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This is the fourth edition of HSE’s most popular guidance book. Essentials of health
and safety at work is easy to use and will help you prevent workplace accidents
and ill health and comply with the law. Packed with sound advice to put you on the
right track, it covers the whole range of workplace hazards. Having the basics at
your fingertips couldn’t be simpler — and if you need more detailed

information, it points you in the right direction.

This new edition has been expanded to include:

B new chapters on slips and trips, work at height, contractors and agency
workers, and general fire safety;

B new sections on stress, rehabilitation and sickness absence;

B a focus on special groups — young people, the disabled, non-English speakers,
new and expectant mothers, and lone and mobile workers;

B a new subject index (printed version only).

This book is great value if you're starting up or running a small business,

preparing a company safety policy or have been appointed as a trade union safety
representative, but whatever line of work you’re in, it will help you run a safe and
healthy workplace — and that makes good business sense.

Essentials of health and safety at work — one of the most useful books you’ll
ever buy.
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Introduction

Why read this book?

Health and safety management should be a straightforward part of managing your
business as a whole. It involves practical steps that protect people from harm and
at the same time protect the future success of your business.

There are legal health and safety requirements that you have to meet, but
accidents also cost money and time — people off work, material costs and damage
to buildings, plant or product. These costs are often not covered by insurance.

This book explains what the law requires and helps you put it into practice.

What are the main causes of ill health and accidents at work?

Every year over 200 people are killed at work and several hundred thousand more
are injured and suffer ill health.

The biggest causes of days off work sick are aches and pains such as back
problems (see Chapter 12) and stress (see Chapter 19).

The most common causes of serious accidental injury at work are slips and trips
(see Chapter 3).

The most common causes of death from accidents are falls from a height (see
Chapter 5) and being struck by vehicles in the workplace (see Chapter 11).

The law and guidance

There are two main kinds of health and safety law. Some is very specific about
what you must do, but some, such as the Health and Safety at Work etc Act

1974 (HSW Act), is general, requiring you to do what is ‘reasonably practicable’

to ensure health and safety. The Health and Safety Executive (HSE) has produced
publications (many available to view at www.hse.gov.uk) to help you to decide what
this means in practice.

Information about useful publications and websites is given in a ‘Find out more’
section in each chapter. Priced publications have an ISBN number. HSE leaflets are
free for a single copy, but are sold in priced packs for multiple copies.

This book

Chapter 1 suggests how you can tackle the basics of health and safety. It tells you
how to identify, assess and control the activities that might cause harm in your

business.

Chapters 2 to 25 are for anyone who needs to know more about a particular
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subject. Each chapter tells you what you need to do to work safely as well as what
laws apply.

Looking at your business in the way this book suggests will help you stay safe. It
will go a long way to satisfying the law — including the risk assessment that you
must do under the Management of Health and Safety at Work Regulations 1999. It
might save you money as welll
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A hazard is anything
that might cause
harm (eg chemicals,
electricity, vehicles,

working from ladders).

Risk is the chance
(big or small) of harm
being done, as well
as how serious that
harm could be.

Who do | have to
consider?

You need to consider
people who:

work for you,
including casual
workers, part-
timers, trainees and
subcontractors;

use workplaces you
provide;

are allowed to use
your equipment;

visit your premises;
may be affected by
your work, eg your
neighbours or the
public;

use products you
make, supply or
import; or

use your professional
services, eg if you are
a designer.

Health and Safety
Executive

1 Managing health
and safety

How to manage health and safety
What you have to do to manage health and safety effectively is:

B Know about the risks in your work.
B Control the risks that need it.
B Make sure the risks stay controlled.

Know about the risks in your work

Risk is a part of everyday life, and even quite straightforward businesses can have
a range of ‘hazards’. You are not expected to eliminate all risk. What you must do
is make sure you know about the main risks that affect you, and what you need to
do to manage them responsibly.

Thinking this through is called ‘risk assessment’. All businesses have to do this
by law. It’s also practical, as you can make sure you put effort into the right things,
avoid wasting time on trivial risks, and don’t miss anything important.

