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DESIGNS FOR FLOORS

I.





Health & Safety at Work

Warehouse Procedures 2007
Deliveries & Collections
When vehicles arrive at the warehouse to be loaded or unloaded please ensure that they park, whenever possible, allowing for pedestrians to pass without a restricted view of the loading & unloading procedures. Where possible use the appropriate Fork Lift for the safe loading & unloading of the vehicles. If goods have to be manually handled then the Lifting & Manual Handling procedures should be adhered to at all times and if in doubt do not lift any goods liable to injure yourself or anybody in the vicinity.

All goods delivered should be stored correctly in the appropriate racks or storage facility provided for each item.

Lifting & Manual Handling

Lifting, pushing or pulling any size of object the wrong way can cause serious back injuries, so the first thing you should try to do is see if there is a way of working where the load does not have to be moved at all. If it does have to be moved, avoid doing this manually if you can; see if you can use a piece of equipment, such as Palette Truck or Fork Lift, to do the work for you. 

 Moving a load by hand 

Remember, if you cannot move a load safely then you should not move it at all.

Where you cannot avoid moving a load by hand, a risk assessment must be carried out so that a way of doing the task safely can be worked out. 

Consider the following when making an assessment:

Only move something within your capacity. This varies from person to person due to size, fitness etc, but as a general rule if it does not feel comfortable then you should not move it by yourself.
                            Ask for help if the load is too awkward or heavy. 

Always think about the size and shape of the load and how you will have to carry it. Just because something has a handle does not necessarily mean that it is the best handhold for moving it. 

Think about where you are going to move the load to; will you need help to open doors?
Before you lift look for protruding sharp edges, notches, grease or anything, which may weaken your grip or injure your hands or legs. Do you need gloves to help you get a better grip? 

Carrying things at arms length is particularly bad for your back.

The kinetic lift 
However, even when you have considered all of this, if you do not know how to lift properly you are far more likely to injure your back. If you adopt the approach detailed below you will dramatically reduce your chances of being injured. This is called the kinetic lifting method and it helps you to make the most effective use of your muscles. 

Make sure that you have enough space to carry out a good lift.
Carrying out the kinetic lift 
Place your feet close to the load with one along side it and the other behind and settle into a comfortable and well-balanced position (Fig. 1). 

Lower your body and bend your knees in a smooth action, keeping your feet firmly on the floor (Figs. 2 & 3). The angle between your thigh and calf should not be less than 90 degrees because this gives your body greater mechanical advantage. 

Tilt the load forward to gain an idea of the weight (Fig. 4); if it is too heavy for you stop and ask for help. 

Get a good grip on the load with one hand on the bottom corner nearest to your body and the other hand on the opposite corner on the front of the load (Fig. 5). Make sure that your palms and fingers are in contact with as much of the load as possible. 

At the point of lifting, raise your head (Fig. 5). This action naturally puts your spine in the best position to carry out the lift and allows your legs to take the strain. It also means that you can see where you are going. 

You should then move upwards in a smooth continuous action (Figs. 6, 7 & 8). You must never lift and twist at the same time. If you want to change direction wait until you are upright and then move your feet first, your body will follow naturally. 

For smaller items hold the load close to your body at waist height and keep your elbows tucked in. 
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If moving rolls of carpet then the above lifting actions must be followed but it is safer if the carpet is carried at shoulder height. If the carpet is being carried by two or more people always ensure that the carpet is not allowed to roll on your shoulder resulting in the other person making sudden moves to try to stop the carpet from falling. 

Remember a person in front of you carrying the roll cannot see your movements. Advise them verbally if you are struggling with the size, weight or bulk of a roll so in an emergency it can be dropped safely by both people and without injuring other staff or members of the public in the vicinity.
Moving a load by Fork Lift

Refer to separate section in this manual regarding the correct use of fork lift trucks.
Storage & Handling
Carpets & Vinyl Rolls: - Carpets & vinyl rolls should be stored in the racks provided. Wherever possible the Fork Lift truck should be used. If the fork lift truck is not suitable for loading or unloading carpets then you should assess your ability to lift the items BEFORE attempting to lift them. If in any doubt seek assistance before attempting to lift. Rolls that are carried by hand should not be put into racks higher than is comfortable for the people carrying the carpet. DO NOT stretch or climb on racks to load shelves above waist height. If any items are placed on shelves above waist height then the appropriate Step Ladders should be used.

