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  PART I 

SOCIAL ACCOUNTABILITY AT HANDICRAFTS 
MANUFACTURING WORK PLACE / FACTORY 

DO’S & DON’T’S 
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NO CHILD LABOUR 

Age of Workers 

 Minimum legal age of employment is 14 years. 

 Children between the age of 14 and 15 years can be 
employed for a maximum period of 4.5 hours in a day. 

 The child cannot be employed during night time (i.e. 7pm 
to 8am). 

 The employer must maintain a register of child workers. 

 A young worker under 18 years must have a certificate of 
fitness.

Young workers must be over 14 years old. They must have 
a contract, which involved practical and theoretical training 
and  a test. Apprentices are not allowed to be paid by the 
piece.
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FREEDOM OF ASSOCIATION AND THE RIGHT TO 
COLLECTIVE BARGAINING 

 Employees have the right ot join a trade union. 

 Seven  or more persons can form a union and apply to 
have the union registered. Workers may join unions of 
their own choosing without prior authorization. 

 All the trade unions must be registered with the 
Registrar of Trade unions appointed by the 
government

 The employees should pay the subscription fees as a 
member of the union. The fees should not exceed 
twelve rupees per annum. 

 Collective bargaining is the normal means of setting 
wages and settling disputes in unionized plants in the 
organized industrial sector. 
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 Industrial Disputes Act requires industrial 
establishments with more than 100 workers to set up a 
works committee to maintain good links between 
employers and employees. 

The industrial Disputes Act, 1947 makes it an unfair labour 
practice for employers to prevent union organization, to 
discharge or dismiss or otherwise punish an employee 
because he forms or joins a union. 
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HEALTH AND SAFETY 
Management and Training 
[

 Workers must receive training in what they should do if 
there is a fire emergency and some workers must be 
trained in first aid. 

 A factory employing 500 or more workers should employ 
a Welfare Officer. 

 A factory employing 1,000 or more workers is required to 
appoint one or more Safety Officers. 

 The employer must set up a Safety Committee consisting 
of equal number of representatives of workers and 
management.

 The employer must provide workers with information 
relating to heath and safety at work. The worker has the 
right to be sponsored by the employer for heath and 
safety training at a training centre or institute. 

 The employer must appoint competent persons to 
supervise the hazardous activities within the factory.

 The employer must produce a site emergency plan and 
also disaster control measures for the factory. 

 Pregnant women may request light duties. 
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HEALTH AND FIRST AID 

 The factory must provides sufficient first aid boxes for 
employees (at least one first aid box fo every 150 
workers)

 If there are more than 20 employees there must be a 
staff member who is trained in first aid, either by 
St.John’s Ambulance or the Red Cross of India. 

 An accident register should be maintained. If any 
accident occurs in the factory premises, which results 
in the death of the workers, the employer must (within 
7 days of the death) sent an report  to the 
Commissioner for employee’s Compensation giving 
the circumstances attending the death. 

 The employer must maintain accurate and up-to-date 
heath records for all the workers. 

 The employer shall pay compensation to employees 
for injuries and illness resulting from employment. 

 If the injury result in death, the amount of 
compensation payable to his dependents would be 
equal to 50% of the monthly wages of the employee 
multiplied by a figure ranging from 228.54 to 99.37 
(depending upon the age of the employee) or an 
amount of Rs.80,000/- whichever is more. If the 
Employees Sate Insurance (ESI) scheme applied, 
these issues are addressed by ESI. 
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CANTEEN / CRECHE 

 If there are more than 250 workers, canteen(s) shall be 
provided and maintained by the employer. Food served 
should be provided at a non-profit basis ( in practice it is 
often subsidized by the employer). 

 In factory with more than 150 workers employed, 
adequate and suitable rest rooms and a lunch room, with 
provision of drinking water shall be provided and 
maintained by the employer. 

 In a factory more than 30 women workers employed, the 
employer shall provide and maintain suitable room(s) for 
the use of children under the age of six years. 
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FIRE PRECAUTIONS 

 The employer shall taken necessary measures to prevent 
outbreak and spread of fire.

 The employer shall provide and maintain safe means of 
escape for all workers in the event of fire. 

