
 

1. Training Brief 

 

The purpose of training is to give a basic handling instruction to the Member so that the 

machine can be used safely and within its design limits. 

Training may only take a few minutes by an agreed competent person and should cover: 

 

 The features of the machine, its purpose and limitations; 

 Familiarity with machine operation and specific associated risks. 

Setting up the machine and checking safety features are operational and in place.  

Setting up and using guards, guides and fences as appropriate to the job in hand. 

 Changing and or adjusting the cutting tools; 

 Security of the work piece and safe handling of the materials; 

 Demonstration of use; 

 Hands on user test; 

            Personal Protective Equipment. 

 

On completion, the user should be seen to be competent in safely and effectively operating 

the machine. 

It is suggested that at least two cuts (or as many as required) are undertaken under 

supervision until the user feels competent. 

On successful completion the user record will be signed off for the specific machine. 

 



 

2. Induction 

All members or prospective members must undergo an initial induction. 

The purpose of this is to provide sufficient information for the prospective member to: 

To know how to be safe; 

Know what is available in the Shed; 

Who to ask for assistance; 

What policies there are with respect to health and safety? 

What to do in the event of an emergency; 

Where to find information; 

To provide the Shed with appropriate personal information to register the member. 

 

Induction will include:- 

Provision of personal details for records; 

Signing in book; 

Health and Safety Policy; 

Committee members; 

Rules for using machinery; 

Medical equipment and procedures; 

Emergency numbers for contacts and First Aiders; 

Attendance fees, where appropriate; 

General workshop layout and equipment; 

Opening times, activities and key holders; 

Evacuation. 

 

 

 

 

 



 

Members Registration Form 

Date of Joining/Induction           /          / 

Forename  

Surname  

House No. & Street  

Locality  

Town or City  

County  

Post Code  

Home Telephone No.  

Mobile Telephone No.  

Email Address  

Interests/Experience/Background  

Personal/Medical Information  

Membership Fee paid £ 

Signature  

 

Inductor & Signature Name Signature 

 



 

3. Health and Hygiene 

A fundamental benefit of the Men’s Shed concept is that time spent in the company of other 
men provides a positive health outcome. Sheds provide a place for Men to meet and share 
in a variety of activities with other Men. An activity can be as simple as a friendly chat with 
other men through to operating machines connected to Shed activities. 
  
Membership is open to anyone who wishes to join: there is a minimal joining fee  
so that everyone can become fully participating members regardless of their age or 
background. Members are required to respect other members including those who supervise 
activities in order that the Shed operates safely. 
 
Members will be asked to provide some personal information when they join. This is to 
ensure that member’s specific health risks are known. This information might prove useful in 
the event of an emergency; however members are entitled to personal privacy in this regard 
and at their discretion and risk, may withhold such information. 
 
It is important that physical restraints or risks have been accepted. Persons may be asked to 
provide confirmation of suitability from a doctor in severe cases of disability either to be safe 
to operate machinery or to be able to attend the Shed for sociable reasons only. The 
committee has the final say in its discretion in such rare cases. 
 
The Shed must provide sufficient equipment / material to ensure that acceptable hygiene 
standards are maintained. eg washing materials etc. 
 
Water, tea, coffee and milk will be available for refreshment; one of the members provides 
and keeps the stock levels up to date and makes a charge of 20p per cup to be deposited in 
the ‘Collection Bowl’ adjacent to the facility. Soft drinks are also available (in the fridge) at 
30p per can. Another member supplies a selection of biscuits FOC to members. 
 
Members need to be aware of risks associated with skin / eye / mouth/ etc, when in contact 
with chemicals, solvents, paints and other materials used by the Shed.  
 
Members must wear appropriate protection advised by the manufacturer when handling 
such materials. If in doubt, ask the Member in control of the Shed to provide safety 
information before using materials. The information should be available either on the product 
itself or, in a Materials Safety Data Sheet (COSSH). 
 
All machines are to be fitted with guards where possible, to prevent injury to operators and 
people in the vicinity.  
 
Operators need to wear Personal Protection Equipment. The Shed will provide basic eye 
protection, ear defenders and masks. All this equipment is kept in one of the three sets of 
filing cabinets, marked up Personal Protective Equipment. 
 
Operators are also required to check the condition of tools and equipment prior to use and to  
comply with safety standards and signage. 
 



 

4. First Aid 

In the event of an injury, the injured person may be in need of First Aid. The Shed has three 
members trained in First Aid; one is usually on duty on most meeting days. 
In the event of no MIS First Aiders being available, Karen Grigg the Arts & Crafts Centre 
First Aider can be contacted in the office. If no one with training is available, then an 
Emergency Contact Number that can be called for help will be posted on the notice board. 
 
All injuries regardless how slight need to be recorded in the First Aid Register (See format of 
Form F.A.1. attached) that is to be kept by the Shed adjacent to the notice board.  
This information will help identify trends at the Shed so that problems can be monitored and 
corrected. 
The book shall be reviewed at Committee at least twice a year. 
 
A First Aid kit will be available beside the notice board and should contain: 
 
  1 First Aid Booklet 
  8 HSE Medium Sterile Dressings 12 x 12cm 
  2 HSE Large Sterile Dressings 18 x 18cm 
  4 Triangular Bandages 90 x 90 x 130cm 
  4 Safety Pins (Pk6) 
  4 Eye Pad 
10 Washproof Plasters (Pk10) 
  4 Sterile Moist Cleaning Wipes (Pk10) 
  1 Microporous Tape 2.5cm x 10m 
12 Nitrite Powder Free Disposable Gloves (Pair) 
  4 Finger Dressings 3.5 x 3.5cm 
  2 Face Shield 
  3 Disposable Heat Retaining Blankets 215 x 150cm 
  2 Burnshield Dressings 10 x 10cm 
  1 Tuff-Kut Scissors 
  2 Conforming Bandages 7.5cm x 4.5cm 
  5 Eye Wash Cartridges 
 
 
The kit needs to be routinely checked and where necessary, restocked with fresh  
supplies. 
 