Only the forklift truck fitted with the carpet boom should be used for this purpose.
Tiles, & Boxed items: - Tiles & Boxed Items should be stored in the racks or areas provided. Wherever possible the Fork Lift truck should be used. If the fork lift truck is not suitable for loading or unloading Tiles, & Boxed items then you should assess your ability to lift the items BEFORE attempting to lift them. If in any doubt seek assistance before attempting to lift. Boxes that are carried by hand should not be put into racks higher than is comfortable for the person carrying the boxes. DO NOT stretch or climb on racks to load shelves above waist height. If any items are placed on shelves above waist height then the appropriate Step Ladders should be used.

Only the forklift truck fitted with forks should be used for this purpose.

Adhesives/Screeds & Sealants: - Extra care should be taken when handling adhesives/Screeds & sealants as they may or may not be harmful if spilt.  If any items are spilt further information can be found on Mr Carpet Intranet in Shared Documents under Health and Safety or in the Health & Safety Manual held in Unit 32. The adhesives/Screeds & Sealants should only be stored on the racking provided in the ancillary areas in unit 32. If any items are placed on shelves above waist height then the appropriate Step Ladders should be used.

Under no circumstances should racks be climbed up for access to the higher shelves.
Hardboard, Gripper & Wood packs: - Hardboard & Gripper is unstable when the palettes they arrive in are opened. The gripper and Hardboard should be placed in the storage boxes provided. These boxes should only be moved using the Fork Lift truck. Any Hardboard, Gripper & Wood that are in opened palettes should be strapped with ratchet straps (at least 1 every 1m) to ensure they do not slip when being lifted. Under no circumstances should any palette be lifted off ground level that is not securely fastened either by manufacturers packing or Mr Carpets own ratchet straps.
 Only the forklift truck fitted with forks should be used for this purpose.

Door bars: - Door bars should be stored vertically in the racks specially constructed for this purpose. Where possible no more than 1 tube of each type of door bar should be opened at a time. This is because it is safer storing the bars in the tubes they are delivered in. Please ensure the tubes and loose bars are stored so they do not protrude further than the retaining posts between each section.
Machinery Operation
Cutting Machine Use: - The cutting machine should only be used by Mr Carpet Ltd’s staff that are trained for the correct use of the machine.  The machine is a mobile machine and should be moved into a safe position, before carpet is loaded on the machine, to the side of the main through route in unit 19. When the machine is in the correct position the castors should be locked before loading the machine. The appropriate roll of carpet should be loaded on to the machine by Fork Lift truck ensuring that it is lowered slowly on to the machine and without the Fork Lift truck contacting with the structure of the machine. The cut carpet should be removed from the machine (refer to the Storage & Handling section of this manual) and taken to the dispatch rack and the roll should be re-rolled and a minimum of 3 bands of tape should be applied to the rolls 4m wide and a minimum of 4 bands of tape should be applied to 5m wide rolls. The roll should then be placed into an appropriate storage rack (refer to the Storage & Handling section of this manual).
Only the forklift truck fitted with the carpet boom should be used for this purpose.

Use of Power Saw: - The electric chop saw in the door bar room is designed for cutting stock lengths of door bars down to individual door widths.  Protective glasses and ear defenders should be worn when using this machine. The fine fillings should be removed regularly using a vacuum cleaner or small brush and disposed of in the waste bins provided. No other items should be cut using this saw.
Maintenance of machinery: - All electrical machinery should be inspected prior to use and any damage or faults reported immediately before use. 

A thorough dust down and inspection should be carried out at least once a week. All cables, switches, electrical connections and safety guards etc. should be inspected and any sign of damage should be reported immediately to the warehouse manager. 

The warehouse manager should report all faulty or damaged equipment to a director of Mr Carpet Ltd and stop using the equipment until it has been passed as safe to do so by a director of Mr Carpet Ltd.
Under no circumstances should untrained personnel be allowed to use any of the above machinery.

Items in blue text have a separate sheet detailing the full procedures when using these items and should be read in conjunction with warehouse procedures 
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