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** For use of appropriate PPE’s refer to (GUIDE Doc# 2619).Using this document a hazard assessment is to be done to see if employees need to use personal protective equipment (PPE) by identifying activities that may create hazards for them.
**PPE’s must be issued using the PPE issue register (refer to GUIDE Doc# 2789)  

	I. Lifting And Carrying

	SCOPE:
This instruction covers all manual lifting and carrying in offices, warehouses, shipment etc

	Assessor:
QRM Department
	Date:
January 08,2014
	Locations:
All areas

	Hazard Associated with Task:
Heavy loads (assess load prior to lifting)
	Impact:
Injury

	Training Requirements:
All Staff carrying manual handling should receive required training – contract training required

	Sequence of Work: To be ‘step by step’ and to include safety precautions where applicable:   

Lifting and Carrying (Employees with back problems, special on health conditions, or pregnant may require help or be exempt from task).

· All employees involved in task must be trained in the correct handling lifting procedure to be adopted when carrying out this task.
· The weight and demands of the task must be reasonable in conjunction with the size strength and ability of individuals concerned. However, in General, no manual lifting of weight exceeding 25kg shall take place without the assistance of special tools/equipment or multi team. 
· Ensure the handler(s) is not likely to endanger him or others. Clear/plan the route to be taken, ask for assistance ( especially if using stairs)
· PPE (Personal Protective Equipment) to be issued and used as necessary
· REMEMBER – lift to your own capabilities and use the safe system of work (SSOW) for each manual handling task as an aide memoir


	PPE Requirements for Task:
· Correct Gloves (Non Slip)
· Safety Boots
· Use trolley or lifting equipment if needed ( Assess load prior to task)

	Equipment Required:
Trolley

	Any Limitations/Constraints:
· Dependant on weight of items(S) to be carried/lifted

	Control measures  from Site- specific risk assessment:
· Ensure PPE is worn as required at all times
· Follow Plan
· Ensures the weight regulations of the lifts.
· Ensures the clearance of way.
· Ensures adequate lightning

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· First Aiders as per the notice board in each floor.

	Must Not:
· Attempt to lift/Carry outside of capability
· Attempt to carry items with sharp edges
· Carry left dangerous/hazardous goods or chemical without specific precautions.

	Must:
· Notify Supervisor/In charge if you are unable to carry out the task
· Use only approved equipment and materials specific to the task





















	II. Office Space Design

	SCOPE:
The Scope of this instructions cover activities relating to designing of new or modifications relating to all. Warehouses and office areas and other work space in headquarters

	Assessor:
QRM Department
	Date:
January 08, 2015
	Locations:
All areas

	Hazard Associated with Task:
Slips Trips & Falls
Entrapment during emergencies
Work area congestion
	Impact:
Injury and illness
Death
Poor air quality, dizziness, respiratory infection

	Training Requirements:
Workspace Design factors

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
· Inform others in area of task to be completed
· Ensure adequacy of pathways to the number of employees in the area
· Always ensure pathways are clear at all times 
· Office furniture is positioned to avoid excessive bending, twisting, and leaning backward while seated
· Electrical cords and wires are secured away from walkways
· Loose carpeting or damaged flooring is reported to the appropriate person for repair
· Workers are encouraged never to carry anything that obscures vision 
· File cabinets are positioned so that falls are avoided when the file drawer is pulled out
· Machines such as Printers’ are positioned on sturdy tables or desks
· Ensure adequacy of ventilations in the specific wok area (In & Out ducts)

	PPE Requirements for Task:
· Ensure proximity of emergency escapes routes.
· Ensure adequacy of lighting in the specific area 

	Equipment Required:
N/A

	Any Limitations/Constraints:
· Number of employees per work area (sq meter) shall be less than.

	Control measures  from Site- specific risk assessment:
· Ensure that fire fighting  & other safety equipment are not obstructed by offices/desks or other furniture

	Emergency Arrangements:
· First Aiders as per the notice board in each floor.

	Must Not:
N/A

	Must:
· Get approval of office manager prior to modifications of any work area.



	III. Prolonged Sitting/ Using VDU’s

	SCOPE:
This instruction is related to all individuals working at SMSA offices & facilities.  

	Assessor:
QRM Department
	Date:
January 08, 2014
	Locations:
All Areas

	Hazard Associated with Task:
Improper seating arrangement (long sitting)
Improper work habits
Improper VDU, control lightning
	Impact:
Back injury /pain, postures problems
Fatigue & low productivity
Eye illness, headaches , low productivity

	Training Requirements: Ergonomics & VDU

	Sequence of Work: To be ‘step by step’ and to include  safety precautions where applicable
· Ensure necessary  adjustments are made for work station areas lightning levels an room temperatures
· Check all equipment are operating correctly before start up
· Check monitor locations/keyboards location seating office to be maintained in a clean and tidy manner
· Check Electrical cabling is proper’s
· Select orthopedics chairs.
· Modify desk levels to suite individuals.
· Improve work habits / work durations.

	PPE Requirements for Task:
N/A

	Equipment Required:
· Proper office furniture requirements 

	Any Limitations/Constraints:
N/A

	Control measures  from Site- specific risk assessment:
· Follow guideline instructions for office use

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· First Aiders as per the notice board in each floor

	Must Not:
· Overstretch
· Gaze at a screen for too long sit for too long
· Stay in cold temperature
· All sitters must move around every hour 
· Place heavy items at height 

	Must:
· Break up repetitious work
· Notify supervisor immediately if you are unable to carry out the task 
· Apply the guideline of office use
· Use only approved equipment and materials specific to the task

























	IV. Safe Use and care of Office Machinery

	SCOPE:
The Scope of this instruction covers activities relating to safe use and care of office machineries applicable to all locations including but not limited to office areas and other work spaces in headquarters & warehouses.

	Assessor:
QRM Department
	Date:
January 08,2014
	Locations:
All areas

	Hazard Associated with Task:
Heavy Machinery lack of maintenance
Handling & equipment maintenance
Electricity, Safety equipment
	Impact:
Injury / fire
Injury / death
Death / Major fire /Work interruption

	Training Requirements:
Maintenance /PM programs, Controls & Mgt.

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
· Develop proper SAMACO , PM Plan follow up & Control System
· Only use equipment that is in good state of repair
· Reports and faults
· Use as per manufacturer’s instructions 
· Avoid water when using electrical equipment
· Always display safety warning signs when using equipment and remove at the end of the task
· Check plugs , flex and sockets each time you use electrical equipment
· Keep the flex behind you when using electrical equipment avoid trailing cables
· Always be aware of others around you informing others if you are ear to avoid accidents
· Always store in a safe  place when finished (Don’t leave out anything that will cause an obstruction)

	PPE Requirements for Task:
· Use proper PPE for all maintenance tasks (e.g. gloves, shoes, goggles, etc.)

	Equipment Required:
· Approved tools & spare parts only.

	Any Limitations/Constraints:
· Never use lower sub standard space parts.

	Control measures  from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· First Aiders as per the notice board in each floor

	Must Not:
· Attend to injured person without first isolating any energy source
· Assign work to non approved contractors

	Must:
· Notify Supervisor immediately if you are unable to carry out the task 
· Use only approved equipment and materials specific to the task.

























	V. Drainage Work: NOT APPLICABLE TO SMSA only sanitary drainage is expected

	SCOPE:
The Scope of this instruction covers activities relating to safe and proper sanitary drainage work in SMSA.

	Assessor:
QRM Department
	Date:
January 08,2014
	Locations:
All areas

	Hazard Associated with Task:
Toxic Gasses
	Impact:
Drainage workers may be exposed to hazardous gases, fumes and vapors, resulting in serious poisoning

	Training Requirements:
Safety induction related to drainage work

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
· Place the plunger over the drain. Make sure the rubber head is flush against the sink or bathtub around the drain so that it creates a seal.
· Push the plunger so the rubber head inverts. Let it pop back up and push down again. Do this several times until water starts draining from the sink or bathtub.
· If the water doesn't drain, put the plunger away and try something else.
· Lace a bucket under the sink to catch water and other debris that will pour out when you detach the trap.
· Remove the clean-out plug from the trap. It's usually located in the base of the bend. Push a wire coat hanger or another long, thin object into the hole and use it to scrape out debris and clean the clog.
· If you don't have a clean-out plug, unscrew the trap using a pair of pliers. Clean out the debris and wash out the trap before replacing it.
· If the clog is still there after cleaning the trap, move on to the next step

	PPE Requirements for Task:
·  Safety Gloves
· Plunger 
· Eye protection
· Respiratory Protection
· Coveralls
· Boots

	Equipment Required:
· Host
· Water Pump
· Plunger

	Any Limitations/Constraints:
N/A

	Control measures  from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· First Aiders as per the notice board in each floor

	Must Not:
· Neglect your gutters or drain pipe and opt for an ‘every once in a while’ cleaning approach.
· Pack sand or soil into the footers along the base of the bldg.
· Allow gutter drainage pipes to drain directly downward into the footer area along the base of the facility.

