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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 Site Manager.  

Please read the entire sheet before beginning, if you have any questions please contact your Site Manager.
The main hazards to your safety and health are;

a) Injury from slips trips and falls.

b) Injury falling from step ladders

c) Fire

d) Falling from height

e) Injury from incorrect Manual handling.

f) Injury to members of the public and tenants during operations.

g) Injury from Power tool hazards (240V and battery powered equipment)

h) Injury from harmful building materials

i) Exposure to inclement weather

Preventative Measures you must take;

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

b) Warning signs must be placed at the entrance to the building and work area 

c) Visitors and other members of staff are prohibited from entry unless accompanied by competent person, all visitors issued with personal protective equipment

d) You must read and be familiar with the COSHH Safety Data Sheets 

e) You must keep a fire extinguisher nearby during works

f) You must follow all directions given by the site manager or his agents

g) All electrical works must be isolated

Personal Protective Equipment you must wear;

a) Gloves

b) Safety boots

c) Safety glasses (where appropriate)

d) Safety masks (where appropriate)

Environmental Protection Measures you must take;

a) Dispose of waste and spoil to the designated area or skip provided for waste. 

Ensure that hazardous waste is removed by licensed agents.

General Precautions

Staff & Guidance
The projects will be carried out by staff from Phoenix Housing Co-op. A site manager will be appointed to each contract who will be responsible for quality and safety.  Volunteers will be supervised and are not allowed to carry out tasks for which they have not been guided.  

PPE

All site workers will wear Safety boots, and protective clothing at all times, other items of PPE such as eye protection and gloves are available to be worn as and when necessary. 
Preparation & Induction  

All members of staff required to work on any contract will be given copies of risk assessments and method statements, any queries or concerns will be raised with the contract manager who will ensure it is dealt with.  Staff will be inducted onto each site by the site manager, and will follow all site rules and safety procedures.  

Welfare
Phoenix Housing Co-op is responsible for providing adequate washing and toilet facilities. 
First Aid

Phoenix Housing will provide a first aider who has attended an HSE approved course of at least four days' duration and suitable first aid equipment.

Manual Handling

All staff and contractors have been instructed on the potential dangers of manual handling, and 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. It is the responsibility of the site manager to identify and control potentially dangerous manual handling situations as they occur on site on a day to day basis.

Working at height

All employees and sub contractors have been made aware of the dangers and consequences of falling from height, all working at height will be properly planned, organised and supervised; only competent members of staff will be allowed to work at height and it is the responsibility of the site manager to ensure conditions are safe before allowing any work at height to take place.  

Working from Step Ladders

The majority of tasks carried out at height involve working below 2 metres from step ladders; all staff have been made aware of the dangers of working from step ladders and have been instructed on the safe use of ladders. Only competent members of staff will be allowed to work from step ladders and it is the responsibility of the site manager to ensure conditions are safe before allowing any ladder work to take place. 

Method Statements
Task Description 
This method statement describes the work process for general property repairs and maintenance at various residential properties including:
a) Site establishment

b) Tenants warning and safety

c) Carpentry

d) Plumbing work

e) Painting and decorating

f) Tiling

g) Plastering 

h) Window / door fitting

i) Replace electrical switches
Prior to starting work

Inform tenant and other occupants of work commencing and cordon off work area if practical to do so.  Particular attention should be paid to property where children are present; children and adults must be kept away from the work area at all times and protected from substances such as paint and paint stripper.  

· Ensure Personal Protective Equipment is worn at all times.

· Place Warning signs at the extremes of the work area prior to the work commencing.

· Physically check the condition of all equipment before and after use
Step by step guides

Stripping Wallpaper

1) Put on your personal protective equipment

2) Ensure the area to be stripped and exit points are clear of obstruction and that safe access and egress is maintained.

3) Carefully wet down wallpaper with warm soapy water and allow to soak through

4) Remove existing wall finishes using scrapers.

5) Clean down walls using proprietary cleaner

6) Remove all debris and waste to designated waste disposal area

7) Do not leave tools and equipment unattended at any time.

8) Ensure area is left safe at end of each shift

9) Ensure cooking and bathroom facilities are operational at end of each shift

Applying Wallpaper

1) Put on your personal protective equipment

2) Set up equipment required for application of wall paper

3) Mix sufficient paste for area to be covered, refer to Safety Sheet for paper paste

4) cut required lengths of paper and apply paste
5) Hang and finish paper as per contract instructions

6) When working from stepladders the company working at height procedure must be followed.

