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Safe Work Procedure 
 

Company Name:   

 

Task Description:   

 

Effective Date:   

 

Next Review Date:  

 

1. Title 

Build-up and dismantle of  

 

2. Scope 

This method statement covers build-up and dismantle activities of the booth at  

This method statement applies to all worker and staff working at the booth. 

 

3. Objectives 

To ensure that all work activities are carried out safely and efficiently without unreasonable risk to health 

and safety to persons at work and around the vicinity. 

 

4.  List of Work 

 A. Use of Hand Tool 

 B. Electrical Safety 

 C. Work at Height 

 D. Manual Handling 

 E. Use of Electric Tool 

 F. Personal Protective Equipment 

 G. House Keeping 
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A. Use of Hand Tools 
 

1. Utility Knife 

a) Always use a sharp blade. Dull blade requires more force and thus more likely to slip. Replace the 

blade when it starts to “tear” instead of cut. 

b) Never leave a utility knife unattended with blade exposed. Ensure blade is retract in their holders 

when not in use; 

c) Keep your free hand away from the line of cut. The cutting stroke shall be away from the body. 

d) Don’t blend or apply side loads to blades by using them to open can or pry loose objects. Blade is 

brittle and can snap easily. 

e) Do not wipe dirty or oily blade on clothing/ bare hand. To clean, the blade shall be wiped with a 

towel or cloth with the sharp edge turned away from the wiping hand. 

f) Horseplay of any kind (throwing, "fencing," etc.) shall be prohibited. 

2. Screw driver 

a) The practice of using screwdrivers as punches, wedges, pinch bars, or pry pars shall be 

discouraged as this practice dulls blades and causes employee injury. 

b) Screwdriver tips shall be selected to fit the screw. Sharp- edged bits will not slip as easily as ones 

that are dull. Redress tips to original shape and keep them clean. 

c) The object avoids be held in the hand. It should be laid on a bench or flat surface, or held in a 

clamp. 

d) Screwdrivers having blades or rivets extending through the handle should never be used for 

electrical work. Both blade and handle should be insulated except the tip. 

3. Hammer 

a) Wooden handles shall be straight grained and free of splinters. Once split, handles shall be 

replaced. Make sure handles are tightly wedged. 

b) Never strike a hammer with another hammer. 

c) Discard any hammer that shows chips, dents, etc. Redressing is not recommended. 

d) Safety glasses shall be worn while using a hammer or any other striking tool. 

e) Never use a common nail hammer to strike other metal objects such as cold chisels. 

4. Pliers & nippers 

a) Do not increase the handle length of pliers to gain more leverage. Use a larger pair of pliers. Do 

not substitute pliers for a wrench when turning bolts or nuts. Pliers cannot grip these items 

properly and will slip. 

b) Never use pliers as a hammer or hammer on the handles. Such abuse is likely to result in cracks or 

breaks. 

c) Cut hardened wire only with pliers designed for that purpose. 

d) Always cut at right angles. Never rock from side to side or bend the wire back and forth against 

the cutting edges. 

e) Use only insulated nippers when working with electrical equipment. 
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f) Special cutters for heavy wire, reinforcing wire, and bolts should be used in lieu of makeshift tools. 

g) Appropriate eye protection should be worn when using nippers to prevent injury from flying short 

ends of wire. 

5. Saws 

a) Hacksaws shall be adjusted and tightened in the frame to prevent buckling and breaking, but shall 

not be tight enough to break off the pins that support the blade. Install blade with teeth pointing 

forward. 

b) Saws must be kept sharp and the teeth kept well set to prevent binding. 

c) Pressure shall be applied on the forward stroke only. Lift the saw slightly, pulling back lightly in the 

cut to protect the teeth. Do not bend and twist the blade. Never continue an old cut with a new 

blade. 