 The employer shall provide and maintain the necessary 
equipment and facilities for extinguishing fire. 

The employer shall ensure that the workers are familiar with 
the means of escape in  case of fire and have been 
adequately trained. 

Safety & Health Safeguards at Work Place…EPCH…16 

,

.

.

.

,

,

.

.

.

,

, .

.

.

,  najdeek 

.



Safety & Health Safeguards at Work Place…EPCH…17 

SAFE USE OF MACHINERY AND CHEMICALS 

 The employer must provide personal protective 
equipment where necessary 

 The employer must ensure that machinery is safe and 
properly guarded. 

 The employer must protect workers who are repairing 
the machinery while in motion. 

 The employer shall not allow young persons to work 
on dangerous machines unless the workers has 
received sufficient training or is under adequate 
supervision.

 The employer shall provide and maintain suitable 
devices for cutting off power in emergencies from 
running machinery 

 All electrical machinery shall be encased or guarded 

 The employer shall protect workers from injury to their 
eyes and also from dangerous dust, gas, fumes and 
vapours

 The employer shall maintain the building and 
machinery in such a condition that it does not case any 
danger  to human life or safety. 

 Exposure of chemical and toxic substances in 
manufacturing processes (whether hazardous or 
otherwise) should not exceed the maximum 
permissible threshold limits specified by the law. 

Adequate and suitable facilities for washing should be 
maintained in each factory, near to areas where potentially 
hazardous chemicals are used. 
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HYGIENE AND FACTORY ENVIRONMENT 

 The factory should be kept clean and tidy 

 Every workers should have at least 14.2 cubic metres 
of space 

 Adequate lighting, ventilation and temperature control 
must be provided 
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 Effective measures shall be taken to prevent dust 
inhalation and accumulation at the workplace. 

 All wasters and effluents should be treated and 
disposed of in a safe manner. 

 Workers must have access to clean drinking water. If 
there are more than 250 workers, the factory must 
provide cooled drinking water in hot weather. 

 Adequate toilet facilities should be provided at the 
workplace and should be maintained in a clean and 
sanitary state. There should be at least one toilet for 
twenty employees. 

 Separate enclosed accommodation must be provided 
for male and female workers. 
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HOURS OF WORK 

 Standard hours per day = 8 hrs. 
 Standard hours per week =       48 hrs. 
 Some factories adopt a 5-day week ranging from 40 

hours to 45 hours, or a 5.5. day week. 

 In general, maximum overtime allowed is 12 hours per 
week or 50 hours per quarter (Peach time permits can 
be obtained from the factory inspectorate). However, 
upper limits for total working hours vary in different 
States, form 54 hours to 72 hours per week. In some 
States, the maximum can be extended to over 72 
hours with permission from the Chief Inspector of 
Factories. 

Please check the regulations in the relevant state.
Daily rest period of at least half an hour after 5 hours 
of work. Total period of work (inclusive of rest interval) 
must not spread over more than 10 hours in an day. 

Weekly rest of at least one whole day. (No worker is 
allowed to work for more than 10 days at a time) 
Female Workers: 

 Generally cannot be employed between the hour sof 7 
pm and 6 amj however states can permit females in 
certain types of industry to work from 5 am to 10 pm 

 Nursing mothers (until baby is 15 months old) should 
have two 15 minute paid breaks per day. 

Paid Leave 

 One day’s leave per 20 days of work (child workers: 
one day per 15 days) after 240 days worked.
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 Wages for leave periods must be paid before the leave 
period begins. 

 Maternity leave for 12 week (maximum 6 weeks pre-
natal). Additional one month paid leave in case of 
illness following delivery. Leave for miscarriage or 
abortion is 42 days. The woman is eligible for 
maternity benefits if she has worked for 80 days in the 
last 12 months. 

 All the workers must have national and public holidays 
(3national holidays- 26th January, 2nd October and 15th

August). The festival holidays change from sate to 
state depending on the ethnicity. 

 Notice showing the period and hours of work for all 
classes of workers and the days observed by the 
factory as holidays and pay days shall be displayed on 
the notice boards in English as well as local language. 
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WAGES AND BENEFITS 

 Minimum wage is set by the Government. The range of 
minimum wages varies according to the state and to the 
sector of industry.