7) DO NOT REMOVE any light switches or sockets, cut and shape the paper around switches and sockets.

8) Remove all waste and debris from site to designated area, site will be left clean and tidy at the end of each shift

Painting – Surface preparation

1) Put on your personal protective equipment

2) Cover floor area and any furniture to prevent damage

3) Prepare surfaces to be painted by sanding/stripping and cleaning

4) If using chemical stripping agents such as Nitromors, you must read and understand the safety data sheet for the product you are using

5) Electric hot air stripping tools will be PAT tested on an annual basis and checked for defects on a daily basis, damaged or defective tools will be removed from service immediately

6) Electric hot air strippers can get extremely hot and therefore create a fire risk, ensure a suitable fire extinguisher is at hand during hot work.

7) N.B. Chemical cleaners and work tools such as hot air strippers will not be left unattended in residential properties, this is especially important where children are present

8) Make sure any extension leads are kept tidy and do not cause a trip hazard

Gloss Painting - Application

1) Put on your personal protective equipment

2) Cover floor area and any furniture etc with dust sheets to prevent paint splashes

3) Ensure suitable ventilation when using oil based paints

4) When working from stepladders the company working at height procedure must be followed.

5) Smoking is not allowed in client properties

6) Ensure surface is clean, dry and free from dirt, grease, and oil

7) Do not leave paints open and unattended at any time

8) Apply undercoat and allow to dry, do not apply too much and watch for runs etc.

9) Check undercoat for correct adhesion to surface and wipe down if necessary

10) Apply gloss finish coat and allow to dry

Emulsion Painting - Application

1) Put on your personal protective equipment

2) Cover floor area and any furniture etc with dust sheets to prevent paint splashes

3) Clean down surface to be painted using proprietary cleaner as per instructions above

4) Ensure surface is clean, dry and free from dirt, grease, and oil

5) When working from stepladders the company working at height procedure must be followed.

6) Prepare paint for application. i.e. mixing etc

7) Apply emulsion paint with brush or roller and allow to dry, do not apply too much and watch for runs etc

8) Check first coat for correct coverage

9) Apply second coat where necessary and allow to dry

Fitting skirting Boards
1) Put on your personal protective equipment

2) Fit timber plugs to vertical joints of brickwork or timber grounds fixed to wall depending on required method

3) Cut timber plugs to a “true” line.

4) Plastering of walls to true line takes place

5) Measure up for lengths of skirting board

6) Collect skirting board from storage area

7) Check boards for straightness and quality, do not fit bowed or damaged boards

8) Check angles for external mitre cuts using gauge boards

9) Transfer angles and cut boards to length

10) Fit boards to timber grounds using proprietary fixings

11) Join internal corners using scribed joints

12) Make sure any extension leads are kept tidy and do not cause a trip hazard

Plumbing work

1) Isolate Hot & cold water pipes where necessary

2) Drain down the water system where necessary

3) Carry out replacement of parts or repairs

4) Ensure waste pipes and other plastic pipe work are connected correctly

5) Where plastic pipe is connected with solvents, staff will follow all safe use instructions

6) Where solder work has to be carried out, prepare pipe work for solder joints

7) Ensure the correct type of fire extinguisher is on hand during hot work

8) Protect surrounding area with heat shields

9) Ensure adequate ventilation for solder work

10) Connect and solder all necessary joints

11) Check all joints

12) Liaise with facilities manager to turn water supplies back

13) Carry out further checks for water tightness and quality of finish

14) Pack tools an equipment and leave area clean and tidy

15) Maintain fire watch for 2 – 4 hours where hot work has been carried out

Rendering

1) Ensure the area to be worked has been clearly signed and marked out with warning tape; if necessary erect physical barriers to prevent unauthorized access.

2) Put on your personal protective equipment.

3) Prepare the hammer drills to remove the old render

4) Work from the top down ensure all loose material is removed and that the walls are clean

5) Remove all the old render to a designated skip

6) Apply Unibond SBR bonding coat with brush and allow to dry

7) Collect the required render materials from the storage area; ensure that you follow good manual handling techniques for heavy material

8) Ensure the RCD is in the socket and that it has been tested before connecting any electrical mixing device.

9) Do not leave tools and equipment unattended at any time.

10) Mix plastering sand and Portland cement render by mechanical paddle using a clean container, ensure all material in a batch is mixed thoroughly.  

