbn not adequate. Refer t
L1 [ Compression manufacturer of product for safe use
L1 ][] Sharp points / edges
L1 [ Pinch points
L1 ][] Materials falling Training / Reference information
L1 ][] Surfaces causing slips / falls -Lift / manual materials handling training
[ . ] Moving machinery -In house training for soldering
L1X [] Chemicals-soldering fumes
1] [ Biological pathogens
[ 1] X Electrical
L1 X [] Extreme heat burns from soldering tip, solder
[ 1] [] Noise- cutting with saw
1] Combustibles / flammables
[ 1 ][] Other

pd

ote: Signs and symptoms of a musculoskeletal injury (MSI) can include pain, burning, swelling, stiffn
numbness/tingling, and/or loss of movement or strength in a body part. Report these to your supery

Employers must ensure that workers are trained and follow this SAFE Work Procedure

Steps to perform this task safely:

-Inspect equipment for any obvious damage. Ensure tip element is secure. Report any damage to supe
do not use soldering gun
-The work area should be free of debritutter to reduce risk for slips, trips or falls
-Leave soldering probe in its stand to heat up. Ensure the cord and any flammable materials are not clos
soldering probe. Never touch soldering tip to see if it is hot
-Ensure the environment is Iiveentilated so fumes are not exposed to operator. A fume hood, fan or orga
vapourcartridge may need to be used. Refer to manufacturer safe use instructions
-All -purpose solder is satisfactory for general use. Do not use acid core solder araklgdods or circuits
-Ensure tip is tinned before soldering. This is done by melting solder over the entire surface and removir]
excess with a damp sponge
-To solder, heat the metal not the solder. Place the tip on the metal, and feed the sutdgy to release the
flux, then apply solder to the metal until it flows freely. Keep your hand out of the path if solder were to d
-Always keep the heated soldering gun in its stand when not in use or when it is cooling down. Do not le
hot sotlering gun / iron unattended
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Appendix 15 — Using a Jointer

INVICTUS Safe Working Procedure

Job Title or TaskJointer/Planer

Education Trust

School/Department: Approved By: Date Created: Review / Revised date:
Potential Hazards: Personal protective equipment / devices

Fill in those that apply required / other safety considerations

H M L risk for injury -Eye protection

L1 X Awkward / sustained posturesstanding, reach | -Hearing protection

[ 1 ][] Forceful exertions -Safety footwear

L1 ][] Repetitive movements -Disposable Respirator (N95) if dusty conditions

[ 1 ][] Vibration -Dust collection bag or system

L1 [] Compression -Do not wear anything dangling such as hood

L1 ] Sharp points / edgesuts, amputations strings or other dangling clothing j@wellery

L1 [ Pinch points -Contain long hair

L1 X Materials falling- wood onto feet

L1 [ Surfaces causing Training / Reference information

X [J ] Moving machinery cutter blade -Injury prevention orientation

[ 1X1[] Chemicals wood dust -Lift / manual materials handling training

1] [ Biological pathogens -Operators manual

[ 1] X Electrical

1] ] Extreme heat / cold

[ 1X ] Noise - operating jointer / planer

1] Combustibles / flammables

(1 ][] Other

pd

ote: Signs and symptoms of a musculoskeletal injury (MSI) can include pain, burning, swelling, stiffn
numbness/tingling, and/or loss of movement or strength in a body part. Report these to your superv
Employers must ensure that workers are trained and follow this SAFE Work Procedure
Steps to perform this task safely:

Preinspect saw for possible defects before using. Check electrical cords, switches, blade guards
-Lock the fence into position
-Obtain wood and inspect it for defects and ifgmeobjects, discard defective pieces into refuse bin. When lif
materials, try to keep your back straight and keep the load close to reduce stress on your back. Bend hif
knees rather than bending at the waist. Avoid twisting your back bydristéag small steps to turn
-Place wood on platform
-Check the width, thickness and length of the stock before jointing it.

