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'SAFETY FOR SITE USERS

ARRIVAL
1. No smoking on si.
2. Wear high visibilty waistcoat,
On landiil sites wear safety hats and boots.
Drive siowly onto weighbridge.
Hand in Transfer Note
Proceed as cirected by site staf
Only Drivers may loave cab.

DRIVING ON SITE

1. No overtaking on ste.

2. Obey speed restrictions and fraffic signs.
3. s correct gear at al fimes.

4. Take exira care when reversing

5. Watch out for people on foot

G A
1. Stop at Quave-Point as indicated.
Unsheet load as required.
Go 1o bay as directed: do not stray into next bay.
. Ensure vehicle is lovol befor tipping
Do not leave immediate area of your vehicle.
Lower tip body and fasten tallgate before moving,
8o on the lookout for other vehicies.

DEPARTURE
1. Leave by main accoss road.

2. Do not obstruct access by stopping o cha.
3. Use wheel wash If requested.

4. Drive slowly onto weighbridge.

GENERAL

1. No fotting on site.

2. If tow required signal to machino oporator DO NOT LEAVE VEHICLE. Connect tow fope to
your vehicle when requested fo do o and retum 1ope o machine on completion.

3. I bad visibiity use vehicie ights.
4. Do not crop emply skips except in skip compound.
5. Think safely at al imes.

DEVON WASTE MANAGEMENT
14 Ok Tree Place
Manaton Closo
Matford Business Park
Exeler EX2 8WA
Tel: 01392 666431
Fax: 01392201344
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Useful telephone numbers

	Mark Kentell
Head of Service


	01271 388200

	Paul Burton 

Service Manager 


	 01271 318527

	Vacant
Service Manager
	01271 

	Steve Howlett

Fleet Contract/ Yard Manager
	01271 318515

	Christine Birch

Business Support Manager


	01271 388373 

	Hedley Follett
Supervisor (Refuse)


	01271 318558
07703 769124    

	Suzie Norris
Supervisor (Recycling)  


	01271 318523   

07876 866921

	Peter Sheppard 

Supervisor (Yard)


	07970 359754   

 01271 318511

	Adrian Brookman
Supervisor (Cleansing)


	01271 318512
07584 527340

	Trade Waste 


	01271 318508 /509/318521

	Sickness Reporting number
	01271 318514


PLEASE ADD YOUR MOBILE NUMBERS IF NOT SHOWING
PART A – HANDBOOK

Guidelines affecting all staff 

These guidelines form part of your Terms and Conditions of employment.

· Accidents

All accidents must be reported to the office or your Supervisor/ Line Manager, whether it is a vehicle or personal injury (no matter how minor).  An Accident / Incident form must also be completed for insurance purposes and near misses.

Staff who continuously have accidents may be sent for additional driver assessment or be subject to disciplinary action. Reversing incidents will be investigated.
· Alarms / CCTV

Surveillance cameras cover all areas of the depot and some vehicles. This is used for security and safety purposes. Footage will also be used to combat any fraudulent insurance claims. Any information recorded by the system can be used for disciplinary purposes and may also be shared with enforcement organisations if an offence has been committed.
There is a fire alarm at the depot. On hearing the alarm, you must stop what you’re doing and leave as quickly as possible and meet at the muster point either in the main car park or at the bottom of the site by the rear car park. Do not stop for personal belongings or return until authorised to do so.

There is also CO2 detection system in the Process Hall, on hearing this alarm, vacate the process hall and assemble near the weighbridge. 
· Breaks

All staff are entitled to a 30-minute break. This can be split in to two breaks if you prefer. 

You should aim to take your breaks at the half way point of your shift. You must have a break after a maximum of 6 hours.
· Cleaning

Vehicles must be cleaned inside and out once a week. Spot checks will take place by your Supervisor/Manager. LGV crews should also clean behind the ejector plate and carriage plate on refuse vehicles. Romaquips must clean out debris from underneath the scissor lift on a weekly basis. On every Friday, scissor lifts must be left in the up position so a supervisor can check for cleanliness.  
· Clocking In
It is an offence to clock anyone else in or out.  Doing so will result in disciplinary action.

· Conduct

The Councils code of conduct states “The Council expects… to portray a professional approach” and “must act responsibly in a way that will not bring the Council into disrepute”. This also includes when you are outside of work.

· Confidentiality

As per your Terms and Conditions of Employment, any information regarding the Council, employees or members of the public is confidential and should not be divulged to any third parties including the media.

· Contacting the Press or Media

North Devon Council has a Communications Team who is responsible and oversees any contact with the press or media.  Employee’s should contact the NDC Comms team before commenting on any press/media forum.
· Customer Care

You must adhere to the Councils standards on customer care as laid out in 'Customer Care Guidelines' on our internal website.

· Driving Licences 
Driving licences must be brought in to the office annually when requested to be checked. Any changes to your licence should be reported to the office immediately. A declaration form must also be signed identifying any medical conditions that may affect your ability to drive. 
· Driver CPC

Drivers are required to complete 35 hours training every five years.

NDC will provide access to a suitable amount of training courses to enable drivers to meet the required hours. However, should drivers fail to attend these courses you will be expected to fulfil the legal requirement in your own time. Drivers failing to complete the legal requirement by the end date on your DQC card will not be permitted to drive. You must carry your DQC card at all times when driving.
· First Aid – DIAL 1991

If you require emergency first aid whilst working out on the rounds dial 999 and request an ambulance.

The Works Unit office based first aider is Paul Burton. Fire extinguishers are available in all vehicles. It is the driver’s responsibility to check the expiry date of their personal first aid kit and replenish used items or those that are out of date.
· Holiday

The holiday year runs from 1 April to 31 March.
Holidays are always authorised in line with operational and staffing requirements. 

