L2 NVQ in Cleaning & Support Service
General Health & Safety
The Aim of this workbook is to provide information on the importance of Health & Safety in the workplace and your job.
Objectives:

At the end of the session you will be able to:

1.  Recognise the Health & Safety Law poster and extract information from it.
2. Understand in more detail by reading information and completing tasks on the following:
a)  Safety Signs

b) Risks & Hazards 
c) Fire Safety

d) Reporting Accidents
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hat you need to know

All workers have a right to work in places where risks to their health andgéf’et;r are properly
controlled. Health and safety is about stopping you getting hurt at work or ill through work.

What employers
must do for you

What you

Your employer is responsible for health and safety, but you must help.

must do

If there’s a
problem

1 Decide what could harm you
in your job and the precautions
to stop it. This is part of risk
assessment.

2 In a way you can understand,
explain how risks will be
controlled and tell you who
is responsible for this.

3 Consulr and work with you
and your health and safety
representatives in protecting
everyone from harm in
the workplace.

4 Free of charge, give you the
health and safety training you
need to do your job.

5 Free of charge, provide you with 10

any equipment and protective
clothing you need, and ensure
it is properly looked after.

Your health and safety representatives:

Other health and safety contacts:

~J

Provide toilets, washing facilities
and drinking water.

Provide adequate first-aid
facilities.

Report injuries, diseases and
dangerous incidents at work to
our Incident Contact Centre:

0845 300 9923

Have insurance that covers you
in case you get hurt at work

or ill through work. Display a
hard copy or electronic copy of
the current insurance certificate
where you can easily read it.

Work with any other employers
or contractors sharing the
workplace or providing
employees (such as agency
workers), so that everyone’s
health and safety is protected.

1

2

Follow the training you have
received when using any
work items your employer
has given you.

Take reasonable care of your
own and other people’s health
and safety.

Co-operate with your employer
on health and safety.

Tell someone (your employer,
supervisor, or health and safety
representative) if you think the
work or inadequate precautions
are putting anyone’s health and
safety at serious risk.

If you are worried about health
and safety in your workplace,
talk to your employer,
supervisor, or health and safety
representative.

2 You can also look at our website
for general information about
health and safety at work.

If, after talking with your

3 employer, you are still worried,
phone our Infoline. We can
put you in touch with the local
enforcing authority for health
and safety and the Employment
Medical Advisory Service. You
don’t have to give your name.

HSE Infoline:
0845 345 0055

HSE website:

www.hse.gov.uk

Fire safe
Yaucangetazcemﬁwa&p
from the Fire and Rescue Services
or your work officer.
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Skills checklist






Health and safety at work is an important issue for the cleaning industry. Your employer is responsible for setting up safe ways of working; you are responsible for knowing these and carrying them out.

You will find information on health and safety everywhere you go in the cleaning industry. Sometimes you will have to read the information and sometimes you will listen to training or to information given to you by your supervisor or team leader.

You will need the skills in the table to work safely and help others do the same. Tick the skills you feel confident about now.
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Complete the activities in this Workbook to help you improve on the skills you have not ticked.  Return to the list again later to check any areas you need more practice.[image: image5.png]ACCIDENT RECORD /

1. About the person who had the accident

Name
Address

Postcode

Occupation

2. About the person filling in this record

Fill this in only if you are not the person who had the accident
Name tf—
Address

Postcode

Occupation

3. About the accident

Say when it happened
Date
Say where it happened
Describe how it happened and any injury caused

Sign and date the record
Signature

4. For the employer only

Complete this box if the accident is reportable under RIDDOR.
How w

S it reported?
Date reported Signature
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Health and Safety policies

By law the Health and Safety poster and company policies need to be 
displayed for you and others to see. Locate the Health and Safety Law 

poster in your own workplace and answer the following questions                      
1 Whereabouts on the poster is the information about your legal duties as an employee?

On the left-hand side 
 

On the right-hand side

       Please describe what you must do. ...........................................................................................
        .............................................................................................................................................. ...
        ..................................................................................................................................................
        ..................................................................................................................................................
2     Whereabouts on the poster is the information about the legal duties of an employer?