Some items will be time limited and must be replaced at the correct time. 
 
A Committee member (Steve Clarke) will be responsible to oversee the maintenance and 
replacement of the kit. 
 



 

 

FIRST AID REGISTER 

 
Date Name of 

injured Member 
Witness and 

contact details 
Date of 

Accident Describe the injury: 
What happened?        

Photos? 

Describe Treatment – including: 
Was Hospital / Doctor required? 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      
 



 

5. Labelling 

The Shed requires that labels on containers, adequately and accurately display the contents 
of the container.  
 
If smaller amounts are transferred from the main container to a smaller one, then proper 
care needs to be taken when using / disposing of the smaller / work containers because 
harm could result otherwise.  
 
For example, a plastic water bottle filled with mineral turpentine would poison and possible 
kill a drinker who mistook the contents for water.  
 
All chemical liquids should carry a proper identification label. This may be made using ‘dymo 

labelling’ if required. 

All flammable or noxious materials including oil-based paints, polishes, lacquers or mineral 

fuels must be stored in the yellow COSHH cabinet.  

‘PAT Tested’ labelling will be on the plugs of electrical appliances where required to ensure 

that an operator is able to correctly identify and isolate an appliance. A general note 

regarding PAT Testing will be displayed in an appropriate place to explain the significance of 

PAT Testing, 

This will help to avoid accidents where a device is inadvertently switched on whilst it is being 

set up. 



 

6. Shelf Life Monitoring 
 
The Shed needs to identify items that have a defined shelf life and ensure that a diary  
system is implemented to track and replace items prior to exceeding their shelf life. 
 
Of particular concern are food items:- 
 
The use of out of date food items should be avoided, such items should be disposed of; 
This applies to items such as milk stored in the kitchen fridge. 
 
Chemicals / glues / paints / solvents that have shelf lives are also to be treated  
cautiously.  
 
If any of these items are to be disposed of, then this needs to be done correctly.  
 
Please refer to the manufacturer’s instructions in the first instance. Disposal information may 
also feature on the product packaging.  
 
If doubt still exists, then check with a Committee member.  
 
There will also be items which will expire in the First Aid kit.  
 
The responsible first aiders must keep track of this and arrange disposal and replacements 
at the appropriate time. 
 



 

7. Waste Disposal 

Waste must be disposed of correctly to ensure a safe environment and to comply with 
environmental requirements locally. 
 
The Shed may generate:  
 
  Food Waste; 
  Wood Waste; 
  Shavings and Dust; 
  Chemical Waste; 
  Paints and Toxic Waste. 
 

There are large container bins supplied by Bedford Borough Council 
situated at the front gate, the appropriate bin is to be used. 
 
 
Food stuffs – A bin is provided in the Shed for this, it is to be emptied regularly.  
 
Wood Waste – Bins are provided to collect this in the Shed. There is a separate bin for this 
at the front gate into which this waste can be emptied, or someone can take it for burning on 
a log stove. 
 

Shavings and Dust - Bins are provided to collect this in the Shed. The same bin as for 

wood is provided for this at the front gate. 

Chemical Waste – Little is generated by the Shed. If required the Household and Chemicals 

section at the Bedford Borough Council waste disposal site can be used.  

Paint and Toxic Substances - Little is generated by the Shed. If required the Household 

and Chemicals section at the Bedford Borough Council waste disposal site can be used.  

The Committee shall nominate members to take care of regular emptying of bins and 

transpiration of risky materials to the Bedford Borough Council site. 

 



 

8. Risk Management 

Risk Management is the process used to analyse a situation and then work towards  
minimizing harm towards people or property.  
 
Everyone is responsible for contributing to risk management by reporting risk issues and or 

removing the cause where possible eg electrical leads left out risking tripping hazards, tools 

left out which could slip and cause injury. 

The committee is responsible for reviewing and assessing risk and developing the necessary 

actions to mitigate or eliminate the hazard. Risk should be a regular agenda item for 

committee meetings. 

Where a possible risk is identified it must be reported to the committee, anyone can do this. 

The committee will assess the risk and decide the appropriate actions to control it. 

Assessing Risk Process 
 
Spot the Risk 
The first step is to walk around the Shed and find the obvious things that could put the health 
or safety of anyone in your workplace in danger. 
A risk is anything that has the potential to cause injury, illness or damage to anyone’s health. 
Some of the risks will be able to be fixed straight away such as picking up a lead that may 
cause someone to trip, cleaning up a spill on the floor or moving a frequently used item onto 
a lower shelf.  
Also talk to the members. The people who do the job regularly are the best people to advise 
about any risks associated with their work. Ask members which tasks cause problem or 
make them concerned. 
 

 Use safety checklists  
These are a good way to help you identify some of the common risks.  
 

 Review manufacturers information 
Review the information available from designers or manufacturers including materials safety 
data sheets and instructions and also product labels. 
 

 Check injury records and incident reports 
By looking at your injury records, you will be able to get a good idea of what is causing your 
members' injuries.  
 
Assess the Risk 
When the risks are identified, the level of risk needs to be established. 
It is necessary to identify the likelihood of a risk causing injury, illness or damage to health. 
The list of risks may be surprisingly long, with some posing more safety risks than others.  
It is necessary to decide which risks are more serious than others, so that they can be dealt 
with first. 
To assess the risk associated with each risk, ask these questions: 
 

What is the potential impact of the risk? 
 
How severe could an injury or illness be? 