How to assess risks

Look for all the *hazards’ in your work, considering what could realistically harm people. For
each of these hazards think:

B How serious could the harm be? Is it a cut finger or months off work with a
back injury?

B Who could be harmed, and how likely is that?

B Do you need to do more to control the risks?

Not all risks may be easy to spot. Some may be obvious and quite likely to happen,
such as slipping in a place where floors are often wet. Others may be less obvious,
but could have such serious consequences that you need to make sure the risks
are controlled, eg going onto a roof for cleaning or repairs.

The law

Under the Health and Safety at Work etc Act 1974 (the HSW Act), you have
to ensure the health and safety of yourself and others who may be affected
by what you do or do not do. It applies to all work activities and premises and
everyone at work has responsibilities under it, including the self-employed.

The Management of Health and Safety at Work Regulations 1999 also apply to
every workplace and require all risks to be assessed and controlled.
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Where to get help

In general, the bigger the risk, the more information and guidance you will need.
This book may tell you much of what you need to know. Other sources of
information and advice include:

knowledge of good practice in the industry;

guidance and advice from industry bodies and HSE;

experience of accidents and ‘near miss’ injuries, or illness caused by work;
the experience of employees.

It helps to know what the most common causes of injury, ill health and death at
work are across all businesses in the UK — see the ‘Introduction’ section for more
details.

Small businesses may find the web-based Health and Safety Performance Indicator
helpful (www.businesslink.co.uk). This will help you assess how well you are
managing your health and safety performance by taking you through most of the
common risks and suggesting an action plan.

Competent advice

Although you can probably find out most of what you need to know for yourself,
you might find that you are dealing with issues that need technical knowledge you
have not got. In that case, you need to have a source of competent advice.

If not already available in-house, there are many people you can turn to for help —
employers’ organisations, trade associations, chambers of commerce, local training
organisations, local health and safety groups, trade unions, insurance companies,
suppliers of plant, equipment and chemicals, and consultants.

You can get information on specific issues by ringing HSE’s Infoline
(Tel: 0845 345 0055).

Keeping a record

If you employ five or more people you have to write down the main conclusions of
your risk assessment. For most people this does not need to be a big exercise —
just note the main points down about the significant risks and what you concluded,
eg using short bullet points.

You should write down:

B the significant hazards, eg ‘back injury when lifting packs of products’;

B who is at risk, eg ‘all workers in the storeroom’;

B what more you need to do and why, eg ‘explore bulk delivery or mechanical
lifting to reduce the risk of back injury to workers lifting heavier packs’.

Remember, though, that the test of a good risk assessment is not how good your
paperwork is, it is your practical understanding of the main risks in your work and
what you need to do about them. If a risk is trivial and could not realistically result
in any significant harm you do not need to write anything down.
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Control the risks that need it

Pick out the priorities for action

The aim of risk assessment is to identify what more you need to do. If, like many
businesses, you find that there are quite a lot of improvements that you could
make, big and small, don’t try to do everything at once. Make a plan of action to
deal with the most important things first. A good plan to act on the findings of your
risk assessment often includes a mixture of different things:

B afew cheap or easy improvements that can be done quickly, perhaps as a
temporary solution until more reliable controls are in place;

B long-term solutions to risks which are the most likely to cause accidents or ll
health, eg slips and trips or heavy lifting;

B long-term solutions to risks with the worst potential consequences, eg falls
from height or an explosion;

B arrangements for training employees on the main risks that cannot be
eliminated and how best to avoid them;

B clear responsibilities — who will lead on what, and by when;

B realistic dates for completing any improvements.

What do | have to do?

B Decide what could cause harm to people as a result of your business and what
precautions you are going to take. This is your risk assessment.

B Decide how you will manage health and safety in your business. If you have five
or more employees, you must write this down. This is your health and safety
policy.

B Display a current certificate as required by the Employers’ Liability (Compulsory
Insurance) Act 1969, if you employ anyone.

B Provide free health and safety training for your employees so they know what
hazards they may face and how to deal with them (see Chapter 21).