 Dearness Allowance (DA) (cost of living) is applied to the 
basic wage each year to give the total minimum rate. 
(Total wages = basic wage +DA) 

 Factories employing less than 1,000 persons must pay 
wages before the end of the 7th day of every month  and 

Safety & Health Safeguards at Work Place…EPCH…24 

other factories must pay wages before the end of the 10th

day of every month. 

 Wages should be paid every month 

 All wages should be paid in Indian rupees or by cheque 
or into bank account, if agreed by worker. 

 Workers must receive pay slips stating hours and days 
worked wages, deductions, etc. 

 All workers, including workers on piece-rates, contract 
laborers and apprentices, children, handicapped workers, 
and out-workers (including home workers) should receive 
the minimum wage for a 48 hour standard working week. 

 Overtime should be paid at the rate of 200% for hours in 
excess of 8 hours on a normal working day. 

 The employer must hold a register of employees. 

 The employer must maintain a register of fines, wages, 
deducting, for damage or loss and advances made to the 
employees.

 The employer must display in his factory a notice 
containing rates of minimum wages and special 
allowances, in English as well as local language. 

Wages to contract labour must be paid by the contractor in 
presence of a representative of the principal employer. 
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SOCIAL SECURITY BENEFITS 

All factories with more than 20 workers must participate in 
the following:- 

 The Provident Fund (PF) contribution: 12% of 
employee’s wages payable by the employer and 12% 
PAYABLE BY EMPLOYEE. 

 Employees State Insurance (ESI) scheme: 1.175% of 
the employee’s wages (employee) and 4.75% 
(employer) (provides medical benefit, sickness benefit, 
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maternity benefit, disablement benefit, dependant’s 
benefit and funeral expenses). 

 Apprentices are not entitled to Provident Fund, ESI or 
Bonus.

BONUS:  

 Applies to all factories which have been operating and 
which have more than 20 workers. 

 Applicable to all workers who have worked more than 
30 days in the last calendar year, including 
probationers.

 Minimum bonus of 8.33% of the salary  or wage or Rs. 
100, whichever is higher. 

 Maximum bonus – 20% of wage. 
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CONTRACT OF EMPLOYMENT 

 Legal foreign workers were protected under the law; 
however, illegal foreign workers have no protection. 

Employment categories: 

 Apprenticeship -  Stipend agreement (not governed by 
minimum wage) 

 Trainee – Stipend agreement (Proper Scheme) + 
ESI/PF

 Probationary – minimum wage + ESI/PF, no job 
security

 Temporary – minimum wage + ESI/PF, no job security 

 Casual -  minimum wage + ESI/PF, no job security 

 Permanent - minimum wage + ESI/PF +job security 

 Severance Pay – if a worker with more than one year’s 
service is laid off work, they are entitled to 50% wages 
plus Dearness Allowance. 

 Upon termination, a gratuity payment must be made to 
workers with more than 5 years service. 

 Temporary Contracts should be for a maximum of 240 
days, with 1 year continuation i.e. 2 years. If there is a 
break in employment of 90 days, the initial 
employment starts again. 
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 Every worker at the time of his appointment, 
confirmation, promotion or reclassifation shall be given 
a written order specifying this, signed by the manager. 

Termination of employment of a permanent employee: 
Notice in writing must be given, either by the employer or 
the employee. This should give one month’s notice in the 
case of monthly rated employee and two weeks notice in 
the case of other employees. One months or two weeks 
wages should be paid, as the case may be, in lieu of notice. 
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DISCIPLINARY 

 India has ratified the Universal Declaration of Human 
Rights, which states in Article 5 that no one shall be 
subjected to torture or cruel, inhuman or degrading 
treatment or punishment. 

 Employers have a duty to prevent or deter sexual 
harassment and to provide the procedures for 
resolution of such situations. 

 Workers may be dismissed for misconduct, but the 
employer must follow the legal procedure by preparing 
a written charge sheet and holding a full enquiry. 

