UNIT 254

Understanding how a retail business maintains health and safety on its premises
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The responsibilities of employees and employers for health and safety.  Safe working and handling practices.

Your responsibilities in complying with legislation.  How to react to an emergency.  Safe working practices and safe handling, storage and disposal of stock. 
What are the main responsibilities of employees and employers for health and safety?
There are a number of regulations to protect staff and customers from coming to physical harm.
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The Health and Safety at Work Act basically says that everyone is entitled to work in premises that are safe for them to do so, and that customers are entitled to be protected from any risk to their health and safety while they are on the premises.

The act imposes duties on both employees and employers.

Employees must:
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· Work in a safe and sensible way

· Use equipment safely and correctly

· Report potential risks

· Help identify training needs.
Employers must:
· Provide a safe work area

· Ensure safe systems of work

· Ensure safe handling, storage and transport of stock

· Train and supervise staff in health and safety matters

· Maintain safe entries and exits 
· Provide adequate temperature, lighting, seating etc.

· Ensure visitors are informed of any hazards.
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The Control of Substances Hazardous to Health Regulations require employers to control any substances that may damage the health of staff or customers, for instance bleach, ammonia, acid etc.
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Employers must:

· Assess the risk from hazardous substances

· Decide how to prevent or at least reduce those risks

· Monitor the exposure to the risks

· Ensure employees are properly informed, trained and supervised.

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations require employers to take action in the following circumstances:
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Death or major injury to an employee or member of the public.  Notify the enforcing authority without delay and complete an accident report form within 10 days
· Accident causing an employee to be unable to work for more than three days.  Complete an accident report form within 10 days
· Employee suffering a reportable work-related disease.  Complete a disease report form
· Something dangerous happens which does not cause a reportable injury but clearly could have done.  Report immediately and complete an accident report form within 10 days.
The Health and Safety Executive supply a list of major injuries, dangerous occurrences and diseases that are reportable.

What should you do in the event of an emergency?

Despite the best efforts of the law-makers to protect us from every conceivable risk, accidents will still happen and it is important that you know what to do. Your shop should have a procedure in place which explains your role in the case of a fire or other emergency. 

FIND OUT WHAT IT IS – IT IS TOO LATE AFTER THE EVENT.
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This procedure will cover:
· How you should raise the alarm

· How to evacuate the building

· Where the fire exits are

· Where to go when you have evacuated the building

· Where to find fire extinguishers

· How and when to use them.

They will differ from shop to shop, but there are some basic things to know wherever you work – and of course you could be a customer in a shop when an emergency arises.
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Before an emergency happens, know the procedures above by heart; you will not have time to look for the instructions to refresh your memory
· If you discover a fire, operate the nearest fire alarm. (If there isn’t one, shouting ‘FIRE, FIRE’ is usually pretty effective)

· IF YOU KNOW HOW AND THE FIRE IS SMALL ENOUGH, tackle the fire using the fire equipment available 
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Make sure you keep your escape route clear
· Know whose job it is to call the Fire Brigade. If it’s yours, dial 999 and follow the instructions the Emergency Operator gives you
· Direct customers to the nearest fire exit
· Shut doors and windows in any room where there is a fire.
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THE BASIC RULE IS - GET OUT, CALL THE BRIGADE OUT, STAY OUT.  NO PERSONAL BELONGINGS OR PROPERTY IS WORTH LOSING YOUR LIFE FOR.

All accidents, however trivial, involving staff or customers should be recorded as soon as possible after the event in an Accident Book. The information required is: 
· Name of the injured person

· Date of birth

· Address

· Staff member or customer
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Date and time of accident

· Particulars of injury and/or damage

· What they were doing at the time

· Where the accident occurred

· What happened

· Weather and lighting conditions

· First aid given, if any, and by whom

· If taken to hospital, if so where

· Names and addresses of any witnesses to the accident

· Name and signature of the person recording the accident

· Date and time of the report.

Of course, fire and accidents are not the only emergencies you may come across. In most companies, Bomb Threats are dealt with in a similar way to fires, but again find out what YOUR company policy is, learn it and follow it.

[image: image17.jpg]


[image: image2.emf]


There is also the possibility of a medical emergency involving staff or customers. The important thing in this situation is to know who the First Aiders are, and to get them to the patient as quickly as possible. You can do serious and possibly permanent damage trying to help when you have not had the proper training.

WHY NOT GET FIRST AID TRAINING YOURSELF – IT COULD SAVE SOMEONE’S LIFE?
How can stock be handled, stored and disposed of safely?
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It is vital that you use safe handling methods when moving stock, or you may damage your health or the stock.  

