L1 Literacy

1: Health and safety
Health and safety is important in all workplaces. This is an example of a
workplace Health and Safety Policy.

Health and safety in the workplace
It is very important that all staff follow the health and safety policy, so that Estrick
Services continues to be a happy and safe place to work.
1. Floors: Make sure that you report any spillages. Wet floors are very dangerous.
Put a warning sign in the area so that other workers are aware.
2. Furniture: Tuck chairs under desks/tables so that people do not trip on them.
Close drawers so that people do not bump into them.
3. Wires and cables: Make sure that there are no wires/cables lying around as
people could trip on them.
4. Power sockets: Do not overload sockets with lots of plugs. This could cause
problems. If you are worried, call the caretaker as soon as possible.
5. Turn off machines: Please switch off your computer when you finish work at the
end of the day unless you know that someone else needs to use it.
6. Steps and uneven surfaces: Look out for uneven floors and unexpected steps.
If you notice anything that is a problem, let the staff safety officer know immediately.
7. Food and drinks: Be careful when carrying food and drink. Do not drop anything
on the floor. Do not take hot food to your work place or desk; use the tables and
chairs in the social areas. Hot food and hot drinks must be in sealed containers to
prevent them from spilling.
8. Coats, scarves and bags: Please use the lockers and coat hooks. Items on the
floor can trip people up. Figures show that 30% of accidents in the workplace are
caused by an unseen item on the floor.
9. Using the lifts/moving items: If you have lots of items to move between floors,
use the lifts. If you have heavy goods to move, use a trolley as well and make
sure you have help. Read our leaflet about how to move items without causing
back injury. The section about bending and stretching is very important. If you are
unsure about moving something, do not do it yourself. Look at our policy about
items which must only be moved by specially trained staff.
Finally:
10. Think of other people: When you are going through doorways, check to make
sure there is no one behind you. Always hold the door for other people; if nothing
else, it is good manners.
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Activity 1: What should you do
to stay safe?
Read the text. Then answer the questions.
1 What is the main purpose of this text?

2 What is this text about?

3 Put a tick in the correct box. The text says people should use the
lockers because:
A

items will be kept safe

B

items take up too much space

C

items can cause accidents

D

items make the place untidy.

4 List two things you should do if you see a problem in the workplace.
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5 Put a tick in the correct box. If you need to move heavy goods you
should:
A

only use the trolleys when on your own

B

never use the stairs when carrying items

C

read the company leaflet about heavy goods

D

always use specially trained staff to move goods.

6 Put a tick in the correct box. Which of these statements is true?
A

You should never hold the door for other people.

B

It is fine to overload sockets with lots of plugs.

C

You should eat all food at you desk.

D

You must always switch off your computer at the
end of the day.

7 List one thing you need to be careful of when moving heavy items.
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