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1 INTRODUCTION


1.1 The aim of this document is to identify the standards that should be established in workplaces.


1.2 There are specific legal requirements, duties and responsibilities contained within the Workplace (Health, Safety and Welfare) Regulations 1992.


2 MAIN DUTIES


2.1   Maintenance of Equipment and Devices

Suitable maintenance must be carried out on any piece of equipment or device that is likely to fail, to ensure that they are kept in efficient working order and good repair.  Equipment and devices can include:


· Mechanical ventilation systems


· Emergency lighting


· Machinery fencing


· Safety equipment/devices such as anchorage points


· Lifts


A suitable maintenance system should include:


· Regular checks at suitable intervals


· A remedial procedure if required


· Suitable records kept


2.2   Ventilation

Requires that suitable ventilation be provided to any enclosed work area. Ventilation can be provided by fresh or purified air e.g. by openable windows or air conditioning. Ventilation should be able to prevent the build of stale humid air and maintain comfortable temperatures. The ventilation system should not create any uncomfortable draughts.


2.3   Temperature

The temperature in all internal workplaces during working hours must be reasonable.  The Approved Code of Practice (ACOP) recommends that a minimum temperature of 16º C (13º C where severe physical work is taking place) is acceptable.  A maximum temperature is not specified. Suitable methods of heating or ventilation should be provided to achieve comfortable temperatures.  Where, despite the provision of heating and or cooling equipment, comfortable temperatures cannot be maintained, then other measures such as protective clothing or task rotation should be implemented. 


A suitable number of thermometers should be available to measure the temperatures in work areas


(See Additional Information for rules affecting school premises)


2.4    Lighting

Suitable and sufficient lighting must be provided. Where possible, this should be provided by natural light. Lighting levels should be sufficient to allow the task that is being carried out, to be done in a safe manner. Areas of shadow should be avoided to prevent slips and trips, collision with vehicles or hidden entrapment points in machinery. Lighting should also be designed to avoid uncomfortable glare.


There is also a duty to provide emergency lighting if a danger can occur in the workplace through the failure of the normal lighting.


2.5 Housekeeping


Workplaces and fittings must be kept sufficiently clean, including walls and ceilings. (The standard of cleanliness will be dependant on the work carried out in the workplace.)  Waste materials should not be allowed to accumulate and suitable receptacles for storage of waste must be provided.


Cleaning should be carried out by an effective and suitable method and without creating or exposing anyone to health and safety risks.


2.6    Working Area


Workrooms must be designed to allow enough free space to enable people to get to and from workstations and move within the room with ease.  Furniture, fittings and equipment must be taken into account when designing the layout of a workroom.  It is recommended that a minimum of 11 cubic metres is allocated to each person, however the work activity may dictate a larger area depending on the layout and nature of the work.


The figure of 11 cubic metres does not apply to areas that by their nature space will be limited e.g. machine control cabs or to lecture rooms, meeting rooms etc.


2.7    Workstations

Workstations must be arranged so that they are suitable for those using them, for the tasks that are performed there and do not present any undue risks to health.  They must allow swift evacuation, emergency assistance and protection from the elements.  Seating that is provided for anyone who has to work sitting down, must be suitable for them and for the task being performed.  The Display Screen Regulations 1992 compliments this Regulation.


2.8    Floors and Traffic Routes


Workplace floors and traffic routes must be suitably constructed and maintained for their intended use, they must:


· Be kept free from obstruction


· Be well drained


· Not have holes, unnecessary slopes or be uneven


· Be kept free of ice and snow


· Any staircases must be fitted with a handrail unless it would obstruct traffic


· Every open staircase should be securely fenced.


2.9    Falls from Height and falling objects


When there is the potential for an employee to fall a distance, or be struck by a falling object, suitable and effective measures to prevent or reduce the risks must be adopted. Such measures will include the separation of the employee from the risk, guarding or fencing the area and securing objects to prevent them falling. Where, despite all precautions having been taken such an event is still likely to occur, then adequate signage and the necessary protective equipment should be provided. 