6. Wrenches 

a) Oversize openings will not grip the corners securely and shims should not be used to compensate 

for an oversized opening. Using the wrong size wrench can round the corners of the bolt, or cause 

slippage, as well as make it difficult to then apply the proper size. 

b) Never overload the capacity of a wrench by using a pipe extension on the handle or strike the 

handle of a wrench with a hammer. 

c) Adjustable wrenches are generally recommended for light-duty jobs or when the proper size, 

fixed-opening wrench is not available. Caution must be exercised in using these wrenches, as they 

are likely to slip because of the difficulty in setting the correct size and the tendency for the jaws 

to "work" as the wrench is being used. 

d) Prevent serious injuries by being careful not to allow pipe wrenches to slip on overhead pipes or 

fittings causing loss of balance and falls. 

 
B. Electrical Safety 
 

All personnel shall note the following: 

1. Never touch or operate electrical equipment unless you are trained to do so. 

2. Do not operate or work on electrical equipment with wet hands. 

3. Never try to repair equipment unless you are train to do so. 

4. Never defeat or bypass electrical safety devices. 

5. Short, tripped circuit breakers, blown fuses, burnt or hot wires and hot motors are all indications that 

there is something wrong. D not attempt to operate such equipment. 

6. Do not block access to electrical equipment power source and distribution board. 

7. Do not overload electrical circuits. 

8. If in doubt, always consult the facilities department or refer to Public Utilities Act, where applicable. 

9. Caution should be observed in using all electrical tools that operate at more than 50 volts, in any wet 

or damp location. 
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10. All electrical equipment located within the premises where employees are exposed to possible 

electrical hazards must be protected by de-energizing the power circuit and grounding it, guarding the 

appliance with effective insulation or other appropriate means. 

11. Cords and cables should be protected from damage and be located so as not to present a tripping 

hazard. 

12. Where electrical equipment or energized parts are exposed, suitable barriers or other measures shall 

be provided to ensure the work place is not used as common passageway. 

 

Equipment Installation 

1. Receptacles for attachment plugs shall be of approved, concealed contact type with a contact for 

extending ground continuity and constructed so that the plug can be pulled out without leaving any 

live parts exposed to accidental contact. 

2. Extension cords used with electrical equipment shall be of three wire types that supply an adequate 

ground. 

3. Extension cords used should be replaced with proper electrical wiring as soon as possible as it is only a 

temporary source of energy. They shall be protected against accidental damage that may be caused by 

traffic, sharp corner projections or accidental corrosion. 

4. The non-current carrying metal part of the portable and/or plug connected equipment shall be 

grounded. 

5. All new electrical installations shall comply with the code of practice for electrical installation where 

applicable and be approved by the licensed electrician. 

 

Maintenance 

1. During maintenance, repair or cleanup operations, all power sources to equipment shall be removed 

and de-energized. Warning tags shall be placed in prominent locations to identify the equipment or 

circuits that are being worked on. 

2. Exposed wirings shall be taped and covered after operations. 

3. Circuits that are no longer required shall be removed from the area. Operation of portable electrical 

equipment. 

4. All portable electrical equipment shall be grounded through an approved three-prong polarized plug 

or shall be of double insulated type This includes office machines, lamps, heaters and other electrical 

appliances. 

5. Caution should be observed in using all electric tools that operate at more than 50 volts in any wet or 

damp location. 

6. Cords or cables on electric tools should be of an approved type. If cords or cables are damaged or are 

pulling away from tool connection, replace it immediately. Do not splice. 

7. An electric hand tool should never be suspended by its power cable in either handling or storage. 

8. Cords and cables should be protected from damage and should be located so as not to present 

tripping hazard. 
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9. Always check for receptacles and cable connections for damage both at the tool and plug ends. 

10. Never operate electric hand tools in or near an explosive atmosphere and confined spaces without 

prior approval from the safety committee chairman. 

 

General Safety Standards 

The following general electrical safety standards are provided as a guideline for all employees. If in doubt, 

always consult the facilities personnel: 

1. All electrical equipment and facilities will be continuously inspected to detect and correct any hazards 

which may have arisen as a result of operation and use.  

2. Explosion proof fixtures will be provided where required such as in areas where flammable and 

explosive mixtures are present in the air. 

3. Only trained and authorized electricians will be considered qualified to install and maintain facilities and 

power lines. 

4. Electrical distribution boards, switches, transformers and other hazardous electrical devices will be 

located where the possibility of accidental contact is minimized. 