B You must have competent advice to help you meet your health and safety
duties. This can involve employees from your business, external consultants or
a combination of both.

B Provide toilets, washing facilities and drinking water for all your employees,
including those with disabilities (see Chapters 2 and 23).

B Consult union safety representatives, representatives of employee safety or
employees on health and safety matters (see Chapter 20).

B Display the Health and Safety Law poster for employees, or give out the leaflet
with the same information.

B Notify certain work-related incidents, accidents and occupational diseases (see
Chapter 25).

B Do not employ children under school leaving age in an industrial undertaking,
except on authorised work experience schemes (see Chapter 23).

B Notify your local HSE office or Environmental Health Department if you start a
new commercial or industrial business or relocate one (contact HSE's Infoline
0845 345 0055 for details).
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Choosing solutions

There can be a number of ways to control the risks you identify as a priority for
action. Do not make the mistake of only going for options that seem easy and
cheap but may not work reliably, eg giving employees instructions that are difficult
to follow.

If you are dealing with a relatively common risk, it is often easiest to identify a
suitable solution from the guidance HSE publishes in print and on its website
(www.hse.gov.uk) and put it into practice.

Solutions which may appear expensive can actually save you money if you
combine them with improvements to your business, eg ordering bulk materials in
big bags that can be lifted mechanically rather than hand-lifting lots of smaller bags,
freeing your employees to do something else.

Starting with the best and most effective, the ways to deal with risks are:

B Get rid of the risk altogether. For example, avoid the need to work at heights
by moving things to ground level, stop using highly flammable chemicals if you
don’t really need them, or change the layout of work so vehicles like lift trucks
do not need to go through areas where there are pedestrians.

B Swap for a lower risk. For example reduce the weight of things that need lifting,
or use pedestrian-operated pallet trucks instead of lift trucks.

B Separate the risks from people. For example put barriers between pedestrians
and traffic, put guards on dangerous machinery, or use fixed pipes to pump
dangerous liquids along rather than manual carrying and pouring.

B Give people rules, procedures, training or personal protective equipment. These
rely on people always being careful and never making mistakes.

Make sure the risks stay controlled

Putting the right risk controls in place is important, but making sure they stay
controlled is just as important.

B Make sure everyone is clear who has responsibility for what. All employers
have to summarise this in a health and safety policy. If you employ five or more
people you should write this policy down and show it to them. Employees also
have responsibilities to co-operate with their employer’s efforts to improve
health and safety and to look out for each other.

B Make regular, planned checks of the workplace to look for risks that may have
been overlooked, or people who are not working safely. Remember that things
change — equipment wears out, people forget their training, and do not always
follow rules, especially when they think they have found a quicker or better way
of getting the job done.

B Do not forget maintenance. Be guided by manufacturers’ recommendations
when working out your own maintenance schedules for items such as vehicles,
lift trucks, ventilation plant, ladders, portable electrical equipment, protective
clothing and equipment, and machine guards.

B Investigate when things go wrong. If there is an injury or near-miss, don’t just
blame someone or look for a quick fix. Use your investigation to learn more
about how well you are managing health and safety.

B Follow up absences from work. There may be a work-related iliness you did not
know about, or there could be things that you can do to help people get back
to work (see Chapter 19).

B Review where you are every year or two, to make sure you are still improving
or at least not sliding back. Look at your health and safety policy and risk

Essentials of health and safety at work Page 10 of 105



=12

HSE Health and Satty

assessment again. Have there been any changes? Are there improvements you
still need to make”? Have you learnt something from accidents or near-misses?
Make sure your risk assessments stay up to date.

Inspectors and the law

Health and safety laws which apply to your business are enforced by an inspector
either from HSE or from your local authority. Their job is to see how well you are
dealing with your workplace hazards, especially the more serious ones which
could lead to injuries or ill health. They may wish to investigate an accident or a
complaint. Inspectors do visit workplaces without notice but you are entitled to see
their identification before letting them in.