Never book your holiday first without having written confirmation from the office that you are allowed the time off.

Notice period: should be a minimum of one weeks notice regardless of the number of days requested. Leave requests with less than 5 days notice should be made to the Service Manager – leave requests for more than 10 days should be made in writing to the head of service.
· Holidays will be allocated on a” FIRST COME FIRST SERVED” basis. 

· Where there are multiple requests received at the same time for the same holiday dates, a second criteria will be used; 

· Those who did not have the same week in the previous 2 years will have priority as the second criteria. 

· In the unlikely event this does not reduce the authorised numbers, names will be drawn out of a hat, in other words, it will be totally random.

Requesting a holiday does not guarantee it will be authorised. 

Authorisation also depends on who else is already off from your round/section. Management reserve the right to limit the amount of staff off at certain times, or to allow additional staff leave for special circumstances.

Bank Holidays/Saturdays – If you want to take the Saturday off around the bank holiday (contractual working day) when you would normally be expected to work, you need to book the whole week off.

If you have special events like big family holidays, these will be given special consideration. As much notice as possible would be appreciated.
· Issues
If you have any issues, problems or suggestions you can raise them via a Supervisor/Manager, Bartec.
· Lockers

Lockers are only to be used for storing PPE/clothing.  Management reserve the right to access lockers with the user present.  Storing any unauthorised/illegal items is not permitted and may result in disciplinary action.

· Mobile phones

Unless your vehicle has a hands free kit, you must pull over to a safe place and turn the engine off before making or answering calls. This is a legal requirement. SIM cards are not to be removed or swapped with other phones.  Any faults must be reported immediately.  Mobile phones must be charged and switched on at all times during your working day.
· Overtime

Overtime forms must be signed by the relevant supervisor within 24 hours of the time worked, ideally the same day;

If the relevant supervisor is not available, speak to a Manager. 

Please ensure the yellow claim forms are fully completed including detailed reasons. These forms must be presented before the 10th of each month to ensure payment in the following wage run.
· Payday

Payday is on the 25th of each month unless the 25th falls on a weekend or bank holiday, in which case you will get paid on the last working day before the 25th. December payday will be notified in November and depends on what day of the week Christmas Day falls on.

· Uniform and Protective Personal Equipment 

Uniform and Protective clothing MUST be worn at all times while at work. This is for your protection and to identify you to members of the public. 

You must always wear the correct PPE/uniform for the task, i.e. boots, gloves, goggles, ear defenders etc. Hi-vis jackets or waistcoats must be worn. It is your responsibility to keep your PPE/uniform clothing clean, as dirty clothing may not meet hi-vis regulations. However, this does not necessarily mean changing gloves on a daily basis. You are not permitted to wear any PPE/uniform clothing provided by NDC in your spare time (apart from travelling to and from work), or whilst working at another job. You must not deface your uniform in any way, i.e. cutting off sleeves, removing the Council logo etc. Shorts will not be permitted at any time throughout the year. 
This includes the operational areas of the site (between the two grey gates).
· Private Use and Passengers

You are not permitted to use vehicles for private use. Passengers are not allowed in NDC vehicles unless they are staff or authorised contractors. Unauthorised passengers are not insured.
· Salvaging

Anything put out for rubbish/recycling collection, or in the depot stockpile is the property of NDC and should not be taken or removed.

· Set Routes

Drivers are not permitted to deviate from their set routes without the permission of their Service Manager or relevant Line Manager/ Supervisor, e.g. taking a vehicle somewhere to go shopping, or to your home.

· Sickness – Telephone :  01271 318514
If you cannot attend work due to ill health, you must ring in on your 1st and 4th day (on the number above) and speak to a Supervisor before your contracted start time. 

You must speak to a Service Supervisor / Manager.

You should also ring in later the same day (before your shift finish time) to confirm whether you will be back the following day. Alternatively, unless you are signed off sick for a certain period, Supervisors ‘may make reasonable contact’ with you to check if you will be returning to work the following day. If you are off sick you will be required to have a 'return to work' interview, when you come return.

· Smoking

Smoking is not permitted in any council building, vehicle or whilst working. This is a legal requirement. However a smoking area is provided outside the canteen. You must dispose of cigarette waste correctly without littering. Electric cigarettes are currently classified the same as normal cigarettes.

· Staff Behaviour

You are a representative of North Devon Council and are therefore expected to treat the public and their property with respect. Everyone should adhere to the Council’s Code of Conduct.

· Vehicle Defect Checks

You must fully complete a daily defect sheet at the start and finish of each shift, for every vehicle you use. Information should be printed and clearly legible. 

If your vehicle has a defect, a ‘defect form’ must be put into the workshop with the vehicle keys. Please contact the workshop manager/supervisor to report the defect. You must also inform your supervisor who will find you an alternative vehicle.

Drivers of refuse/recycling and sweeping vehicles must sign (in and out) the 'vehicle/driver daily log sheet' every day to indicate which vehicle you are driving.

LGV Drivers Record Book (W20) must be completed weekly and handed in to your supervisor/office. 

Vehicles are the property of NDC, so you are not permitted to decorate them with flags, stickers, toys, lights etc. Vehicle dashboards and windscreens must be kept clear of paperwork, food remains, cups etc. VOSA can pull vehicles over if they think visibility / de-misting has been impaired.

· Vehicle Keys

All keys must be returned at the end of your shift and not left in the vehicle, or taken home, unless instructed by management.
If the vehicle has a defect, place the defect sheet and the keys in the workshop. 
· Bartec/Vehicle Trackers
Most vehicles are now fitted with Bartec units. This provides you with your workpacks for each day.