On the left-hand side
 

On the right-hand side

Please describe what your employer must do ...............................................................................
............................................................................................................................................................
............................................................................................................................................................
............................................................................................................................................................
2 Where is the space for the name(s) of people appointed as health and safety representatives?
On the left-hand side 
On the right-hand side 

Near the bottom
Health and Safety policies
                             
4    What is the purpose of the final section at the bottom of the Health and safety  Law poster?                                 
............................................................................................................................................................................

...........................................................................................................................................................................
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1 What are the name(s) of the person(s) appointed to represent health and safety in your workplace?

............................................................................................................................................................

............................................................................................................................................................

............................................................................................................................................................

...........................................................................................................................................................

2 Are there any other health and safety contacts on the poster?       Yes / no

If yes what are they? ..........................................................................................................................          
Signs and symbols






Safety signs give important safety information. You mostly see them displayed on walls.
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Signs and symbols





 




1 Use the signs above to answer the following questions.

a Which two signs tell you not to do something? ______ and ______

b Which two signs tell you that you must do something? _____ and _____

2 What do the signs above mean? Write the number of the sign next to the meaning.

____Emergency eyewash 


____Put your litter in the bins provided

____Fire hose 




____Look out – slippery surface

____Do not touch 



____You must wear eye protection

____Fire exit this way 


               ____Danger – risk of electric shock

____No unauthorised persons allowed
Signs and symbols






These symbols are found on chemical packaging, such as labels for cleaning solutions. They warn you about how dangerous the chemical can be.

 Please explain the safety measure that should be taken when handling solutions with these symbols






Please complete the following risk assessment

For this exercise, you need to think about what activities and aspects of your workplace could cause an injury or health hazard to yourselves, your colleagues or others.


Hazards 
                                                  
What are the hazards & risks?

· What can I do about them?

Slipping, tripping or falling over

What to do about it






	IDENTIFIED HAZARD
	RISK
	HOW CAN THE RISK BE REDUCED OR REMOVED

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Hazards 
                                                   
Complete the following table

	Hazards in my workplace


	Safe Working Practice

	
	

	
	

	
	


Why is it important to remain alert to the presence of hazards in the whole workplace?
............................................................................................................................................

............................................................................................................................................

Why is personal presentation and behaviour important in maintaining the health and safety of you and others in your workplace? .......................................................................................
....................................................................................................................................................
....................................................................................................................................................
....................................................................................................................................................

Fire extinguishers






Fire extinguisher labels and wall signs give you important safety information. The wall sign tells you what you should and should not use the fire extinguisher for.






The extinguisher label gives information about what type of extinguisher it is, how to use it and when to use it.



Fire extinguishers





 

1 Use the information on the previous pages to answer the following questions. Circle your answers.

a What does ‘flammable’ mean?

Catches fire easily 

Slow burning 

Fireproof
b Which one of these is a class-B fire?

Petrol 
Material 
Paper 

Electricity
c What types of instructions are written in green?

Things you should do 

Things you should not do
d Where is the base of the fire?

The top 
The middle 
The bottom
e What does the symbol           stand for?

Lightning 
Electricity 
This way
f What are textiles?

Types of bricks
 Things made of fabric    Roof coverings

2 Use the pictures and written instructions from this fire extinguisher to label the key parts of the extinguisher.

Draw arrows from the labels to the key parts of the fire extinguisher.



Fire extinguishers





 
Find and read fire extinguisher labels or fire extinguisher wall signs that match the pictures below. Write the missing instructions in the empty boxes.  

1 


2 





4

Fire extinguishers





 
Decide whether the following statements are true or false, using information from fire extinguishers or fire extinguisher wall signs to help you.