	Must:
· Keep your gutters and drain pipes clean and free from leaves, trash and debris.
· Insure that trenches, which lead from the opening of a gutter or drainage pipe, are free from obstructions or items that would allow water to collect or build up.
· Place gravel along the footers of the bldg. to prevent water build up and seepage back into the crawl space or basement.
· Use “L” shaped elbows that allow drain from the roof gutters to flow outward away from the facility.

















	VI. Electrical Work

	SCOPE:
This instruction applies to all electrical work (Internal & External) which is conducted by SMSA employees or by contractors within any SMSA facility.

	Assessor:
QRM Department
	Date:
January 08,2014
	Locations:
All areas

	Hazard Associated with Task:
Electric shock or exposure to arcing
Fire from faulty electrical equipments
Explosion caused by unsuitable electrical apparatus or static electricity igniting flammable vapors or dusts
	Impact:
Death, Injury, burns
Injury, financial loss
Injury, death

	Training Requirements:
Electrical work  safety

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
Electrical Work: coming in contact with "energized" or "live" part of the socket could kill a person.

· Ensure that workers know how to use the electrical equipment safely
· Make sure enough sockets are available. Check that socket outlets are not overloaded by using unused adaptors as this can cause fires
· Ensure there are no trailing cables that can cause people to trip or fall
· Switch off and unplug appliances before cleaning or adjusting them
· Ensure everyone looks for electrical wires, cables or equipment near where they are going to work and check for signs warning of dangers from electricity, or any other hazard. Checks should be made around the job, and remember that electrical cables may be within walls, floors and ceilings (especially when drilling into these locations) etc
· Make sure anyone working with electricity has sufficient skills, knowledge and experience to do so. Incorrectly wiring a plug can be dangerous and lead to fatal accidents or fires
· Stop using equipment immediately if it appears to be faulty – have it checked by a competent person
· Ensure any electrical equipment brought to work by employees, or any hired or borrowed, is suitable for use before using it and remains suitable by being maintained as necessary

	PPE Requirements for Task:
· Safety Shoes
· Gloves (Electric rated)
· Goggles (During welding operations)

	Equipment Required:
· Wood Ladder
· Podium Steps
· Cordless drill

	Any Limitations/Constraints:
· Work with high voltage (e.g. transformer room is to be only conducted by skilled /authorized personnel only.

	Control measures  from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· First Aiders as per the notice board in each floor

	Must Not:
· Don't overload outlets or motors.
· Don't let grease, dust, or all dirt kits build up on machinery.
· Don't place cords near heat or water.
· Don't run cords along the floor where they can be damaged.
· Don't touch anything electric with wet hands.
· Don't put anything but an electric plug into an electric outlet.
· Don't use temporary wiring in place of permanent wiring.

	Must:
· Stay away from exposed electrical parts unless you are a qualified worker
· Check that wire insulation is in good condition.
· Keep machines and tools properly lubricated.
· Use extension cords only when necessary and only if they're rated high enough for the job.
· Use waterproof cords outdoors.
· Use approved extension lamps only.
· Leave at least 3 feet of workspace around electrical equipment for instant access.
· Keep the work area clean. Be especially careful with oily rags, paper, sawdust, or anything that could burn.
· Follow manufacturer's instructions for all electrical equipment.
· Leave electrical repairs to qualified personnel.









	VII. Drill Work

	SCOPE:
The Scope of this instruction covers activities relating to drill work applicable to all locations including but not limited to office areas and other work spaces in headquarters & warehouses.

	Assessor:
QRM Department
	Date:
January 08,2014
	Locations:
All areas

	Hazard Associated with Task:
Cuts by drilling equipment electrocution through drilling live wires
Exposure to dust
	Impact:
Injury, death

Illness to respiratory system.

	Training Requirements:
Safe use of drills and equipments

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
· Know the location of start and stop switches or buttons and keep the drill press table free of tools and other materials. 
· Use only properly sharpened drill bits, sockets and chucks in good condition. Remove dull drill bits, battered tangs, or sockets from service.
· Do not remove by hand metal or wood chips from the table or stock. Use brushes or other tools to properly remove chips.
· Do not attempt to oil the machine or make adjustments to the work while the drill press is in motion.
· Do not insert a drill chuck key into the chuck until the power is shut off and the machine has come to a complete stop.
· All belts and pulleys must be guarded; if frayed belts or pulleys are observed, the drill press must be taken out of service and the belts or pulleys must be replaced.
· If the stock slips in the vise or clamp, the operator must not attempt to hold the work with his/her hand or try to tighten the vise/clamp while the machine is in motion. Shutdown the power to the machine prior to re-tightening the loose stock.
· Use the correct speed and drill for the type of stock being machined. 
· Never attempt to remove a broken drill with a center punch or hammer. 
· When an operator has finished working on the drill press, and before leaving the drill press for any reason, the power must be shut off and the machine must come to a complete stop.
· When an operator observes an unsafe condition on the drill press, or stock that is being worked on, they must report it immediately to the Supervisor and the press will be taken out of service until the problem has been corrected. Never operate the drill during electrical storms, high wind conditions or in poor light
· Use caution when drilling on sloping ground and position the rig and mast so they will not tip over
· When a dust collector is fitted, make sure you use it and report any faults in the system. If no dust collector is fitted, water injection should be used.
· While drilling, the drifter, shank, couplings and drill steel all become very hot, so wear gloves when handling them. 

	PPE Requirements for Task:
· Safety Glasses 
· Hard Hat 
· Safety Toed Shoes  
· Hearing Protection  
· Gloves  
· Proper Clothing (close fitting, long pants and shirts with sleeves)

	Equipment Required:
· Jack Hammers (as needed)
· Circuit tester
· Tamping rod
· Other minor tools (as needed)
· Drill

	Any Limitations/Constraints:
N/A

	Control measures  from Site- specific risk assessment:
· Ensure PPE is worn a required at all times
· Follow guide and procedure

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· First Aiders as per the notice board in each floor

	Must Not:
· Do not get near rotating drills with loose fitting or bulky clothing 
· Do not fully extend jacks, keep equipment as low to the ground as possible 
· Do not override or defeat machine control safety equipment 
· Do not remove guarding when equipment is operating

	Must:
· Do inspect your equipment prior to operating. Report any defects immediately 
· Do ensure controls are positioned to provide safe operating performance 
· Do provide good housekeeping around your equipment
· Do wear personal protective equipment when operating drilling equipment 
· Do position equipment perpendicular to the edge of the slope 
· Do use bearing pads or blocking to provide bearing-area when the ground is soft







	VIII. Painting Work

	SCOPE:
The Scope of this instruction covers activities relating to Painting work applicable to all locations including but not limited to office areas and other work spaces in headquarters & warehouses

	Assessor:
QRM Department
	Date:
January 08,2014
	Locations:
All areas

	Hazard Associated with Task:
Eye exposure to paints air pressure.
Contact or inhalation of solvents/paints
	Impact:
Eye injury
Irritation, respiratory illness

	Training Requirements:
N/A

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
Always read and follow all the instructions and safety precautions on the label - DO NOT assume you already know how to use the product. The label will tell you what actions to take to reduce hazards and the first aid measures to use if there is a problem.
· Learn correct procedures for working at heights.
· Select the correct ladder for the job.
· Avoid awkward body positions or take frequent breaks.
· Learn safe lifting techniques.
· Know how to prevent injury from electrical hazards. Maintain safe distances from energized electrical equipment or utility lines.
· Keep tools and equipment, and their safety features, in good working order.
· Wear appropriate personal protective equipment and footwear.
· Keep work areas clear of clutter and equipment.
· Learn safety procedures for working in confined spaces.
· Maintain good ventilation during painting.
· Buy only what you need, and store or throw away the unused amount 
· If you have leftover paint, close the container tightly 
· Follow directions on the paint can on how to dispose of the product 
· Flammable paint must be stored in a Flammable Liquids Storage Cabinet Safety Precaution
· Don’t mix paints with other substances without approval 
· Keep paints away from ignition sources and never smoke in areas where paint is used or stored
· Store solvent and other chemicals in safe /isolated storage cabinet.

