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Data Protection Statement

The information and data provided herein shall not be duplicated, disclosed or disseminated by the recipient in whole or in part for any purpose whatsoever without the prior written permission from Malc Firth Landscapes Ltd.

Staff Information Sheet

The following method statement has been developed to provide a safe system of work and must be adhered to at all times, any significant deviation from this system must first be authorised by your manager or safety representative.  Please read the entire sheet before beginning the procedure, if you have any questions please contact your manager or safety representative.
The main hazards to your safety and health are; 
a) Injury from slips trips, falls & Cuts.

b) Injury to members of the public & Operators during works.

c) Injury from machine hazards

d) Inclement weather

e) Ill health from contact with hazardous substances

Preventative Measures you must take; 

a) Sign it to reception on arrival to site.

b) You must be “competent” to carry out the task.

c) Barriers and/or warning signs must be placed around the work area if there’s any doubt of maintaining a safe working area.
d) Visitors and other members of staff are prohibited from entry unless accompanied by competent person, all visitors issued with personal protective equipment

e) You must read and be familiar with the Safety Data Sheets for weed killer.
f) You must read and understand the risk assessment sheet on the machinery you are operating.
Personal Protective Equipment you must wear; 

a) Safety Glasses

b) Overalls (if Spraying chemical)
c) Gloves

d) Ear Defenders

e) Safety boots

Quality Control

a) Adhere strictly to the following procedure to ensure quality of service

b) If in doubt contact your manager for clarification before proceeding.

General Precautions
Staff & Training  

The tasks will be carried out by staff from Malc Firth Landscapes.  majority of who hold CSCS Cards; All members of staff are competent and hold a suitable qualification where required.  There is no one less than 21 years of age allowed to work alone on projects.  

PPE

All site workers will wear Safety boots, at all times, other items of PPE such as eye/face protection, gloves and coveralls are available to be worn as and when necessary. 

Preparation & Induction  

A generic risk assessment will be carried out for all tasks which will be discussed with all members of staff and the sub-contractors, any queries or concerns will be raised with the contract manager who will ensure it is dealt with. 
First Aid

It is the responsibility of the company to ensure adequate first aid provision for its staff.  Adequate means provision of a trained first aider, suitable first aid equipment and/or the provision of an appointed person as a minimum.

Each vehicle has a first aid kit in the glove box.
A trained first aider will be a suitable person who has attended an approved course of at least one day duration and he/she will re-train at least every three years on a course of not less than one day.

An Appointed Person is a person provided by the employer to take charge of the situation (e.g. to call an ambulance) if a serious injury/illness occurs in the absence of a first aider.  The Appointed Person can render emergency first aid if trained to do so.

Machine Safety & Maintenance  

Machines such as mowers, hedge trimmers, and brush cutters are visually inspected on a daily basis during clean down operations and checked for safe operation. It is the operator’s responsibility during daily checks to maintain correct oil and water levels. Any defects must be reported to the workshop manager immediately. Hedge trimmers and brush cutters are modern lightweight machines which require two handed operation.  Lawn mowers are automatic power travel machines which require the minimum of manual handling.  All machines are portable petrol driven.    Under no circumstances will any machines be left unattended at any time.

Manual Handling

All staff and contractors have been instructed on the potential dangers of manual handling, and have received manual handling training.   Staff and contractors will not lift items of tools or equipment beyond their capabilities.  Heavy or awkward items will be broken down into smaller units or dual lifted where this is not possible

Visitor/Member of Public Safety

The person in charge of the site will ensure that no member of his staff will cause an obstruction or otherwise endanger the safety and health of visitors or members of the public, work shall be organised to avoid busy times, extra care shall be taken when children are not present, if necessary suitable barriers and warning tape will be erected to prevent unauthorised access.

                                              Method Statements

Task Description 

This method statement describes the work process for Professional Grounds Maintenance services including;
1) Lawn mowing

2) Hedge cutting 

3) Strimming
4) Weed control

5) Refuelling Procedure

6) Litter Picking

7) Shrub bed Maintenance
8) Blowers

9) Step Ladders

Pedestrian Mowing

1) Sign out all necessary equipment from the workshop and load onto trailer/Van
2) When arriving on site, staff will check their work system for instruction and report to the Reception/scheme manager to sign in.