Don’t forget that they are there to give help and advice, particularly to smaller
businesses who may not have a lot of knowledge. When they do find problems
they will aim to deal with you in a reasonable and fair way. If you are not satisfied
with the way you have been treated, take the matter up with the inspector’s
manager. Your complaint will be investigated, and you will be told what is to be
done to put things right if a fault is found.

Inspectors have the right of entry to your premises, the right to talk to employees
and safety representatives and to take photographs and samples. They are entitled
to your co-operation and answers to questions.

If there is a problem they have the right to issue a notice requiring improvements
to be made, or (where a risk of serious personal injury exists) one which stops a
process or the use of dangerous equipment. If you receive an improvement or
prohibition notice you have the right to appeal to an industrial tribunal.

Inspectors do have the power to prosecute a business or, under certain
circumstances, an individual for breaking health and safety law, but they will take
your attitude and safety record into account.

Find out more

Management of health and safety at work. Management of Health and Safety at
Work Regulations 1999. Approved Code of Practice and guidance .21 (Second
edition) ISBN 0 7176 2488 9

Successful health and safety management HSG65 (Second edition) ISBN O 7176
1276 7

Health and safety law poster Encapsulated ISBN 0 7176 2493 5 Rigid PVC ISBN O
7176 1779 3

Employers’ Liability (Compulsory Insurance) Act 1969: A guide for employers
Leaflet HSE4O(rev1)

Five steps to risk assessment Leaflet INDG163(rev1)

An introduction to health and safety: Health and safety in small businesses |eaflet
INDG259(rev1)

Need help on health and safety? Guidance for employers on when and how to get
advice on health and safety Leaflet INDG322
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Reduce risks — cut costs: The real costs of accidents and ill health at work Leaflet
INDG355

Visit the risk management pages on HSE’s website at: www.hse.gov.uk/risk
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You must provide a safe
and healthy environment
for all your employees.
You also need to take
account of their welfare
needs. You will need to
consider, for example,
lighting, ventilation,
temperature, toilets and
washing facilities.

Assess your own working
environment by using the
guidelines in this chapter.

Don’t forget any people
with disabilities who may
need special toilet and
washing facilities, wide
doorways and gangways.

Also see Chapter 3 for
information on slips and
trips and Chapter 4 for
information on fire safety.

Health and Safety
Executive

2 The workplace

A safe place of work

You must:

B make sure your buildings are in good repair;

B maintain the workplace and any equipment so that it is safe and works
efficiently;

B put right any dangerous defects immediately, or take steps to protect anyone
at risk;

B take precautions to prevent people or materials falling from open edges, eg
fencing or guard-rails;

B fence or cover floor openings, eg vehicle examination pits, when not in use;

B have enough space for safe movement and access, eg to machinery;

B provide safe glazing, if necessary (eg protected, toughened or thick) which is
marked to make it easy to see;

B make sure floors, corridors and stairs etc are free of obstructions, eg trailing
cables;

B provide good drainage in wet processes;

B have windows that can be opened and cleaned safely. They should be
designed to stop people falling out or bumping into them when open. You may
need to fit anchor points if window cleaners have to use harnesses;

B provide weather protection for outdoor workplaces, if practical;

B keep outdoor routes safe during icy conditions, eg salt/sand and sweep them.

Also think about:

B siting machinery and furniture so that sharp corners do not stick out;
not overloading floors;

B providing space for storing tools and materials;

B marking the edges of openings like vehicle pits;

B finding out the views of employees on the design of the workplace.

Essentials of health and safety at work

The law

Look at the Workplace (Health, Safety and Welfare) Regulations 1992 for the
full requirements.

The Health and Safety (Display Screen Equipment) Regulations 1992 (as

amended) apply where staff habitually use computers and other display
screens as a significant part of their normal work.
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Lighting
You must provide:

B good light — use natural light where possible but try to avoid glare;

B a good level of local lighting at workstations where necessary;

B suitable forms of lighting. Some fluorescent tubes flicker and can be dangerous
with some rotating machinery because the rotating part can appear to have
stopped;

B special fittings for flammable or explosive atmospheres, eg from paint spraying;

B well-lit stairs and corridors.

Think about:

B having light-coloured walls to improve brightness (but darker colours to reduce
arc-welding flash).