 



 

What is the worst possible damage the risk could cause to someone’s health? 
 

Would it require simple first aid only?  
 
Cause permanent ill health or disability? 
 
Could it kill? 

 
How likely is the risk to cause someone harm? 

 
Could it happen at any time or would it be a rare event? 

 
How often are workers exposed to the risk? 
 

Answering these questions will help you assess the risk level of the risk, whether  
it is a low, moderate, significant or high risk. 
 

Fix the Problem 
When the risks are spotted and their risk assessed, ways need to be developed to fix them.  
This is known as risk control is the third step. 
The aim is always to remove a risk completely from the  workplace.  
Where this is impractical, other alternatives will be systematically worked through.  
Sometimes this will result in more than one control measure to reduce the exposure to risks. 
 
Control Measures 
Eliminate the risk. 
For example, repair damaged equipment; use a lifting machine to do the lifting in the 
workplace; stop using a dangerous chemical. 
 

If this is not practical, then: 
 
Substitute the risk with a safer alternative. 
For example, break down larger loads into smaller, lighter loads; use a less toxic chemical. 
 

If this is not practical, then: 
 
Isolate the risk 
For example, restrict access to risky work areas or machines; use chemicals in a safe 
dedicated work area. 
 

Use engineering controls 
For example, place guards on dangerous parts of machinery; use a trolley to move heavy 
loads, provide extraction for dusty operations. 
 

If this is not practical, then: 
 
Use administrative controls. 
Have clear safety notices on machines; change work practices: train members in safe work 
procedures; carry out routine maintenance of equipment.  
  



 

 
If this is not practical, then: 

 
Use personal protective equipment (PPE). 
Provide workers with protective equipment such as gloves, masks or ear muffs and train 
them to use PPE correctly. 
 
Risk Management is not a one-off event, it is an ongoing process. Once the risks are 
identified, assessed and resolved, they should be followed up with the fourth step of the risk 
management process. 
 
Evaluate results 
Evaluation is an important step in the Risk Management process to find out if the changes 
have resolved the risk problem. 
 
Talk to the members and ask these questions: 
 

 Are the changes making a difference? 
 

 What do members think? 
 

 Will the solutions reduce risks and prevent injury or illness? 
 

 Do they create new risks or increase the risk of existing ones? 
 

 Are there any ways to make further improvement? 
 

Set a date to re-evaluate the task, choosing a timeframe appropriate to the task 
and the risk involved. This could be anywhere between a week and three years.  
 



 

9. Electrical Safety Policy 

Scope 

MIS Winslow is not responsible for the electrical supply to the Shed or to the outlets provided 

within it. Any work required on this infrastructure must be handled by the leaseholder. 

The Shed has to provide distribution to machines which are self standing or secured to 

benches, and to provide connectivity to hand held powered machines. 

This policy is to fulfil the requirements for electrical appliances and cables etc beyond the 

supply socket only. 

Equipment connectivity 

Self standing machines will be powered by extension cables from the wall sockets. 

Wherever possible these will be run at ceiling height and dropped down locally. However 

where this is not possible the supply cables will be routed on the floor as far away from walk 

ways as practical and where possible with rubberised capping to protect them and reduce 

the tripping hazard. 

Supplies to bench mounted equipment will have an accessible multiway connection block 

and the cable runs on the floor will be contained in rubberised floor protection to reduce wear 

and tear and tripping hazards. 

Identification 

All plugs will carry an appropriate label to aid identification of the appliance to which they 

connect. 

Maintenance and Testing 

There are no laws in the UK that commit to testing the frequency or the need for PAT testing 

and it is not a requirement that a qualified electrician is required for such tests. 

Adequate testing can normally be carried out by regular visual inspections by a competent 

person who the committee will nominate. 

The recommendation is that fixed machinery is inspected at least once a year and portable 

machinery at least 6 monthly. 

All Shed members have a responsibility to report defects when seen. Any such report will 

require the equipment to be withdrawn from use until it is repaired and released by the 

competent inspector. 

Repair and or rewiring of machines or plugs will be carried out by a competent person 

nominated by the committee or where appropriate by return to the supplier or a professional 

repair shop. The decision will be made by the competent repair nominee. 



 

10. Safe Use of Chemicals 

The Shed Members must avoid or minimise the exposure / use of harmful chemicals if  
possible. 
 
Chemicals stored at the Shed need to be kept in the yellow COSHH cabinet and in 
accordance with the supplier’s instructions. 
 
Winslow Shed will use glues, solvents and possibly bleaching agents such as oxalic acid. 
The list may grow as the Sheds activities widen in time. 
 
All members who use these and other chemicals need to follow the applicable instructions. 
 
All chemicals where possible, need to have the packaging / labelling prominently displayed 
on the container to ensure that the chance of confusion about the contents is minimised.         
 
If a member has any doubts about a chemical, how to use it safely, store it or dispose of it, 
he should seek advice prior to use.  
 
Shed members should be sure of the risks of use and how to clean up after use or spillage. 

Chemicals and solvents may not be decanted from the original packaging unless the new 

container is suitable and clearly labelled with reference to any specific safety instructions.   

 



 

11. Minimum Numbers in Shed and 

Visitors 

It is recommended that a minimum of two people be in attendance while the Shed is open, 
this is particularly important if power tools are to be used. 
 
The reason is to ensure that if a member is in need of help, another person is there to 
provide assistance. 
 
Members must sign into the Attendance Book when they enter the Shed. 
 

Safety of Visitors 
 

Visitors must be asked to sign in the Attendance Book when they enter the Shed and sign 
out when they leave. 
 
People at the workplace have a duty of care to ensure that visitors are safe. 
 
The visitors also have a corresponding responsibility to follow the safety policy and 
procedures and to take care not to endanger other people.  
 