Most cartons will indicate their weight.  If you’re not sure that you can safely lift something, ask for help.  Your colleagues would rather help you to carry a heavy box than have to do your work for [image: image20.png]


you while you’re off with a bad back!   Remember to stack the heaviest items on the bottom of a pile so they don’t squash the lighter stuff.  Use safe lifting techniques – bend your legs and keep your back straight.  Cartons will also show which way up they should be stacked and whether the contents are dangerous.  Get to know what the symbols mean.  
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There are many different types of equipment that you can use to help reduce risks when handling stock which is too heavy or awkward to carry.  These include:

· Sack trucks

· Cages

· Hanging rails

· L shapes

· Roll pallets.
Before using any of these, make sure it is the correct tool for the job.  Check that the equipment is designed to do the job safely, is strong enough to carry the load, that you have been trained to use it and that you are aware of other people around you.  Always use any equipment and materials in line with the instructions.

Loose clothing, long hair, neck chains, rings and watches can easily get caught in fixtures and fittings causing serious injury.  [image: image24.emf]

Where necessary, you will be provided with protective clothing or staff uniform. The ends of ties and scarves should be tucked in securely.  Long hair must be tied back and shoes that are closed at toe and heel must be worn.  
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Knives and other sharp-bladed instruments must be treated with great care.  Never leave knives lying about where they can cause injury.  Be careful when opening cases and cartons as staples can cause injury to the hands. 
Another reason for handling stock carefully is to maintain its appearance.  A scratch on the surface of a dishwasher or a bruise on a pear will discourage customers from buying.  
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Stock that has a sell-by date must be rotated.  This doesn’t mean turning the bruised pear round so the good side is outwards!  It means putting the new stock behind the older stock so the older stock sells first.  Also regularly checking sell-by dates so that stock that is about to go out of date can be reduced, to encourage people to buy it.
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Even long-lasting goods like furniture can be damaged if they are not stored and handled correctly.  Is the stock room kept dry and at a suitable temperature?  Is stock stacked properly?  Keep an eye on merchandise in the stock room so that any deterioration can be spotted early.  All stock needs to be kept clean, not just what the customer can see.

Whatever sort of shop you work in, you will generate waste. Cardboard, paper, plastic packaging, damaged stock, all has to be disposed of. Again, keeping it tidy is much easier than coping with the problems of just dumping it anywhere. 
Your shop may already have arrangements to have much of the waste collected for recycling, as this is an excellent way of keeping down the costs of waste disposal as well as being environmentally friendly. Hazardous waste such as chemicals, sharp items or corrosive products must be disposed of carefully in line with the COSHH regulations.  Sort the rubbish carefully and regularly and it will not turn into a nightmare.


	Activity 1

Draw a plan of your shop or department showing the fire exits and where fire extinguishers can be found.




	Activity 2

Name three pieces of health and safety legislation relevant to retail businesses.




	Activity 3

List five types of waste that you have to dispose of and how it is disposed of.




	Activity 4

List any hazards and risks in your work area.  Suggest how they could be reduced.




Sample questions

The test will consist of 20 multiple-choice questions.  Try the following examples of questions on this unit.  

One of the main health and safety responsibilities of an employee in the workplace is to

a  take care of themselves and others
b  work as efficiently as possible

c  read all literature on procedures

d  follow the manager’s instructions.

On discovery of a fire, which one of the following best describes how to raise the alarm in a building? 

a  Leave the building and call the emergency services.

b  Deal with your current customer and leave the building.

c  Call out ‘fire’, leave quickly and stop anyone returning.

d  Always use the fire fighting equipment to put out the fire.

 Which one of the following is a main hazard often found on the premises of a retail business?

a  Oil spills. 

b  Untidy stock.

c  Wet floors.

d  Poor store layout.

It is best to store dangerous substances and items

a  away from the store 

b  in a safe dry place

c  in an open cupboard

d  where they can easily be found.
Which one of the following best describes a routine practice to minimise health and safety risks within the workplace?

a  Completing regular health and safety checklists.

b  Completing cleaning checklists.

c  Following management instructions.

d  Reading health and safety literature
 You have now come to the end of Unit 254 -Understanding how a retail business maintains health and safety on its premises
You should now be able to describe:
· The main legal responsibilities of employees and employers in relation to the relevant health and safety legislation
· The main responsibilities of employees and employers in relation to the control of substances hazardous to health
· State when and how to raise an emergency alarm
· State the actions an employee should take in the event of:

· fire

· a bomb alert

· acute illness or accident

· State the main stages in an emergency evacuation procedure

· Describe the hazards and associated risks typically found on the premises of a retail business

· Explain why it is important to notice and report hazards

· State when and to whom a personal accident should be reported

· Describe safe methods for lifting and carrying

· Describe methods for safely handling, removing and disposing of waste and rubbish

· Describe when and how to store dangerous substances and items

· State the importance and relevance in handling, storing and disposing of substances hazardous to health

· Describe the routine practices which employees need to follow to minimise health and safety risks at work

· Explain why equipment and materials should be used in line with the employer’s and manufacturer’s instructions
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What am I       going to learn?





What is this unit about?














What can I practise?
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