It also provides us with general tracking information. Any tampering with the tracker system is classed as gross misconduct. Any information gathered could be passed on to insurance companies or the Police. It can also be used in disciplinary procedures.  Anyone travelling in a Council vehicle must adhere to all relevant traffic laws. If your vehicle has an in cab display you must log in every time you use that vehicle. 

· Workshop
The workshop is now leased out to, and run by SFS. NDC staff are no longer permitted into the workshop with an invitation from the Supervisor/Manager 
· Weighbridge
When using the driver operated post you must log in using your own driver ID number as supplied by the office. 

Vehicle weights must be recorded accurately for legal / O licence requirements. 

Only trained personnel are permitted to operate the weighbridge. If in doubt contact your supervisor.

· Saturday Working
Saturday working on Refuse & Recycling is not classed as ‘task and finish’. This is a normal contractual working day. Should rounds be completed early, for reasons of colleague convenience & overall cost saving, then management, by service type, may allow staff to leave early.  

Guidelines for Refuse / Recycling Staff

Refuse/Recycling staff start time is 06:30/ 07:00am unless authorised by management.

· Bartec
   The In-cab unit is a colour touch-screen display that shows the driver everything they need to know about the route. The built-in GPS not only provides vehicle tracking but ensures the screen shows only the premises or jobs of immediate interest.
Bartec is a paperless system used to control all Domestic waste & Recycling services, with the key benefit that it will reduce the amount of “missed collection” requests if correctly operated by the crew. Our customer service team will always take into account any information provided by our crews via Bartec before committing to remedial actions. 
Reporting street or premises events like contamination, blocked access at the touch of a button provides information immediately to our back office/customer services teams, equipping them with accurate & up to date information that promotes better service delivery.
Crews view and execute their daily work, job by job via a workpack. These can be changed while “on the move” allowing jobs to be reassigned from other crews. 

Managing the subscription based Green collection service is easily identified in-cab once payments are received. 
· Assisted Collections

Assisted collections will be highlighted on Bartec with a “handshake” icon.
Drivers must make sure that any new loaders are aware of all the assisted collections. All bins / containers must be returned to their original location.

· Deepmoor/ Suez Transfer Station
Staff must follow the site rules at all times. Loaders should not travel to the tip if possible. Loaders should be left to load with another vehicle or dropped off at the depot. Staff are not permitted to leave the round (e.g. go home) while the lorry goes to the tip. Any damage caused to the lorry at the tip face should be recorded in their site diary and then reported to management on your return to the depot. 
Only the driver is allowed out of the vehicle on these sites and must wear a hard hat.

· Missed Collections
    Where waste or recycling is not presented at the time of collection, recording “not out” on Bartec will substantially reduce the amount of alleged missed collections. 

    Where “not out” is not recorded & we receive a subsequent contact claiming a missed collection, we will have to return within 5 days to collect.

    It may not be possible to identify individual properties that have not presented at collection points.
· Overweight Vehicles

Vehicles must be weighed in and weighed out. Under no circumstances should vehicles be loaded over their gross vehicle weight. Staff are not permitted to tamper with the weighing equipment on the vehicle. Any cases of overloading will be investigated and could lead to disciplinary action being taken.

Having the weighing system is just a guide for the driver and does not remove your responsibility for ensuring the vehicle is operating legally.

Faulty weighing systems must be logged as a defect and reported to the workshop immediately.

· Reversing

Due to the risk of death or injury, drivers must at all times (unless it is too dangerous to do so), use a Reversing Assistant (when available) for the whole reversing manoeuvre, even if a camera is fitted. Even in the yard where the railway sleepers are behind you. All accidents that occur during a reversing manoeuvre will be investigated.
· Rounds

Collection rounds should not be altered without consulting with the supervisors/managers.
When you have completed your workpack, please ring the office before leaving the collection area.

You may be required to support a nearby colleague, in which case you can sign into their workpack & have visibility of what’s left to be completed.
· Wheelie Bins
Bins must not be left in front of people’s drives or parking spaces; it may cause a safety risk if people need to stop their cars in the road to move them. Please think about the customer.
Guidelines for Toilet Cleaners

Start time is 6.00am unless authorised by Management.

· Safety
If your vehicle breaks down out-of-hours, contact 07825 366772, or 01604 234601.
If recovery is needed then SFS will organise this.

Police contact numbers:

Middlemoor  
0845 2777444

Barnstaple 
 
01271 335229 / 101

Ilfracombe 
 
01271 818220

Braunton   

01271 818220

South Molton  
01769 572221

· Chemicals

Some chemicals can be hazardous.  Please make yourself aware of the COSHH regulations (in your vehicle), risk assessments and safe handling procedures, in case of spillages and contamination.

Sharps kits (tweezers, gloves, sharps box) must be used when handling needles or syringes.

Van contents should be checked regularly to ensure correct contents and stock levels are being carried.

Guidelines for Sweepers

Start time is 6.00am unless authorised by management.

· Drivers

Only drivers trained to drive the sweeper may do so. 

· Safety
If your vehicle breaks down out-of-hours, contact 07825 366772, or 01604 234601.
If recovery is needed then SFS will organise this.
Police contact numbers:

Middlemoor  
0845 2777444

Barnstaple  

01271 335229 / 101

Ilfracombe  

01271 818220

Braunton  
 
01271 818220

South Molton  
01769 572221

Guidelines for Office Staff.
Full time staff work 37 hours per week.

Start and finish times to be agreed by management around the core times of 9.00am and 4.00pm.

Office cover is available between 6.00am and 5.00pm.

All staff must undertake the Safe Workstation Assessment on an annual basis.