	PPE Requirements for Task:
· Goggles/Safety Glasses with side shield 
· Hearing Protection 
· Gloves

	Equipment Required:
· Air Compressor
· Ladder
· Spray gun

	Any Limitations/Constraints:
N/A

	Control measures  from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· First Aiders as per the notice board in each floor

	Must Not:
· Paint out of order — always start with the ceiling, then walls, doors and woodwork and finish with the floor.
·  Apply latex on an oil finish and vice versa without first sanding the walls (remember to wear a mask) and wiping away the dust particles with a tack cloth. Apply a primer of the same composition (oil or latex) of the intended topcoat
· Paint directly over wallpaper. If possible, remove it all with a steamer or paper-removing solution and prime. If it's old and not coming off, remove the loose pieces (repair with joint compound to smooth out the surface), sand and wipe with a tack cloth, then prime
· Close off the room. Keep doors and windows open to allow for proper ventilation.
· Underestimate how long it'll take you to get the job done. Allow at least 24 hours to dry before bringing everything back into the room. Allow two weeks to 30 days to cure before washing or wiping.
· Put off cleaning your brush and rollers if you plan to use them again. Don’t dispose of paint irresponsibly. Check your area for local hazardous waste recycling centers.
· Reattach the lid without cleaning the rim of the can. Also, to further prevent inadvertent splatters, place a paper towel or rag on top of the lid, then hammer to secure.

	Must:
· Take the time to prep the area. Gather frame things in one place and place out of the way. Move furniture to the center of the space (or into another room altogether), wipe down walls and tape off molding. Cover the floor with a drop cloth, because plastic sheets can be slippery and messy 
· Remove all of the hardware — switch plates, doorknobs, drapery hardware, etc. — and place the parts in a plastic bag 
· Gather everything you'll need to get the job done and set up a "paint station" in or near the room. Include a paint tray, painters' tape, brushes, rollers, stir sticks, a paint can opener, rags, and paint thinner, a screwdriver, hammer and ladder 
· Wear appropriate clothing (you will get paint on you somewhere) and slip-on shoes for easy access in and out of the room.
· Keep a stash of paint for touch-ups in a small plastic cup or glass jar, like margarine containers or baby food jars (thoroughly cleaned, of course). Be sure to label each container with the color and brand name.



	IX. Office Equipment(Photocopier, Shredder)

	SCOPE:
The Scope of this instruction covers activities relating to safe use of office equipments including but not limited to work spaces in SMSA

	Assessor:
QRM Department
	Date:
January 08,2014
	Locations:
All areas

	Hazard Associated with Task:
Set up computer/printer/shredder

Operate keyboard and mouse




Operating a computer/laptop/printer
	Impact:
Trips & falls, Electrocution, Crush injuries and Manual handling injuries
Strains/sprains: Back, eyes, hands and wrists  Occupational overuse syndrome, Restricted movement , Tiring of muscles, Increased stress on muscles & spine from repetitive, frequently bent or twisted posture
Screen radiation , Reflection and brightness, Strains/sprains: Back, eyes, hands and wrists

	Training Requirements:
N/A

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
Only use office equipments that you know how to operate. Never attempt to operate unfamiliar equipments without reading the instructions or receiving directions from a qualified person. 
· Secure equipments that tend to unexpectedly move during operation. 
· Do not place equipments near the edge of a table or desk.
· Ensure that equipments with moving parts are guarded to prevent accidents. Do not remove these guards.
· Unplug defective equipments, place "Out of Order" signs on them, and have them repaired immediately.
· Do not use any equipment that smokes, sparks, shocks, or appears defective.
· Close hand-operated paper cutters after each use.
· Take care when working with copying machines. If you have to open the machine for maintenance, repair, or troubleshooting, remember that some parts may be hot. Always follow the manufacturer's instructions for troubleshooting.
· Unplug paper shredders before conducting maintenance, repair, or troubleshooting. Some items can be very dangerous when worn around machinery with moving parts.
· Avoid wearing loose belts, jewelry, long, loose hair, loose clothing, scarves or ties.

	PPE Requirements for Task:
N/A

	Equipment Required:
N/A

	Any Limitations/Constraints:
N/A

	Control measures  from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· First Aiders as per the notice board in each floor

	Must Not:
· Common office equipments, such as: copiers, microwaves, laptops and computers- all require special safety considerations. Never use one of these equipments if you think it is defective.

	Must:
· Be sure you know how to operate these equipments before using them. 



















	X. Kitchen Cleaning

	SCOPE:
Scope of this instruction covers cleaning activities including but not limited to kitchens/cafeteria within SMSA facilities

	Assessor:
QRM Department
	Date:
January 08,2014
	Locations:
All areas

	Hazard Associated with Task:
Contamination
	Impact:
Staff health

	Training Requirements:
N/A

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
Kitchen Cleaning: refers to the removal of visible items such as food particles, dirt, dust and grease and is usually carried out using warm water and detergent. Cleaning is not designed to remove all microorganisms but merely removes the visible items such as dust, dirt, food spillage, food particles, grease etc.
· Begin by sweeping the floor, being sure to flush dirt from corners and under appliances.
· First attempt to clean your floor with warm water and a mop. Often, no detergents are needed.
· If the dirt remains, use Ivory dish soap in warm water. Do not over apply dish soap – only light bubbles should appear in water.
· Using the mop or soft cloth, scrub the floor gently. Stubborn spots may require the rubber bristled brush and cleaning from your hands and knees.
· Use towels to clean up excess moisture. Allow the floor to dry completely.
· If dirt remains, try Armstrong Once Done No-Rinse Floor Cleaner. Spot test first and follow all package directions. You’ll need to apply the cleaner, scrub with a brush, and wipe clean.
· Make sure the floor is dry before resuming use.

	PPE Requirements for Task:
· Gloves
· Mask
· Boots

	Equipment Required:
· Cloths
· Dishwashers
· Brooms, brushes and dustpans
· Buckets
· Cleaning cloths
· Floor scrubbers or polishers
· Mops
· Pressurised steam and water cleaners
· Swabs
· Wastes sink for mops.

	Any Limitations/Constraints:
N/A

	Control measures  from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· First Aiders as per the notice board in each floor

	Must Not:
· Don’t let any spills sit too long on the surface of your counter top. Clean spills up (by blotting only) as soon as you can. But, if you do have dried-on spills. 
· Don’t use any green or brown scouring pads for dried-on spills. The presence of silicon carbide grits in them may scratch even the toughest granite. You can safely use the sponges lined with a silvery net, or other plastic scouring pads. REMEMBER: it’s very important to spray the cleaner and let it sit for a while to moisten and soften the soil, before scrubbing. LET THE CLEANING AGENT DO THE WORK! It will make your job much easier and will be more effective.
· Don’t take chances with cleaning your mirrors over your marble vanity tops with a regular glass cleaner. The over-spray could spill onto the marble surface and may damage it. Therefore:
· Don’t use any powder cleanser, or—worse yet—any cream cleanser.
· Don’t do your nails on your marble vanity top or colour or perm your hair near it.

	Must:
· Clean your kitchen counter top regularly with an appropriate stone-safe cleaner. Use a higher concentration near cooking and eating areas, and diluted water for less demanding situations such as vanity tops—areas of the counter top far from cooking and eating areas.
· Treat your counter tops to a conditioning stone polish occasionally. It can do a terrific job at brightening up your polished stone surface. Be sure that the ingredients are classified as “food-grade.” As with all the products, be sure to follow the label instructions.
· Clean your vanity tops regularly with a stone-safe, soap-free neutral cleaner appropriate for your natural stone type.
· Clean your mirror with a neutral cleaner. Even if you over-spray it, nothing bad is going to happen to your marble.
· Use a stone polish if you want to add extra shine to your polished stone counter top surface and help prevent soiling.






