
Safe Purchase of Machinery

Checklist 1

A Model for an appropriate project team

	Competencies
	Function / department
	Represented?
	If No who is responsible?

	
	
	Yes
	No
	

	Customer’s requirements, volume demands and work type
	Sales / marketing
	
	
	

	Equipment capacity, work flow, tooling, supplies, operation methods and constraints
	Production: 

Managers & supervisors

Operators with relevant experience
	
	
	

	Provision of services, installation and equipment servicing and maintenance
	Maintenance

Managers and those who maintain machines
	
	
	

	Budgetary control
	Finance
	
	
	

	Safety specification, health & safety compliance, safe installation and operation
	Health & safety advisor (internal or external) possessing appropriate competencies

Safety representatives

Managers, supervisors & operators with relevant experience
	
	
	

	Manpower requirements, training plans, agree job specification and grading 
	HR

Union / employee representatives
	
	
	


This list of competencies is for guidance only and not intended to be exhaustive
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Issues to be discussed with supplier (or manufacturer)

Explain to the supplier what the machine will be used for and who will be using it and then address the following:

· What health and safety risks might there be when using the machine?

· Are there any dangerous parts and will guards be provided?

· Will it need emergency stop controls and how will it be isolated?

· How do the controls and control system work?

· Is there a setting status such as slow crawl or inch and if yes does it reduce risk by conforming to relevant standards?

· Are controls and information displays well designed and suitably located?

· Will the machine produce dust or fumes? If these are likely to be in significant quantities, can an existing system be adapted to cope with the new machine or will a new system have to be purchased?

· Has the machinery been designed to minimise the noise and vibration levels produced when operating under production conditions, processing materials?

· Are there any extremely hot or very cold parts of the machine and can they be insulated or protected?

· Are there any lasers or thickness gauges, and can any exposure to radiation be eliminated? If not, what precautions are there to stop any exposure to radiation?

· What has been done to eliminate the risk of electric shock particularly during maintenance work, when covers or control panel doors may be open?

· Are there risks from other sources of energy such as hydraulic or pneumatic?

· Is there clear information about installation, maintenance and breakdown procedures?

· Will the supplier notify us of any problems that arise with similar machines that have been purchased by other users, now and in the future?

· What service or back-up help line facilities are offered to customers who have purchased a machine?

· What steps have been taken in design, including ergonomic factors, to ensure that the operator(s) can safely interface with the machine? This could include operator comfort, manual handling & fatigue issues.

· Is a suitable operator’s training manual provided (English version)? 

Are competent trainers (fluent in English) provided? (Note: it is assumed that if the company has a requirement for training in languages other than English, suitable arrangements already exist for effective translation and instruction.)

Checklist 2.1

Issues relating to contract elements Warranty, Spare Parts, Service and Software

Warranty requirements

· Start date and period of warranty

· Definition of supplied items included

· Defined wear parts excluded providing defined lifetime reached

· Labour included in warranty and for how long

· Shipping and handling costs under warranty

· Non-wear parts replace to have separate warranty period of fixed price for spare and warranty parts

Spare Parts, Service and Software requirements

· Supplier guarantee of availability of spare parts and accessories for specified number of years

· Guarantee of availability of expert advice for the period as defined above

· Service personnel supplied must speak the local language

· Any supplier personnel working at the site will comply with all local health & safety requirements

· Software changes or updates must receive site authorisation before implementation 
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Selection of location for equipment

Establish with representatives of relevant departments / functions

· How will raw material be transported to the machine?

· How will finished goods / work in progress be transported away from the machine?

· How will people get too and from machine and will they interface with internal transport routes?

· What restrictions may be imposed by the size of the building (height, pillars, gangways etc)?

· What working space will be available for operatives and is it adequate?

· What is the likely impact on noise levels in the area, taking into account adjacent equipment?

· Where are the nearest connection points for services (electricity, gas, air, water etc) and what impact could they have on other activities?

· Is the environment suitable and will there be adequate, heat, light and ventilation etc?

· What civil works will be necessary and do the CDM (Construction (Design and Management) Regulations 2007) apply?

· How will the equipment be moved into place?

Planning the installation will involve consideration of some or all of the following

· What resources are required for the project (own employees, contractors, sub-contractors, project management etc)?

· What equipment will be required to move the machinery and carry out any associated works?