1                  This is the symbol for wood, paper or textile fires.

True / False

2 Water should not be used on live electrical equipment. 

True / False

3 Carbon dioxide extinguishers are the only ones with a safety pin. 
True / False

4 A class-C fire should be put out with a foam extinguisher. 

True / False

5 Confined area means ‘a small area’. 




True / False


6                 This sort of fire should be put out with a water extinguisher.
True / False

7 The strip on an extinguisher containing powder is black. 

True / False

8 A powder extinguisher can be used for electrical fires. 

True / False

9 Chip-pan fires (class F) should be put out with foam extinguishers. 
True / False


Reporting accidents –written reports 
When an accident happens in the workplace your will need to contact a first aider  unless you are trained yourself. You will then have to fill in an accident report by law whenever anyone has an accident at work. It has to be a clear and accurate record. You need to:

1 Fill in the form correctly and clearly.

2 Use facts rather than opinions.

3 Check that what you have written is clear.

Who is the qualified First Aider in your workplace ? ............................................................................................

Where can they be located? 

.............................................................................................


1 Fill in the form correctly and clearly. 






Reporting accidents – written reports  

1 Complete the  blank copy of the accident reporting form using the facts from the list below.
Which section would you fill in with your name, address and 
occupation if you were reporting an accident that you saw 
happen to someone else?

The accident happened on (insert today’s date and time).  Write this information in the correct way and in the correct places on the form.

__ The accident happened in the kitchen. 

__ I saw it happen.

__ There was cleaning fluid spilt on the floor.

__ Sheila slipped on the fluid.

__ I suspect she wasn’t really looking where she was going.

__ She fell on her right arm.

__ I thought she had broken her arm, but it was OK.

__ I think someone had spilt the fluid but hadn’t bothered to clean it up, which is typical.

__ She was taken to Casualty.

__ I think it could have been a lot worse than it was.

__ The doctor said that her arm was badly bruised.
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ACCIDENT RECORD

1 About the person who had the accident

Name
Address

Postcode

Occupation

2 About you, the person filling in this record

If you did not have the accident, write your address and occupation.

Name
Address
Postcode
Occupation
3 About the accident Continue on the back of this }Jorm if you need to
Say when it happened.  Date / / Time

Say where it happened. State which room or place.

Say how the accident happened. Give the cause if you can.

If the person who had the accident suffered an injury, say what it was.

Please sign and date the record.
Signature Date / /

4 For the employer only e R

Complete this box if the accident is reportable under the Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations 1995 (RIDDOR)

How was it reported?

Date reported / / Signature














Risk assessment and rating Think of an area of your workplace, or task that you do, which could be hazardous and write in the box below.








What could go wrong?





What is the worst possible consequence of this?  (Select one)


Trivial�
Mild, minor injury�
3 days or more off �
Hospitalisation�
Death�
�
1�
2�
3�
4�
5�
�
How likely is this?


Very Unlikely�
Possible�
Moderately Likely�
Quite Likely�
Very Likely�
�
1�
2�
3�
4�
5�
�
Risks are rated by multiplying the LIKLEHOOD by the CONSEQUENCE





Risk Rating tick the box which shows your risk rating


Low risk�
1-4�
�
�
Moderate Risk�
5-9�
�
�
Significant Risk�
10-14�
�
�
High risk�
15 and over�
�
�
Please explain what you can do to reduce the risks in the example you have given so lowering the risk rating.








Assessor Name:


.........................................................


Signature:


.........................................................


Date Assessed:


.........................................................





Candidate Name:


.........................................................


Signature:


.........................................................


Date Completed:


.........................................................





 Skills for Health and safety�
Now�
Later�
�
Recognise and understand the Health & Safety Law poster.�
�
�
�
Recognise and understand safety signs and symbols�
�
�
�
Pick out, understand and follow the safety information on fire extinguishers�
�
�
�
Understand and follow the correct procedures in the event of a fire�
�
�
�
Recognise the Hazards and Risks in your workplace.�
�
�
�
Report accidents  and complete accident report forms�
�
�
�






�





Tip


Read the section quickly to get the gist of what it is about.





The picture, symbol or writing on the sign gives more particular information.





The shape and colour of the sign gives you general information.





A red circle with a line


through it means you must not do something.





A blue circle means you must do something.





A yellow triangle warns


you about a danger.





A green square or rectangle gives you information about safe places or things.





A red square gives you information about fire equipment.





Warning signs can be put up for a short time. This sign will be removed when the area is safe for customers and others to use.