	XI. Elevator (Lift) Maintenance

	SCOPE:
The scope of this instruction covers activities relating to maintenance of elevators

	Assessor:
QRM Department
	Date:
February 05,2019
	Locations:
All facilities (with elevators)

	Hazard Associated with Task:
Falling
Electrocution from power source (if connected)
Exposure to dust
	Impact:
Death, Injury
Death, Injury

Respiratory infection/ illness

	Training Requirements:
ADM / Maintenance supv must ensure training/orientation is done for the elevator maintenance team. Ensure contractor management procedure is implemented /adhered to.

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
· Ensure all  workers are aware of the health and safety guidelines 
· Ensure the maintenance team is not likely to endanger him or others and precautions are taken when carrying out elevator maintenance.
· Proper signages must be in place when elevator is under maintenance to ensure no personnel uses the elevator during maintenance.
· Ensure to shutdown elevator operations /power down prior to start of the maintenance work.
· PPE (Personal Protective Equipment) to be issued and used as necessary
· The safe system of work (SSOW) for each manual handling task must be used as an aid
· Use a passive fall prevention device if working on height inside the elevator mechanism area
· Use a work positioning system, which limits movement and therefore minimises access to areas where a fall can occur.
· Use a fall arrest system e.g. a harness to prevents the person falling to the ground 
· Implement administrative controls.
· Where the risk of a fall cannot be eliminated, use further controls to minimise the distance of fall.

	PPE Requirements for Task:
· Safety helmet
· Safety glasses
· Safety gloves
· Safety belt
· Safety harness

	Equipment Required:
N/A

	Any Limitations/Constraints:
· It is recommended to conduct elevator maintenance during non operational hours.

	Control measures  from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· To be provided first aid if available (Refer to first aiders list on each first aid kit and notice board).

	Must Not:
· Attempt to start maintenance without barricading elevator area/proper signage
· Attempt to open elevator doors without safety precaution
· Start work on height without use of PPE 
· Climb on inappropriate equipment (e.g. chairs or desks) to reach higher level
· Attempt to carry heavy parts/weights (used during rope strength test) without proper back support and safety measures.

	Must:
· Notify the ADM/maintenance supervisor / in charge prior to start of the task
· Receive authorization from manager/supervisor before working at heights (Ensure work permit authorization is done prior to start of the maintenance.)
· Participate in safety orientation relevant to ones role.
· Carry out inspection before equipment is used for the first time or after any incidents or major repairs















	XII. Shelving / Stacking

	SCOPE:
This instruction covers all manual for shelving in offices , warehouses etc.

	Assessor:
QRM Department
	Date:
January 08,2014
	Locations:
All Areas

	Hazard Associated with Task:
Cannot  withstand seismic activity
	Impact:
Death, Injury

	Training Requirements:
Harmonized design standards for racking , shelving and stacking

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
Always read and follow all the instructions and safety precautions.
· Learn correct procedures for shelving of different types.
· Select the correct ladder/support depending upon the types. Eg. wall mounted, decorative, unique wall shelving and wood shelving.
· Avoid awkward body positions or take frequent breaks.
· Learn safe lifting and lowering techniques.
· Keep tools and equipment, and their safety features, in good working order.
· Wear appropriate personal protective foot wear.
· PPE (personal protective equipment) to be issued and used as necessary

	PPE Requirements for Task:
· Safety Glasses 
· Foot wear
· Gloves

	Equipment Required:
· Approved tools

	Any Limitations/Constraints:
· Never use sub standard tools

	Control measures  from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· First Aiders as per the notice board in each floor

	Must Not:
· Attempt to lift / carry outside of capability
· Attempt to carry items with sharp edges
· Place heavy items at height

	Must:
· Notify the supervisor / in charge if you are unable to carry out the task
· Use only approved equipment and materials specific to the task
· Keep the work area clean.  Be especially careful with oily rags, paper, sawdust, or anything that could burn.

	XIII. Forklift

	SCOPE:
The scope of this instruction covers activities relating to safe use and care of forklift applicable to all locations including but not limited to areas and other work spaces in warehouses and other facilities where it is used

	Assessor:
QRM Department
	Date:
January 08,2014
	Locations:
All facilities and warehouses

	Hazard Associated with Task:
Handling & equipment maintenance
Heavy machinery lack of maintenance
	Impact:
Death, Injury
Injury

	Training Requirements:
· Certified forklift training program
· Forklift operator training

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
(Employees with back problems, special on health conditions may be exempted from operating forklift)
· Always travel with the forks as close to the floor as possible, with or without load.
· Maintain a healthy mental attitude.  Be a courteous and careful operator.
· Make sure to space your forks to the ground, set the parking brakes and turn the engine off.
· Do not double up loads.  Ensure two safe trips.
· Do not add counter weights, like extra passengers on the forklift.  Split the load.
· When making a turn, reduce the speed to a safe travel.
· Do not drive over objects lying on the floor.
· Operate the forklift only from operator’s seat or control station.
· Pick up the entire load.  Ensure that the forks are completely under the skid.
· When raising and carrying loads, the upright should be tilted back slightly.
· Stacks should never be straightened out by pushing against them with the forks of with the end of the forklift.
· Stay away from the end of loading docks, and never use the forklift to open or close freight doors.
· Before entering a forklift, make sure its breaks are set and it is chocked.  
· Absolutely no riders on any type of forklift unless it is specifically designed for riders.
· Keep the hands and feet inside the operating compartment of the forklift.
· Slow down on wet or slippery surfaces.
· Do not push or tow disabled vehicle with a forklift.
· Do not park on an incline, if unavoidable, chock the wheels.
· Turn off engine while fuelling.
· Reports any accident immediately.    

	PPE Requirements for Task:
· Safety helmet
· Foot wear
· Safety belt

	Equipment Required:
N/A

	Any Limitations/Constraints:
· Speed limits and breaking in the warehouse

	Control measures  from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· First Aiders as per the notice board in the warehouse

	Must Not:
· Attempt to lift / carry out of capability
· Attempt to carry items with sharp edges
· Raise any person with sharp edges
· Place heavy items at height
· Allow anyone to walk or work under the raised carriage.
· Drive toward someone when they are against the wall.
· Lift unstable loads.

	Must:
· Notify the supervisor / in charge if you are unable to carry out the task
· Operate the forklift only after the routine check is carried out and unit found operational.
· Check the overhead clearance before raising the blades.
· Raise the load only just enough to clear obstructions while transferring. 
· Be picked up the center of balance.












	XIV. Working on Height

	SCOPE:
The scope of this instruction covers activities relating to safety working on height

	Assessor:
QRM Department
	Date:
January 08,2014
	Locations:
All facilities 

	Hazard Associated with Task:
Falling
	Impact:
Death, Injury

	Training Requirements:
Employees must ensure training program has been approved on construction projects methods of fall protection

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
· Ensure all workers have the awareness for the safety and take precaution working on height.
· Ensure the handler (s) is not likely to endanger him or others. Clear/ Plan the route to be taken , ask for assistance 
· PPE (Personal Protective Equipment) to be issued and used as necessary
· Remember to climb your own capabilities and use the safe system of work (SSOW) for each manual handling task as an aid
· Use a passive fall prevention device
· Use a work positioning system, which limits movement and therefore minimises access to areas where a fall can occur.
· Use a fall arrest system e.g. a harness which doesn’t eliminate a fall, it only prevents the person falling to the ground.
· Use a ladder or implement administrative controls.
· Where the risk of a fall cannot be eliminated, use further controls to minimise the distance and consequences of a fall should one occur.   

	PPE Requirements for Task:
· Safety helmet
· Safety belt
· Safety harness

	Equipment Required:
N/A

	Any Limitations/Constraints:
N/A

	Control measures  from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· To be provided first aid if available.

	Must Not:
· Attempt to climb without safety precaution
· Start work on height without a second person down below 
· Climb on inappropriate equipment (e.g. chairs or desks) to reach higher level
· Attempt to carry 

	Must:
· Notify the supervisor / in charge if you are unable to carry out the task
· Receive authorization from manager/supervisor before working at heights
· Assist with the risk assessment process and adhere to any risk management documentation for working at heights
· Participate in local workplace heights training relevant to ones role.
· Isolate people from working at height hazard
· Carry out inspection before equipment is used for the first time or after any incidents or major repairs.



