11) Ensure that dust is kept to a minimum during mixing and that mixing is carried out in a well ventilated area.  YOU MUST read and understand the COSHH data sheet for portland cement and plaster

12) Where dust can not be controlled operatives must wear half face masks to BSEN149 FFP3

13) Apply a 3+1 scratch coat approx 5mm thick to the walls and allow to dry

14) Check work constantly for adhesion and quality of finish

15) Keep the work area clean and tidy at all times, remove rubbish and debris as it accumulates

Skim Plastering of walls and ceilings

1) Ensure intensity and direction of lighting is suitable to enable a satisfactory finish

2) Fit  the appropriate specified beads to the plasterboard

3) Mix hand trowelled gypsum by hand or mechanical paddle using a clean container, ensure all material in a batch is mixed thoroughly

4) Ensure suitable ventilation during mixing, use local exhaust system to control dust or wear a half face mask to EN149 Class FFP 2s if dust cannot be controlled.
5) Apply gypsum finish to a uniform thickness to walls or ceilings

6) Follow all safety procedures when working from ladders

7) Smooth with a steel trowel

8) Do not attempt to use any mix after initial set, and do not attempt to re-temper, discard all such mix immediately

9) Do not attempt to plaster where extremes of temperature or moisture will affect the finish

10) Make good any damage after completion of second fix and carpentry work

11) Remove all debris to designated area, leave area clean and tidy

Fitting Doors

1) Drill and chisel out fixing points for door furniture 

2) Lift doors into position and fix to vertical timber door posts

3) Fit door furniture to doors and check for operation
Tiling

Preparation of walls

1) Put on your personal protective equipment

2) Ensure the area to be prepared and exit points are clear of obstruction and that safe access and egress is maintained.

3) Clean down walls using proprietary cleaner

4) N.B. Chemical cleaners and work tools such as hot air strippers will not be left unattended in residential properties, this is especially important where children are present

5) Ensure wall is structurally stable, on plane, and consists of a suitable substrate.

6) Ensure wall is clean dry and free from dust and contaminants

7) Remove all debris and waste to designated waste disposal area

8) Do not leave tools and equipment unattended at any time.

9) Ensure area is left safe at end of each shift

Setting Tiles

1) Put on your personal protective equipment

2) Cover floor area and any furniture/fittings to prevent damage to goods

3) Ensure correct adhesive for type of tiles being applied, if necessary consult tile supplier

4) When doing full walls, shower enclosures etc hang a plumb line and mark to ensure good level of finished tiles

5) Mix sufficient adhesive to cover desired application area and apply to wall using flat side of trowel

6) Comb the adhesive to a uniform depth using the notched side of trowel

7) Fit spacers or wedges to top of sinks, shower trays etc to allow 3mm

8) Fix first run of tiles ensuring level and plumb

9) Fit spacers or wedges between tiles

10) Lay next row of tiles

11) “Beat in” tiles with mallet and protective wood

12) Tiles will be cut where necessary using proprietary cutting tools.  Notched, curved or quarter round cuts will be done with a wet saw

13) Wipe off excessive adhesive with clean wet sponge

14) Remove all waste and debris from site to designated area, site will be left clean and tidy at the end of each shift

Grouting

1) Allow adhesive to cure for 24 hours

2) Cover floor area and any furniture to prevent damage

3) Mix sufficient grout to cover required area, refer to manufacturers instructions

4) Using grout float spread grout into joints

5) Make sure all joints are filled

6) Allow grout to set for 20 minutes then wipe residue off with damp sponge cleaned regularly 

7) Minimal clean-up water should be used to ensure proper grout curing and maintain colour uniformity

8) Shape grout joints with grout tool

9) Buff tiles with clean cloth

Switches and extraction fans

1) Ensure electricity supply to equipment is isolated

2) Remove fixings

3) Remove equipment.

4) Replace with same

5) Ensure electrical work is carried out by appropriately qualified people.

6) Replace fixings

Finishing and Handover

1) Inspect all work for quality of finish

2) Carry out any repair work as necessary

3) Clear all tools and equipment from site

4) Instruct competent organization to remove scaffolding from site

5) Sweep floor area and ensure all debris is removed from site

6) Arrange waste skips to be picked up

7) Remove barriers and other warning signs

8) Handover 

Care of equipment

1) All items must be thoroughly cleaned in either water or the relevant solvent at the end of each shift

2) Items such as brushes and rollers should be air dried and stored

3) Wash buckets, wipe inside and out and store upside down
4) All items should be stored out of reach of tenants and children
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