Moving around the premises
You must have:

B safe passage for pedestrians and vehicles — you may need separate routes (see
Chapter 11);

level, even surfaces without holes or broken boards (see Chapter 3);

hand-rails on stairs and ramps where necessary;

safe doors, eg vision panels in swing doors, sensitive edges on power doors;
surfaces which are not slippery;

well-lit outside areas — this will help security.

Think about:

B marking steps, kerbs and fixed obstacles, eg by black and yellow diagonal
stripes.

Designing workstations
Make sure:

B workstations and seating fit the worker and the work;

B backrests support the small of the back and you must provide footrests if
necessary;

B work surfaces are at a suitable height;

B there is easy access to controls on equipment.

Think about:

B providing well-designed tools to reduce hand or forearm injury from repeated
awkward movements;

B reducing exposure to hazardous substances, noise, heat or cold, eg by using
local exhaust ventilation or engineering controls — there is more about these in
later chapters.
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Display screen equipment (DSE)

What must employers do by law?

B |dentify what display screen equipment and users in your workplace are
covered.

B Assess workstations and meet the minimum requirements for them.

B Plan the work so there are breaks or changes of activity.

B On request provide eye and eyesight tests, and spectacles if special ones are
necessary.

B Provide training and information.

What does this mean in practice?
Ensure that:

B risks are assessed and reduced;
B all workstations meet the minimum requirements for:
— equipment such as screens and keyboards;
— desks;
— chairs;
the working environment; and
software;
work is planned so that there are breaks or changes of activity;
users are given training and information;
eye tests are provided on request.

Find out more

Work with display screen equipment. Health and Safety (Display Screen
Equipment) Regulations 1992 as amended by the Health and Safety (Miscellaneous
Amendments) Regulations 2002. Guidance on Regulations .26 (Second edition)
ISBN O 7176 2582 6

The law on VDUs: An easy guide HSG90 ISBN 0 7176 2602 4

Working with VDUs Leaflet INDG36(rev2)

Cleanliness

You must:

provide clean floors and stairs, which are drained and not slippery

(see Chapter 3);

provide clean premises, furniture and fittings (eg lights);

provide containers for waste materials;

remove dirt, refuse and trade waste regularly;

clear up spillages promptly;

eliminate traps for dirt or germs, eg by sealing joints between surfaces;
keep internal walls or ceilings clean. They may need painting to help easy
cleaning.
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Hygiene and welfare

You must provide:

clean, well-ventilated toilets (separate for men and women unless each
convenience has its own lockable door);

wash basins with hot and cold (or warm) running water;

showers for dirty work or emergencies;

soap and towels (or a hand dryer);

skin cleansers, with nail brushes where necessary;

barrier cream and skin-conditioning cream where necessary;

special hygiene precautions where necessary, eg where food is handled or
prepared;

drying facilities for wet clothes;

certain facilities for workers working away from base, eg chemical toilets in
some circumstances;

lockers or hanging space for clothing;

changing facilities where special clothing is worn;

a clean drinking water supply (marked if necessary to distinguish it from the
non-drinkable supply);

rest facilities, including facilities for eating food which would otherwise become
contaminated;

arrangements to protect non-smokers from discomfort caused by tobacco
smoke in any separate rest areas, eg provide separate areas or rooms for
smokers and non-smoking or prohibit smoking in rest areas and rest rooms
(see Chapter 19);

rest facilities for pregnant women and nursing mothers (see Chapter 23).

Comfortable conditions

You must provide:

a reasonable working temperature in workrooms — usually at least 16°C, or
13°C for strenuous work;

local heating or cooling where a comfortable temperature cannot be maintained
throughout each workroom (eg hot and cold processes);

thermal clothing and rest facilities where necessary, eg for ‘hot work’ or cold
stores;

good ventilation — avoid draughts;

heating systems which do not give off dangerous or offensive levels of fume
into the workplace;

enough space in workrooms.

Remember that noise can be a nuisance as well as damaging to health (see
Chapter 13).
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A third of major injuries
in the workplace, such
as broken bones,
serious burns, and loss
of consciousness, are
caused by someone

slipping or tripping.