	XV.  Window Cleaning

	SCOPE:
The scope of this instruction covers activities relating to safety for window cleaning activities

	Assessor:
QRM Department
	Date:
April 30,2017
	Locations:
All facilities 

	Hazard Associated with Task:
Falling
Slipping
Electrocution from power source (if connected)
	Impact:
Death, Injury
Injury
Death, Injury

	Training Requirements:
Employees must ensure training program has been approved on window cleaning activities , methods of fall & slip protection

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
· Ensure all workers  has the awareness for the safety and take precaution when cleaning windows (on height)
· Ensure the worker is not likely to endanger him or others. Clear/ Plan the work, ask for assistance 
· PPE (Personal Protective Equipment) to be issued and used as necessary
· Use a passive fall prevention device
· Use a work positioning system, which limits movement and therefore minimises access to areas where a fall can occur.
· Use a fall arrest system e.g. a harness which doesn’t eliminate a fall, it only prevents the person falling to the ground.
· Use a ladder or implement administrative controls.
· Where the risk of a fall cannot be eliminated, use further controls to minimise the distance and consequences of a fall should one occur.   

	PPE Requirements for Task:
· Safety helmet
· Safety belt
· Safety harness
· Eye glasses

	Equipment Required:
N/A

	Any Limitations/Constraints:
N/A

	Control measures  from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· To be provided first aid if available.

	Must Not:
· Don’t use a defective ladder.
· Don’t overreach. 
· Don’t straddle from a ladder to a nearby foothold.
· Don’t take a grip on the building and stretch in the opposite direction
· Don’t place a ladder on boxes, bricks, drums or unstable surface

	Must:
· Receive authorization from ADMIN supervisor before working at heights for cleaning windows.
· Assist with the risk assessment process and adhere to any risk management documentation for window cleaning activities
· Participate in local workplace heights training relevant to ones role.
· signage/barriers when the base of the ladder may get struck by pedestrians
· Carry out inspection before equipment is used for the first time.


















	XVI. Carpet Cleaning

	SCOPE:
The scope of this instruction covers activities relating to safety for carpet cleaning activities

	Assessor:
QRM Department
	Date:
Dec 25,2018
	Locations:
All facilities 

	Hazard Associated with Task:
Lifting /Shifting furniture
Fumes
Electrocution from power source (if water is used)
Noise
	Impact:
Injury
Difficulty in breathing / Skin allergy
Death, Injury

Noise pollution /Disturbance /affects hearing

	Training Requirements:
Employees must ensure training program has been approved on Carpet cleaning activities, methods of protection from associated hazards and its impact.

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
· Pre-Inspect / Plan the work before hand, ask for assistance.
· Ensure all workers have the awareness for the safety and take precaution when cleaning carpets.
· Ensure the worker is not likely to endanger him or others while doing the job. 
· Do not move heavy furniture to avoid tearing /damaging carpet (instead lift the furniture)
· Ventilate the room /area at the start of the job.
· PPE (Personal Protective Equipment) to be issued and used as necessary
· Use all  prevention gears i.e. safety boots/shoes, Face masks, rubber gloves etc.

	PPE Requirements for Task:
· Hand Gloves
· Safety Boots
· Face Mask 
· Use of trolley if required.

	Equipment Required:
· Carpet Cleaning Equipment /Machine and PPE.

	Any Limitations/Constraints:
· Cleaning work should be done after working hours.

	Control measures  from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· To be provided first aid if available.

	Must Not:
· Don’t use a defective machines/vacuum.
· Don't use bleach or vinegar as carpet cleaning solutions.
· Don’t overreach the soiled area. 
· Don't use the cleaned wet area until complete dry.

	Must:
· Receive authorization from ADMIN supervisor before commencing Carpet Cleaning Job.
· Use right chemicals, solutions, shamppo etc designed for machine and type of carpet.
· For stain removing start from outside the stain circle ( not inside outwards)
· Preferably use hot tap water instead of cold for best results.
· Complete soak and let dry the carpet area after cleaning.
· Protect the area until thoroughly dried ( prevent use before complete dry )
· Assist with the risk assessment process and adhere to any risk management documentation for cleaning activities.
· Carry out inspection before equipment is used for the first time.



















	XVII. Hot Works (Welding, Grinding, Blow Torches)

	SCOPE:
The scope of this instruction covers activities relating to the use of open fires, flames, hot steam, fuel lines,  and work involving the application of heat by means of tools or equipment. This includes the unintentional application of heat by the use of power tools, hot rivets or hot particles generated from cutting or welding operations.

	Definitions:
Hot work is a process that can be a source of ignition when flammable material is present or can be a fire hazard regardless of the presence of flammable material in the workplace.
Hot work is also defined as a process that involves welding, soldering, brazing, cutting, grinding, drilling and burning or melting metals or other substances such as glass. Use of open flame in the furnace or sparks or such ignition tools are considered hot work procedures. These types of work are fire hazards when flammable material is present or not. 
Hot work procedures require a hot work permit from the safety department of the factory or the establishment before the workers begin

	Assessor:
QRM Department
	Date:
Feb 25,2019
	Locations:
All SMSA facilities 

	Hazard Associated with Task:
Open electrical wiring
Fumes
Flying sparks
Fire
	Impact:
Electrocution, death
Difficulty in breathing, illness
Eye injury, radiation burns, injury
Injury, death, burns

	Training Requirements:
All persons involved in hot work operations should receive adequate instruction, training and supervision, and understand: 
· Hazards associated with the work and the precautions to be taken; 
· Operation of relevant permit to work systems; and
· Actions to be taken in the event of any unintended fire or other emergency. 
Detailed training should be given to persons responsible for issuing permits to work to ensure that they are aware of all relevant hazards and that these are considered before the permit is issued.

	Risk Control:
Hot work risks must be controlled through the application of the hierarchy of controls to achieve the highest level of protection that is reasonably practicable in the circumstances. Hot work must be controlled under the Safe System of Work if the hot work is undertaken outside of a designated hot work area.

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
· Locate the area, inspect and ensure you are familiar with all machine operations and controls.
· It must be ensured that all potentially hazardous energy sources have been removed or isolated from the area where hot work is being undertaken, for example: • compressed air systems and tyres; • hydraulic systems; • fuel systems; • batteries; and • flammable and combustible materials
· t must be ensured that adequate controls are implemented to protect nearby workers from the hazards associated with the hot work activity, for example:• blinds or shielding, barricades or doors to prevent personnel coming into contact with hot work hazards such as flashes and noise; and • screens and mats to prevent sparks escaping
· It must be ensured that areas where hot work is performed has adequate ventilation to allow heat, fumes and other atmospheric contaminants to dissipate from the work area
· Ensure electrode holder and work leads are in good condition.
· Start the fume extraction unit/ventilation/suction fan before beginning to weld.(when in enclosed area)
· Ensure other people are protected from flashes by closing the curtain to the welding bay or by erecting screens. 
· Keep welding leads as short as possible and coil them to minimize inductance.
· Ensure work return earth cables make firm contact to provide a good electrical connection.
· Ensure the electrode holder has no electrode in it before turning on the welding machine.
· Ensure current is correctly set according to electrode selection. 
· No hazardous or combustible materials (e.g. flammable, toxic, very hot, steam, or very cold) must enter the hot work area during the operation unless they are needed as part of the operation and considered in the risk assessment
· The atmosphere must be, and must remain, safe to breathe. The concentration of toxic substances should be as low as reasonably practicable and in all cases below the relevant occupational exposure limit. Hot work processes generate toxic fumes where it is not reasonably practicable to provide adequate ventilation appropriate respiratory protective equipment should be worn. Particular care should be taken before entry into enclosed spaces.
· Appropriate fire-fighting equipment must be available adjacent to the work area together with an identified person trained in its use. if areas not visible to persons carrying out hot work pose a risk, a person with a suitable fire extinguisher must keep watch
· When work stops any cylinders of flammable gas, oxygen, or hoses and torches attached to them, must be removed; no shouldering residues must remain after the work has been completed. the sites of such work should be visited periodically until all likelihood of ignition has passed
· Switch off the machine and fume extraction unit /ventilation/ suction fan when work is completed. (applicable only in confined area)
· Remove electrode stub from holder and switch off power source.
· Hang up electrode holder and welding cables. Leave the work area in a safe, clean and tidy state.