· Annual leave
Holidays will only be authorised if sufficient cover is available within the office.
· Breaks

Staff should arrange their lunch breaks between the times of 12.00 noon and 2.00pm to ensure the phones are covered at all times.

· Fire
All office staff should make themselves aware of the fire evacuation procedure and locations of the fire exits, fire extinguishers and assembly points.

The assembly point for the Waste & Recycling yard is just outside the barrier gates, towards Saunders yard.
· Safety
Staff must make themselves aware of the Lone Working Policy and risks involved, as well as manual handling and workstation assessment guidance (available on Insite).

Appendix 1 

Site Rules:  Brynsworthy Environment Centre

Opening Hours

The building will be open weekdays 06:00 - 18:45. 

Access outside of these times is by arrangement with Line Managers and the Facilities Management Team.

Access  Will be achieved by way of the ID card entry system. Your ID card is programmed to allow you access to certain areas. If you feel you need access to additional areas, please speak to your Supervisor/Manager who will be able to organise this. 
ID cards to be carried with you at all times.
Security

There is 24 hour CCTV coverage of the site and an external security firm carries out random security checks.

Visitors

Visitors must sign the visitors’ book on arrival/departure (excluding delivery/collection drivers).

All visitors to the site must report to the supervising officer for the service they are visiting on arriving and departing the site.

Visitors must follow the direction of supervising staff at all times.
The Working Areas 

Access to the north end of the site, including the access roads, Main Hall, Workshop, Waste Transfer Station and Weighbridge Office, is prohibited without the express permission of the supervising officer. 
Management

Property & Technical Services are responsible for the management of the site. 

Works & Recycling Management is responsible for the day to day running of the working areas of the site.

Fire, Emergencies and First Aid

Evacuation

Familiarise yourself with the location of the assembly points. The alarm system will be tested every Friday between 9am – 10 am. You do not need to take action.

First Aid 

A treatment room is provided on the lower ground floor next to the canteen. First aiders can be contacted on 1991 from an internal telephone line.

Smoking

It is illegal to smoke in any vehicle or buildings on the site, and we discourage people from smoking.  However you may smoke if:

· you use the designated area, to the left of the steps near the canteen located at the west end of the lower ground floor corridor.

· you ensure all smoking material is fully extinguished and placed in the bin provided.
Vape or E-cigarettes are classed as cigarettes in relation to these rules.

Health & Safety

[image: image13.wmf] When walking between car parks:

       Only use the marked walkways and road crossing points and be aware of heavy vehicle traffic.

    Driving on-site:

You must drive onsite in accordance with the Highway Code. In particular there is:
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Hi-visibility clothing and protective footwear must be worn (This includes office based employees):
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Complaints/Suggestions

If you wish to raise any issues during your time on site please do so through your supervising officer, otherwise you can do so via email to: brynsworthystaff@northdevon.gov.uk
Site Rules:  Deepmoor Landfill Site
Below are site safety instructions for visiting drivers plus traffic management plan for RCV’s.  

All RCV drivers are supervised while on site by a member of staff plus 2 CCTV cameras at all times.  This is for your safety and ours.

Hard hats are now a requirement when visiting the site.
Only drivers are permitted to get out of the vehicle.
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TRAFFIC MANAGEMENT PLAN FOR R.C.V’s

ENTERING AND EXITING THE DEEPMOOR COMPOSTING FACILITY AT HIGH BULLEN
SPEED LIMIT ONSITE IS 5 MPH MAX

R.C.V will enter premises via the main gate and STOP. They will wait until traffic light indicates green, and then proceed onto weighbridge and STOP.

Having been weighed the driver will then be directed to exit the weighbridge by Viridor Staff via the intercom. Proceed to the entrance of the reception building and park up, ensuring safe walking route and access for compost tractors are kept clear. One person from the RCV will collect weighbridge ticket from office using safe walking route. He/she will then return to vehicle.

Once reception building door has been raised, the RCV will enter reception building as directed by Viridor Staff. When vehicle is inside, reception building door will be shut. The RCV will then position itself in the unloading area as directed by the operator. Only then will the back of the vehicle be raised.

Whilst ejecting the load the driver will pull forward slowly as directed by Viridor staff, until load is fully ejected. Once complete, one person from the RCV will get out whilst wearing full PPE and hard hat and close the back of RCV.

Once back of vehicle is closed and locked into place, the RCV will proceed to the wheel wash area, where wheels will be washed using high pressure jet wash.  Hand brake to be applied and engine turned off during wheel wash. Once complete, reception building door will be raised, RCV will exit building and site as directed by traffic light system. 

Deepmoor operates a 10 day tare system.  When a re-weigh is required drivers will be informed on entry to site.  On exit you will be required to drive back onto weighbridge, and have tare weight recorded. One person from vehicle will collect ticket from office using safe walking route and exit the site.

Unit Manager:
 Graeme Buckman

Site Supervisor:
 Colin Gardiner
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Site Rules:  Seven Brethren Civic Amenity Site
Site Rules:  Seven Brethren Civic Amenity Site

Currently available in the office.
Site Rules:  Killacleave Civic Amenity Site
Currently available in the office.
Site Rules:  Newbery’s
Currently available in the office.
PART B 

Health & Safety

Information
THINK SAFETY
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For Yourself

The Crew

And

The Public

Introduction

This handbook is provided to help you carry out your day-to-day duties in a safe manner. 

It does not replace the Health and Safety Information sheets, which will be issued to you separately.

The service, which you provide to the residents of North Devon, is very important and is highly regarded by the public. 

It is essential that as employees of North Devon Council working in the public eye, you do not become complacent or careless because this may put you, your colleagues and the public at risk.

