Workshop Safety Guidelines
University of Western Sydney is required by the OH&S Act 2000 and OH&S Regulation 2001, to provide a workplace that is safe and minimises risk to its staff, students and visitors.

This is an advisory document setting out general guidelines for safety in workshop, further details and procedures can be obtained from the specific area you are working in.
Hand Tool Safety:

Hand tools may look harmless, but they are the cause of many injuries.  In fact, an estimated 8 percent of all workplace compensable injuries are caused by incidents associated with hand tools.  These injuries can be serious, including loss of fingers or eyesight.
Power Tools:
Can be driven electrically, pneumatically or hydraulically, by an internal combustion engine or by explosive charge e.g. drills, angle grinders, sanding machines, chain saws, pneumatic hammers and fastening tools.
http://www.nohsc.gov.au/OHSInformation/Databases/OHSSolutions/solutionslistres.asp?Sort=Industry 
Training and Supervision:

All staff and students using workshop tools are to be instructed/trained in the correct method of use for the tools they use to perform tasks.  Instruction should also encompass inspection of tools to detect faults, and maintenance requirements to prevent deterioration.

Supervision/technical staff must be provided to ensure tools are used correctly, that the correct tools are used for specific work, that they are maintained in a safe condition and stowed safely when not in use.  Supervisors/technical officers are to ensure the appropriate personal protective equipment is worn.
Power tools should only be used in the presence of another authorised person who can render assistance in the case of an emergency or accident.

Never leave students unsupervised.  Observe all rules carefully and if not sure do not use the tools, equipment or machine.
Don’t run, push, call out or play jokes in a workshop environment.

Do use common sense, be aware of others and help look after their safety.  Allow other students to concentrate and walk carefully around the work area and work quietly.

Risk Management:
Risk Management is not something that can just be fitted in when a supervisor of staff and students has time or the workplace is a little quiet.  OH&S legislation requires that hazards are identified and that procedures are in place, and that they be used to identify, assess and control hazards and the risks attached to them.
Where hazards have been identified risk assessments need to be carried out e.g. machine, tools, equipment, chemicals, experiments, activities and environments, and records need to be kept on all risk assessment.

As an essential part of risk management, everyone in the workplace should be encouraged to report problems as soon as they notice them.

Where a tool or a task is associated with injuries, try to identify the action or part of the tool responsible, and modify the task.

Guards on angle grinders, power saws and similar equipment are not to be removed.  The lower part of the guards is often pivoted and controlled by a spring to reduce exposure of the blade whilst not cutting.  These guards are not to be interfered with or fastened in the open position.

No homemade tools should be allowed unless engineered and certified by a professional engineer.

Personal Protective Equipment:

Eye Protection:

Where a potential for flying particles, or any damage to the eyes exists, eye protection must be worn by all persons who may be affected.  Face shields or goggles must be worn when operating a grinding wheel.
Hearing protection:

Damage to hearing can occur from both impact noise and exposure to lower intensity steady state noise over long period of time.  Both hand and power tools are capable of producing damage to hearing.

Dust Masks:

Make sure that the appropriate masks are worn in dusty conditions.
Foot wear:

Make sure that appropriate solid covered footwear is worn to protect feet from falling objects.

Gloves:

Wear the appropriate work gloves as needed to protect your hands.
Other:
Remove jewellery, tie back long hair and avoid wearing loose fitting clothes.

Pick the right tool for the right job:

· Tools must not be used beyond their manufacturer’s design capacity since such use may create a personal hazard.  Tools must be used solely for their intended purpose.  The designed capacity of tools must not be exceeded by unauthorised attachments.

· Choose tools that can be used in either hand so left handers are provided for.
· Heavy tools can cause problems, lighter tools can be held or used longer, and manipulated more easily.

Accident/Incident/Hazard Reporting:

Report all accidents/injuries/incidents/hazard to your supervisor/technical officer immediately, and ensure that the appropriate forms are completed and forwarded onto the OHS&R Unit.
Most accidents are cause by three things:

· Ignorance

· Carelessness

· Distraction

· Disobedience

Encourage, stop, look and think before taking on any hazardous task or activity.

Tool Handles:

Handles should:

· Fit the hand well.

· Power tools handles should be about 12 cm long, and 5 cm in diameter.  Precision tools should be a bit less.

· Have a good gripping surface e.g. dimpled, and be made of compressible material e.g. not hard plastic or metal.

· Have no sharp edges or areas that dig into the fingers or palm of the hand

· Have a drip span about 6 cm and not more than 9 cm

· Have a guard or stopper at the front of the tools such as knives or soldering irons

Impact Force:

· Reduce repeated shocks to the hand and wrist from hand power tools with internal damping.

