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	Assessor
	Job Title
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	Authorised By

	Sam Waddington
	Group SHEQ Officer
	07/06/2023
	Chris Ryan – Commercial Manager
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	Dry Buffing

	Site Address:
	N/A
	Work Date:
	N/A
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	Section 1: LEVEL OF RISK PRESENT (Risk Factor = Likelihood of occurrence x No of people affected x Severity of injury)

	Likelihood of occurrence:  (LO)
	1
	Improbable
	2
	Remote
	3
	Possible
	4
	Likely
	5
	Certain

	Severity of injury:                (SI)
	1
	Negligible
	2
	Minor
	3
	Serious
	4
	Major
	5
	Fatality

	Risk Rating Outcome:

	1 - 5
	Low
	No further action but ensure controls are maintained

	6 - 15
	Medium
	Look to improve at next review

	16 - 25
	High
	Stop activity and make immediate improvements



	Risk Matrix
	First Aid Injury no disruption of activity
	Minor Injury (preventing activity for one day)
	Serious (preventing activity for 3 days or longer
	Major injury
	Fatal

	Certain
	5
	10
	15
	20
	25

	Likely
	4
	8
	12
	16
	20

	Possible
	3
	6
	9
	12
	15

	Remote
	2
	4
	6
	8
	10

	Improbable
	1
	2
	3
	4
	5



Low 		(1-5) No further action but ensure controls are maintained
Medium		(6-15) Look to improve at next review
High 		(16-25) Stop activity and make immediate improvement
Abbreviations: L= Likelihood; S= Severity; RR= Risk Rating; RRR= Residual Risk Rating.

IF THERE IS ANY DOUBT REGARDING THE SAFETY OF AN ACTIVITY; OR THERE HAS BEEN A CHANGE OR UNFORSEEN ISSUE IDENTIFIED AND YOU ARE NOT 100% CONFIDENT THAT THE CONTROLS WILL COVER AND MITIGATE THE HAZARDS, THEN:
STOP WORKS, THINK & RE-ASSESS!! IF YOU STILL FEEL THAT THE RISKS ARE NOT CONTROLLED THEN CONTACT YOUR LINE MANAGER AND THE SITE LIAISON!!
REMEMBER – NOBODY GETS HURT!!  IT IS BETTER TO THINK “WHAT IF?” BEFORE THE WORK STARTS THAN “IF ONLY” AFTER AN ACCIDENT!!
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R1
	Assessing Risks
	Minor/Severe injury due to overlooking risks during assessment
	Fidelis Team
Client Staff
Public
Contractors
	3
	5
	15
	· Fidelis team must assess the risks of all tasks before undertaking these tasks. The RAMS relating to a task can be utilised, as well as the assistance of a Fidelis supervisor, in assessing risks.
· All risks need to be appropriately assessed before works can take place. An appropriate and competent person should conduct a formal risk assessment if a risk has not been appropriately assessed and mitigated.
· If there are risks that have not been assessed or mitigated in existing risk assessments and further provisions need to be made, then the Fidelis Supervisor is to be contacted. Do not start works until appropriate provisions have been put in place.
· Some tasks may require a Rescue Plan to be created before works can begin (such as the use of MEWPs). If this is the case, then an appropriate and competent person must conduct this. The Rescue Plan should then be briefed to the team involved, as well as any emergency response team.
	1
	5
	5

	New Starter – including use of agency
	Lack of knowledge, induction or training leading to minor/severe injury
	Fidelis Team
Client Staff
Public
Contractors
	4
	4
	16
	· New Fidelis employees are to receive induction from Fidelis on first day of employment. During induction, there must be a form of assessment to ascertain the level of understanding. Site emergency procedures and provisions must be covered in the induction.
· Dependant on site, new Fidelis employees may be required to also receive induction from the client for their site. This must also be completed on the first day. Fidelis and client to hold record.
· New Fidelis employees are to receive the appropriate training and information in order to carry out duties. The training varies across sites, with the appropriate training decided for sites individually.
· Fidelis employees are to be given appropriate information on how to fulfil their duties competently and safely through means such as induction, training, RAMS, toolbox talks, supervision and procedures. Other means may be utilised.
· New Fidelis employees are to have increased supervision for a duration deemed most appropriate dependant on site, risks and competence. Increased supervision may be completed by a fellow colleague (with increased experience and knowledge), Fidelis Site Supervisor or Contracts Manager.
	1
	4
	4




