DGCST038 - Hand Tools 


INTRODUCTION

Hand tools are commonly used in industry to improve efficiency and to make the job easier.  By choosing the correct tool, and taking care when using it, you will eliminate many hand tool injuries. 

Many disabling injuries are caused by the misuse of tools or from using damaged tools.  The loss of eyes and vision, puncture wounds, severed fingers, broken bones and contusions are among the most common.

Today, we are going to discuss how to correctly select, store, carry, use and maintain various hand tools, such as:

· knives;

· screwdrivers;

· hammers, chisels and punches;

· spanners and wrenches; and

· files.

Accidents involving hand tools usually occur because of their incorrect use - not because of the tool design.

Hand tool selection

All aspects of the job need to be considered when selecting a tool.


“What are some of the things we need to consider about the job before selecting the tools?” 


The tools selected must be the correct ones for the job.  Some things to consider are:

· where the tool is to be used;

· the force needed to hold or use the tool;

· the direction of the force;

· the weight and construction of the tool; and

· the number of repetitive actions needed to get the job done.

Carrying and storing tools 

Tools need to be stored safely.  Tools falling onto workers from above cause many accidents. 


“What type of accidents could be caused by poor storage of tools?”

Some likely causes of accidents due to poor storage are:

· leaving the cutting edge of knives or saw blades exposed in tool boxes;

· chisels and other sharp tools not stored away;

· heavy tools stored overhead making them difficult to reach;

· round shaped tools left on the ground causing a trip hazard; and

· overfull tool boxes.

A well organised tool box and tool storage area will reduce the incidence of accidents.  The rule of “a place for everything and every thing in its place” should be followed.

Carrying tools incorrectly can also cause injuries.  When carrying tools on your shoulder, for instance, you must know the clearances when you turn or climb.  Other common bad work habits when carrying tools include:

· screwdrivers carried in pockets with the potential to cause puncture wounds;

· leaving tools on vehicles during testing where they fall into moving parts;

· small tools in shirt pockets that can fall onto workers below when you bend over; 

· hitting others with heavy or sharp edged tools as you turn around; and

· not telling your co-workers what you are doing.

Use of hand tools

There are many types and styles of tools in use.  We will be covering the most common.

Knives

The incorrect use and storage of knives cause many disabling injuries. 

We can reduce the risk of injury by following some simple rules.


“What are some simple rules we can follow to reduce the risk of injury when using knives?”


To reduce risk of injury when using knives you should:

· always cut away from your body;

· keep knives sharp;

· never use knives with damaged or loose handles;

· wear a protective glove on your free hand;

· wear safety glasses;

· wash knives separately from other tools; and

· store knives in sheaths or blade protectors.

Knives must only be used for cutting.  Like all tools, they are designed for a specific purpose and misuse will lead to injury.

Keep your knives clean to prevent rust and always keep the blade sharp.

Screwdrivers

The screwdriver is probably the most commonly used tool in the work place.

Most injures from screwdrivers occur when they are being used for a job they were not designed for.


“Can you give me some examples of where screwdrivers are used for other purposes?”


Screwdrivers are often used as:

· punches;

· wedges;

· pinch bars; and

· levers.

These bad work habits lead to:

· damaged handles;

· bent blades; and

· damaged or worn tips.

Accidents from using screwdrivers are caused by:

· using the incorrect type (blade versus Phillips);
· holding an object in your hand while driving home a screw, resulting in a hand puncture;

· using the wrong size screwdriver for the screw being driven; and

· using uninsulated screwdrivers for electrical installations. 

Maintenance of a screwdriver is simple.  Make sure that the handle is in good condition and the blade is not bent, grind the tip to keep its shape and store it in a flat tray.

Hammers

Hammers come in different sizes, weights, and shapes.  The common types in use are the claw hammer, ball pin hammer and sledge hammer. Specialist hammers are also available for specific tasks.

Regardless of the type or style of hammer, the basic rules are the same.


“What are the basic rules we must follow when using a hammer?”


The basic rules when using a hammer are:

· always wear eye protection;

· strike the item or tool squarely to avoid glancing blows;

· ensure the hammer face is larger than the tool being struck;

· select the correctly weighted hammer for the job and allow the weight of the hammer to do the work;

· never strike two hammers together;

· never use a hammer with a loose or damaged handle; and

· discard the hammer if the head is damaged, cracked or chipped.

The maintenance of hammers involves keeping the handle secure, dressing or grinding the face to keep it square and inspecting it regularly for damage.