	PPE Requirements for Task:
· Safety footwear
· Eye glasses
· Respiratory protection devices (3M or similar masks) / Welding mask 
· Approved safety gloves (electricity insulation approved)

	Equipment Required:
N/A

	Any Limitations/Constraints:
Do not initiate HOT Works without approval and hot works permit. After the permit to work has been signed, a copy should be given to the person in direct control of the hot work and where appropriate a copy should be displayed at the site of the work. A record of the issue and withdrawal of permits to work should be kept.

	Control measures  from Site- specific risk assessment:
The lockout/tagout (LOTO) WI shall be applied when working with any electrically powered equipment / device
LOTO shall also be implemented when dealing with hot steam lines, or with fuel lines
Fire watching and relevant preparation shall be taken prior to starting any hot work with a potential for fire eruption
the hot work permit also requires additional controls that might be needed if working in say, a confined space or working at heights

	Emergency Arrangements:
No hot work must be undertaken unless emergency plans are in place. It is the Maintenance in charge/ EHS rep responsibility to ensure an assessment of the emergency requirements has been made and actioned as appropriate
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· To be provided first aid if available.

	Must Not:
· Do not use faulty equipment. Immediately report suspected equipment. 
· Do not use bare hands and never wrap electrode leads around yourself.
· Do not use any equipment unless you have been instructed in its safe use and operation

	Must:
· Check workspaces and walkways to ensure no slip/trip hazards are present. 
· Ensure the work area is clean and clear of grease, oil and any flammable materials.
· When hot work is performed, ensure all hazards have been considered and there are sufficient safe systems of work and emergency arrangements in place to reduce the risk of injury
· Ensure there is no contact between sparks, flame or heat, and fuel sources
· Combustibles must be moved at least 10 m away
· Flammables must be moved at least 20 m away
· Two fire extinguishers (suitable for the area) must be on the site
· A fire watch is required on every hot works job
· The fire watch must stay on the job site for 30 minutes after the hot work is finished.
· Keep the welding equipment, work area and your gloves dry to avoid electric shocks.
· Long and loose hair must be contained.
· Close fitting/protective clothing to cover arms and legs must be worn.
· Oil free leather gloves and spats must be worn.

























	XVIII. Use of Ladder/Step Ladder

	SCOPE:
The scope of this instruction covers activities relating to sensible use and precautions to be taken when using ladders and stepladders in SMSA facilities

	Assessor:
QRM Department
	Date:
Mar 20,2019
	Locations:
All SMSA facilities 

	Hazard Associated with Task:
Reaching or leaning too far
Falling
Climbing the ladder while carrying items
Using the wrong ladder for the job
Standing on the very top step or rung
Using metal ladders in areas where contact with electrical wires could occur
	Impact:
Injury, death
Injury
Injury
Injury, death
Injury
Electrocution, death

	Training Requirements:
· Ensure training on SSOW for working on height and lifting

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
· Check for electrical power lines; never use a metal or wet wooden ladder near electricity and never work near electrical lines if you haven’t been trained.
· Check for hot steam pipe lines; Also check for ventilation ducts with strong current
· Look for traffic in the area; put up barriers prior to start of work
· Before starting a task, you should always carry out a ‘pre-use’ check to spot any obvious visual defects to make sure the ladder is safe to use.
· Check the stiles – make sure they are not bent or damaged, as the ladder could buckle or collapse.
· Check the feet – if they are missing, worn or damaged the ladder could slip. Also check ladder feet when moving from soft/dirty ground (e.g. dug soil, loose sand/ stone, a dirty area) to a smooth, solid surface (e.g. paving slabs), to make sure the foot material and not the dirt (e.g. soil, chippings or embedded stones) is making contact with the ground.
· Check the rungs – if they are bent, worn, missing or loose the ladder could fail.
· Check any locking mechanisms – if they are bent or the fixings are worn or damaged the ladder could collapse. Ensure any locking bars are engaged.
· Check the stepladder platform – if it is split or buckled the ladder could become unstable or collapse.
· Check the steps or treads on stepladders – if they are contaminated they could be slippery; if the fixings are loose on steps, they could collapse.
Leaning ladders
When using a leaning ladder to carry out a task:
· Only carry light materials and tools – read the manufacturers’ labels on the ladder
· Make sure it is long enough or high enough for the task
· Consider workers weight and the equipment or materials they are carrying before working at height. 
· Always grip the ladder and face the ladder rungs while climbing or descending 
· Don’t work within 6 m horizontally of any overhead power line, unless it has been made dead or it is protected with insulation. Use a non-conductive ladder (e.g. fiberglass or timber) for any electrical work
· Maintain three points of contact when climbing (this means a hand and two feet) and wherever possible at the work position
· Where you cannot maintain a handhold, other than for a brief period (e.g. to hold a nail while starting to knock it in, starting a screw etc), you will need to take other measures to prevent a fall or reduce the consequences if one happened
· For a leaning ladder, you should secure it (e.g. by tying the ladder to prevent it from slipping either outwards or sideways) and have a strong upper resting point, i.e. do not rest a ladder against weak upper surfaces (e.g. glazing or plastic surfaces )
· Always face the ladder when climbing and hold on with both hands.
· Carry tools in a tool belt or raise and lower with a line.
· Check your shoes and ladder rungs for slippery material.
· Don’t lean out to the side. If something is out of your reach, get down and move the ladder.
Stepladders 
When using a stepladder to carry out a task:
· Check all four stepladder feet are in contact with the ground and the steps are level
· Only carry light materials and tools
· Don’t stand and work on the top three steps (including a step forming the very top of the stepladder) unless there is a suitable handhold
· Ensure any locking devices are engaged
· Try to position the stepladder to face the work activity and not side on. 
· Try to avoid work that imposes a side loading, such as side-on drilling through solid materials (e.g. bricks or concrete)
· Where side-on loadings cannot be avoided, you should prevent the steps from tipping over, e.g. by tying the steps. Otherwise, use a more suitable type of access equipment
· Maintain three points of contact at the working position. This means two feet and one hand, or when both hands need to be free for a brief period, two feet and the body supported by the stepladder

	PPE Requirements for Task:
· Safety Harness (when working with an unprotected edge that is 6 feet or more above a lower level.)
· Safety gloves
· Safety shoes (non-slip)
· Helmets

	Equipment Required:
N/A

	Any Limitations/Constraints:
N/A

	Control measures  from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· To be provided first aid if available.

	Must Not:
· Don’t work off the top three rungs, and try to make sure the ladder extends at least 1 m (three rungs) above where you are working
· Don’t stand ladders on moveable objects, such as pallets, bricks, lift trucks, tower scaffolds, excavator buckets, vans, or mobile elevating work platforms
· Avoid holding items when climbing (consider using a tool belt)
· Do not overreach, keep your belt buckle between the stiles, both feet on same rung. 
· Do not carry out work which causes sideways loadings.
· Do not straddle on a frame ladder
· Do not move a ladder while standing on the rungs.
· Do not slide down the stiles.
· Do not extend a ladder while standing on the rungs.

	Must:
· Do a daily pre-use check.
· Do secure it.
· Do set up on firm ground, never on a movable surface such as tower scaffold, pallets, blocks etc.
· Do have a strong upper resting point
· Do use for short duration work only
· Do use for light work only (where applicable)
· Do grip the stiles while climbing












	XIX. Confined Space Work

	SCOPE:
The scope of this instruction covers employees or contractors who are required to carry out work in confined spaces at SMSA facilities. It contains simple and practical guidance on safe work in confined spaces and other useful information. It will also be useful source of information on protecting personal safety and health at work for SMSA employees and anyone involved in carrying out work in confined spaces. Confined spaces in SMSA include and are Not limited to work in cold/freezer rooms, diesel/generator storage areas/storage tanks, (unventilated or poorly ventilated rooms i.e. electrical panel rooms, and server rooms). 
Confined space may also cover, water and other tanks (tankers, tank-wagons etc.), ducts, pits, valve chambers, deep trenches, basins, sumps, drains, trenches, excavations as well as certain rooms can be considered as confined spaces. Some places may become confined spaces when work is carried out, or during their construction, fabrication or subsequent modification. 
The definition of a confined space includes any individual carrying out any action of passing, even partially with the head through an opening into a confined space. 