Tip


Use the shape, colour and symbols or pictures to help you work out the meaning of the signs.





The scenario below contains many risks and hazards which could cause harm and damage can you see how many of these there are and put a circle around them. Then write them down on the next page and explain how these risks could be minimised/eliminated.





Meaning





Symbol





Safety measures











Irritant means the solution can cause irritation to skin, eyes or lungs. 














Toxic means the solution is poisonous if swallowed or breathed in.











Flammable means the solution burns or catches fire easily.





Corrosive means the solution will cause burns to the skin and some surfaces such as metal.











This means the solution will harm plants and animals if it gets into the water system or the soil.











A Risk is the likelihood of a hazard to cause harm or injury





A hazard is anything with the potential to cause injury or harm





Some of the most common injuries at work are caused by slipping on things, tripping over things or falling off things.





Here are some ideas:


Wear sensible shoes – no sandals or high heels that could cause you to trip up.


Put up warning notices on wet floors.


Don’t leave equipment lying around.


Make sure leads and cables do not cause a trip hazard.


Use lifting aids or ask for help with heavy objects.


Use proper equipment for working at height, such as ladders.


Make sure equipment is safe and is not broken or damaged.





Try this


Look at the larger version of the Hazards picture.


Using the information from this page, circle the things that are dangerous in the picture and explain why on the separate sheet.





Tip


Think about whether there is a chance of slips, trips or falls in any part of the picture





TIP – a safe working practice means what can I do to prevent it happening





Different types of fire are shown by symbols. Fires are often given a letter or ‘class’. For example, a class-B fire is a fire involving flammable liquid, such as petrol.





Safe for: 


Flammable liquids.





Safe for: 


Live electrical equipment.





The symbol  � means ‘do not’ or ‘not for use on’.


The pictures in the red symbols help you to see quickly what sort of fires you cannot use the extinguisher for.





Not for: 


Wood, paper and textiles.








Not for:


Flammable metal fires.





Do not use in a confined space or hold horn when spraying.





Tip


Find out the meaning of technical or unfamiliar words.





How to use it


The instructions are often written in CAPITAL LETTERS and are very short. They sometimes use pictures too.


 





TO OPERATE


REMOVE THE SAFETY PIN 


SQUEEZE THE LEVER GENTLY 


AIM THE HORN AT THE BASE OF THE FIRE








When to use it


Like the wall sign, the extinguisher label shows the symbols for the types of fire you can use the extinguisher on.





What type of extinguisher it is


All new extinguishers are red, but each extinguisher has a coloured strip to help you tell them apart.





Tip


Use the symbol to help you with question 2.





Safety pin





Lever





Horn








Use on: 


electrical equipment


liquid

























































































X














X




















X

















X


























Do not use on:


metal fires








Powder





Use on:


wood


paper


textiles


liquid











Foam





Do not use on:


electrical equipment


flammable liquid


flammable metal











Water





Do not use on:


metal fires





Use on:


electrical


liquid











Warning  Using the wrong extinguisher can cause:


Electric shock    *  Explosion    *  Spread of fire





Find a Fire Extinguisher in your place of work and answer the following questions:-


 Where is it located ......................................................................................................





What type of extinguisher is it and what should it be used for? ................................... ....................................................................................................................................











REMEMBER


your safety comes first�
�
If you see a fire:


Sound the alarm and call the fire brigade.


Only use an extinguisher if it is safe to do so.�
�






Tip


Search the internet for different types of extinguishers and there usage.





Use the section headings to find out which parts to fill in.





If you had the accident and are filling in the report, you only fill in section 1.





Use the headings within the section to find out what information is required and where.





‘Occupation’ means job. You put the title of your job here.





This section asks you to describe


The accident. It is split into:


where it happened


how it happened


What injury the accident resulted in, such as a muscle strain, a sprain, a broken bone or concussion.





Tips


Choose the sentences that are facts.





Remember!


Use the headings to help you put the information in the correct places. 





Question?


Where are your accident forms kept?


....................................................................................................................................................




















Consequence  








Likelihood

















×





⸗
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