Stock less than 300 mm long should not be jointed

Stock less than 20mm high should not be edge jointed

Do not face stock that is less than 12mm thick. Always use a push block for thin material
-Put on eye and hearing protection
-Allow the cutter head to come to full speed before using theejoint
-Stand to one side of the machine, not directly in front of the jointer
-Ensure the cutter head has come to a stop before leaving the jointer
-Return the depth of cut to 1Imm when you are finished with the jointer. You or the next operator could b
seriously injured if the jointer is set for a deep cut as kickback occurs when the depth of cut is too deep
-Never try to pick up or move wood next to the blade with your hands. Never let your hands pass over th
head when feeding wood

-Unplug he saw before cleaning it or changing the blade. If there is a large amount of saw dust, wear ey
protection and a disposable respirator (N95) w
the blade.

Invictus Education Trust Health & Safety Poligpril 2023 46



Appendix 16 — Using a Lathe

INVICTUS Safe Working Procedure

Edupanon Trost Job Title or TasktJsing a Lathe

School/Department: Approved By: Date Created: Review / Revised date:
Potential Hazards: Personal protective equipment / devices

Fill in those that apply required / other safety considerations

H M L risk for injury -Eye protection

[ 1 ]DX] Awkward / sustained posturesolding -Hearing protection

tools -Safety footwear

[ 1[]DX] Forceful exertions- pressure holding tools | -DisposableRespirator (N95) if dusty

[ ][ ][] Repetitive movements conditions

[ 1 ][] Vibration -Dust collection system

[ 1 ][] Compression -Do not wear anything dangling such as hg

[ ][ ][] Sharp points / edges strings or other dangling clothing or jewelry

[ 1XI[] Pinch points-jam between stock and tool | Contain long hair

rest Training / Reference information

L[] X] Materials falling- wood onto feet -Injury prevention orientation

[ 1 ][] Surfaces causing -Lift / manual materials handling training

[ 1DXI[] Moving machinery- spinning stock -Operators manual

[ 1XX]1[] Chemicals wood dust -In house training

[ ][ ][] Biological pathogens

[ 1 ][] Electrical

[ ][ ][] Extreme heat/ cold

[ 1] X] Noise- cutting operation

[ 1 ][] Combustibles / flammnizdes

[ X [] Other- clothing getting caught in machinen

Note: Signs and symptoms of a musculoskeletal injury (MSI) can include pain, burning, swelli
stiffness, numbness/tingling, and/or loss of movement or strength in a body part. Report these
supervisor.

Employers must ensure that workers are trained and follow this SAFE Work Procedure

Steps to perform this task safely:

-Ensure any loos#tting clothing is tucked in appropriately. Long sleeve shirts should be tight at t
cuffs, long hair contained, and watches or loose jewelry should be removed to reduce the risk fo
or entanglement
-Preinspect lathe for possible defects befoseng. Check electrical cords, switches, guards, adjustr
locks
-Check wood stock for defects and that glued joints are cured and dry. When lifting materials, tr
keep your back straight and keep the load close to reduce stress on your backip$and knees
rather than bending at the waist. Avoid twisting your back by instead taking small steps to turn.
-Load stock into the teeth of the stock holders and ensure it is well secured
-Make sure the tool rest is close to the stock and free fraamsdeools
-Turn on lathe. Hold tools firmly with both hands
-Do not touch the spinning stock with your hands or reach around spinning stock
-When using Wbelt, power should be off and lathe unplugged before changing speeds
-Remove tool rest before sang and polishing
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Appendix 17 — Blank Template

INVICTUS Safe Working Procedure

Job Title or Task:

Education Trust

Department / Area: Approved By: Date Created: Review / Revised date:
Potential Hazards: Personal protective equipment / devices required /
Fill in those that apply other safety considerations

H M L risk for injury

O OO Awkward / sustained postures
O OO Forceful exertions

O OO Repetitive motions
OO0 Vibration

O O Qg Skin compression

O O Qg Sharp points / edges
O O 0O Pinch points

0O OO Material falling

0O OO Surfaces causing falls
O OO Moving machinery

OO0 Chemicals Training / Reference information
O OO Biological pathogens

O OO Electrical

O OO Extreme heat / cold

O OO Noise

O OO Combustibles / flammables
O OO Other

Note: Signs and symptoms of a musculoskeletal injury (MSI) can include pain, burning, swelling, stiffness,
numbness/tingling, and/or loss of movement or strength in a body part. Report these to your supervisor

Employers must ensure that workers are trained and follow this safe work procedure
Steps to perform this task safely:
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