In practical terms, visitors should be advised about any known dangers / risks they could 
encounter in the Shed.  
 
Additionally, the normal safety practices that apply to members also apply to visitors and 
include:- 
                        Wearing shoes that cover the toes; 

Long hair covered by a net if near to machines; 
Wearing safety glasses; 
Wearing all other appropriate PPE; 
Observe all safety signage. 

 



 

12. Basic Safety Rules for Using 

Machinery & Power Tools 

1 Before using any machine for the first time you MUST get some proper help to 

understand how to set it up and use it safely. 

 

2 Unplug the machine from the mains and check to see if it’s clean and in working 

order. 

 

3 Set the machine up for your needs making sure all safety guards and guides are 

properly fixed and secure. 

(NEVER ADJUST OR SET UP MOVING PARTS OF A MACHINE WHILST IT IS 

PLUGGED IN) 

 

4 Dry run your work process to ensure that it will pass unimpeded through the 

machine or the machine will pass over the work piece properly. Beware of clamps 

and mains cables getting in the way and ensure there is clearance for your work 

to pass right through and is correctly supported on the out-feed. 

 

5 Ensure that your colleagues around you are aware that you are about to use the 

machine so that you have proper work clearance and will not be distracted by 

them whilst running your piece.  

(NEVER INTERRUPT OR DISTRACT ANYONE WHILST MACHINING IS IN PROGRESS) 

 

6 Put on the recommended Personal Protection Equipment (PPE) and make sure 

your clothes are not loose and cannot snag in the machine. You should also 

make sure you have secure footing. 

 

7 Check switches are off and plug in the machine. 

 

8 Switch on allowing the machine to achieve full running speed.  

(NEVER LEAVE A MACHINE RUNNING UNATTENDED) 

 

9 Run your workpiece using the appropriate methods and pushers etc. for the 

specific machine. 

 

10 If you need to adjust the machine for further cuts switch off and wait for the 

machine to come to a stop. 

(IF THIS REQUIRES TOUCHING MOTIVE PARTS YOU MUST UNPLUG THE 

MACHINE FIRST) 

 

11 Switch off when done and await the machine to fully stop. 

(DO NOT REMOVE CUT OFFS UNTIL COMPLETELY MACHINE IS STOPPED) 

 

12 Always UNPLUG the machine when you have finished and clean up the machine 

and floor area. 



 

13.0 Training and Instruction 

Training and instruction will be required for all members using powered machinery. 

(Where a member is accompanied or supported by a carer it is compulsory that the carer 

also receives the same training and competence level.) 

Machines shall not be used unless adequate competence is achieved and recorded. 

The purpose of this is to ensure that proper safety precautions are taken and awareness of 

correct operation is achieved to prevent accidents and damage. 

The Shed will develop a set of training briefs which outline the aspects of training to be 

completed, and will nominate suitable people capable of undertaking the training with 

members. 

Each machine will have a one sheet briefing document which outlines the principle risks and 

preventive measures and basic operation of the machine. This will be available in the Health 

and Safety policy document and where practical, posted on or beside the machines. 

Each member will have a record card with entries for each machine which will be signed off 

by a suitably competent Trainer nominated by the committee. 

 



 

14.1 Safety Rules Using the Table Saw 

General: 

Follow all of the practises recommended in the Basic Rules for Using Machinery poster, in particular 
recommendations for protective wear and clothes.  

PLEASE get instruction if you haven’t used the machine before. 
 
Keep the Area Clean:  
When using a table saw, keep the table and surrounding area clear of timber offcuts and excess sawdust.  
 
Check Safety Features: 
Before beginning any table saw task, always check the safety features of your table saw to make certain 
that they are set and functioning properly ie. the saw blade guard and riving knife etc, before the power is 
turned on.  
 

Use Outfeed Tables/Stands When Appropriate:  
When cutting large pieces of timber, such as a full sheet of plywood, get assistance from a colleague or 
position an outfeed table or stand to help support the timber.  
 
Always Disconnect Power Before Changing or Touching the Blade: 
Before changing the blade or making any other machine adjustments on the table saw always disconnect 
the power to the saw.  
 
Maintain a Good Position: 
When standing at the table saw, maintain a good solid stance with a wide base to keep a good balance. 
Additionally, Do not stand directly in front of the blade to avoid kickback if it should occur. 
 
Never Reach Over a Moving Blade:  
Never reach over or make any fence or blade adjustments while the blade is still running. Switch off and 
wait until the blade comes to a complete stop before reaching or making any adjustments.  
 
Check Stock for Foreign Objects: 
Before beginning any cut, visually check the timber being cut for any foreign objects such as a screw, 
nail, staple or even a loose knot in the wood, (often found in recovered timber). 
 
Blade Adjustment: 
With standard cutting operations, always set the blade to cut through the timber at no more than one 
tooth height above the timber depth, (where height is adjustable on a particular machine). 
Do Not Start the Saw with the Blade Engaged. 
 

Never Free-Hand a Cut  
Never attempt a free-hand cut. Always use the fence or mitre gauge to guide the stock. 
The fence and mitre gauge should never be used together.  
 

Use a Push Stick: 
When cutting any timber less than six inches wide, a push stick should be used to help push the timber 
through the blade. 
 

http://woodworking.about.com/od/finishing/qt/removeSawdust.htm
http://woodworking.about.com/od/woodworkingaccessories/gr/FinalCutCircularSawBlade.htm
http://woodworking.about.com/od/joinery/p/woodScrews.htm
http://woodworking.about.com/od/recommendations/gr/DigiMiterGauge.htm
http://woodworking.about.com/od/woodworkingaccessories/gr/Micro-Jig_GRR-Ripper.htm


 

14.2 Safety Rules Using the Band Saw 

General: 

Follow all of the practises recommended in the Basic Rules for Using Machinery poster; (on the 
workshop wall) in particular recommendations for Personal Protective Equipment, basic equipment will 
be provided. 