5. Locked enclosures or barriers will be used to protect electrical control panels from accidental contact by 

personnel. Approved insulating rubber mats will be provided at operating stations. 

6. Control switches must be suitably enclosed. When circuits are being installed or repaired, the line 

switch must be locked “open” and tagged to prevent the circuit from being accidentally energized. Only 

the person who tagged the switch is authorized to remove the tag and lock. 

7. When an energized circuit is to be repaired, at least 2 qualified electricians must work together. They 

must be outfitted with necessary PPE to complete the job safely. The type of circuit being repaired and 

other conditions under which the work to be done will determine the type of safety equipment 

needed. Protective equipment must be inspected frequently to ensure that insulating qualities are 

adequate for complete protection. 

8. Warning signboards must be placed in prominent areas where hazardous electrical facilities exist in 

particular around high voltage fixtures and transmission lines. 

9. The metal frames of electrically powered equipment, electrical facilities and and their guards and 

transmission equipment carrying high voltages must be connected to effective low resistance grounds. 

Electrical circuits must be grounded at the exact point of intended repair or adjustment before the 

technician makes contact with that particular area of energized equipment. Grounding or shorting 

sticks must be used on potentially hot circuits and not removed until repair jobs are completed. 

10. In locations where ground wires are exposed to possible mechanical damage, they must be protected 

by suitable protective conduit or devices. 

11. Outdoor transformers must be completely enclosed by grounded chain link fences. Only authorized 

personnel are permitted to enter transformer installations. Provision must be made for all outdoor 

transformer areas for the safe removal of any oil that may be spilled during routine maintenance work. 
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12. When used in areas where flammable or explosive atmospheres are present, all electric motors must 

be of the explosion proof type. It is prohibited to overload electric motors and unsafe wiring found 

must be corrected immediately. Whenever they are installed, frames of electric motors must be 

effectively grounded to a low resistance ground. 

13. All system installed throughout the company must be equipped with fuse, circuits breakers, or other 

accepted means to prevent accidental or unintentional overloading. 

14. Preferable electrical cords should be covered by rubber and be heavily insulated. All cords must be 

inspected for signs of defects Damaged or frayed electrical wires, cords and plugs must be replaced 

immediately. 

15. Users must not attempt to adjust any part of electronic equipment when there is a possibility of 

electrical shocks. When necessary, it should only be attempted by a fully qualified person after prior 

approval from the department manager concerned. 

16. Insulated fuses pullers must be used to remove or replace fuses in hot circuits. Only fuses of the proper 

capacity will be used in circuits. Wire, tinfoil or solder must never be used in place of a fuse. 

17. If possible, main power switches should be equipped with devices for padlocking them “open” when 

personnel are working on the equipment. If padlocking is not practical, a switch tagging system may be 

considered. 

18. Repair personnel must not use metal rules or un-insulated tools near circuits carrying high voltages. 

When voltage is applied to equipment being repaired or tested, other equipment and tools not 

essential to the job must be removed from the workbench. 

19. It must be padlocked to prevent unauthorized personnel from coming in contact with dangerous high 

voltage circuits. When equipment must be removed from service for inspection or repair, the again 

ready for use. Only trained personnel will be permitted to work on energized high voltage circuits 

carrying more than 600 volts. 

20. Electrical technicians and other repair personnel must not wear any metal objects on their body when 

working on high voltage circuits and equipment. 

21. For the interest of personnel safety and protection of equipment, certain emergency procedures are to 

be followed should an electrical failure occur such as open containers of liquid chemicals the use of 

which is restricted to ventilated hoods shall be capped if possible otherwise emptied into sinks and 

flushed with copious amounts of water to avoid fume problems when exhaust fans before pouring 

chemicals into it. Do not mixed acids and solvents while pouring into the drain. Evacuate area if 

necessary. 

22. Electrical equipment which can be harmed by the surge of electrical power resulting from restoration 

of service shall be turned off. All valves controlling the supply of materials that require venting shall be 

shut off. 

23. All electrical devices e.g. Sockets, plugs, receptacles used shall be of the types approved by PSB and 

indicated by PSB approved labels. 
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C. Working at Height 
 

Use of ladder 

1. Workers must ensure that the ladder is of good construction, sound material and adequate strength 

for the purpose for which it is used. 