Please ensure you understand the contents of your Health and Safety Information sheets and only use this handbook as an aid to remind yourself of those practices.
REMEMBER WE ARE ALL RESPONSIBLE FOR EACH OTHERS SAFETY

Keep up the good work –

but stay safe
01   Do’s & Don’ts

· DO use Reversing Assistants always, unless unsafe

· DO watch out for children

· DO check bin weight

· Know your own limit

· Dip n Drive

· DO wear Hi-Vis kit, safety footwear and gloves

· DO watch out for traffic

· DO stand back from lifts when in use

· DO belt up when traveling in the vehicle

· DO report accidents

· DO report defects

· DO wash hands before eating food

· DO have vaccinations for Tetanus, Hepatitis B
· DO read Handbook and Safe Working Practices
· DO use what you learnt during Health & Safety Training
· DO be polite
· DO ask if in doubt
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· DON’T jump out of vehicles
· DON’T have toys/stickers/flags in or on the vehicle
· DON’T ride on the outside of any vehicle
· DON’T walk under raised bins or raised hopper
· DON’T enter the vehicle body with engine running

· DON’T reach into the hopper or bins

DON’T use mobile/ear phones while driving/loading

DON’T eat food, drink with dirty hands, or smoke

· DON’T mess about/play tricks

· DON’T rush, as it may lead to an accident

· DON’T leave the vehicle unattended

· DON’T be rude or aggressive to the public

DON’T use equipment that you are not trained on

DON’T walk directly behind the vehicle, out of vision of the driver, when the vehicle is reversing

02   Manual Handling

Make the job easier and safer by using the correct lifting techniques.
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· Don’t reach across the body
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· Dip and drive with the legs

Before you move anything 

STOP and THINK about: -

The Task

- Distance to be moved?

- How am I going to move the bag, wheeled bin,  and box or white goods?

- Can I avoid twisting?
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The Individual  
- Everyone is different




- Know your limits




- Do I need help?
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The Load

- Weight and contents




- Are there any sharp edges?




- Size, shape or is it awkward to hold?
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The


- Weather conditions
Environment
- Obstructions

- Uneven surface, steps, kerbs and limited       access
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[image: image33.wmf]When lifting use legs to lift:


· DO place one foot forward


· DO unlock the knees

· DO dip and drive

· DO turn by moving your feet
· DO keep the load close
[image: image34.wmf]
· DON’T lift with feet in line

· DON’T use the back to start the lift

· DON’T twist

· DON’T reach to lift

Manual Handling of Bags

Don’t carry too many bags at once.

Handle bags with care as they may contain sharp objects.

Be aware that the bags may suddenly split and spill the contents.

[image: image35.wmf]How to handle bags: - 

· Unlock the knees
· Have one foot forward
· Drive the lift with the legs
· Check the weight and condition
· Carry a similar weight in each hand
· Get close to the load, don’t over reach

· Get a firm grip of the load from the top

· Only carry what you can comfortably manage

· Move your feet to turn – DON’T TWIST YOUR BODY
· Watch out for obstacles whilst walking with the bags

· Never throw a bag into the hopper by holding the base of the bag.

Manual Handling of Boxes

Boxes may be heavy, laden with paper or contain various recyclable materials, including broken glass.
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Lifting boxes: -

· Check weight

· Unlock the knees

· Place one foot forward

· Dip and drive with the legs

· Keep the load close to you

· Only take what you can manage

· Lift using your legs and not your back

· DO NOT TWIST – turn by moving your feet

· If the paper box is heavy, carry as a box without handles

Handling of Wheeled Containers: -
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· Unlock the knees

· Get close to the load

· Use both hands on the bin

· Check the container weight

· Put one foot against a wheel

· Keep one foot in front of the other

· Always start the movement with the legs

· DIP AND DRIVE, whether pulling or pushing

Use your leg muscles to help you, as back, arm and abdominal muscles are weaker.
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03   Reversing of Vehicles & Use of 

       Reversing Assistant/s

Drivers STOP and THINK before reversing.  

Use Reversing Assistant/s to:

· prevent members of the public being injured whilst the vehicle is reversing.

· warn the driver of other hazards and assist if necessary.

When to use Reversing Assistant/s

At all times on reversing manoeuvres unless unsafe.

Where to use

The Reversing Assistant/s should position themselves behind and to the side of the vehicle.

REVERSING ASSISTANT/S SHOULD NEVER STAND DIRECTLY BEHIND THE VEHICLE
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Only trained Reversing Assistant/s can assist with the reversing of vehicles.

If the driver losses sight of the Reversing Assistant, they must stop at once.

STOP

+ SHOUT

STOP!

Positions When Reversing Vehicle

Remember – When Reversing

Agree with the driver who will stand where.

The driver is only to reverse when the Reversing Assistant is in position and has signalled to start reversing.

NEVER load while the vehicle is reversing.

NEVER walk backwards whilst giving signals.

Ensure the driver can always see you in the mirror/s.

Remain vigilant and observant whilst reversing.

Avoid Distractions

The crush zone is: -

· The area immediately to the rear of the vehicle.

· Any immovable surface and the vehicles etc (rolling injuries)
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04   Welfare

Health & Hygiene
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clothing




Hand washing facilities/sterile wipes and a first aid box are provided with each vehicle.

Always maintain high standards of personal hygiene.  Before eating, drinking, smoking, after going to the toilet, or touching your face for any reason, wash your hands first.

Waste may contain bacteria, mould, fungi, chemicals, or animal and plant waste.

These may enter your body by breathing them in, through cuts/grazes, by eating contaminated food or being absorbed through the skin.

Avoid direct skin contact with waste and waste containers.

Wear gloves and overalls.

Poor personal hygiene can lead to harm in a variety of ways: -

· Chemicals and dirt can cause a skin rash, blisters or dermatitis.

