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	Work Place & Customer Environment Policy
Owner/Dept: QRM



	Brief
	It is the policy of SMSA to provide and maintain safe work environment and adequate facilities may be shared by employees.

	Purpose
	The intent of this is to describe that SMSA is safe, suitable to work, provide and maintain safe work environment and facilities.

	Persons Affected
	All SMSA company employee and customers.        

	Scope
	This policy applies to all SMSA employees, it provides practical guidance for employees how to provide and maintain suitable working environment without risk to health and safety.

	Guidelines
	Ease of Access for Disabled
The means of entry and exit to and from the workplace must be safe. This may include ensuring that workers with special needs or disabilities can safely enter and leave the workplace.

Entries and exits should be slip-resistant under wet and dry conditions.

Aisles and walkways should be wide and kept free of furniture or other obstructions at all times. Where it is necessary to clearly define entry and exit routes, the boundaries of the route should be marked by a permanent line of white, yellow or other contrasting colored by glowing markers. Entry and exit routes, stairs and walkways should be adequately lit.

Power-operated doors and gates should have safety features to prevent people being struck or trapped. Upward-opening doors or gates should be fitted with an effective device (such as counterbalance springs or ratchet devices) to prevent them falling back.

The location of exits should be clearly marked and signs should be posted to show the direction to exit doors to aid emergency evacuation.

Facility Cleaning/ Housekeeping
An untidy workplace can cause injuries in particular, injuries resulting from slips and trips, therefore good housekeeping practices are essential for all workplaces. For example:
· Spills on floors should be cleaned up immediately

· Any waste should be regularly removed.

· Walkways should be kept clear of obstructions

· Work materials should be neatly stored

· Warning devices should be place on wet areas
It will be much easier to keep the workplace clean and tidy if it is well laid out with sufficient space for storage and for the movement of people. Space close to workstations should be allocated to allow for the storage of tools and materials that are used frequently, for example providing racks for hand tools above workbenches.

Tidiness throughout the working day can be difficult to maintain in industries where there is rapid production of finished goods and/or waste. In these situations, training all workers in good housekeeping procedures and their co-operation with these procedures is necessary to keep the workplace tidy.

Suitable containers for waste should be conveniently located and regularly emptied.

While it may be reasonable to expect workers to leave their immediate work area in a clean and tidy condition at the end of the working day, other options for carrying out the general cleaning of the workplace should be considered, for example engaging cleaners.

Floors and other surfaces
Floor surfaces should be suitable for the work area. The choice of floor surfaces or coverings will depend on the type of work carried out at the workplace, as well as the materials used during the work process, the likelihood of spills and other contaminants, including dust, and the need for cleaning.

Floors should be inspected regularly and maintained to eliminate slip and trip hazards. Common examples of hazards include trailing cables, uneven edges or broken surfaces, gratings or covers, loose mats or carpet tiles. Floor surfaces require sufficient grip to prevent slipping, especially in areas that may become wet or contaminated. Cleaning methods should also take account of the potential for slips, which may be increased by the use of some cleaning agents.
Floors and any other surfaces, such as mezzanines or platforms that people may walk on, must be strong enough to support loads placed on them.

Work Areas/ Work Stations


The layout of work areas should be designed to provide sufficient clear space between furniture, fixtures and fittings so that workers can move about freely without strain or injury and also evacuate quickly in case of an emergency. Space for aisles, passages and access to other areas is needed in addition to the space around workstations.

In determining how much space is needed, the following should be considered:

· The equipment to be handled and the personal protective equipment that may be worn to perform the work

· the physical actions needed to perform the task

· the need to move around while working

· whether the task is to be performed from a sitting or standing position

It may be necessary to determine whether the work is best carried out in a seated or standing position (or a combination of the two). Ideally, there should be a mix of seated and standing tasks – neither prolonged sitting nor standing is desirable. Workers should be consulted when carrying out this assessment.

Workstations should be designed so that workers can carry out their work in a comfortable, upright position with shoulders relaxed and upper arms close to the body. Different workers require different working heights so it is best to provide adjustable workstations to make the work height suitable for the person and the task.

Many tasks are best done in a seated position, for example screen-based work, fine component assembly or tasks involving the frequent use of foot controls.

 For tasks undertaken in a seated position, workers should be provided with seating that:

· Provides good body support, especially for the lower back.