A worker may be suspended for a period not exceeding four 
days at a time, r dismissed without notice or any 
compensation in lieu of notice, if he is found to be guilty of 
misconduct. Misconduct includes the following acts: 

 Willful disobedience; theft, fraud or dishonestly; willful 
damage to employer’s property; bribery; habitual 
absence without leave or absence without leave for 
more than 10 days; habitual late attendee; habitual 
breach of any law applicable to the establishment; 
riotous or disorderly behaviour; habitual negligence or 
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neglect of work; striking work inciting others to strike 
work in contravention of the provision of any law, or 
rule having the force of law; sexual harassment. 

 Fines should not exceed 3% of gross wages. 

 No worker under 15 can be fined 
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ENVIRONMENTAL MANAGEMENT 

 No industry, operation or process, shall discharge or 
emit any environmental pollutants in excess of the 
prescribed standards. 

 If the discharge of any environmental pollutant is in 
excess of the prescribed standards, the responsible 
person shall provide such information to the relevant 
authorities and agencies. 

 No person shall knowingly cause or permit any 
poisonous, noxious or polluting matter to enter 
(whether directly or indirectly) into any stream or well 
or sever or onto land. 

 Clean Air Pollution Act requires factories to obtain a 
permit, which details the powers of any generator and 
also emission stack height. 
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MANAGEMENT COMMITMENT 

Site management demonstrates a willingness to improve on 
any significant areas of concern identified and is committed 
to working towards meting the standards. 

What you can do: 

 Take responsibility for meeting these standards 
Be honest about what your site is / isn’t achieving 
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MANAGEMENT COMMITMENT 

Site management demonstrates a willingness to improve on 
any significant areas of concern identified and is committed 
to working towards meeting the standards. 

What you can do: 

 Take responsibility for meeting these standards 
Be honest about what your site is / isn’t achieving 
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PART-II
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HEALTH AND SAFETY 

The health and safety of our 
employees, contractors, 
customers and others affected 
by our activities in the 
workplace are key priorities 
for TUV Rheinland. Our goal 
is to have zero injuries. To 
achieve this, everyone must work together to prevent 
unsafe behavior and conditions. 
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 Safety for people’s lives, health and workplace 
 Safety for the environment we live in 
 Safety for property machinery and equipment 
 Safety for intellectual property 
 Safety for the users of our products and services 

 ( , ,

)

/

 ( )

SAFETY POLICY 
 Emergency procedures (alarms, phones, evacuation 

routes)
 Fire protection 
 First Aid 
 Personal Protective Equipment 
 Hazard communication/reporting 
 Injury reporting 
 Confined Spaces 
 Fall Protection 
 Lockout procedures 
 Safety meetings (Toolbox) 
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PROTECTION FOR PEOPLE AND THEIR 
WORKING
Environment

 Fire and explosion protection 
 Poisonous and noxious chemicals 
 Safety while working on electrical installations 
 Safety when using machines and tools and their 

environmental soundness 
 General product safety and their environmental 

friendliness
 Protection of soil, water, air, plants and animals 

against pollution and destruction 
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WORKING CONDITIONS 
Make sure 

 Access to clean water and air 
 First aid 
 Reasonable working hours 
 No hazarduos wastes in the vicinity 
 Access to protective equipment 
 Provision for evacuation/ exits in case ofemergency 
 Adequate ventilation is there in the production area 
 Noise level is acceptable. 
 Lighting Conditions are adequate. 
 Production area is clean. 
 Proper sanitary facilities are given 
 Danger signs should be present and displayed 
prominently

 For women:  
o Maternity benefit 
o Flexible working hours 
o Women who don’t have a choice but to bring in their 

children into the factory. Make sure that periodic 
breaks are given for feeding very young chilren. If 
posible separate area can be designated for 
keeping the children. This area should be away from 
any hot, metallic or hazarduos material. 

3.
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Precautions when working in factories 
Use of Personal Protective Equipment 

Personal Protective Equipment (PPE), as 
required by the work conditions, must be 
used even if it causes discomfort and may 
take longer to finish the job. During site orientation the 
individual shall be informed on the general (PPE) that is 
required for all personnel while working at the site. 
Additional ( PPE) requirements shall be identified through 
risk assessment activities, MSDS and site procedures.
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FIRE SAFETY 
If you have to carry out ’Hot Work’ i.e. work with tools or 
equipment that generate open flame or sparks, you must 
take special precautions: 
Perform Safe Job Analysis (SJA). 
You must always have the correct fire extinguishing 
equipment available. 