Best practice for handling food;

We ask residents to line their caddies with compostable liners or to use newspaper or kitchen tissue/roll.

We will arrange for small advisory stickers to be applied to kerbside caddies where food is presented & not wrapped.

NDC can ask residents to wrap food waste, but it cannot become a condition of collection.

Report rejections via Bartec contamination event.

Full PPE available; in particular always wear waterproof gloves. Goggles & face masks are also available.

After a quick glance to establish if food is presented in plastic, keep lids closed.

Look away when discharging caddies into stillage.

Regularly use the on-board washing facilities/sterile hand/face wipes.

Yard colleagues will continue with regular washing out of food stillage’s. 

We will provide two 12 litre pressure sprayers on wheels for crews to mist/sanitise the stillage’s with a mixture of lemon disinfectant before placing back into the vehicle.
· Eating food with dirty hands may cause mouth irritation, a sore throat or an upset stomach, which may lead to sickness and/or diarrhoea.

· Breathing in bacteria, viruses, moulds, dusts or chemical fumes may lead to other illnesses of the lungs and other internal organs.
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Vaccinations

It is strongly recommended to have vaccinations against Tetanus. Hepatitis, polio and diphtheria are also recommended depending on which service you work.
Stress Counselling

The Council provides a service to all employees who feel they may require counselling for any stress related problem.  The service is provided internally and is confidential.  If required contact your Supervisor, Service Manager or Human Resources.

05   First Aid
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Each member of staff is provided with their own first aid kit. You are responsible for ensuring it’s contents are up to date (via your supervisor) Cuts should be cleaned and covered with a waterproof plaster or a bandage.

Trained persons only should administer First Aid.

North Devon District Hospital in Barnstaple has the nearest A&E department.

06   Personal Protective Equipment (PPE)

ALL employees must wear the personal protective equipment, (this includes agency staff) supplied by NDC and not source your own without authorisation.

Ensure you have all your protective equipment with you before starting work.
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Safety hat/visor – wear at the Transfer Station, Landfill Site or where there are signs.

High Visibility Clothing – at all times when working in/near the highway, Transfer Station, Landfill site and at the Depot.

Waterproof Clothing – wear in wet weather.  Jackets must be hi-vis.

Gloves – to protect against waste, broken glass and tins, body fluids.

Safety Footwear – wear at all times and ensure they have a good grip.  If worn get them replaced.

During winter months/bad weather take extra care and remember to wear extra kit to keep warm.

Remember to: -

· ALWAYS USE YOUR PPE

· LOOK AFTER YOUR PPE

· REPORT ANY DEFECTS

· REPORT ANY LOSSES

· DO NOT WORK WITHOUT IT
IF YOU REPORT FOR WORK WITHOUT YOUR PPE, YOU COULD BE SENT HOME TO GET IT WITH NO PAY.

What is leptospirosis?
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Two types of leptospirosis can affect workers in the UK.

· Weil’s Disease

This is a serious and sometimes fatal infection that is transmitted to humans by contact with urine from infected rats.

· The Hardjo form of leptospirosis

This is transmitted from cattle to humans.

What are the symptoms?

Both diseases start with a flu-like illness with a persistent and severe headache, which can lead to vomiting and muscle pain and ultimately to jaundice, meningitis and kidney failure.  In rare cases the diseases can be fatal.

Who is at risk?

Anyone who is exposed to rats, rat or cattle urine or to fetal fluids from cattle is at risk.

Farmers are now the main group at risk for both Weil’s disease and cattle leptospirosis:  the cattle form is a special risk for dairy farmers.

Other people who have contracted leptospirosis in recent years include vets, meat inspectors, butchers, abattoir and sewer workers.

Workers in contact with canal and river water are also at risk.

How might I catch it?

The bacteria can get into your body through cuts and scratches and through the lining of the mouth, throat and eyes after contact with infected urine or contaminated water, such as in sewers, ditches, ponds and slow-flowing rivers.  

People working in dairy parlours are often in contact with cattle urine.  Rat urine may also contaminate animal feeds stuffs on farms.

How can I prevent it?

· Get rid of rats.  Don’t touch them with unprotected hands.  Consult your vet about the cattle infection.

· Wash cuts and grazes immediately with soap and running water and cover all cuts and broken skin with waterproof plasters before and during work.

· Wear protective clothing, especially gloves in suspected contaminated locations.

· Wash your hands after handling any animal, or any contaminated clothing or other materials and always before eating, drinking or smoking.

What else should I do?

Report any illness to your Doctor.  Tell the Doctor about your work and show this card.  Leptospirosis is much less severe if it is treated promptly.  If your Doctor decides you have leptospirosis, tell your employer, who must then report it online at www.hse.gov.uk/riddor.  
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07   Sun
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During the summer, on sunny days, wear a hat and light long sleeved shirt and long trousers.  

Shorts CANNOT be worn at any time. 

REMEMBER:  Having a tan does not protect you.

DRINK plenty of water in hot weather.
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NEVER get sunburnt – sunburn indicates skin cell damage.
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KEEP your clothing on.
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WEAR a hat that protects your face and neck whenever possible.
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TAKE your breaks in the shade.
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 APPLY sunscreen to exposed areas regularly. Use sunscreen with Sun Protection Factor (SPF) of 15 or more.

08   Needles
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Needles may be found in bags, boxes, bin, side waste etc.  They may also be found in open spaces, on view or hidden.