Punches, chisels and drifts

Cold chisels, hole punches, stamping or marking tools, wedges and drifts, all have different uses, but have similarities in how they are used.

They are all struck with a hammer or driver and have the same potential for injury.  By following a few simple rules when using these tools, you can avoid injuring yourself.


“What are the basic rules to follow when using  punches, chisels and drifts?”


The basic rules to follow are:

· select the right size tool for the job;

· hold the tool correctly;

· wear eye protection;

· wear hand protection; and

· be aware of the sharpness and angle of the cutting edge.

There are many ways of holding chisels and punches.  You need to be aware of the risk of striking or jamming your hand.  A sponge rubber shield, fitted over the punch above your hand, provides some protection. 

The maintenance requirements for these tools are similar to those for knives - keep them rust free, sharp and clean.

Spanners – ring, socket and adjustable 

The most common spanners in use today are, the ring spanners, open ended spanners, socket wrenches and adjustable spanners or shifters.

Each has a specific use and application.  Before we look at each type separately, we will discuss some of the common causes of injuries incurred when using spanners.


Can you name the four common causes of injury incurred when using spanners? 

The common causes of injury are: 

· the bolt or fastener coming off;

· the spanner slipping;

· the bolt breaking; and

· the spanner breaking. 

Any of these incidents can cause you to lose balance and fall, or jam your hands and arms.

When working with spanners, there is also a set of simple safety rules to follow .


“Can you name some of the safety rules you should follow when working with spanners?”

The rules for using spanners are:

· don’t overload the spanner by using a pipe as an extension bar;

· always pull towards you; 

· select the correct size - don’t grind or shim the spanner to fit the job;

· don’t hit the spanner with a hammer as this weakens and damages the tool; and

· when using adjustable wrenches, keep the adjustable jaw towards you as this helps to lock the spanner.

Note: For tight fixings, use a “flogging“spanner as these are designed to be struck with a hammer.

Selecting the spanner

When choosing a spanner to suit the job, you need to consider the amount of force required to move the fastener.  Make sure that you have enough room to direct and apply leverage.

To assist in identifying the applicable spanner, we will look at the advantages and uses of:

· ring spanners;

· open ended spanners;

· socket wrenches; and

· adjustable spanners or shifters.

The ring spanner is ideal when a heavy pull is needed.  It has the advantage of multi point full contact and is less likely to slip under pressure.

The open-ended spanner is only satisfactory for medium duty.  It is more likely to slip if excessive force is applied.

The socket wrench has the advantage of multi point contact.  It can be used in tight locations and can be driven by a variety of handles and bars. In most applications it should be the preferred tool.

The adjustable spanner should only be used in light duty application.  It will slip or break if heavy force is used.

The maintenance of spanners involves regular inspection for cracking,  wear on the faces and general damage.  Keep them clean, lubricated and securely stored.

Files 

Files are hardened to produce a cutting edge.  They are very brittle and likely to break or shatter if abused.

To prevent injury, we need to select the right file for the job and use it correctly.  


“What are some of the safety rules we should apply when using a file?”


We can ensure the safe use of files by:

· never using a file without a handle;

· never hitting a file;

· securing the object to be worked on in a vice or clamp;

· never using a file as a lever; and

· never modifying a file for other uses. 

Note: If using a file on work in a lathe, hold it in the left hand and keep hands clear of the chuck or face plate.  

Keep files stored separately and clean them regularly.  Inspect them for any damage before you use them.

SUMMARY

When using hand tools, many disabling injuries occur due to bad work habits or from using damaged tools.  The loss of eyes and vision, puncture wounds, severed fingers, broken bones and contusions are among the most common.

When selecting a tool for the job, you must consider all aspects of the task to be done.  Selecting the right tool for the job will reduce the risk.

Regular inspection and maintenance will keep your tools in good order.

When carrying tools, be aware of the surrounding area and any restrictions. Store your tools correctly and protect sharp or hardened surfaces.

Only use a tool for its designed purpose.
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Hand out sheet 1 – Hand tool selection








Further References for the Supervisor/Presenter


Accident and Prevention Manual 


For Business and Industry


National Safety Council
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Hand out sheet 2 – Accidents caused by storing and carrying tools incorrectly
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Hand out sheet 4 – Common causes of injury from a screwdriver








Hand out sheet 5 – Hammers








Hand out sheet 6 – Punches, chisels and drifts
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Hand out sheet 7 – Common causes of injury when using spanners
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Hand out sheet 3 – Knives
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Hand out sheet 8 – Files
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