If you discover a fire 
 When you discover a fire you must take responsibility 

and spring into action: 
 Ensure that all others in that area are warned, allowing 

them to escape. 
 Activate the fire alarm. 
 Call the Fire Department on telephone. Give accurate 

address.
 Try to put out the fire by aiming the fire extinguisher at 

the base of the fire. 

,

 3 
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Fire Extinguishers 
All approved fire extinguishers are marked with the type of 
fire they are intended for. Section 3 Preparedness 
Remember Access Permission Classification of Portable 
Fire Extinguishers 
Class A: Fires in solid materials, mainly of organic sources, 
which normally burn with a glow. 
Class B: Fires in liquids or solid materials which can turn 
into a liquid. 
Class C: Fires in gases. 
Class D: Fires in metals. 
Class E: Electrical Fire. 
Note: Suitability for use in electrical equipment fires (up to 
1000 V AC and 1500 V DC) must be indicated on the 
extinguisher.
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MAKE SURE FIRST AID IS AT HAND 

Facilitate first aid at the accident site before qualified help 
arrives. 

There will always be a delay from the time of the accident 
until the victim can be treated by qualified personnel. In this 
period it is very important that the injured person receives 
assistance. Proper first-aid can: save life – prevent 
permanent damage – reduce pain – contribute to an early 
recuperation of the victim.
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If you reach the accident site, take charge 
 Secure the accident site 
 Call the emergency number 
 Organize first aid assistance 
 Delegate activities and give direct, simple instructions. 

,

Being afraid is ok, but stay calm and decisive 
 Give life-saving first-aid. 
 Make sure that the victim is breathing. Keep air 
passages free 

 Stop the bleeding 
 Start resuscitation of the unconscious victim, who is 
not breathing. 
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EXAMINE THE UNCONSCIOUS PERSON AND 
TRY TO GET CONTACT.

 Try to wake up the victim by gently shaking his 
Shoulders and call: Are you awake? 

 If the victim awakes – look for injuries. 
 Is the victim unconscious – check breathing. 
 Call the emergency Number 
 Check breathing 

 Free air passages: move the head backwards 
and lift the jaw forward with two fingers under the 
jaw.

 Hold your cheek/ear close to the victim’s mouth 
and nose – listen and feel for breathing. 

 Check if the chest moves up and down. 
 Life-saving first-aid covers those activities you 

must carry out after the evaluation of the situation 
and before the first-aid personnel arrives. 

 Place in stable lateral position, ensuring proper 
Breathing.

 The injured person is placed on his side to ensure free 
air passage. 

 Bend the head backwards and place the face with the 
mouth low, with the hand as support under the cheek. 

 Remove blood and vomit from the mouth. 
 Continuously check that the person is breathing. 
 Unconscious person who is not breathing, Start 
resuscitation

 Summons help – call the emergency Number 
 Bend the head backwards. Place a hand on the 
 Forehead and pinch the nostrils with two fingers. 
 Lift the lower jaw with the index  and middle finger of 
your other hand. 

 Cover the person’s mouth with your mouth, blow in air 
and check that the chest moves upward. 

 Blow Slowly and not too vigorously. 
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 Let the air escape and check that the chest descends 
again.

 Repeat the blowing twice before chest Compression 

 Heart / Lung rescue 
 Place the base of the hand centered between the 

nipples. Place the other hand on top of the first hand. Lift 
the fingers from the chest. You must only press with the 
base of the hand. Arms straight. 

 Apply 30 compressions with a frequency of about 100 
per minute. The breastbone must be pressed down 
approximately 4 5 cm with each compression. 

 Continue to blow in air 2 times, followed by 30 
compressions, etc. Carry on until a doctor or medic can 
take over. 

 Stop severe bleeding. 
Arterial bleeding is characterized by pulsating discharge. 
This type of bleeding can be mortal. It can be stopped as 
follows:

 Apply direct pressure at the injury location. 
 Raise the bleeding location. 
 Apply a pressure bandage 

 For Torn arm or leg, apply a tourniquet. 
Apply the tourniquet as close to the wound as possible. 
Attach a stick to the tourniquet and turn to apply proper 
pressure.
Use wide bandage material. 