	Assessor:
QRM Department
	Date:
Mar 20,2019
	Locations:
All SMSA facilities 

	Hazard Associated with Task:
Flammable vapors/fumes/excess oxygen leading to fire/explosion
Presence of dust
Extreme hot/cold conditions
Lack of oxygen
	Impact:
Injury, difficulty in breathing, illness, death.

Difficulty in breathing, illness
Illness, hypothermia, burns, heat stress,death
Difficulty in breathing. death

	Training Requirements:
Training must be given prior to initiating work in confined spaces for:
· Hazards associated with the work and the precautions to be taken
· Operation of relevant permit to work systems
· Proper use of PPE’s
· Proper use /instructions on use of approved machinery/equipments

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
· Avoid entering confined spaces, e.g. by doing the work from outside- modify the confined space itself or area to eliminate the confined space:
· Have the work done from outside, for example: - inspection, sampling and cleaning operations can be done from outside the space using appropriate equipment and tools; and - remote control monitors can be used for internal inspection of tanks.
· If entry to a confined space is unavoidable follow the below safe system of work
· Ensure emergency plans are in place/effect before the work starts.
· Appoint suitable persons for the work who is trained to work in confined areas and is fit to wear breathing apparatus if the work requires the use of such apparatus, and there is no medical advice against an individual’s suitability to work in a confined space
· Disconnect and properly lock off the power supply of all the machinery and equipment that could cause hazards in a confined space
· Take effective steps to prevent an ingress or in-rush to the confined space of hazardous gas, vapor, dust, fume or free flowing solid and liquid.
· When necessary, a confined space should be adequately purged before the entry of workers to ensure that no sludge or other deposits will give off hazardous gas, vapor, dust or fume during the course of work. If steam cleaning is used, sufficient time should be allowed for cooling to ensure that it is safe to work in the confined space.
· If the entrance is narrow, air-line breathing apparatus should be used instead of self-contained breathing apparatus which is more bulky and therefore restricts passage.
· When necessary mechanical ventilation must be ensured for an adequate supply of fresh air. Do not use oxygen to freshen the air inside the confined space as this will greatly increase the risk of fire or explosion. Adequate supply of fresh air is of particular importance if compressed gas or burning equipment is used inside the confined space because of the dangers from build-up of engine exhaust.
· Ensure to check that the air is free from both toxic and flammable gases, and that there is no deficiency in oxygen and the air is fit to breathe. Testing should be carried out by a competent person using a suitable gas detector which is correctly calibrated. Where the risk assessment indicates that conditions may change in the course of work, or as a further precaution, continuous air monitoring by the competent person is required.

	PPE Requirements for Task:
Properly wearing an approved breathing apparatus of a type that gives appropriate protection given the nature of the confined space.
Helmet, gloves, safety shoes, as needed (notice: wearing PPE can contribute to heat stress)


	Equipment Required:
· Suitable safety harness connected to a lifeline that is strong enough to enable him to be pulled out, and that the free end is held by a person staying outside the confined space who has sufficient physical strength to be capable of pulling the worker out of the confined space in an emergency. That person must remain in situ throughout the course of work
· Non-sparking tools and specially protected lighting are essential where flammable or potentially explosive atmospheres are likely. In certain confined spaces (e.g. inside metal tanks), suitable precautions to prevent electric shock include the use of extra low voltage equipment (voltage not exceeding 50 volts alternating current or 120 volts direct current whether between conductors or to earth) and, where necessary, residual current devices 

	Any Limitations/Constraints:
When working in cold room/freezer rooms ensure that the entry/exit gate has emergency pull handle  so that the door can be opened from inside these rooms (in case of emergencies) and this will ensure that there is no entrapment for the personnel working inside these areas. Otherwise this WI will also apply to work in such areas.

	Control measures  from Site- specific risk assessment:
Air Testing should be carried out by a competent person using a suitable gas detector which is correctly calibrated. Where the risk assessment indicates that conditions may change in the course of work, or as a further precaution, continuous air monitoring as advised by the competent person is required. 

	Emergency Arrangements:
To deal with any serious and imminent danger to workers inside a confined space, appropriate emergency procedures should be formulated and implemented according to the nature of the confined space, the risks involved and the nature of an emergency rescue. Provide and keep readily available in a satisfactory condition a sufficient supply of: ■ approved breathing apparatus; ■ suitable reviving apparatus; ■ vessels containing oxygen or air; ■ safety harness and ropes; ■ an audio and visual alarm for alerting others outside the confined space. 


	Must:
· When work is being carried out in a confined space, another person should be assigned to station outside the confined space to maintain communication with the worker inside. Sufficient number of rescue personnel should also be made available outside the confined space. These persons need to be properly trained in rescues, physically fit and readily available to carry out rescue tasks, and capable of using any rescue equipment provided, e.g. breathing apparatus, reviving apparatus, lifelines and firefighting equipment. They should also be adequately protected against any harm
· Qualified first-aiders need to be available to make proper use of any necessary first-aid equipment provided.

	Must Not:
· Begin work in confined space prior to issuance of work permit by assigned authorized personnel













	XX. Use of Eye Washers

	SCOPE:
The scope of this instruction is to control harm to workers from response of accidental exposure to chemicals and other hazardous materials via the use of manual handheld eye washers.

	Assessor:
QRM Department
	Date:
Jun 25,2019
	Locations:
SMSA WH Facilities 

	Hazard Associated with Task:
Presence of dust
Cross contamination while using eye washers
	Impact:
Injury, illness (eye infections)
Illness, exposure to chemical, injury

	Training Requirements:
Training must be given on safe use of handheld eye washers

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
· Do not panic.
· Shout for help to allow co-workers to assist
· Flush the affected eye immediately, with given eye washer by squeezing eye washer bottle into affected eye
· For chemical spills to the eyes, hold eyes open as wide as possible to permit the water to reach all areas around the eye.
· In case of any serious accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999) or call on emergency provided  numbers as provided list of contacts
· Immediately shift the victim to hospital after initial aid and to be examined by doctor or other trained medical specialist as soon as possible.

	PPE Requirements for Task:
· Use approved hand gloves

	Equipment Required:
· Nil 

	Any Limitations/Constraints:
· Never keep the eye washer close to chemical spills
· Change gloves (if wearing any)/wash hands prior to use of eyewasher.

	Control measures  from Site- specific risk assessment:
Nil

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999) or call on emergency provided  numbers as provided list of contacts 

	Must:
· Wash full face, hair and other body parts and remove contaminated clothing immediately.

	Must Not:
· NA

	XXI. Use of Breathing Apparatus (BA)

	SCOPE:
The Scope of this instruction covers activities relating to use of Breathing Apparatus (BA) in atmospheres that would be hazardous to health.

	Assessor:
QRM Department
	Date:
Jun 25,2019
	Locations:
SMSA WH Facilities 

	Hazard Associated with Task:
Leaking valves/ face mask
Empty cylinder
Suffocation from improper use
Heavy Loads
	Impact:
Injury, difficulty in breathing, death
difficulty in breathing, death
difficulty in breathing, death
Injury

	Training Requirements:
Training must be given on proper usage and maintenance of BA.