	Emergency Incident
	Minor/Severe injury, or fatality, due to improper emergency incident response
	Fidelis Team
Client Staff
Public
Contractors
	5
	5
	25
	· Fidelis and Client emergency contact, as well as nearest hospital, to be included in induction, as well as readily available for any Fidelis team member who may need this information – such as within site folder or on noticeboard.
· Fidelis team to be informed of the emergency procedures for the site. These procedures also need to be readily available.
· Certain Fidelis team members may need to receive First Aid training, Fire Warden training or other training dependant on the requirements of Fidelis or their client.
· Fidelis team to receive refresher induction at least every 3 years, or sooner if required by Fidelis or their client.
· Fidelis team members can request refresher induction, training or information at any time to ensure they remain competent and have the appropriate knowledge.
· Fidelis to retain relevant emergency procedures for all sites where possible and where identified as a necessity.
· In the event of an emergency incident, Fidelis team members must follow the directions of emergency procedures, as well as nominated responsible persons (such as first aiders or fire wardens).
	1
	5
	5

	Use of Rotary Floor Machine
	Electrical Shocks, Trips and Falls, Struck by Object
	Fidelis Team
Client Staff
Public
Contractors
	4
	4
	16
	· Fidelis team must be given training and appropriate information in the correct procedure of using electrical equipment.
· All Fidelis team members must visually check their rotary floor machine for any visual defects before and after every use – this includes the plug, wire, wheels, and transformer (if applicable). Any identified defects must be reported to their supervisor immediately and the equipment not used until repaired.
· All electrical equipment used in Fidelis’ onsite operations must have Portable Appliance Testing (PAT) once every year. In order to use electrical equipment, it must have passed its PAT and be in date – both indicated by a green “PASSED” sticker. Any equipment that has failed its PAT – indicated by a red “FAILED” sticker – or out-of-date, must not be used and reported to your supervisor.
· Appropriate signage must be put in place for any trailing cables, in order to prevent someone from tripping over the cable.
· Ensure no one is around that would be in danger of being struck by the rotary floor machine if it needs to be moved.
	1
	4
	4

	Manual Handling
	Musculoskeletal injuries, sprains, broken bones or fractures
	Fidelis Team
Client Staff
Public
Contractors
	4
	4
	16
	· Fidelis team must all have received manual handling training.
· The proper manual handling technique must be used when lifting, carrying and putting down any items that need transferring.
· Always ensure that you assess the load before handling. Assess the size, weight and shape of the item(s) that need to be handled.
· Manual handling aids – such as trolleys – must be utilised where it is appropriate and required. Two person lifts must be utilised where is it appropriate and required.
· The appropriate PPE must be worn for manual handling where necessary.
· Ensure the walkway being used is clear of obstruction or debris before conducting manual handling.
	1
	4
	4

	Falls from Height
	Risk of rotary falling over and hitting someone
	Fidelis Team
Client Staff
Public
Contractors
	3
	3
	9
	· Ensure that the rotary floor machine is kept in its upright position when not in use.
· Don’t leave the rotary floor machine unattended, and don’t let unauthorised persons from handling or using the machine.
· Do not misuse the machine – only use the machine in the way the manufacturer intended.
· Read manufacturer’s instructions before use.
	1
	3
	3

