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HAND TOOLS: 

 

DESCRIPTION & GENERAL REQUIREMENTS: 

Of all the equipment at our disposal, the common hand tool is the most useful and the most abused. Handle tools with care, treat 

them carefully, and use them exactly for the purpose for which they were made. There are some basic rules governing the use of 

hand tools.   

 

INSTRUCTIONS & RULES: 

All tools must be subject to regular inspection. Users of tools should ideally inspect them before each occasion of use, although a 
tool in continuous use throughout the working day (e.g. a hammer) could be inspected at the start of the day. The purpose of this 
inspection is to detect faults and damage and to ensure that the defects are fixed quickly. Employees should carry out such 
inspections regularly and routinely. However, it is advisable for employers to carry out more formal inspections (e.g. weekly or 
monthly). The frequency should be established by means of risk assessment taking into account the nature of the tools that 
employees are expected to use and the frequency of use. Employer inspections should ideally be carried out by shop floor 
supervisors and should ideally be recorded.  
 
1. Choose the correct tool for every job 

2. Never use a makeshift tool 

3. Use only tools in good condition – no tools with cracked or broken handles, mushroomed or broken heads, etc 

4. Keep keen edged blades sharp and store them safely when not in use 

5. Do not use a hammer with a hardened face on highly tempered tools such as a drill, file or die or jig. Chips will fly. 

6. Wooden handles on hammers should be free of cracks and splinters, and be a tight fit in the head 

7. Use wrenches of the right size for the job. Face the jaws on an adjustable wrench in the direction of the pull. Adjustable tools 
such as wrenches may need lubricating and adjusting  

8. Never apply a wrench to moving machinery; stop the machine first 

9. Ensure that pipe wrench jaws are sharp and chains in good condition so they will not slip 

10. Never use any tool in such a way that you will be injured if it slips  

11. Keep impact tools, such as a punch or chisel free from mushroom heads 

12. Chisels - the cutting edge should be sharpened to the correct angle. Do not allow the head of cold chisels to spread to a 
mushroom shape - grind off the sides regularly.  

13. Screwdrivers - never use them as chisels and never use hammers on them. Split handles are dangerous 
14. Ensure that tools are not used beyond their rated limits or that bypasses, cheaters, or modifications are not used to increase 

their capacity 

15. Worn and damaged tools are dangerous; turn them in for repair or replacement 

16. Files should have a proper handle and should never be used as a lever 

 

 

 

 

 

 

The Information in this policy does not take precedence over the OH&S Act, Regulation, Codes, or applicable Government Legislation  

 


