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Introduction

This handbook outlines the general safety rules for grounds maintenance staff working at “Organisation Name”.  “Organisation Name” will review this handbook on a regular basis and where appropriate issue a new handbook to staff.  
It is expected that grounds maintenance staff will read the handbook and ensure that they follow the rules outlined. Failure to do so may lead to the staff member being asked to leave the workplace.

Thank you for your cooperation with ensuring that “Organisation Name” provides a safe work environment for all concerned.
Disclaimer

This handbook does not remove the obligation on the employer to conduct risk assessments and complete safe work method statements or provide training to staff in the procedures developed.
CEO
General safety rules

· Read the equipment owner’s manual prior to use

· Use the right equipment for the job at hand

· Inspect the equipment before each use

· Know how to control and stop the equipment quickly

· Wear personal protection equipment (PPE), as necessary

· Eye protection

· Hearing protection

· Long pants

· Sturdy shoes

· Work gloves

· Apply sunscreen to exposed areas of skin 20 minutes prior to starting work and every 2 hours thereafter

· Be careful to avoid fatigue and heat stress
· Drink plenty of water

· Seek shad during the middle of the day

· Take breaks

· Do not operate powered equipment if you are tired, sick, or taking medication

· Take special precautions when working with electrical equipment.  If you are using an extension cord, take care not to accidentally cut it.

· Do not smoke around petrol operated equipment.  Allow hot equipment to cool before refuelling

· Make sure all guards are in place and in good condition

· Keep pedestrians and bystanders at least 3 metres away when using powered equipment.
Specific safety rules
Electrical equipment

All portable electrical equipment such as drills, grinders and extension leads must be in good order and appropriately tested and tagged.
Machine guarding must not be removed from equipment.
Motorised equipment

· Excavators and backhoes are only to be operated by certified operators.

· All equipment is to be used only for the purpose for which it was designed.
· All guards are correctly fitted and in place.
· Passengers must not be carried on these plant items.

· Motor vehicles are to be driven only by staff with appropriate licences.
· Fuel, oil, water, brakes and warning systems must be checked prior to use.

· Personal Protective Equipment, ie. hearing and eye protection, gloves are to be worn as specified for each equipment item.
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All ladders must be tied securely and safely in position.  

All ladders used on electrical work must be of wooden or non-conductive material construction.

Height safety
Where a staff member is required to work above 2 metres from the ground, appropriate height safety strategies such as use of scaffolding and/or fall restraint equipment must be implemented.
Asbestos management

Where a staff member is required to drill, cut or otherwise remove any building material they are required to consult the company’s Asbestos Register in order to ascertain if any asbestos is present in the material prior to commencing work, and to implement appropriate asbestos management procedures if asbestos has been found to be present.
Smoking

Smoking should not occur near any petrol filled devices.
Chemicals / hazardous substances
· Only approved chemicals are to be used at “Organisation Name”.
· Staff must always use the least hazardous chemical that will give the effect required.
· The products to be used must be listed on the Safe Work Method Statement.
· Material Safety Data Sheet (MSDS) must be provided for all products used.
· All chemicals must be in original containers with labels intact – check regularly for leaks or container damage.

· If products are required to be decanted then the new container must be labeled in accordance with WorkCover guidelines.  Products must not be decanted into food containers.

· All chemicals must be securely stored in a locked container.
· Ensure only trained staff use pesticide poisons

· Use pesticide poisons for the purposes stated on the label only

· Mix pesticide poisons carefully (outdoors if possible), keep off skin, and avoid breathing dust or vapours.  Use PPE including respirators for toxic chemicals
· Set aside a special set of mixing tools for use with sprays and dusts only and keep with the chemicals

· Avoid spilling.  If chemicals do spill, wash hands at once with soap or water and read MSDS regarding clean up procedures

· Never eat or smoke whilst spraying or dusting

· Someone should always be “in attendance” when pesticides are being used.

· During application stay out of the spray drift.  Avoid outside application on a windy day.

· If pesticide poison gets on skin or clothing, immediately remove clothing and take an all-over shower ensuring hair is shampooed and skin is washed with soap and water.  Wash clothing before reuse.
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· Keep hand tools in good condition.  Replace split or rotten handles.  Keep blades sharp.

· Buy tools which fit your needs and your build.  For example if you are tall, choose tools with handles that are long enough to prevent you from stooping over your work.