3) All personal protective equipment must be worn prior to Work commencing.
4) Area to be mown will be marked out with warning signs and safety tape (if necessary)

5) Unload equipment by rolling off the trailer / Van. If you need to lift from a van this must completed by 2 persons.
6) The site to be mown will be visually inspected and any debris removed from the area.
7) Visually inspect the equipment and remove from service if there are any obvious faults.
8) Start the equipment and check all safety features are operating correctly; you must not attempt to defeat any safety function nor use any equipment with damaged or malfunctioning safety features.
9) Cut the designated lawn

10) Ensure the site remains clear of persons, if not then stop mowing until the site is clear again as per risk assessments.
11) At the completion of mowing, stop the engine and ensure the safety cut off is engaged, remove the key and proceed to clean down the mower.

12) Clear all debris and fallen greenery to the designated area

13) Remove the safety warning signs and ensure the area is left in a safe, tidy condition.
Ride on Mower
14) Sign out all necessary equipment from the workshop and Reverse onto the trailer.

15) When arriving on site, staff will check their work system for instruction and report to the Reception/scheme manager to sign in.

16) All personal protective equipment must be worn prior to Work commencing.
17) Area to be mown will be marked out with warning signs and safety tape (if necessary)

18) The site to be mown will be visually inspected and any debris removed from the area.

19) Visually inspect the equipment and remove from service if there are any obvious faults.

20) Start the equipment and check all safety features are operating correctly; you must not attempt to defeat any safety function nor use any equipment with damaged or malfunctioning safety features.
21) Cut the designated lawn making sure all cutting head are level and quality cut is being achieved. If not stop and adjust it so it does.

22) If the grass is long raise the cutting height so your cutting no more than 50% of the grass sward at any one time. You may need to cut the area more than once to achieve the quality expected.  Then you can reduce cutting height again depending on the cutting height required.

23) Ensure the site remains clear of persons, if not then stop mowing until the site is clear again as per risk assessments.

24) At the completion of mowing, stop the engine and ensure the safety cut off is engaged, remove the key and proceed to clean down the mower.

25) Clear all debris and fallen greenery to the designated area

26) Remove the safety warning signs and ensure the area is left in a safe, tidy condition.

Hedge Trimming

1) Sign out all necessary equipment from the workshop and load onto trailer/Van
2) When arriving on site, staff will check their work system for instruction and report to the Reception/scheme manager to sign in.

3) All personal protective equipment must be worn prior to work commencing.
4) Area to be trimmed will be marked out with warning signs and safety tape (if necessary to maintain safe working area)

5) Visually inspect the equipment and remove from service if there are any obvious faults

6) Start the equipment and check all safety features are operating correctly; you must not attempt to defeat any safety function nor use any equipment with damaged or malfunctioning safety features.
7) Trim the designated area by cutting back to the previous cut but maintaining a good horticultural practise.
8) High areas will be trimmed using long arm cutter and if need step ladders (must adhere to stepladder training & risk assessments). Anything High than this must be discussed with your contract manager prior to completion.

9) At completion stop the trimmer, activate the safety cut off switch, clean and return to the safe storage. Do not leave machinery unattended.
10) Clear all debris and fallen greenery to the designated area

11) Remove the safety warning signs and ensure the area is left in a safe & tidy condition
Strimming
1) Sign out all necessary equipment from the workshop and load onto trailer

2) When arriving on site, staff will check their work system for instruction and report to the Reception/scheme manager to sign in.

3) All personal protective equipment i.e. eye protection, safety boots and ear defenders, gloves and long trousers. Must be worn prior to work commencing.

4) Area to be cut will be marked out with warning signs (and safety tape if necessary). Working distance must be adhered to at all times if a barrier system isn’t in place.
5) Inspect the area to be cut and remove any debris before cutting to prevent stones hitting windows, vehicles and people.
6) Visually inspect the equipment and remove from service if there are any obvious faults

7) Start the equipment and check all safety features are operating correctly; you must not attempt to defeat any safety function nor use any equipment with damaged or malfunctioning safety features.
8) Cut the designated area considering the surrounding environment. i.e. cars, windows, people, with long slow motion from right to left, allowing the strimming cord to cut the grass as you go, maintaining a full cord length as you cut otherwise the engine must work a lot harder.
9) You don’t have to have the engine flat out to cut short grass, 50% throttle is more than enough for most areas, this also helps reduce the distance debris will travel.
10) At completion stop the brush cutter, activate the safety cut off, clean and return to the safe storage

11) Clear all debris from Paths and hard standing
12) Remove the safety warning signs and ensure the area is left in a safe condition

Weed killing.  