	Replacing or Removing Floor Pads
	Injuries sustained if machine turned on while handling pads
	Fidelis Team
Client Staff
Public
Contractors
	3
	4
	12
	· Do not attempt to replace or remove floor pads or drive plate while the machine is on. Always switch off and unplug machine beforehand.
· don’t let unauthorised persons from handling or using the machine.
· Do not misuse the machine – only use the machine in the way the manufacturer intended.
· Read manufacturer’s instructions before use.
	1
	4
	5
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	Task
	Hazard
	People Affected
	Risk Rating
	Control Measures & SSOW
	Residual Risk Rating

	
	
	
	L
	S
	R
	
	L
	S
	R




	Section 2 - Method Statement



	Task
	PPE Required

	Dry Buffing 
	Apron

	
	Protective Gloves (Nitrile EN374)

	
	Safety Footwear



	Dry Buffing

	Hazards 
Dry buffing is carried out using a rotary machine.  The weight of the machine and the speed at which it operates can be a hazard in the hands of an untrained operative.  Operatives need to be mindful of other building users when in use and always ensure safe use.  

	Precautions 
· Never use a rotary floor machine unless you have been trained to do so.
· Use caution signs
· Carry out visual electrical safety inspection check before and after use including plug, flex, and machine housing.
· Always ensure cable is behind your line of work.
· When not in use leave machine handle in upright position.
· Always remove drive plate and pad from under the machine; otherwise it will upset the machine balance.
Always return equipment & materials to a secure lockable storeroom

	The Task:
Dry buffing is a quick, efficient method of removing soilage and scuff marks from hard floors. 

	1. Collect equipment
	Caution signs
Rotary floor machine with base plate and buffing pad
Dust control mop.

	2. Assemble equipment
	Carry out visual electrical safety inspection check before use including plug, flex, and machine housing.
Fit base	plate and suitable floor buffing pad

	3. Prepare the area
	Put out caution sign(s) 
Pick up large items of litter
Remove chewing gum

	4. Carry out the task (starting at the furthest point from the door)
	Ensure cable is always behind your line of work.
Cut in parallel to the skirting board and “fill in” remaining area with systematic overlapping passes.
Periodically check condition of pad and reverse or change as is necessary.
Continue buffing until the entire area has been covered.
Switch off and unplug the machine.
Remove base plate and stand upright in the “safe” position.

	5.  Dust mop the floor
	To remove loose dust generated from spray cleaning.
Wipe skirting boards with a cloth if necessary.

	6. Clean and store equipment
and materials
	Dismantle the machine and carry out visual electrical safety inspection after use including (plug, flex, and machine housing).
Regularly damp dust wipe machinery
Ensure all equipment & materials are returned to a secure lockable storeroom

	7. Remove caution signs
	When cleaning task is complete, and floor is completely dry

	How do we know the job has been done correctly?
The floor surfaces should be free from dust and debris, with a glossy appearance.











Operations on site
Fidelis operative to attend sites at agreed start times before works commence

All Fidelis operatives to follow site signing in / out procedures as well as all health and safety procedures. 

Any issues reference to potential breaches to health and safety including but not limited to Fatigue/Drugs/Alcohol/Sickness or equipment must be raised to minimise the risks of accidents to self or colleagues. 

In all areas it is important that the operative pays special attention to detail for the clean and must check all areas carefully and thoroughly. 


ALL EMPLOYEES HAVE A DUTY TO:
· Observe company management system rules at all times and co-operate with the company and their colleagues in matters of the environment, quality and safety.
· Follow the method statements and instructions and complete the task safely to the required standard.
· Not intentionally or recklessly misuse anything provided in the interests of environmental, quality or safety management.
· Report all incidents where there is potential to cause pollution or a negative environmental impact.
· Report all accidents and incidents including any near miss incident to their Line Manager
· Always use the equipment that is provided in the interests of safety, health and environmental hazard control.
· Report any shortcomings in the protection arrangements for environment, quality or safety to their Head of Operations/ Client Liaison* (*where appropriate).
· No workplace to be left in an unsafe condition.
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