PLEASE Get instruction if you haven’t used the machine before 

Keep the Area Clean:  
When using a band saw, keep the table and surrounding area clear of timber, cut-offs and excess 
sawdust.  
 
Always Disconnect Power Before Changing or Touching the Blade: 
Before touching the blade or making any other adjustments always disconnect the power to the band 
saw.  
Do Not Start the Saw with the Blade Engaged. 
 
Materials 
Bandsaw blades at Winslow Shed are carbon steel and not suitable for cutting abrasive materials such 
as chipboard and laminates.  These materials will very quickly blunt and render the blade useless. 
 
Adjustments: 
Make sure the machine is correctly set up. Blade tension, blade guides are correctly adjusted to the 
blade.  The blade should be 1/32” from the rear roller bearing, side guides should just clear the bottom 
of the tooth gullet and barely contact the sides of the blade.  Alignment tracking should be at the centre 
of the wheels.  Adjust the blade guard to provide only 1/4” clearance above your work.  
 
Maintain a Good Position: 
Maintain a good, solid stance with a wide base to keep a good balance and make sure you have 
clearance all round to work. 
 
Check Stock for Foreign Objects: 
Before beginning any cut, visually check the timber being cut for any foreign objects such as old 
screws, nails, staples or even a loose knot in the wood, (often found in recycled timber). 
 
Cutting Guidelines: 
Always keep your fingers and hands away from the path of the blade. Your hands should always be 
positioned either side of the blade around 3” clear when feeding timber through. Cut at a moderate 
feed rate into the blade. Do not force a cut.  
 
To control the timber, use push sticks, feather boards, or any other safety device when cutting  
small or short timber. Ensure mitre guide fences, if used, are able to pass cleanly through and are 
correctly adjusted before starting your job. 
 
Use a “V” block when cutting cylindrical timber. These can be made prior to cutting cylindrical timber. 
 

http://woodworking.about.com/od/finishing/qt/removeSawdust.htm
http://woodworking.about.com/od/joinery/p/woodScrews.htm


 

Cut relief cuts prior to cutting long or tight curves. The relief cuts will free the blade of the tension of the 
tight curve and the wood will fall away. The blade size will dictate the radius of the cut; ask if you are 
not sure. 
 
Plan your cut to avoid the need for backing out.  If this unavoidable then shut the machine off and back 
out only after the blade stops.  
 
When cutting with the table at an angle, clamp a block to the table to prevent your timber from slipping 
off the table.  



 

 

14.3 Slide Compound Saw 

ONLY APPROVED OPERATORS ALLOWED TO USE THIS MACHINE 

CHECK GENERAL SAFETY RULES BEFORE OPERATION 

Risks Safety Controls 
Woodchips/dust in eyes. Wear eye goggles. 

Can cut fingers on blade. Keep fingers clear of blade. 

Kickback from work piece. Ensure blade is running at full speed 
before commencing cut.  Secure/clamp 
workpiece against fence. 

Noise. Wear ear protectors. 

 

Procedure 
Check guard is in place and functioning satisfactorily. 

Set up cutting angles and/or depth stops. 

Turn on dust extraction. 

Place timber flat onto cutting bed and clamp into position against machine fence. 

For long cut, pull saw back and keep well above the timber. 

Switch ‘ON’ and hold button down until blade has reached full operating speed. 

Lower and PUSH blade through timber: Do NOT pull to cut. 

Release ‘ON’ switch and wait for blade to stop. 

Lift saw and return it to its resting position. 

Remove work piece, clean up and unplug when finished. 
 

 



 

 

14.4 Scroll Saw 

ONLY APPROVED OPERATORS ALLOWED TO USE THIS MACHINE 

CHECK GENERAL SAFETY RULES BEFORE OPERATION 

Risks Safety Controls 
Woodchips/dust in eyes. Wear eye goggles. 

Risk of entanglement. Eliminate loose clothing/long hair. 

Saw blade oscillating at high speed. Keep hands/fingers clear of saw blade. 

Noise. Wear ear protectors. 

 

Procedure 
Adjust saw blade tension as required. 

Adjust work piece table and hold-down foot. 

Switch on and wait for blade to reach full speed. 

Switch on dust extraction. 

Always feed the work slowly into the blade applying light pressure to press 
workpiece onto the bed.  Keep hands/fingers away from cutting edge of blade. 

Guide workpiece carefully, blades can break under pressure. 

Switch off at machine. (Not at the wall). 

When blade motion has stopped, clean down work table. 

Unplug when finished. 
 



 

14.5 Plunge Router 

ONLY APPROVED OPERATORS ALLOWED TO USE THIS MACHINE 

CHECK GENERAL SAFETY RULES BEFORE OPERATION 

Risks Safety Controls 
Woodchips in eyes. Wear eye goggles. 

Rotating cutter very dangerous. Keep fingers clear of cutter bit. 

Kickback from workpiece. Wait until cutter rotation stops. 

Dust and noise. Wear ear defenders and face mask and 
follow correct cutting direction. 

 

Procedure 
With machine unplugged, ensure cutter bit is tightly locked in the collet and free to 
rotate.  Cutter shank should engage within collet by at least 2x cutter diameter. 

Secure workpiece and templates and/or fence.  Set depth stops and ensure guards 
are in place. 

Adopt a comfortable, stable stance and ensure a firm grip on both handles.  Check 
On/Off switch falls easily to hand. 

Check that the machine will not foul cables or clamps. 

Switch on dust extraction. 

Plug in and switch ‘ON’. Allow machine to reach full speed. 