1) Only NPTC Qualified staff can spray chemical for Malc Firth Landscapes.
2) Weed killer is kept in proprietary containers which are clamped and secured in the vans or lock boxes
3) When arriving on site staff check their work system for instruction, report to Reception /Scheme manager and inform them you will be spraying chemical today.
4) Conduct an environment assessment for safe working. Weather conditions, People/children in the vicinity, Animals roaming loose etc.

5) Put on PPE – Coveralls, Rubber Gloves & Face Shield for mixing only, rubber boots.

6) Consult Risk & COSHH assessments.

7) Check equipment is in a working condition prior to filling.
8) Fill the sprayer unit half full of water

9) Mix chemical, according to the label for the area required, in an isolated area on a surface that can contain a spillage should it happen
10) Fill with water to required level.
11) Do not spray weed killer in high wind conditions

12) Never spray chemical above knee high. Any weeds/grass more than 3inchs tall should be strimmed first.

13) Remember Manual Handling training, Secure Knapsack to back & tighten straps

14) Apply the weed killer to the designated area as per supplier’s instructions

15) Ensure the area is kept free from animals and children until it is safe as per the manufacturers instructions

16) When finished always return the weed killer to the van and ensure it is secured and locked away

17) Never leave weed killer unattended under any circumstances.

18) Never store in unmarked containers or transfer to other containers.

19) Record all Chemical usage on Malc Firth Landscapes Systems.
20) If a Spillage occurs refer to the COSHH assessment.

21) Keep spraying areas to a minimum. 

22) When finished clean and store equipment & PPE safely for transport.

Refuelling Procedure for petrol driven mowers etc

Petrol for the machines is carried in explosion proof metal containers which are secured in the vans. 

1) Machines will be refuelled away from the van, visitors, and members of the public.

2) Smoking is not permitted during refuelling and operation of the machines.  

3) Fuel is poured from the proprietary containers through a funnel into the machine tank, 

4) Caution will be exercised to prevent overfilling and spillages; all spillages will be cleared up immediately and disposed of correctly.
5) Return the petrol can to the van and ensure it is clamped in position and the van locked

Litter Picking

1) Store all Litter Picking Equipment in your lock box, Litter Picker & litter Ring.
2) Always wear PPE, Gloves, Safety Boots & Safety Glasses.

3) Always check the shrub beds for debris & sharps.

4) Never walk through a shrub bed without being able to see where your planting your foot. 

5) Never Collect anything by hand, If sharps are found collect using the litter picker and place into an approved sharps container and inform your manager of the location and they will arrange collection for disposal.
6) Collect all litter as per specification and location Plan

7) Dispose of litter in the waste bins at the depot each night.
Shrub bed Maintenance
1) Sign out all necessary equipment from the workshop and load onto trailer

2) When arriving on site staff will report to the client and collect any instructions

3) Put on your personal protective equipment prior to work commencing.
4) Carry out a litter pick & environment assessment before work begins to check for sharps & vermin.

5) If required prune shrubs with either Secateurs/ hedge cutter depending on species, cutting back to the previous cut but maintaining a good horticultural practise at all times.

6) All shrubs must be kept back off paths and under windows regardless of flowering for Health & Safety.

7) High areas will be trimmed using long arm cutter and if need step ladders (must adhere to stepladder training & risk assessments). Anything High than this must be discussed with your contract manager prior to completion.
8) Walk around all shrub beds on scheme with a three Tyne hoe pulling over the surface soil and remove any weeds or self-set trees.
9) If required on your job sheet, dig over the shrub bed with a digging fork, remembering your manual handling training.

10) Store all debris in the van, tidy the work area buy collecting all shrubs & returning any lose soil back onto the shrub bed.
11) On completion or works store all equipment back on the van in a safe way for transport

12) Dispose of the green waste at the designated green waste facility for Malc Firth Landscapes.
Blowers
1) Sign out all necessary equipment from the workshop and load onto trailer/Van

2) When arriving on site, staff will check their work system for instruction and report to the Reception/scheme manager to sign in.