 Prevent loss of blood circulation. 
Large fluid loss caused by bleeding or burns can result in 
loss of blood circulation. Stopping the external bleeding, 
elevating the legs and keeping the victim warm can prevent 
this.

o Never give liquids to an injured person with loss 
of blood circulation! 
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o An injured person must be constantly watched. 
o Injuries can suddenly worsen, requiring 

additional
o First-aid assistance. The presence of people 

can have a calming and supporting effect. 

, ,

WORK AND ACCESS PERMISSION 

To achieve optimum safety for special work or within special 
areas, it is required to obtain a work permit, Participate in 
related training and have the correct safety measures and 
equipment in place. It is important to be familiar with OHS 

requirements and follow the rules and procedures, which 
are applicable on the work site. 
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BE PREPARED 

Noxious Products 
Many products we use in our work can cause health 
problems, both immediate and long term. Read the” Safety 
data sheet” for the product you are about to use carefully. 

Hazardous material 
 Follow the instructions on the label and in the 

corresponding Material Safety Data Sheet (MSDS) for 
each chemical product used in your workplace. 

 Do not use chemicals from unlabeled containers and 
unmarked cylinders. 
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ALWAYS WEAR PERSONAL SAFETY 
EQUIPMENT
Personal safety equipment, as required by the work 
conditions, must be used, even if it can cause discomfort 
and may take you longer to finish the job. Different work 
sites and operations have different requirements for the use 
of personal safety equipment. Get acquainted with these 
requirements and follow them. 

,

 ( )

,
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Protection in welding 

Welding can cause fire and explosion danger and creates 
air pollution as noxious smoke, gas, and dust (Arc welding). 
Welding also generates a strong flash, which may cause 
eye damage. 

 Install flashback arrestors and non return valves for all 
gas cylinders 

/

/

 (

)
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Temporary Installations And Tools 
Only skilled personal/craftsmen may carry out temporary 
installations or change / repair electrical tools. 

 Never insert loose wires in receptacles. 
 Never use home made fuses. 
 Do not use defective tools (danger to life). 
 Send defective tools, cable, plugs, etc for repair. 
 Do not use worn out or rounded tools 
 Do not use tools with “Mushroom Head” 
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Accident Prevention 
Static and repetitive muscle activities 
This type of work can be uncomfortable. Static strain 
maintains the muscles in the same tension over a shorter
or longer period. This results in reduced blood flow and thus 
less oxygen to the muscle cells, which in turn leads to the 
accumulation of waste products. The result is muscle pain, 
and in the long-term chronic ailments. 
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Catch Words for Ailment Prevention:
Mini breaks, stretch exercises, layout and organization of 
the work place, regular training of all muscle groups, 
Correct tools. Be aware of strain injury if you are working 
with your hands over shoulder height or perform stationary 
desktop work. 

,

:
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Lifting and Carrying 

Uniform repetitive is work one of 
the main causes of strain injuries. 
To reduce the risk of such 
ailments you should 
Consider:

Proper work 
organization
Job rotation 
Break gymnastics 
Mini breaks 
Layout of the work place 

Also consider how you: Stand, walk, sit, carry, lift, push/pull 
Use the correct lifting technique and posture 
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Lifting Equipment 

Use only approved equipment, marked with certificate 
number and permissible maximum working load. 
Defective lifting equipment must be labeled and removed 
from the working site. 

 Nobody must stand under or near a hanging load. 
 Protect the lifting equipment from damage caused by 

sharp edges. 
 Before lifting, visually check the ropes and slings for 

defects
 Barricade the lifting zone to prevent unauthorized 

entry. The lifting supervisor, rigger and signalman 
should stand a distance away from the load 

 Use tag line to control bulky load 
 Extend the outrigger fully 
 Do not stand under suspended load 
 Do not ride the load 
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Special Activities and Tools 

Working in Congested 
Areas

Serious cases of 
poisoning have occurred 
during work in containers, 
boilers, silos, w ells, 
pipelines and other 
Congested areas with 
insufficient ventilation 
Poisoning is usually acute. 
Ensure that before you 
start work in congested 
areas, the room is free of 
gas and contains enough oxygen. 
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Address these 
questions:

 Gas danger? 
 Fire danger? 
 Lack of oxygen? 