· Allows adequate space for leg clearance and freedom of movement.

Chairs should be fully adjustable to accommodate different sized workers (with seat height, back rest height and back rest tilt adjustments) and should not tip or slip – a five-point base is the most stable.

Lighting
Sufficient lighting must be provided, whether it is from a natural or artificial source, to allow safe movement around the workplace and to allow workers to perform their job without having to adopt awkward postures or strain their eyes to see.

The following factors should be taken into account:

· The work environment

· The nature of the work activity

· The nature of hazards and risks in the workplace

· Illumination levels, including both natural and artificial light

· The transition of natural light over the day

· Reflections

· Contrast

Ventilation and Air Conditioning
Workplaces should be adequately ventilated. Fresh, clean air should be drawn from outside the workplace, uncontaminated by discharge from flues or other outlets, and be circulated through the workplace.

Workplaces inside buildings may have natural ventilation, mechanical ventilation (fans or extraction units) or air-conditioning. An air-conditioning system should:

· Provide a comfortable environment in relation to air temperature, humidity and air movement

· Prevent the excessive accumulation of odors

· Reduce the levels of respiratory by-products, especially carbon dioxide, and other indoor contaminants that may arise from work activities

· Supply an amount of fresh air to the workplace, exhaust some of the stale air as well as filter and re-circulate some of the indoor air.

Air-conditioning and other ventilation systems should be regularly serviced and maintained in accordance with manufacturer’s instructions.

Temperature
Workers carrying out work in extreme heat or cold must be able to carry out work without a risk to their health and safety so far as is reasonably practicable.

It is important to distinguish between a condition that threatens health and safety, and a feeling of discomfort. Air temperatures that are too high or too low can contribute to fatigue and heat or cold related illnesses.
Optimum comfort for sedentary work is between 20 and 26 degrees Celsius, depending on the time of year and clothing worn. Workers involved in physical exertion usually prefer a lower temperature range. The means of maintaining a comfortable temperature will depend on the working environment and the weather, and could include any of the following:

· Air-conditioning
· Fans

· Electric heating

· Open windows

· Building insulation

· The layout of workstations

· Direct sunlight control

· Controlling air flow and the source of drafts
Welfare Facilities
Drinking Water

An adequate supply of clean drinking water must be provided free of charge for workers at all times. The supply of the drinking water should be:

· positioned where it can be easily accessed by workers

· Separate from toilet or washing facilities to avoid contamination of the drinking water.

· Shading water storage containers from the sun.

Water should be supplied in a hygienic manner, so that workers do not drink directly from a shared container. This may involve using disposable or washable drinking containers.

Water supplied for fire protection may not be suitable for. These water supplies points should be marked with warning signs that the water is unfit to drink.

Toilets

Clean toilets must be provided for all workers while they are at work. Where reasonably practicable, toilet facilities should be provided for workers. Toilets must be accessible, preferably located inside a building or as close as possible to the workplace. In multi-storey buildings, toilets should be located on at least every floor.

Toilets should be:
· Fitted with a hinged seat and lid

· Provided with adequate lighting and ventilation

· Clearly signposted

· Fitted with a hinged door capable of locking from the inside on each cubicle

· Designed to allow emergency access

· Positioned to ensure privacy for users

· Separated from any other room by an door lock

· A separate entrance that is clearly marked.

Toilets should be supplied with:

· An adequate supply of toilet paper for each toilet
· Hand washing facilities

· Rubbish bins
· For female workers, hygienic means to dispose of sanitary items.

Hand Washing

Hand washing facilities must be provided to enable workers to maintain good standards of personal hygiene. Workers may need to wash their hands at different times (for example, after visiting the toilet, before and after eating meals).

Hand washing facilities should:

· Be accessible at all times to work areas, eating areas and the toilets

· Contain both hot and cold water taps or temperature mixers

· Be protected from the weather

· Be supplied with non-irritating soap (preferably from a soap dispenser)

· Contain hygienic hand drying facilities, for example automatic air dryers or paper towel.

	Responsibilities
	As employee we have to be responsible and follow every policy and procedure of the company.
You can make your workplace safer by:
· Being involved in processes to improve health and safety

· Sticking to correct procedures and using the right equipment
The management will review the work environment during the budget reviews and make necessary recommendations for change. 

	General
	Any exception to this policy must be approved by the Managing Director.
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