3) All personal protective equipment i.e. eye protection, safety boots and ear defenders, gloves, must be worn prior to work commencing.

4) Area to be blown will be marked out with warning signs (and safety tape if necessary). Working distance must be adhered to at all times if a barrier system isn’t in place.

5) Visually inspect the equipment and remove from service if there are any obvious faults

6) Carry out an assessment of the environment to make sure its safe to work, taking into account of open windows, Washing in residents gardens, children playing close by, etc
7) If item 6 is ok, Start the equipment and check all safety features are operating correctly; you must not attempt to defeat any safety function nor use any equipment with damaged or malfunctioning safety features.
8) Blow all debris either back onto the grass area or to an area where it can be collected and taken away leaving a clean tidy site.
9) At completion stop the brush cutter, activate the safety cut off, clean and return to the safe storage

10) Clear all debris from Paths and hard standing

11) Remove the safety warning signs and ensure the area is left in a safe condition

Step Ladders
      Sign out all necessary steps from the workshop and load onto trailer/Van and return

      once works are complete, do not keep on your van.
Avoid working from height where possible. 
Where this cannot be avoided, take steps to prevent falls by using work equipment or other measures. 

Where the risk of a fall or object falling remains, use work equipment or other measures to minimise the distance and consequences of a fall, should one occur. Make sure a safe working area is always maintained using barrier tape if necessary. 
Where the assessment deems ladders to be an appropriate means of accessing and working at height, Malc Firth Landscapes must ensure that all relevant employees are provided with training and instruction on the safe use. 

All ladders should: 

 Be sufficiently strong and suitable, e.g. the correct length, for the task. 

 Be checked before use to ensure they are not damaged or have defected parts. 

 Only be used for light duty, short duration work, e.g. up to 30 minutes. 

 Only be used by one person at a time. 

 Be stored securely when not in use. 

 Safe positioning of leaning ladders: 

 Avoid placing ladders on back or side slopes, especially in wet conditions. 

  Ladders should be placed at a safe angle of approximately 75º (1 in 4 rule, e.g. 1 out
  for every 4 up). 

  Ladders should not be positioned within 6 metres of overhead power lines (unless 
  they have been disconnected or insulated). 

  Ladders should be secured at the top and bottom, or ‘footed’ by a colleague. 

  Ladders used for access to another level should be tied. 

  Check that each foot is on a clean level firm footing.  

  Safe positioning of stepladders: 

 Stepladders should be checked to ensure the anti-spread device, e.g. cords, clips,
       brackets are not damaged. 

 Check folding mechanism, e.g. hinges, pins, rivets etc. 

 Always ensure the legs of the stepladder are fully extended before use. 

 All four feet must be in contact with the ground.
 Avoid working side-on. 

 Stepladders should have a secure handhold not less than 1 metre above the highest
 level reached by your feet. 

Safe use of ladders for workers - Do’s and Don’ts : - 

Do check ladders before use to ensure they are sound and not damaged or have defective parts - report any defects to a supervisor or site manager. 

Do use both hands when climbing ladders (tools and materials can be hoisted up afterwards). 

Do try to maintain three points of contact when working on a ladder, e.g. both feet and one hand or, if using a stepladder, both feet and body supported by the stepladder. 

Do ensure a firm footing is provided for the ladder. 

Do wear appropriate footwear. 
Don’t use a wooden ladder that has been painted. 

Don’t use a ladder in an area where it may be struck by vehicles or pedestrians unless protected with suitable barriers or cones. 

Don’t use a ladder in an area where it may be pushed over by other hazards, e.g. doors or windows, unless, where appropriate, the doors or windows are secured. 

Don’t work off the top three rungs of a leaning ladder – this provides a handhold. 

Don’t work further than the top two steps of a stepladder unless it has a suitable handrail. 

Don’t place boards between two stepladders to provide a working platform. 

Don’t use ladders unless the task has been suitably risk assessed. 

Don’t overreach – keep your belt buckle (navel) inside the stiles and both feet on the same rung throughout the task. 

PAGE  
	Series:
	MS
	Series & Number
	MS0001
	Issue Date:
	02-02-2017

	Revision Number
	2
	Revision Date
	01-01-2018
	Page 10 of 10



[image: image1.jpg]