Must you carry out work in a 
tank or room, which contained inflammable liquids or 
gasses? (Obtain a working permission certificate» issued 

by a competent authority, based on prior test 
Measurements.)
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Always follow the regulations for installation and operation 
of High  and Medium Voltage systems. For additional 
information consult the rules and regulations issued by the 
trade organizations. 

:

(
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Important Topics from the Regulations:

 The aim shall be to work on the installation while de-
energized (disconnected and grounded or Short-
circuited). When working on a High Voltage installation 
it must be de-energized and grounded. 

 The planning must be thorough and a SJA must be 
carried out when working at or near a live installation. 

 All involved personnel must have completed training in 
safety regulations. Each individual must en sure that 
he has the required safety knowledge. 

 Required equipment (first aid - and personal safety 
equipment) must be available at the working site. 

 ( )

Electrical Installation 

 To Avoid Risks 
 An electrician shall not take the responsibility as the 

safety leader (High Voltage installation) without prior 
consultation with the 
Professional Engineer or his deputy. 

 When in doubt about safety matters always contact the 
engineer responsible for safe operation and work or 
his deputy. 
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Steps That Save Lives 

 Clearly identify the work location 
 Disconnect and secure against reconnection 
 Protect against other live parts 
 Take special precautions when close to bare 

conductors
 Check if the installation is dead 
 Carry out earthing and short circuiting 
 Issue a permit to work 

-

, 3 
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Electrical Safety – Temporary Installations 
 All electrical terminals must be totally enclosed in the 

socket outlet assembly box 
 Use only industrial plugs. 3 pin plugs are not allowed 

to be used in construction sites 
 Do not leave electrical cables on the ground especially 

when they are wet. Elevate the wires. 
 This will prevent electrical shock, tripping hazards and 

damaging the cables 
 Do not tamper with any electrical installation 

4.
.

,

/

,

, , , ,

Safety & Health Safeguards at Work Place…EPCH…64 

, , , ,

,

Safety in the wood working industry 

When using hand tools 

 Use tied-off containers 
to keep tools from 
falling off of scaffolds 
and other elevated 
work platforms . 

 Carry all sharp tools in 
sheaths or holsters. 

 Discard old/damaged 
tools

 Do not use impact tools 
such as hammers, 
chisels, punches or steel stakes that have 
mushroomed heads. 



Safety & Health Safeguards at Work Place…EPCH…65 

 Do not chop at heights above your head when working 
with a hand axe. 

 Do not carry sharp or pointed hand tools such as 
screwdrivers, scribes, aviation snips, scrapers, chisels 
or files in your pocket unless the tool or pocket is 
sheathed.

 Do not carry tools in your hand when climbing. Carry 
tools in tool belts or hoist the tools to the work area 
with a hand line. 

 Do not throw tools from one location to another, from 
one employee to another, from scaffolds or other 
elevated platforms. 

:

When working with Chisels 
Keep the cutting edge of the chisel sharp. 
Do not use chisels with damaged striking ferrules. 
Clamp a small work-piece in a vise and chip 
towards the stationary jaw when working with a 
chisel.
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When working with Clamps 

 Do not use the C clamp for hoisting 
materials.

 Do not use the C clamp as a 
permanent fastening device. 

/

,

/
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When working with Hammers 
 Use a claw hammer for pulling nails and driving nail s. 
 Do not strike nails or other objects with the cheek of 

the hammer. 
 Do not strike a hardened steel surface, such as a cold 

chisel, with a claw hammer. 
 Do not strike one hammer against another hammer. 
 Do not use a hammer if your hands are oily, greasy or 

wet.
 Do not use a hammer as a wedge, a pry bar or for 

pulling large spikes. 
 Use only a sledge type hammer on a striking face 

wrench.

