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TITLE:
HEALTH AND SAFETY:  MACHINERY SAFETY
PURPOSE:
To ensure that the College operates a machine safety policy which responds to relevant legislation.


To ensure that College employees, who are required to use dangerous machinery, receive the appropriate training and are adequately supervised during their working with any machinery.


To ensure there are procedures in place to maintain the machinery and safety features to a suitably high standard.


To ensure there are operating instructions in place to provide employees with a guide to the safe operation of such College machinery.


Being mindful of the fact that student users may not be fully conversant with safety standards, to fully implement safe working procedures when students are using College equipment.

RESPONSIBILITY:
That employees use safe working procedures when working with machinery - Senior Technician, Property Officer, Line Managers.


That students use safe working methods when working with machinery - Class Lecturers.


To ensure that machinery gets regular statutory checks and maintenance - Senior Technician, Property Officer, Faculty Heads.


To ensure contractors are aware of any hazards that may exist concerning College machinery - Property Officer.


To ensure contractors use safe equipment when work is being done on College premises - Property Officer.


For ensuring that operators have appropriate training and qualifications – Faculty Heads / Line Managers / Estates Manager.

DEFINITIONS:
The term “Machinery” covers all equipment, instrumentation, tools, and handheld tools which are capable of motion and are used in College or are likely to be brought in by contractors and which could lead to safety problems if not used correctly.


PPE:



Protective Personal Equipment


COSHH:


Control of Substances Hazardous to Health


LEV:


Local Exhaust ventilation


OPERATOR:


The person given the task of installing, operating, adjusting, maintaining, cleaning, repairing or transporting machinery.

APPENDICES:

RELATED


INFORMATION:
The Health and Safety at Work Act 1974.


The Management of Health and Safety at Work Regulations 1999


The Provision and Use of Work Equipment Regulations 1998.


The Safe Use of Woodworking Machinery – AcoP 1998


The Control of Substances Hazardous to Health 1999


BS 4163:2007 Health and Safety for Design and Technology in Schools and Similar Establishments Code of Practice.

-
ORIGINATED
APPROVED
DATE


Health and Safety Committee


1.0
GENERAL

1.1
There are many different kinds of plant employed on the College premises (machines, equipment, appliances, tools) and the College Management will operate a machine safety policy, which will respond to the relevant legislation.

1.2
All machines should be arranged in the workplace in a safe layout including storage of hand held equipment.

1.3
This layout will take account of spacing to allow safe access for operation, supervision, maintenance, cleaning or adjustments.

1.4
The lighting, natural or artificial, will be sufficient to allow safe working of the machine.

1.5
Part of any installation of machines will be to ensure that the layout of any cables or pipelines will not present a tripping hazard and will provide overhead clearance.

1.6
Where necessary, machinery will be fitted with a braking device designed to stop all movement within 10 seconds of the “Stop” button being activated. This button must be easily accessible to the operator.

2.0
WORKPLACE MACHINERY


(A)
GUARDING

2.1
All "prime movers" and "transmission machinery" are assumed at law to be dangerous and as such must be securely guarded.

2.2
Fixed guards should be of robust construction, securely attached, not removable without the use of tools and allowing a clear view of the work area.

2.3
Movable guards should have an interlocking device to prevent moving parts starting up while the guard is out of position, with no moving parts accessible to the operator while the guard is in position.

2.4
The guards must be checked and regularly maintained.

2.5
No such machine should be operated without the guards in place or where the guards are insecurely fixed.

THERE IS NO EXCEPTION TO THIS RULE.

(B)
TRAINING AND SUPERVISION

2.6
Operating procedures for all machines will cover aspects of safe working.

2.7
Copies of safe working practices for all machines will be available within the department / beside each machine.

2.8
A list of “Authorised Users” will be displayed on or beside each machine, maintained by the responsible manager.

2.9
Students being trained in the use of machines will also receive intensive instruction on the safety aspects of the machine's operation and will receive constant supervision when they reach the "hands on" stage.

2.10
No untrained person will be allowed to set a machine.

2.11
No unauthorised person will interfere with any machine guard.


(C) MAINTENANCE AND REPAIR

2.12
The manager responsible will ensure that machines will be maintained in a safe working condition and that any breakdowns will be reported and attended as soon as possible.

2.13
If a contractor interface exists in works of maintenance, then serious consideration of all safety aspects is required and the use of a Permit to Work may be decided as the best option.

3.0
OFFICE MACHINERY
3.1
It is important to consider office machinery as much an area for potential source of harm as workshop machinery.

3.2
The Line Manager responsible for each area must give consideration to aspects of layout, spacing, lighting and the removal of tripping hazards presented by trailing leads and cables.

3.3
No machinery will be used in the College office environment where the guarding is insufficient or inadequate for full protection to be given.

3.4
No new office equipment or machinery will be bought if it proves not to be properly and fully guarded.

3.5
Machinery such as shredders and guillotines, will only be used by trained staff, or by students under supervision.

3.6
Staff must be aware that misuse or abuse of electrical powered equipment can lead to fires, electric shock, or exposure to hot surfaces.

3.7
Extension leads or multi-blocks should only be considered as a short-term solution to meet power needs. Departmental demands should be assessed and additional mains outlet sockets fitted as soon as possible.

3.8
Where temporary use of an extension lead or multi-block has been agreed, it is recommended that a Residual Current Device (RCD) be fitted as a safety factor.

4.0
SUMMARY
4.1 The guarding requirements on dangerous machines must be highlighted with the display of suitable warning notices.

4.2 Safety inspections/audits will include machine guarding i.e. whether it is used, abused, missing, of correct material of construction e.g. glass vs. polycarbonate. 

4.3 Machines will have where necessary interlocks, trip systems, emergency stops (panel or remote), lock off facilities, and fuse removal facilities.

4.4 There will be appointed authorised persons, responsible for operation, maintenance of machines and supervision.

4.5 Thorough training will be given to staff and students before being allowed to operate the machines and lists of “Authorised Users” will be displayed.

4.6 Where appropriate required PPE and COSHH considerations will be applied.

4.7 LEV and associated equipment will be maintained, tested and the necessary records kept.

4.8 Maintenance of machines will be preventative, routine or breakdown in nature. Records of all repair work will be kept and oil and grease schedules set up.

4.9 Care will be taken not to create a secondary hazard in operating machinery and equipment, such as noise from loose casings, damaged bearings, removal of panels.

4.10 Where necessary insurance inspections, records and reports will be filed and actions taken to comply with any recommendations.

Page 1 of 1
Page 5 of 5

[image: image1.jpg][image: image2.jpg]