Where there is the risk of falling into a tank or a pit, they must be securely covered or fenced.  If the fall could be 2m or more or if it is into an area of particular danger i.e. a stairwell, then secure fencing must be provided.


2.10   Transparent Surfaces

Any window, transparent or translucent areas such as doors, gates, walls or partitions that an employee may come into contact with must be protected against breakage and marked to show it is protected material. Where there is a high risk of breakage, suitable safety materials must be used, such as polycarbonates or safety glass.


2.11   Windows etc 


Any openable window, skylight or ventilators must be able to be opened without risk. Suitable measure should be in place to prevent people from falling through or out of windows. The bottom edge of opening windows should normally be at least 800mm above the floor level, unless a suitable barrier has been installed to prevent falling.


2.12   Window Cleaning

Workplace windows and skylights must be designed to enable safe cleaning, this will include having windows that can be safely cleaned from the inside, by fitting access equipment and/or by providing suitable anchorage points for safety harnesses.


2.13   Vehicles and Pedestrians

Traffic routes must be organised to allow safe circulation of both vehicles and pedestrians to prevent the risks of collisions between vehicles and between vehicles and pedestrians. Where possible vehicles and pedestrians should be kept completely separate either by time or position. Where pedestrians and vehicles have to share the same areas there should be clearly demarked areas that are preferably protected by barriers.


All traffic safety rules must be monitored for compliance and systems should be in place to deal with non-compliance.


2.14   Doors and Gates

Doors and gates must be of suitable construction and when necessary fitted with safety devices e.g. if there is a risk of young children trapping their fingers then suitable door jam protectors should be considered. 


Any power operated doors or gates must have devices to stop trapping and allow them to open manually in the event of a power failure, unless they open automatically.


Doors that swing both ways must have vision panels installed to allow people to be seen through them.


2.15   Escalators and moving walkways


Escalators and moving walkways must operate safely, be fitted with the necessary safety devices and have one or more emergency stop controls.


2.16   Sanitary Arrangements

A sufficient number of suitably located sanitary conveniences and washbasins must be provided. The number of facilities will be dependent on the number of staff, the gender split and the work activity. (Refer to Code of Practice L24 for full details.)


2.17   Drinking Water


An adequate supply of drinking water must be provided for the workplace. Where people may drink from supplies that are not meant for drinking, then drinking water supplies should be marked as such. Drinking cups and beakers should be provided unless the supply is by means of a drinking fountain.


2.18   Changing Facilities

Suitable storage arrangements should be made for employees clothing that is not worn during work hours and particularly when employees have to change into special clothing for work. Storage facilities should be warm, dry and well ventilated and may be provided in the work area or another convenient place.


2.19   Rest Facilities

Accessible and suitable rest facilities must be provided. Where food is liable to become contaminated by the work process, a clean area for eating must be provided.  These areas must include suitable arrangements for protecting non-smokers from tobacco smoke by providing separate areas or rooms.  Suitable rest facilities must be provided for pregnant or nursing mothers.


3   ADDITIONAL INFORMATION


Reference Documentation


Health & Safety Executive website: Human Factors & Ergonomics and Offices

Additional requirements for heating in school premises


The Education School Premise Regulations 1999 require that schools must have heating systems capable of maintaining specified minimum temperatures.


In areas where there is a normal level of physical activity associated with teaching, the minimum temperature is 18˚C. Temperatures in classrooms should therefore be at least 18˚C.


In areas where there is a lower than normal level of activity (e.g. sick rooms) or a higher than normal level of activity (e.g. gymnasium and also washrooms), the minimum temperatures are 21˚C and 15˚C respectively. Where there are immobile or disabled pupils at work or being toileted, temperatures need to be appropriate and comfortable.
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