· Establish the route for movement of the equipment and identify any weak points or hazards that could cause the equipment being moved to fall or overbalance.

· Conduct a risk assessment covering the movement and putting down of the machine. This will need to take into account the period of time that will be taken and, if any production is taking place, what impact the activity is likely to have. Points to check will include: noise, fumes, dust, internal transport and safe pedestrian routes, the impact of machinery being used on the project and any hot work that may be undertaken.

· If some or all of the project is being undertaken outside normal working hours it may be necessary to make special arrangements to ensure that it managed safely and, in particular, to establish if any lone working is likely to take place. If it is arrangements will need to be put in place for safe monitoring of people undertaking this work.

· Establish arrangements for the issue of permits to work, where these are required (e.g. hot work).

· If the CDM Regulations apply then a competent safety supervisor will need to be appointed. The person appointed will need to play a part in the project planning stage.

· Select suitable and competent contractors (if required) and establish that they conform to the Company’s rules regarding the selection of contractors.

· The selected contractor(s) will be required to provide evidence of their safety policy, competence of their employees and documented method statements that cover all the activities they will be undertaking.

· If the work is being undertaken by the plant’s own employees the plant will have to produce method statements (safe systems of work) to cover all aspects of the project.

· Establish who is supervising the project and ensure that the Company is complying with its own rules. This will include providing information to any contractors regarding health and safety arrangements of the site.

Note: A check list of safety arrangements to consider is attached as appendix 2

· Employee briefings and consultation will need to be arranged at suitable times prior to the commencement of the project. It is essential that everyone who may be affected by the project is aware of how it is being managed and who is responsible for each aspect of the project.
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Receipt and Installation of Machine
Upon receipt of the machine the following should be checked and any omissions rectified

· A technical file for the machinery has been provided and if applicable the machinery has been type-examined by a notified body. This applies to machinery or safety components not manufactured in conformity with transposed harmonised safety standards.

· The supplier / manufacturer has issued a “Declaration of Conformity” for the machine or declaration of incorporation and a CE mark is attached.

· The supplier / manufacturer has provided instructions (in English) explaining how to assemble, install, commission, make adjustments, and maintain the machine.

· The supplier / manufacturer has explained what the machine is designed to be used for and what it cannot be used for (except in the case of off the shelf machinery).

· That information has been provided about any remaining risks from the machine and the precautions need to deal with them. These may include electrical, hydraulic, pneumatic, stored energy, thermal, radiation or health hazards.

· Data regarding noise and vibration levels, under operating conditions, have been supplied and explained.

· Any warning signs are visible and easy to understand.

· Make sure that any early concerns about the safety of the machine are reported to the supplier.

For the installation of the machine the following procedures and processes should be in place

· A communication and project liaison structure needs to be established and clearly understood by all parties. This is particularly important in projects where contractors and sub-contractors are involved.

· The project supervisor will be responsible for monitoring that all safety controls established as part of the project are being adhered to.

· It is strongly recommended that whilst any machinery is in the process of being moved, one or more competent persons be designated as traffic marshallers to ensure that there are no internal traffic collisions and that any pedestrians are kept clear from the machinery being moved.

· Suitable briefings on the progress of the project and its impact on affected employees should be held at appropriate intervals during the project.

· The project supervisor should report any deviation from the agreed safety controls to the designated senior manager, who will be responsible for ensuring corrective action.

· When installation is completed a complete check of all machine guards and safety devices must be undertaken to ensure that it meets the required standard. These checks must be recorded before the machine is formally handed over to production management.
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Post Installation Risk Assessment

· Do any parts look dangerous, e.g. exposed gear wheels, cutters, in-running nips?

· Are there guards and are they in place?

· Can the machine be operated with the guards removed?

· Are the controls properly explained and suitably laid out?

· Do the machine operators understand the controls?

· Can dust or fumes escape from the machine?

· Is it excessively noisy?

· Is there excessive vibration?

· Are any exposed parts likely to be extremely hot or cold?

· Are there any live electrical parts that are exposed or easy to get at?

· Are there any special features, e.g. slow speed running, for use when setting?

· Is there clear information about maintenance and breakdown procedures?

· Have inspection schedules been developed that include both shift/daily/weekly checks as appropriate as well as less frequent but more detailed maintenance checks to look for less obvious damage, wear, deterioration in performance etc? 

· Do you think the machine is safe?
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