Slips and trips also
account for half of all

the reported injuries to
members of the public in
workplaces where there
is public access, such as
shops, restaurants and
hospitals.

Slips and trips often
cause other types of
accidents and in some
situations the potential
for serious injury is much
greater. People working
in kitchens who slip or
trip are at risk of being
scalded, people working
on high platforms who
slip or trip may fall from
height, and slipping while
carrying a load may
cause a strained back.

Health and Safety
Executive

3 Slips and trips

The basic requirements for preventing slips and trips

B Floors must not have holes or slopes, or be uneven or slippery so that people
might be put at risk.

B Floors in a workplace must be kept free from obstructions and from any article
or substance that may cause a person to slip, trip or fall.

Slips: What to look for

B People rarely slip on clean, dry floors. If your floor gets contaminated with
water, other liquids, dirt, dust or anything else then you may have a problem.

B [f the floor has a smooth surface, eg vinyl, polished surfaces, ceramic tiles or
metal, even a tiny amount of contamination can be a real slip problem. Floors
with higher surface roughness generally have better slip resistance.

Work through each of the following points in turn to see what you can do about slip

risks.

Stop the floor getting wet or contaminated in the first place

B Maintain equipment to stop leaks.

B Clean floors to a dry finish.

B Control and contain processes to prevent spillages and splashes.

Stop contamination from getting onto the walkways

B Stop water getting walked in on people’s feet, eg provide good entrance
matting.

B Site ‘messy’ activities away from walkways.

B Extract ventilation can stop steam and grease being deposited on floors.

If floor contamination does happen, deal with it

B Clean up spillages immediately.

B [f floors are left wet after cleaning, stop anyone walking on them until they are
dry.

B Have procedures for both routine and ‘spillage response’ cleaning.

The law

Look at the Workplace (Health, Safety and Welfare) Regulations 1992 for full
details.
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Get the best grip you can from your existing floor

A floor gets its grip from its surface roughness. Poorly cleaned floors lose that
roughness — and grip. Good cleaning maintains and can even restore surface
arip.

Check you are using the right cleaning methods and products for your floor.

Increase the grip of the existing floor

Some floors can be treated (non-slip paint, etching etc) to provide more surface
roughness and more grip.

Stick-on anti-slip strips can be sometimes be useful (but be sure they don’t
cause a trip hazard).

Anti-slip treatments might only work for a while. Keep a check on them over
time.

Replace the floor surface with one with better grip

If you have gone through the first five steps and still have a slip problem then a
new floor surface is probably needed.

Think about how your floor is used and what type of contaminant will get onto
it and then specify a floor surface that has enough grip to deal with that.

Make sure that you use the right cleaning system for your new floor or it might
not last or may lose its grip.

Trips: What to look for

Floors in poor condition and bad housekeeping are responsible for most trip injuries
at work. If you answer ‘yes’ to any of these questions you need to take action.
These are common problems but there may be others.

Trip injuries are often caused because floor surfaces have become damaged or
uneven. Do yours need improvement or repair?

Are cables or pipes sometimes allowed to trail where people walk?

Many trip injuries are caused simply by things being left where they should not
be. Are there any obstructions in your work areas or walkways?

Can any mats slip about?

Do mats or floor tiles curl up at the edges?

Are there any changes in level such as slopes or a step that might not be
plainly seen?

Can deliveries sometimes clog up walkways and working areas?

At busy times do you sometimes run out of space to put down goods and
materials that you are working on or with?

What else can cause a slip or trip accident?

Look out for poor lighting, shadows and glare, as people are more likely to be
injured if it is difficult for them to see where they are going.

Trip or slip hazards near distractions are especially dangerous, eg sudden loud
noises or displays which deliberately divert people’s attention.

Are people rushing, carrying loads, pushing or pulling things?

Might some pedestrians be less steady on their feet or more at risk such as
visually impaired people, older people, mothers with young children?
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B Are all pedestrians familiar with the layout and walkway routes?
B Have employees been instructe