2. Workers must ensure that the surface upon which any ladder rests or bears upon when used to carry 

out any work at the workplace shall be stable, level and firm and of sufficient strength to safely 

support the ladder and any person or load intended to be placed on it. 

3. Every ladder in the workplace shall be positioned and securely fixed when used by any person carrying 

out any work so as to prevent slipping, swaying or sagging. If such fixing is impracticable, the ladder 

shall be held in place by a person. 

4. Inspect every ladder before using it. Remove from service any ladder found defective. 

5. While ascending and descending a ladder, hold on to a straight ladder with both hands, and hold on to 

a stepladder with at least one hand. Use a hand line to raise or lower materials. 

6. Keep both feet on the ladder rungs. Do not reach out too far. Do not place one foot on a line or piece 

of equipment and the other on a ladder rung. Change the position of the ladder as often as necessary 

to keep within reach of the work. 

7. Face a ladder when working from it. Use fall protection if you must stand backwards on a ladder, and 

under certain other conditions. 

8. Do not allow more than one person on a ladder unless the ladder is designed for more than one 

person. 

9. Do not allow to work on ladder for 2m or above. 

10. Under no circumstances use chairs or other furniture as ladders. 

 

Use of Scaffold 

1. Safety harness must be anchored at all times when working. 

2. All person must enter and exit scaffold using proper access. 

3. No loose planks permitted at levels with no working platform. 

4. No debris shall remain lying on working platform. Workers must collect and put debris into a trash bag 

and dispose it into a waste bin when they leave the working area. 

5. Hand tools and small electrical equipment shall be placed in a toolbox and not placed on working 

platform. 

6. No materials or debris is to be thrown down from height. 

7. No person shall be on the caster wheeled scaffold (if used) when shifting. 

8. Caster wheels (if used) are to rest on ground and in good working condition. 

9. The surrounding access should be clear of material and debris when shifting. 

10. All caster wheels (if used) are to rest on ground and in good working condition. 

11. Ensure that the scaffold is checked by competent person before use and once in every 7 days. 

12. Ensure the scaffold have suitable guardrail and toe board. 
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D. Manual Handling 
 

1. Before Lifting 

a) The task should be planned before work begins. 

b) Employees should be trained in the skills required. 

c) Employees should be told about potential hazards. 

d) The path should be cleared to avoid bumping into or tripping over things. 

e) Suitable protective clothing should be provided and worn. 

2. During Lifting 

a) DOs 

i. Bend the knees but not beyond a right angle. 

ii. Keep the back straight but not vertical. 

iii. Lift using the strong thigh and calf muscles. 

iv. Keep the Centre of gravity of load and body in line with the feet. 

v. While carrying, clasp the load close to the body. 

b) DON’Ts 

i. Do not turn the body or head while lifting. Lift, then pivot on feet. 

ii. Do not jerk or snatch. Slowly accelerate the load. 

iii. Do not use the weak back muscles to lift. 

3. Proper Handling Techniques 

a) Step 1:  Assess the load and plan the lift. Do you need help? Can you use some lifting 

equipment? Clear the path of any obstructions. 

b) Step 2:  Feet apart (shoulder width) one foot ahead of the other in the direction of the intended 

movement. Grasp the object firmly and hold the object close to the body. 

c) Step 3:  Knees bent (not squat) - again most effective power from thigh muscles mid position the 

best. Lift the object by pushing up on your legs. Avoid jerking or twisting your back. Keep back 

straight - not necessarily vertical (15-20 degrees from vertical is all right). Centre of gravity over 

the load. 

d) Step 4: Ensure feet are stable and have good grip on the object before moving off. Keep arms 

close to the body - nearer the Centre of gravity. 
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E. Use of Electric Tools 
 

1. Use of painting mixers 

a) Ensure all mechanical and electrical parts are free of damages. Don‟t use the mixers if any 

damage/ repairs are detected. 

b) Mixer wheels shall not be touched while it is on. Switch off completely before cleaning the mixer 

wheels. 

c) Mixer should be started only after immersing the wheel into the paint. Avoid operating outside 

the wheel as it may lead to flying / caught in-between incidents. 

d) Wear respirators and eye protection while using mixers. 