Plunge to depth stop. Always use both hands on the machine handles. 

Always feed the work against the direction of rotation of the cutter bit. 

Use repeated small cuts rather than one deep cut. 

Unplunge and switch off at the machine, (not wall), wait until cutter bit stops rotating. 

Adjust depth settings to continue or remove workpiece if complete and clean up. 

Unplug machine when finished. 
 



 

14.6 Router Table 

ONLY APPROVED OPERATORS ALLOWED TO USE THIS MACHINE 

CHECK GENERAL SAFETY RULES BEFORE OPERATION 

Risks Safety Controls 
Woodchips/dust in eyes. Wear eye goggles. 

Rotating cutter very dangerous. Keep fingers clear of cutter bit. 

Kickback from workpiece. Wait until cutter rotation stops and follow 
correct cutting direction. 

Noise. Wear ear protectors. 

 

Procedure 
With machine unplugged, ensure cutter bit is tightly locked in the chuck and free to 
rotate.  As a guide, cutter must engage with collet by at least 2x cutter diameter. 

Lock at the correct height for the first pass using machine lock and adjustment lock 
nuts.  Use repeated small cuts rather than one deep cut. 

Adjust fence for correct cut position and ensure guards are in place. 

Switch on dust extraction. 

Plug in and switch ‘ON’, allow machine to reach full speed. 

Hold workpiece firmly to table and fence, feed edge to cutter bit. Be aware of Kick 
back. Use workpiece push-blocks and push-sticks to avoid fingers coming close to 
cutter. 

Always feed the work against the direction of the rotation of the cutter bit. 

Switch off at the machine (not wall) and wait for cutter bit to stop rotating. 

Adjust cutter height for second pass and repeat.  Continue until correct depth is 
reached. 

Switch off at the machine and wall, wait for cutter bit to stop rotating.  Remove cutter, 
clean up and unplug when finished. 
 



 

 

14.8 Bench Grinder 

ONLY APPROVED OPERATORS ALLOWED TO USE THIS MACHINE 

CHECK GENERAL SAFETY RULES BEFORE OPERATION 

Risks Safety Controls 
Dust/metal particles in eyes. Wear eye goggles. 

Abrasion of fingers/hands. Keep hands clear of grinding wheel. 

Burns through overheating. Have cold water quench to hand to cool 
tool/workpiece. 

Grinding wheel bursting in use – flying 
debris. 

Make sure wheel runs true with no 
vibration.  Only grind on the face of the 
wheel. 

Wheel becoming clogged encouraging 
excess force and overheating. 

Only high carbon and tool steels to be 
worked.  Mild steel and N/F metals not to 
used. 

 

Procedure 
Check the workpiece rest clears wheel by 2mm maximum and set at correct angle. 

Ensure cold water quench is ready. 

Switch on and wait for machine to reach full speed. 

Guide work piece carefully taking small grinding cuts. 

Do not cause the grinding wheel to slow by pressing too hard. 

Quench frequently to keep workpiece cool. 

Switch off at the machine (not wall) and wait for grinding wheel to stop rotating. 

When grinding wheel has stopped, clean up work bench. 

Unplug machine when finished. 
 

 



 

14.9 Woodturning Lathe 

ONLY APPROVED OPERATORS ALLOWED TO USE THIS MACHINE 

CHECK GENERAL SAFETY RULES BEFORE OPERATION 

Risks Safety Controls 
Risk of entanglement. Eliminate loose clothing/long hair. 

Woodchips/dust in eyes. Wear safety glasses/visor 

Workpiece/chuck rotating at speed. Keep hands clear of workpiece/chuck. 

Workpiece can snag and fly out at start 
up. 

Check rotation of workpiece by rotating 
by hand. 

Noise. Wear ear protectors. 
 

Procedure 
Seek instruction if not familiar with woodturning lathe. 

Check integrity of workpiece – cracks could allow material to fly apart at speed. 

Where possible, saw or plane away corners so that workpiece is reasonably 
balanced before starting. 

Mechanical speed control machines only. (i.e. stepped-pulleys etc.) 
Make sure machine is isolated from supply – adjust speed to suit material and 
operation. 

Ensure holding device (chuck, faceplate, centres etc.) are appropriate for the job, 
installed correctly and adjusted for workpiece. 

Set up, adjust and centre the workpiece before work starts. 

Where appropriate, ensure tailstock is engaged with workpiece and tool rest is in 
correct position for the operation and the tool to be used.  In general: 

 Gouges and cutting tools cut upwards into the work so the toolrest should be 
set below centre. 

 Scrapers are used pointing downwards to the work so the toolrest should be 
set above centre. 

 

Rotate the workpiece by hand to check that it fully rotates without fouling on any 
other part of lathe. 

Ensure chip collector and dust extraction is switched on. 

Electronic speed control machines only. 
Switch ‘ON’ machine and adjust speed accordingly for size of workpiece being 
turned. 

Make small cuts with appropriate woodturning chisel. 

Keep work area as clear as possible and clear away large quantities of wood chips. 

Switch off at the machine (not wall) and wait for workpiece to stop rotating. 

Unplug machine when finished. 
 



 

14.10 Belt & Disc Sander 

ONLY APPROVED OPERATORS ALLOWED TO USE THIS MACHINE 

CHECK GENERAL SAFETY RULES BEFORE OPERATION 

Risks Safety Controls 
Risk of entanglement. Eliminate loose clothing/long hair. 

Woodchips/dust in eyes. Wear safety glasses/visor. 

Sanding belt/disc rotating at speed. Keep hands clear of sanding belt/disc 
and ensure table is locked. 

Fire risk. Stop if scorching smells detected.  Do 
not use excessive pressure.  
Change/clean abrasive if blunt or 
clogged.   