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
· On a regular basis and before using BA; the user must ensure to check the cylinder pressure is maintained  at 20~30 Mpa.
· Lay the back board horizontally and uplift the bind belt and lock catch of the cylinder
· Loosen the bind belt to discharge the cylinder , but not fully unlock it from the lock catch, keep the bind belt to be a ring shape
· put up the back board, tighten the union bonnet between  the cylinder and the pressure regulator and then tighten the bind belt to fix the cylinder on the back board
· Slowly turn on the valve of cylinder with hand (turn at least twice circles) to fill the breathing apparatus with air. The comes a short alarm sound, which shows it is normal
· One minute later, turn off the cylinder valve and watch the pressure indicator (Pressure gauge). The declined pressure value shall be no more than 2 Mpa in one minute.
· Make sure all the face mask connectors and O-shape ring are clean and intact
· Insert the air supply valve into the face mask connector to be locked.
· Check the fixing of the air supply valve and make it tight. (The axes will not move when pulling the valve outwards.)
· Turn up the cylinder valve to fill the breathing apparatus system with air and watch the pressure value of the cylinder
· Deep breath for 2~3 times. Breath sufficient air and the air exhaled out shall be easily expelled from the expiratory valve. There is no sound of leaking with face mask.
· When hold the breath, the air supply valve shall stop air supply (without sound of leaking).
· After test, if all goes well, turn up the cylinder valve and watch the value of pressure.
· If the pressure is low, change another cylinder filled with air pressure of 28~30Mpa.
· Press the central button or side switch of air supply valve’s protective cap. Set the air supply valve in a closed/state after emitting the air in the system.

	PPE Requirements for Task:
· Use approved hand gloves
· Safety Shoes

	Equipment Required:
Complete Breathing Apparatus Set shall consist of the following components:‐
1. Back plate, Shoulder harness, and waste belt,
2. Pressure Reducer, Pneumatic hoses, and Pressure gauge,
3. Facemask and lung demand valve,
4. Personal line attached securely to the BA set,
5. Safety lamp/torch attached to the set,
6.  BA cylinder with cylinder cover.

	Any Limitations/Constraints:
· BA’s must be used by authorized trained staff only.
· Do not attempt to use BA if not absolutely necessary. The BA is intended to be used only as a resort to save lives in case of fire/emergencies.

	Control measures  from Site- specific risk assessment:
When reaching decisions on control of the risk, the responsible must consider below:
1. Availability of fire marshals and wardens team at the facility. 
2. The experience of the fire marshall team - They should have the necessary knowledge on safe use of the equipment and trained to deal with emergency situations.

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999) or call on emergency provided  numbers as provided list of contacts 
· First Aiders as per the notice board

	Must:
· Watch for the way you hold the BA as it weighs 4-6 kg. Follow manual handling instructions.
· Refer to the manufacturer manual and ensure instructions on safe use are adhered to.

	Must Not:
· NA










	VI. Generator Operations & Maintenance

	SCOPE:
This instruction applies to generator operations and maintenance which is conducted by SMSA employees or by contractors within any SMSA facility.

	Assessor:
QRM Department
	Date:
January 08,2014
	Locations:
All areas

	Hazard Associated with Task:
Electric shock 
Fire from electrical equipment’s
Explosion caused due to static electricity igniting flammable fuel or vapors
	Impact:
Death, Injury, burns
Injury, financial loss
Injury, death

	Training Requirements:
Electrical work safety

	Sequence of Work: To be ‘step by step’ and include safety precautions where applicable.
Preparation Phase:
· Ensure all personnel involved are adequately trained in generator operations and maintenance.
· Conduct a thorough risk assessment of the work area.
· Ensure work permit is filled in for maintenance work.
· Gather all required tools, equipment, and personal protective equipment (PPE).
Shutdown and Isolation:
· Power down the generator following manufacturer's guidelines.
· Isolate the generator from all power sources to prevent accidental startup.
· Lockout/tagout procedures should be implemented to prevent unauthorized operation.
Visual Inspection:
· Inspect the generator for any signs of damage or wear.
· Check for loose connections, leaks, or corrosion.
· Ensure ventilation and cooling systems are functioning properly.
Functional Testing:
· Conduct functional tests of the generator to ensure proper operation.
· Test load transfer switches and emergency shutdown systems.
Maintenance Tasks:
· Clean air filters and cooling fins where applicable.
· Inspect and replace worn-out belts and hoses.
· Check and replenish oil and coolant levels.
· Test and replace batteries if necessary.
· Verify proper operation of safety features such as alarms and shutdown systems where applicable.
Documentation:
· Keep detailed records of maintenance performed (reports), including dates and tasks completed.
· Record any abnormalities or issues encountered during maintenance.

Post-Maintenance Testing:
· After maintenance tasks are completed, conduct thorough testing to ensure proper functioning of the generator.
· Perform load bank testing if required to verify the generator's capacity under load conditions.
Recommissioning:
· Once all maintenance and testing are successfully completed, recommission the generator for normal operation.
· Remove all locks and tags, and restore power to the generator.
Fuel Storage (where applicable):
Storage Location:
· Store fuel/diesel in designated areas away from ignition sources, such as generators, electrical equipment, and smoking areas.
· Ensure storage areas are well-ventilated and equipped with spill containment measures to prevent environmental contamination.
Storage Tanks:
· Use approved, properly labelled fuel storage tanks that comply with local regulations and industry standards.
· Regularly inspect storage tanks for leaks, corrosion, and structural integrity.
Handling Procedures:
· Use appropriate equipment, such as pumps and funnels, to transfer fuel/diesel safely from storage tanks to generators.
· Avoid overfilling storage tanks to prevent spills and overflows. Follow spill management procedure GUIDE #2666.
· Minimize the risk of static electricity buildup by using grounded equipment and bonding connections during fuel transfer operations.
Fire Prevention:
· Implement fire prevention measures, including fire extinguishers, fire suppression systems, and spark arrestors, in fuel storage areas.
· Prohibit smoking, open flames, and hot work activities near fuel storage tanks.
· Conduct regular fire safety inspections and maintain firefighting equipment in good working condition.
Preliminary Checks for Use:
· Perform preliminary checks as per the manual of the generator.

Where required if the generator not being used for (more than 30 Days), perform the following:
· Disconnect all the utilities
· Empty the fuel tank completely.
· Drain the engine oil and the coolant
· Disconnect the battery cables
· If the generator is on “Openset” clean the engine and the generator and cover them with an anti-dust sheet.

	PPE Requirements for Task:
· Safety Shoes
· Gloves (Electric rated)
· Safety Goggles 
· Use respirators or dust masks (when working in dusty or poorly ventilated areas)
· Ear plugs
· Chemical Resistant Gloves (When handling chemicals such as lubricants, fuel)

	Equipment Required:
· Screwdrivers, wrenches, and socket sets for mechanical work.
· Mustimeter for electrical testing and troubleshooting.
· Oil filter wrench for changing oil filters.
· Cleaning brushes and rags for maintenance tasks.
· Lubrication equipment for greasing moving parts.
· Load bank for testing generator capacity under load condition
· Fuel pumps for transferring fuel from storage tanks to generators.
· Funnel with a filter for clean and controlled fuel transfer.
· Grounding and bonding equipment to prevent static electricity buildup during fuel transfer.


	Any Limitations/Constraints:
· Work with high voltage (e.g. transformer room/ generators is to be only conducted by skilled /authorized personnel only.

	Control measures from Site- specific risk assessment:
N/A

	Emergency Arrangements:
· In the event of accident call 997 Emergency Service KSA
· Notify SMSA HQ office (011-463 3999)
· First Aiders as per the notice board in each floor

	Must Not:
· Don't overload outlets or motors.
· Don't let grease, dust, or all dirt kits build up on machinery.
· Don't place cords near heat or water.
· Don't run cords along the floor where they can be damaged.
· Don't touch anything electric with wet hands.
· Don't put anything but an electric plug into an electric outlet.
· Don't use temporary wiring in place of permanent wiring.
· Don't attempt to perform maintenance tasks without proper training and authorization.
· Don't bypass safety features or procedures, even temporarily.
· Don't work on the generator while it is running or connected to a power source.
· Don't overlook any signs of damage or wear during inspections.
· Don't forget to properly document all maintenance activities for future reference.



	Must:
· Follow manufacturer's guidelines and recommendations for maintenance procedures.
· Wear appropriate PPE, including gloves, safety goggles, and hearing protection.
· Keep work areas clean and free of clutter to prevent accidents.
· Test emergency shutdown systems regularly to ensure they are functioning correctly.
· Conduct regular inspections and maintenance according to a predefined schedule.
· Comply with all applicable environmental regulations governing fuel storage, handling, and disposal.
· Implement measures to prevent fuel contamination of soil, water, and air, including regular monitoring and maintenance of storage systems.
· Electrical waste may contain harmful substances, requiring proper disposal according to local laws. For disposal refer to waste management policy (2641)
· Follow spill management procedure to manage spills GUIDE #2666.
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