2. Use of drilling machines 

a) Ensure all mechanical and electrical parts are in good mechanical condition. 

b) Wear all required PPE while performing drilling works. Avoid wearing hand gloves near the 

rotating parts. 

c) Do not touch the drilled job immediately, which may cause burn injury due to hot spots. 

d) Keep limbs away from the drilling area to prevent finger injuries. 

e) Avoid wearing loose clothing / uniform which may entangle with the rotating parts. 

3. Use of grinders 

a) Ensure all mechanical and electrical parts are in good mechanical condition. 

b) Ensure the grinder wheel is free of cracks or damages. Replace all worn out grinders. 

c) Make sure that the distance between the grinding wheel and job-bench does not exceed 30mm to 

avoid caught in type of injuries. 

d) Wear face shields or eye protection to prevent injuries due to flying objects. 

4. Use of cutters 

a) Ensure all mechanical and electrical parts are in good mechanical condition. 

b) Ensure adjustable guards available to prevent caught-in type of injuries. 

c) Wear eye protection and gloves to prevent injuries. 

d) Circular saw must be provided with auto guard to avoid limbs injury. 

5. Use of drilling machines 

a) Ensure all mechanical and electrical parts are in good mechanical condition. 

b) Wear all required PPE while performing drilling works. Avoid wearing hand gloves near the 

rotating parts. 

c) Do not touch the drilled job immediately, which may cause burn injury due to hot spots. 

d) Keep limbs away from the drilling area to prevent finger injuries. 

e) Avoid wearing loose clothing / uniform which may entangle with the rotating parts. 
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F. Personal Protective Equipment 
 

Type of PPE 

 Head protection     – safety helmets, bump caps 

 Hearing protection    – ear plugs, ear muffs 

 Eye protection     – goggles, safety spectacles 

 Face protection     – face shields 

 Respiratory System Protection  – air purifying & air-supplied respirators 

 Free-fall hazard protection   – safety belts, lifelines (if required) 

 Body protection    – clothing and gloves 

 Feet and legs protection   – boots, safety shoes 

 

1. Issue of Personal Protective Equipment (PPE) 

Basing on the above criteria, the supervisor shall establish the type of PPE that the worker needs and 

issue to them accordingly. 

2. Training 

SO, or SS shall provide in-house training for all workers on the proper usage of PPE i.e. safety belt, 

safety harness, respirator. 

They shall continuously encourage the worker to use PPE through meeting, safety briefing etc. 

3. Monitoring & non-conformance 

Supervisors shall monitor and enforce usage of PPE on site. 

In the event that anyone is found to be working without the appropriate PPE in the project site, the 

supervisors shall remove the worker from his work, note down his NRIC or work permit number and 

report the misconduct to his immediate supervisor. The worker shall not be allowed to return to his 

work until he is fully equipped with the necessary PPE. 

In the case of recalcitrant misconduct/ non-conformance of safety rules, the supervisors shall inform 

the Manager who may decide on stiffer action against the worker.  
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G. Housekeeping 
 

1. Good housekeeping within the work areas 

a) All workers shall be designated with the duties related to housekeeping in their work areas. 

b) Work areas shall be defined during the tool box meeting by the designated supervisors/foremen. 

c) All workers, including subcontractor shall make sure that adequate housekeeping is maintained 

within their work areas at all times. 

d) All workers shall spend a minimum of 15 minutes on housekeeping prior to the end of each work 

day. 

e) Debris and unused materials shall be removed regularly from work areas according to 

Construction Waste Management procedure. 

f) Proper containers are to be supplied at each defined work area. 

g) Materials shall be stored/stacked in a way that they do not pose a hazard or obstruct access. 

h) All protruding nails shall be extracted and taken away or bent over. 

i) All temporary drains shall be cleaned daily. 

2. Inspection 

a) Supervisor of each trade/area shall inspect and ensure housekeeping at his work areas is carried 

out satisfactorily and report to Management on the findings. 

b) Supervisor shall conduct final inspection and confirm that the housekeeping has been carried out 

adequately.  