 

Procedure 
Check clearance between abrasive surface and work table.  Clearance should be 
2mm maximum. 

Check and adjust fence/work support angles as required.  Check support 
table/fences are locked and secure.  

Ensure dust extraction is connected and switched on. 

Switch ‘ON’ and wait for machine to reach full speed. 

Always feed the work onto the ‘downstroke’ of the abrasive belt/disc to ensure 
workpiece is fully supported.   

Hold workpiece firmly in position on the sanding belt/disc.  Use light pressure to 
avoid burning – let the abrasive do the work. 

Switch off at the machine (not wall) and wait for sanding belt/disc to stop rotating. 

When machine rotation has stopped, unplug and clean up machine and work area. 
 



 

14.11 Drill Press 

ONLY APPROVED OPERATORS ALLOWED TO USE THIS MACHINE 

CHECK GENERAL SAFETY RULES BEFORE OPERATION 

Risks Safety Controls 
Risk of entanglement. Eliminate loose clothing/long hair. 

Rotating swarf in eyes. Wear safety glasses/visor. 

Leaving chuck key in chuck. Keep hands away from drill bit. 

Workpiece spinning if drill jams. Use clamps/machine vice to secure 
workpiece. 

 

Procedure 
Secure drill bit in chuck using chuck key, remove chuck key from chuck. 

Locate/centre drill bit over drilling position. Hold work in machine vice or clamp down 
to machine table if possible. 

Set depth stop accordingly. 

Switch ‘ON’ machine and wait for machine to reach full speed. 

Using manual feed lever, apply pressure to drill through material backing off to clear 
swarf as necessary. Apply water coolant if cutting through mild steel. 

Do not move material during the drilling operation. 

When drilling operation is complete, raise manual feed lever, switch off and wait until 
rotation of drill bit stops. 

Remove workpiece from machine vice or unclamp from machine table. 

Unplug machine when finished and clean up. 
 



 

14.12 Circular Saw (Table Saw) 

ONLY APPROVED OPERATORS ALLOWED TO USE THIS MACHINE 

CHECK GENERAL SAFETY RULES BEFORE OPERATION 

Risks Safety Controls 
Woodchips/dust in eyes. Wear eye goggles. 

Can cut fingers on blade. Keep fingers clear of blade. 

Kick back from workpiece. Ensure blade is running at full speed 
before commencing cut. 
Never use a circular saw with the riving 
knife/crown guard removed.  Grooving 
/rebating is best carried out with a router.  

Noise. Wear ear protectors. 

 

Procedure 
Check lower blade guards are in place and functioning satisfactorily. 

Check crown guard and riving knife are in place and secure. 

Adjust depth of cut – aim for material depth + one full tooth. 

Adjust crown guard clearance – aim for 5mm maximum. 

Fit and adjust fences / sliding tables etc. for dimensions required. 

For longer pieces of work, arrange support tables at in-feed and out-feed sides of 
operation and/or recruit an assistant.  The workpiece must be under full control at all 
stages. 

Attach and turn on dust extraction. 

Ensure blade is clear of timber and the surrounding area is clear before starting 
machine. 

Never reach over the blade when feeding workpiece.  Locate push-sticks as required 
to prevent this becoming necessary and to allow control with hands well away from 
the blade. 

With ‘BOTH’ hands on the saw, switch ‘ON’ and wait until blade has reached full 
operating speed. 

Feed the timber steadily being careful to maintain contact with fences as needed.  
Use a pushstick for small pieces and for the last 200mm of any longer cut. 

Switch machine off and wait for blade to stop. 

Unplug machine, remove workpiece and clean up when finished. 
 



 

14.13 Jig Saw 

ONLY APPROVED OPERATORS ALLOWED TO USE THIS MACHINE 

CHECK GENERAL SAFETY RULES BEFORE OPERATION 

Risks Safety Controls 
Woodchips/dust in eyes. Wear eye goggles. 

Can cut fingers on blade. Keep fingers clear of blade. 

Kick back from workpiece. Ensure blade is running at full speed 
before commencing cut. 

 

Procedure 
Clamp timber onto cutting bench and ensure clearance below and on top from any 
clamps and cables that could get in the way. 

Set up cutting angles, speed and pendulum action if available. 

Ensure blade guard and any extraction ports are adjusted and secure. 

Ensure blade is clear of timber and the surrounding area is clear before starting 
machine. 

Switch ‘ON’, wiat until blade has reached full operating speed. 

Keep the Jigsaw firmly pressed down to the timber to be cut. 

Push blade through timber keeping fingers away from the front of the blade. 

If the cut is too curved (tight), make several cuts to create blade clearance. 

Release ‘ON’ switch and wait for blade to stop. 

Lift Jigsaw and place sideways on a safe surface. 

Remove workpiece, clean up and unplug when finished. 
 



 

 

14.71 Planer Thicknesser - Planing 

ONLY APPROVED OPERATORS ALLOWED TO USE THIS MACHINE 

CHECK GENERAL SAFETY RULES BEFORE OPERATION 

Risks Safety Controls 
Risk of entanglement. Eliminate loose clothing/long hair. 

Woodchips in eyes. Wear eye goggles. 

Cutters rotating at high speed. Keep hands clear of cutters. Ensure 
machine guards are in place. 

Noise. Wear ear protectors. 

 

Principles of Operation 
Known as an ‘Over and Under’ planer, the Planer/Thicknesser allows rough sawn 
timber to be prepared accurately to dimension with a high degree of parallelism and 
surface finish.  Timber that is already reasonably parallel can be prepared using just 
the thicknessing (‘under’) facility.  Timber that is bowed or tapered must first be 
prepared using the planing (‘over’) facility.   