· Limit torque reaction by using clutch-type tools, shutoff tools, hydraulic pulse tools, and external devices such as torque bars or articulating bars.

Knives and sharp cutting tools:
· Use knives only for the correct purposes.

· Keep hands behind the cutting edge.

· Never cut towards yourself, keep your hands behind the cutting edge.

· Pass knives to others handle first.

· Don’t run with knives or push and shove around people using knives.

· Make sure knives are kept sharp – blunt knives can be dangerous.

· With the knife’s sharp edge turned away from the hand, wipe the blade with a towel or cloth.

· Do not substitute knives for can openers, screwdrivers, or ice picks.

· Replace or sharpen any cutting tool that has lost its edge at the correct angle.

Chisels:

· Cold chisels have a cutting edge for cutting, shaping, and removing metal softer then the cutting edge.  Factors determining the selection of a cold chisel are the material to be cut, the size and shape of the tool, and the depth of the cut to be made.  

· The cold chisel should not be held with the fist, but between thumb and forefinger, with palm of hand facing person and point of chisel directed away.

· Ball chisels held by one person and struck by another require the use of tongs or a chisel holder to guide the chisel.

· Metal working chisels can produce flying chips or splinters that can cause injuries to the eyes and face.

Files:

· Ensure that tangs are protected by handles and that teeth are sharp and clean.  The correct way to hold a file is to grasp the handle firmly in one hand and use the thumb and forefinger of the other to guide the point.  Push the file forward while bearing down on it.  Release the pressure and bring the file back to its original position.
· Never use a file without a smooth, crack-free handle.  Select the proper file for the work.

Hammers and hitting tools:

· Use pliers to hold small nails

· Choose the correct size hammer for the job

· Never hit hammer faces together

· Never ask other people to hold things you are hitting

· Keep clean and free from oil which might cause the handle to slip or the face to glance from the object being struck.

· Make sure the head is wedged securely and that the head and handle are not chipped or broken.

· Grasp handle firmly near the end and keep your eye on the point to be struck.

· Reduce the strain when pulling nails by placing a piece of wood under the hammer to increase leverage.

· Don’t use a screwdriver, wrench, or other tool as a hammer.  If you use a ratchet as a hammer, you’ll damage the mechanism and it will slip later.  Also, don’t use screwdrivers as levers, chisels, or scrapers.

Screw Drivers:

· Select the correct size screw driver for the job

· Don’t carry screw drivers in your pocket

· Pass a screw driver to another person handle first

· When using a slotting screwdriver, use the correct size blade for the given slot.

· Use Phillips head tools for Phillips head fasteners.

· Don’t use screwdrivers as a pry-bar.

· Don’t use the work piece in the palm of the hand while tightening up screw’s, a slip can result in a serious injury with the blade penetrating the hand or wrist.  The work piece should be securely held in a vice or other firm support.

· Use insulated tools around energized equipment.  Electrical tape wrapped on the shank of a screwdriver is not suitable insulation.

· Replace a screwdriver if the tip is chipped, bent, broken or rounded off.

Punches:

· Punches are designed to mark metal and other materials that are softer than the point end, to drive and remove pins, and to align holes.  Never use a punch with a mushroomed struck face or with a dull, chipped, or deformed point.

Saws:

· When crosscutting, start the cut with two long slow pulls upwards.

· When ripping, start the cut with the finer teeth at the end of the blade.

Wrenches/Spanners:

· Safe use of all wrenches requires that the user always be alert and prepared for the possibility that the wrench may slip, the fastener may suddenly turn free, or the wrench or fastener may break.
· The user must always inspect the wrench for flaws.  Keep jaws sharp and clean.
· Place the wrench so that the pull on the handle tends to force the jaws further into the nut (lower jaw leads).

· Pulling on a wrench is safer than pushing

· Open end wrenches have strong jaws and are satisfactory for medium-duty turning.

· Replace an open end wrench if the jaws are no longer square. 

· Box and Socket Wrenches are necessary for a heavy pull.  Never overload the capacity of a wrench by using a pipe extension on the handle or be striking the handle with a hammer.

· Replace a box end wrench if the box edges aren’t sharp or true

· Where possible, use penetrating oil to loosen tight nuts.

· Socket and Adjustable Wrenches should be kept clean of dirt and grime inside the socket to ensure that the tool fits securely on the bolt or nut.

· Replace an adjustable wrench if the jaws have noticeable play, the mechanism slips or binds, or the jaws are rounded.

· Replace a socket wrench if the wrench binds, if the locking mechanism no longer holds, or the wrench won’t easily switch from forward to reverse.

· Replace individual sockets if they are cracked, they don’t stay on the wrench or extension, or if the faces or corners are no longer true.