· Never leave a rake, shovel, or hoe on the ground facing up.
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· Conduct a pre-mowing inspection of the lawn and remove any debris, rocks, limbs, or other items that could become a projectile.  Look for concealed hazards such as holes.

· Keep hands and feet away from moving blades.

· Guards must be kept in place whenever the mower is operating.

· Do not use when the grass is wet and slippery.

· If the grass is damp or high, cut at a slower speed and set the cutting height higher than for dry grass.

· Fill the tank with petrol before beginning work so as to avoid filling when tank is hot.

· Replace loud or noisy mufflers.

· Shut off the engine before unclogging, servicing, or adjusting the mower and before removing the grass bag.  For added protection, remove the ignition wire before working on the machine.

1. Riding lawn mowers.

· Ensure staff are fully trained prior to using the equipment

· Before starting the engine, make sure the transmission is out of gear and the mower blade clutch is disengaged.

· Never allow extra riders on the lawn mower

· Slow down when turning and when working on slopes.  Mow up and down slopes rather than across them.

· Always look behind you before backing

· If you hit a large rock or stump, stop the mower, turn off the engine and inspects the blades and shaft.  Replace damaged blades

· Never leave a running lawn mower unattended.  Before leaving the seat, park the mower on a flat area, disengage the mower blades and remove the ignition key.

· Ensure adequate maintenance.

2. Walk-Behind Mowers

· Wear sturdy shoes with good traction.  Never wear sandals.

· Do not bypass the safety device that stops the blade when the operator releases the grip on the handle

· Mow across slopes rather than up and down slopes

· Work slowly and patiently when mowing tall grass or tough weeds.  Forcing the mower may cause repeated clogs and engine stalls.

· Never leave a running mower unattended.  If you stop momentarily, cut the throttle to idle and make sure the mower will not roll away.
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· Stay alert while sawing.  Most injuries occur below the waist when the operator is not paying attention.

· Do not use a chain saw alone.  Have someone else stand nearby in case of an emergency.

· Choose and inspect your chain saw carefully:

· Use the correct size chain saw for the job at hand

· Ensure that the chain is sharp and the tension is taut

· Ensure that smaller chain saws have a safety tip to prevent kickbacks (kickbacks cause one third of all chain saw injuries)

· Wear a hard hat to protect you from falling limbs

· Always operate a chain saw with two hands

· Limbs that are at shoulder height or higher present a special safety problem.  Use a ladder so that the saw is at a lower and safer position relative to your body

· Never allow the tip of a running chain saw to touch the ground as this could cause serious kickback.

· To avoid kickback injuries, stand to the side of a running chain saw.  Do not stand directly behind it.

· Move brush and limbs as you work to maintain a clear operating area.
· Never force a chain saw through a limb

· Never stand on a log or limb while cutting it.
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· Follow all manufacturers’ safety precautions.

· Always walk towards your work when using a power leaf blower – do not back away from your work.

· Wear required PPE
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· Guards should be kept in place and in working order.

· Avoid touching rocks, debris, and gravel with trimming equipment due to potential for kickback.

· Make sure all screws and chains are tight – they may loosen due to vibration.

· Walk towards your work.  Do not back away from your work when using a trimmer.
Spiders and Snakes
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Staff need to take special care if working in areas known to be infested with potentially venomous spiders and/or snakes.  Shoes should not be stored on the ground and should be checked before putting on.  Leather gloves should be worn when picking up mulch etc.  Never put your hands where you can’t see.  Store supplies off ground level.  Staff should be trained to recognise the dangers and in applying appropriate first aid treatment.
Emergency procedures
“Organisation Name” has prepared management plans to address emergencies in the workplace e.g. fire, explosion, personal threat and medical situations.  In case of emergencies off site the supervisor will advise of appropriate action and, staff should contact the “Organisation Name” office for any further advice as to how to proceed and follow the directions provided.

Identifying & reporting hazards

Before starting work take 5 minutes to identify hazards and plan your work.

1. Stop, step back, observe

2. Walk through task

3. Identify hazards

4. Control and communicate

5. Safely complete task

Report all hazards that you can’t fix to the “Organisation Name” office.
Complete the hazard reporting form to ensure that “Organisation Name” can rectify hazards identified.

Reporting incidents & first aid 

If assistance is required, staff should access the first aid kit carried on their work vehicle and call the “Organisation Name” office. An ambulance will be called for serious incidents.

Staff must report all incidents to “Organisation Name” office and complete an incident report form within 24 hours of the injury.
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