 

Procedure – Planing  
With machine unplugged, use a push stick to rotate the cutter block.  Place a 
smooth, flat off-cut of timber on the out-feed table and ensure the cutter knives 
barely brush the timber as they rotate – this indicates the out-feed table is exactly 
level with the cutting action.  If in doubt about the result, check with a Shed trainer – 
the knives may need to be re-set. 

Adjust the in-feed table to be about 1mm below the height of the out-feed table.  Use 
the same smooth flat off-cut of timber as a guide.  This indicates the depth of cut and 
should coincide with a depth of cut indicator on the machine.  

Check your timber.  If it is bowed then the concave side needs to be worked first. 

Set the fence to guide the timber as it passes over the cutter block.  There is no 
‘fixed’ fence position - for narrow material the fence position should be varied to 
even- out wear on the knives. 

Set the bridge guard to allow the timber to just pass under - maximum clearance 
should be no more than 5mm.  If bowing requires a larger clearance to be set then 
consider band-sawing out the worst of the bow first.  

Ensure the chip-extraction port is positioned correctly below the table. 

Switch on dust extraction. 

Plug in and switch ‘ON’, allow machine to reach full speed. 

Always feed the workpiece against the rotation of the cutter pressing the material 
gently down onto the in-feed table with the left hand and feeding with the right. Feed 
firmly but steadily sliding the hand over the bridge guard as you pass – use a push 
block or push stick to feed the remaining 200mm or so of the cut. 

Planing may require several light passes – if there is tendency for ‘chatter’, excess 
noise or vibration at any stage then try a lighter cut or check with a Shed trainer. 



 

 

Always use push sticks or push blocks for small workpieces. 

Switch off at the machine (not wall) and wait for cutter to stop rotating. 

When cutter rotation stops, unplug machine and clean up.  

When complete, the material will have one ‘true’ face.  If required, repeat the above 
process on an adjacent face.  The true face now needs to be pressed against the 
fence to create two true faces that are square to each other (Face-Side/Face Edge).  
 

 



 

 

14.72 Planer Thicknesser - Thicknessing 

ONLY APPROVED OPERATORS ALLOWED TO USE THIS MACHINE 

CHECK GENERAL SAFETY RULES BEFORE OPERATION 

Risks Safety Controls 
Risk of entanglement. Eliminate loose clothing/long hair. 

Woodchips in eyes. Wear eye goggles. 

Cutters rotating at high speed. Keep hands clear of cutters. Ensure 
machine guards are in place. 

Noise. Wear ear protectors. 

 

Principles of Operation 
Known as an ‘Over and Under’ planer, the Planer/Thicknesser allows rough sawn 
timber to be prepared accurately to dimension with a high degree of parallelism and 
surface finish.  Timber that is already reasonably parallel can be prepared using just 
the thicknessing (‘under’) facility.  Timber that is bowed or tapered must first be 
prepared using the planing (‘over’) facility.   

 

Procedure – Thicknessing  
Check the material.  It needs to be reasonably flat and parallel.  If not, then consider 
sawing or planing first.   

Thicknessing requires feeding from one side of the machine then moving round to 
receive machined material at the other side.  Ensure a safe working space for this 
movement and consider recruiting an assistant to ‘receive’ as you ‘feed’.  For longer 
lengths of timber, an assistant is essential to help support material. 

Ensure the chip-extraction port is positioned correctly.  Check to ensure that no part 
of the cutter block is exposed above the table.  

Check the thickness of the material and adjust the machine thickness setting to 
fractionally less than this. (calibration of thickness indicators on machines are 
seldom accurate so it’s best to take a test cut first at a ‘safe’ setting) 

Switch on dust extraction. 

Plug in, switch on machine and allow cutters to reach working speed. 

Gently feed material into the thickness aperture between the rollers – allow the feed 
roller to take up the work of feeding.  DO NOT STAND IMMEDIATELY BEHIND THE 
MATERIAL BEING FED.  Kick-back can occur; built-in arrestors should restrain the 
material from being ejected violently – but don’t take the chance. 

If the machine fails to take up the feed, gently pass the material through manually 
and remove it from the outfeed side. 

Reduce the thickness setting by 1mm – repeat the feed. 

The feed may need occasional, gentle manual assistance but should never need 
forcing.  If a cut stalls, switch off the machine and allow it to stop.  Drop the feed 
table until the material is free and then remove it.   

Once a satisfactory ‘first pass’ result has been achieved, machine all material 



 

 

required to this setting then re-set and repeat until all material is machined to 
required thickness.  

When finished, switch off at the wall and clean up. 
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Health and Safety Plan  

& 

Safety Instructions 

1       Training Brief 

2       Induction         

3       Health and Hygiene Policy      

4       First Aid Policy         

5       Labelling Policy         

6       Shelf Life Monitoring Policy    

7       Waste Disposal Policy        

8       Risk Management Policy       

9       Electrical Safety Policy       

10       Safe Use of Chemicals Policy    

11       Minimum Numbers in Shed and Visitors Policy    

12       Basic Rules for Using Machinery Policy     

13      Training and Instruction Policy & Record of Instruction 

14      Equipment Health & Safety Instructions 

I. Use of Table Saw       

II. Use of Band Saw       

III. Use of Slide Compound Saw      

IV. Use of Scroll Saw       

V. Use of Plunge Router       

VI. Use of Router Table       

VII. Use of Planer/Thicknesser      

VIII. Use of Bench Grinder       

IX. Use of Wood Turning Lathe      

X. Use of Belt and Disc Sander      

XI. Use of Drill Press       

XII. Use of Circular Saw       

XIII. Use of Jig Saw  

 

 

 

 

All Members have a PRIMARY responsibility to keep themselves safe. 

All Members also have a SECONDARY responsibility to help keep others safe. 

All Members must read and comply with this plan and instructions. 