On finding a needle: -

If possible make safe and report to your Supervisor the location/premises/date and time.  
Needle Injuries: -

If you injure yourself with a needle: -

Encourage the wound to gently bleed, ideally holding it under running water

Wash the wound using running water and plenty of soap

Don't scrub the wound whilst you are washing it

Don't suck the wound

Dry the wound and cover it with a waterproof plaster or dressing

Seek urgent medical advice (attend A&E)) as effective prophylaxis (medicines to help fight infection) are available

Report the injury to your manager immediately and complete an incident form (after you have sought treatment)

09   Accidents

Accidents must be reported so they can be investigated to reduce the chance of them happening again.


Never indulge in horseplay as this causes accidents.

In an event of serious injury, an ambulance must be called immediately.

Remember that one person’s near miss is the next person’s accident.

Accident – RTA

Immediately report to your Supervisor.  Obtain witness and all relevant third party details.

10   Accident, Assault & Near Miss Reporting

All accidents, assaults and near misses must be reported to your Supervisor immediately.

Inform your Supervisor of any sickness due to an accident and the probable period that you will be away from work.

The Supervisor/Service Manager must complete a “Report Accident/Violence/Incident” form and send it to the Council’s Health and Safety Advisor without delay.

11   Violence

Avoid as far as possible direct confrontation with members of the public or a colleague.  Be as polite as possible, ask them to direct their complaints to the Call Centre on 01271 388870.

· NEVER do anything to worsen the situation.

· NEVER be abusive or threaten physical violence.

All acts of violence against staff must be reported immediately to your Supervisor or Service Manager.

Any violent action committed by a Council employee could be classed as gross misconduct, resulting in disciplinary and legal action being taken.

12   Smoking


Smoking is bad for your health and those around you.

NO SMOKING applies within Council buildings and to all vehicles, as well as whilst working outside. Smoking is only permitted during breaks.
A designated smoking area is provided outside the canteen.

13   Alcohol, Medication and Drugs

Alcohol, medication and drugs can affect your, and other persons, health and safety at work
and other persons and may be illegal.

Drinking alcohol in the evening could mean you are above the legal limit to drive a vehicle the following morning or be unfit to work.

 Persons who are taking medication prescribed

 by their doctor, that my affect their driving or

 work performance, should notify their

 Supervisor or Service Manager.

 Any staff suspected of working whilst under  

 the influence of drugs or alcohol could be asked to do a random alcohol/drug test and face both disciplinary and legal action.
14 Seat Belts 


DRIVERS AND LOADERS

It’s your life and it’s the Law so Belt Up whilst travelling in a vehicle. If you are travelling more than 50 metres, you must wear one.
Failure to comply could result in disciplinary and legal action being taken.

 15   Mobile Phones
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Mobile phones can cause distractions and lead to accidents.

Drivers MUST NOT operate mobile phones/radio communication equipment whilst driving.

Stop in a safe place and switch the engine off before using a mobile or get a colleague to make the call.


16   Training

Training is provided for you to understand the work hazards and to ensure that you carry out your work safely.  A description of the major hazards and how to work safely are explained in safe working practices. Understanding these improves your safety and competence.

Have you received the following training : -

· Induction Training

· On the job instructional training

· Refuse/Recycling Health and Safety training

· Vehicle reversing training

· Manual handling

· Hand Brake training

If you feel you do not understand the safety procedures or consider you need further training to do your job safely then discuss this with your Supervisor.

IF NOT TRAINED – Tell your Supervisor.

17  Hazards / Risks / Controls

The following pages cover the hazards the driver and collector may face when carrying out their job.

These are examples and not a full list.

Driving Hazards

	Hazard
	Risk
	Control

	Pedestrians and Children
	Hitting and injuring.
	Stay alert, slow down as they might walk into the road.

	Schools – children running out
	Injuring child.
	Drive slowly.  Be extra vigilant and prepared to brake suddenly.  Avoid pedestrians.

	Reversing
	Hitting person/obstacles behind vehicle.
	Use Reversing Assistant at all times.

	Parked Cars
	People, children running out from between vehicles.  Car doors opening.
	Slow down and be prepared to brake suddenly.



	Bad Weather
	Skidding on wet and/or icy roads.  Blindness due to sunlight.
	Slow down and drive to the conditions.  Report of conditions becomes dangerous.

	Darkness
	Not being seen.  Being hit by moving traffic.
	Wear hi-vis clothing when out from vehicle.  Look out for moving vehicles.

	Animals
	Cats/dogs running into road.
	Be aware of any animals when driving.

	Fire
	Fire damage.
	Get out.  Call emergency services.  Contact your supervisor for advice.

	Medication
	Tiredness and drowsiness.
	Discuss with your Doctor.  Make your Manager aware of any medication.

	Mobiles
	Causes distractions leading to accidents. 
	DO NOT USE when driving – That’s the Law.

	Moving Traffic
	Collision
	Always be aware of traffic around you.  Always check mirrors before manoeuvring. 

	Road Rage
	Accident, injury, assault or verbal abuse.
	Assess situation.  Keep calm, do not react or get involved.  Avoid eye contact with other person.  Report incident to your Supervisor.

	Tipping at Landfill
	Being hit by other vehicle/s.
	Follow site rules (see attached) and any instructions given.  Ensure all crew stay in vehicle.

	Vehicle:  Getting in/out
	Stepping into moving traffic.

Slipping off steps.
	Always check for traffic before opening door.  Wear hi-vis clothing when outside vehicle. 
Always use the steps and handrails provided. Exit the vehicle backwards.

	Transfer Station
	Hitting other vehicle and/or pedestrians.
	Follow site rules (see attached).  Reverse slowly to bunker kerb.  Do not allow crew out on site.


Collector Hazards

	Hazard
	Risk
	Control

	Pedestrians and Children
	Injury from vehicle/bin.
	Stay alert, keep public away from vehicle.  Stop operations if persons are at risk.