Pliers:

· Pliers may be used for gripping and cutting operations, but they are not a substitute for a wrench.

· Don’t us pliers to turn nuts or bolts.

· Replace adjustable pliers if the jaws slip or bind.  Replace them if the jaw grooves are worn too much for an effective grip.

Hand Drills:

· Tighten drills correctly in the chuck.

· Always hold the chuck key (if applicable) in the hand – never leave in the chuck.

Machines and Hand Tools:

· One machine, one operator

· Hold work securely when using machines and hold tools – use a vice or clamp.

· Switch off machines to make adjustments
· A running machine must not be left unattended

· Replace materials after you have finished with them.

· Keep scrap materials up off the floor

· Each machine has different hazards and risks

· Power drills, disc sanders, grinders, and both circular and chain saws (when used in the held-held mode) must be operated with deadman controls that require constant hand pressure.

Hot melt glue guns:

· Wear protective gloves

· Avoid touching hot glue or hot parts on the glue gun

· Remember the glue takes a long while to cool down

· Turn off when not in use.

Heating equipment:

· Wear protective gloves

· Take care with others around heating equipment

· Turn off when not needed

Soldering Irons:

· Take extreme care with electricity

· Wear protective gloves

· Keep soldering irons down and over a bench

· Do not flick soldering irons to remove excess solder

· Turn off when not needed

Electric / cordless drills:

· Concentrate fully at all times
· Keep fingers well back from the drill

· Never drill sheet metal
· Keep the check key in the hand or storage device, never be tempted to leave it unattended in the chuck

Sanding machines:

· Wear ear muffs and dust masks where necessary

· Don’t be tempted to touch moving parts on the machine

Glues:

· Use Safety glasses

· Place lids on containers properly after use

· Store containers safely

· Don not breathe in the vapours

· Avoid getting glues on your finders

Paint:

· Use safety glasses

· Place lids on containers properly after use

· Don’t breach in the vapours

· Wear an apron or dust coat

· Store containers safely

Wood:

· Wear safety glasses
· Carry materials carefully

· Be wary of splinters

· Pick up all scraps to save people slipping and tripping

· Don’t blow saw dust.

· Don’t throw block of wood around

Metal:

· Wear safety glasses

· Carry materials carefully

· Pick up all scraps to save people cutting their feet and ankles

· Never drill sheet metals

Plastics:

· Wear safety glasses at all times

· Plastics have many sharp edges

· Be wary of plastics dust – do not blow it – it is very difficult to remove from your eyes

· Support and clamp the plastic well when drilling, sawing or filing

Wire:

· Safety glasses at all times.
· Avoid swinging in around.
· Bend over ends to avoid eye or other injuries.
· Replace wire strippers and cutters that are dull.

Waste containers:

· Make sure that they are regularly emptied or cleaned
· Take care with storage of tools and materials
· Cuts from rusty or unclean materials can cause nasty infections days after it happens.

· Make sure that they are safe – not damaged, sharp edges etc.

Electricity:

· Take utmost care at all times
· Turn off electricity to make adjustments to machines or equipment

· Turn off all electrical appliances when they are no longer needed.

Replacement of tools:

· Replace any tool if the plating is chipped or peeling.

· Handles must be securely attached, and the handle surface should be smooth and free from cracks and burrs.

Maintaining Tools:

· Keep tools clean so they don’t slip when you use them.

· Keep tools dry so they work properly.

· Keep them on a pad if storing them in a metal container.

· Keep tools organised so they’re not tempted to use the wrong one.

· Keep tools with moving parts lubricated e.g. adjustable pliers.

Housekeeping:

· Put tools away correctly after use.

· Do not allow poor behaviour – be aware al all times

· Instruct in the safe use of tools, machines and equipment.

· Keep work areas and benches clean at all times.

· Keep floors free from rubbish and clean up any spills that may cause trips, slips and falls.

· Get rid of waste materials

· Put student work away at the end of work periods

Types of Injuries:
· Cuts, abrasions, amputations, and punctures, remember what a single slip can do to fragile human flesh.
· Repetitive motion injuries, remember that using the same tool in the same way all day long, day after day, can stress human muscles and ligaments.  Carpal tunnel syndrome and injuries to muscles, joints and ligaments are increasingly common if the wrong tool is used, or the right tool is used improperly.  Injury from continuous vibration can also cause numbness or poos circulation in hands and arms.

· Eye injuries can be caused by flying chips of wood or metal, often causing needless and permanent blindness.

· Broken bones and bruises can be caused by tools slipping or falling from heights, or even by throwing.
By following these precautions, you can help prevent injuries and provide a better workplace for everyone.

Remember, an ounce of prevention is worth a pound of cure!
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