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INTERNAL COMMUNICATION

To: Property & Cleaning Services Colleagues & Sub-Contractors

	Hi team, today we’re going to focus on equipment safety and the importance of caring for our tools and machinery. Taking the time to understand how to operate equipment safely will help us all go home safe every day. Let's break it down into some key points.

Understanding Equipment Risks
Every piece of equipment we use carries risks, whether it’s a simple hand tool or heavy machinery. Recognizing these risks is crucial for safe operation and here are some common risks associated with equipment:
1. Improper Use: Using equipment in ways it wasn’t designed for can lead to accidents.
1. Regular checks: Equipment that isn’t regularly checked can malfunction.
1. Lack of Maintenance: Equipment should be serviced and maintained as per manufacturer’s instructions.  
1. Environmental Factors: Conditions like wet floors or icy surfaces can contribute to slips and falls.

Proper Equipment Use
Knowing how to use our tools effectively is vital for safety and here are steps you should follow:
1. Read the Manual: Always familiarize yourself with the operator’s manual. This document has valuable information on proper operation and safety measures.
1. Follow Safety Procedures: Always adhere to established safety protocols and guidelines. If you’re not sure about something, ask someone with more experience and/or use resource o-line.
1. Wear Appropriate PPE: Personal protective equipment like gloves, helmets, and goggles can prevent injuries.

Regular Maintenance is Key
Keeping equipment in good working condition prevents accidents. Here are maintenance steps everyone should follow:
1. Conduct Daily Inspections: Before using any equipment, do a quick visual inspection. Look for wear and tear, leaks, or loose parts.
1. Schedule Routine Maintenance: Regular checks according to the manufacturer’s recommendations will help spot issues early.
1. Keep Equipment Clean & Dry: Clean equipment after use to prevent build-up and wear over time. A clean machine is less likely to malfunction.

Safe Movement and Operation
When you're operating equipment, understanding its limits is essential. Here's what you should consider:
1. Know Load Limits: Each piece of machinery has a maximum load capacity. Never exceed this limit, as it can lead to equipment failure.
1. Keep to Designated Areas: Only operate equipment in designated safe zones to avoid accidents.
1. Clear Communication: Always communicate with your team, especially when using large machinery or moving heavy objects.

Common Equipment Examples and Best Practices
Let’s discuss a few types of equipment and how we can best ensure safety with each:
1. Power Tools: Always inspect cords for damage, and ensure guards are in place before using. Unplug power tools when not in use.
1. Hand Tools: Keep them in good condition. Avoid using damaged tools as they can break and cause injuries.
1. Faulty or Damaged Equipment: If in doubt, do not use any equipment that is or looks like its damaged. Equipment can be replaced but people can’t.

Emergency Procedures
Even with all precautions, accidents can happen. Be aware of what to do in case of an emergency:
1. First Aid Kits: Ensure that first aid kits are easily accessible and stocked with necessary items.
1. Emergency Contacts: Know who to contact in case of an incident which you will find at site and on the HSE information poster. 
1. Reporting Incidents: Always report any accidents or near misses to your supervisor immediately and complete the accident form.

Conclusion and Team Accountability
Equipment safety is not just the responsibility of one individual: it’s a team effort. Let’s all commit to being vigilant and proactive about our equipment and our safety. By following these guidelines, we can help ensure a safer working environment for everyone.
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Have a good day…

Warmest regards, 
 
Property & Cleaning Services | McSence Group 
McSence Business Park | 32 Sycamore Road, Mayfield, Midlothian, EH22 5TA
T: 0131 454 1520 | 1513 | 1514 | 1507 
Office Hours: 7.30am to 4.00pm Monday to Friday 
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