	Reversing Vehicles
	Persons being hit by vehicle.

Persons being crushed at side of vehicle.
	Reversing Assistant to be used unless deemed unsafe to do so.

Reversing Assistant must be in a safe position and be visible to driver at all times.  To stop the manoeuvre, raise right hand.

	Parked Cars
	Walking out from parked vehicles and being hit.
	Check safe to walk out, look both ways. Give time for traffic to see you

	Manual Handling
	Heavy box/bin.  Twisting, injuries to back, upper back.
	Check weight before moving.  Remember – get good grip, dip and drive.  Ensure you have had manual handling training.

	Poor Posture
	Injury to back/pulled muscle.
	Use your legs to lift, not your back.  Move your feet to turn and DO NOT twist body.

	Bin Content
	Weight can be heavy.

Unknown contents glass, needles, and chemicals.
	Check weight before moving.

Don’t move if too heavy – ticket or get help.  

Don’t reach into refuse bags/bins.

	Bin being lifted/lowered on hoist
	Falling off hoist.  Hitting loader/other persons/cars.
	Ensure bin is secure on hoist.  Step back and move to the side – well clear of bin.  Keep public away from hoist area.

	Crossing Roads
	Being hit by traffic/injury.
	Before walking out give traffic time to see you.  Look both ways.

	Glass, Cans etc
	Cut to hands, arms or legs.
	Wear protective clothing at all times.

	Dogs
	Bites – Tetanus.
	Be aware and back off if necessary.  Recommend tetanus vaccination.

	Ejected material from back of vehicle.
	Injury or splashes onto face or body.
	Stand to the side and well back when emptying into hopper.

	Falling bins from hoist
	Bin falling onto loader.
	After loading step back and move to the side.

	Needles
	Injury to body.  Tetanus.
	Report sightings of needles.  Vaccination for Tetanus.  If injured immediately visit A&E.

	Wet leaves on ground
	Slips, trips or falls.
	Wear safety footwear with good tread.  Take extra care.

	Tetanus, Hep B
	Ill health.
	Be vaccinated/ Boosters,  Good personal hygiene.

	Uneven ground/steps/steep slopes
	Slip or fall causing injury.
	Be aware of environment.  Ensure PPE in good condition.  

Look where walking.

	Violence from Public
	Personal injury.
	Avoid confrontation, be polite.

	Weather – Winter
	Slip/fall when dark, wet or icy conditions.  Hypothermia.
	Ensure PPE in good condition.  Take extra care.  Wear extra clothing.

	Weather – Hot
	Dehydration

Sun burn.
	Drink plenty of water.  Wear hat, use sunscreen.  Cover up.


INFORMATION

Ensure you have received and understood your Works and Recycling Services Staff Health & Safety Working Practices booklet.

If you have any queries, suggestions or observations on this handbook, please do not hesitate to raise them with the appropriate Manager, Supervisor or the Council Health & Safety Advisor (Mike Ballard).


REMEMBER WE ARE ALL 

RESPONSIBLE FOR EACH OTHERS 

SAFETY

THINK SAFE

STAY SAFE
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an overall 15 mph speed limit, with a 5mph limit in the Recycling yard.








a general clockwise one-way system for all traffic.





occasional two-way priority controlled non-NDC traffic on the east site road.





no access to the north of the site (beyond/below the 


office block) for any traffic except works traffic.





 the office block) for any traffic except works traffic











in all areas of the site except for the car parks and 


walkways between them and in the office block.








Hearing protection, eye protection, head protection,


gloves and other PPE must be worn where


indicated or instructed. 
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Bad habits when lifting and carrying can lead to injured backs, slipped discs, sprains and hernias etc.





STOP AND THINK!





To the doctor





The card holder’s work may expose him/her to the danger of leptospirosis (either L. icterchaermorrhagiae or L. hardjo).  Early diagnosis and treatment are vital in  Weil’s disease as jaundice is often absent in the early stages.  The illness in L. hardjo may also be greatly shortened by appropriate antibiotic treatment.  


(Your local Public Health Laboratory Service or hospital consultant microbiologist should be able to offer advice and serological testing.
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DEVON WASTE MANAGEMENT

SAFETY FOR SITE USERS

ARRIVAL
. No smoking on site.
. Wear high visibility waistcoat.
. On landfill sites wear safety hats and boots.
. Drive slowly onto weighbridge.
. Hand in Transfer Note
. Proceed as directed by site staff.
. Only Drivers may leave cab.

NO O, WON =

DRIVING ON SITE

1. No overtaking on site.

2. Obey speed restrictions and traffic signs.
3. Use correct gear at all times.

4. Take extra care when reversing

5. Watch out for people on foot.

AT TIPPING FACE

. Stop at Queue-Point as indicated.

. Unsheet load as required.

. Go to bay as directed: do not stray into next bay.
. Ensure vehicle is level before tipping.

. Do not leave immediate area of your vehicle.

. Lower tip body and fasten tailgate before moving.
. Be on the lookout for other vehicles.

NOOr~rWN =

DEPARTURE

1. Leave by main access road.

2. Do not obstruct access by stopping to chat.
3. Use wheel wash if requested.

4. Drive slowly onto weighbridge.

GENERAL

1. No totting on site.

2. If tow required signal to machine operator DO NOT LEAVE VEHICLE. Connect tow rope to
your vehicle when requested to do so and return rope to machine on completion.

3. In bad visibility use vehicle lights.
4. Do not drop empty skips except in skip compound.
5. Think safety at all times.

DEVON WASTE MANAGEMENT
14 Oak Tree Place
Manaton Close
Matford Business Park
Exeter EX2 8WA
Tel: 01392 666431
Fax: 01392 201344