:
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When working with Files/Rasps 
 Do not use a file as a pry bar, hammer, screwdriver or 

chisel.
 When using a file or a rasp, grasp the handle in one 

hand and the toe of the file in the other. 
 Do not hammer on a file. 
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When working with Pliers 

 Do not attempt to force pliers by using a 
hammer on them. 

 Do not slip a pipe over the handles of pliers 
to increase leverage. 

 Use pliers with insulated handles for 
electrical work. 

 Do not use pliers that are cracked, broken or sprung. 
 When using diagonal cutting pliers, shield the loose 

pieces of cut material from flying into the air by using a 
cloth or your gloved hand. 
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When working with Saws 
 Do not use an adjustable blade saw such as a 

hacksaw, coping saw, keyhole saw or bow saw, if the 
blade is not taut. 

 Do not use a saw that has dull saw blades. 
 Keep hands and fingers away from the saw blade 

while using the saw. 
 Do not carry a saw by the blade. 
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 When using a hand saw, hold the workpiece firmly 
against the work table. 

 Do not use wood working equipment such as circular 
saws, radial saws or jointers if they do not have guards 
on the saw blade. 

 Keep control of saws by decreasing downward 
pressure at the end of the stroke. 

 When operating scroll saws, stop the machine before 
removing scrap pieces from the table. 

 Clamp work when using a hole saw. 

:

When working with Snips 
 Wear safety glasses or safety goggles when using 

snips to cut materials. 
 Wear work gloves when cutting materials with snips. 
 Do not use straight cut snips to cut curves. 
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When working with Vises 
 When clamping a long workpiece in a vise, support the 

far end of the workpiece by using an adjustable pipe 
stand, saw 

 horse or box. 
 Position the workpiece in the vise so that the entire 

face of the jaw supports the workpiece. 
 Do not use a vise that has worn or broken jaw inserts, 

or has cracks or fractures in the body of the vise. 
 Do not slip a pipe over the handle of a vise to gain 

extra leverage. 
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When working with Screw drivers 
 Always match the size and type of screwdriver blade 

to fit the head of the screw. 
 Do not hold the work-piece against your body while 

using a screwdriver. 
 Do not put your fingers near the blade of the 

screwdriver when tightening a screw. 
 Use an awl, drill or a nail to make a starting hole for 

screws. 
 Do not force a screwdriver by using a hammer or pliers 
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 Do not use a screwdriver to punch/ chisel/ pry bar/pull 
nails.

 Use a screwdriver with insulated handle for electrical 
work. 

 Do not use a screwdriver with wet/oily hands 
 Do not use a screwdriver to test the charge of a 

battery.
 When using a spiral ratchet screwdriver, push down 

firmly and slowly. 
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WHEN HANDLING ELECTRIC TOOLS 
 Keep power cords away from the path of drills, saws, 

vacuum cleaners, floor polishers, mowers, slicers, 
knives, grinders, irons and presses. 

 Do not carry plugged in equipment or tools with your 
finger on the switch. 
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 Don’t use tools with damaged cords. 
 Do not carry equipment or tools by the cord. 
 Disconnect the tool from the outlet by pulling on the 

plug, not the cord 
 Disconnect before repairing 
 Turn the tool off before plugging or unplugging it. 
 Do not leave tools that are "On" unattended. 
 Do not handle or operate electrical tools when your 

hands are wet or when you are standing on wet floors. 
 Do not operate spark inducing tools such as grinders, 

drills or saws near containers labeled "Flammable" or 
in explosive atmosphere such as a paint spray booth. 

 Do not connect multiple electrical tools into a s ingle 
outlet.

 Do not run extension cords through doorways, through 
holes in ceilings, walls or floors. 

 Do not operate a power hand tool or portable 
appliance with a two-pronged adapter or a 
two conductor extension cord. 

 Do not use a power hand tool while wearing wet cotton 
gloves or wet leather gloves. 

 Never operate electrical equipment barefooted. Wear 
rubber soled or insulated work boots. 

 Do not operate a power hand tool or portable 
appliance while holding a part of the metal casing or 
holding the extension cord in your hand. Hold all 
portable power tools by the plastic hand grips or other 
nonconductive areas designed for gripping purposes. 
Do not operate a power hand tool or portable 
appliance if the ground pin from the three pronged 
power plug is missing or has been removed.








