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Executive Summary 
The purpose of this document is to define the procedures to be followed in the event of any 
Facilities member of staff being exposed to an inappropriately discarded sharp or receiving a 
sharps related injury. 

This should be read in conjunction with the Clinical Sharps Devices Policy 

  

https://policyonline.nhslothian.scot/wp-content/uploads/2023/03/Clinical%20Sharps%20Devices%20Policy.pdf
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1.0 Introduction and Purpose 
The purpose of this document is to define the procedures to be followed in the event of any 
Facilities member of staff being exposed to an inappropriately discarded sharp or receiving a 
sharps related injury. 

This should be read in conjunction with the Clinical Sharps Devices Policy. 

2.0 Scope 
Relevant to all Estates & Facilities Staff who may be exposed to a sharp as detailed below. 

3.0 Facilities Teams potentially affected by this risk 
• Domestic Services  
• Portering Services  
• Catering Services  
• Transport Services  
• HSDU 
• Laundry 
• Craftsperson’s/Maintenance Staff 
• Grounds and Gardens Staff 

4.0 Aims SOP/Definitions of Sharps 
• To ensure Estates & Facilities staff are informed of the risk from inappropriately 

discarded sharps 

• To ensure Estates & Facilities Managers liaise with the department the risk 
originated from to minimise sharps exposure to Facilities staff through inappropriate 
disposal 

• For the purpose of this SOP Sharps will mean any hypodermic needle, scalpel, 
scissors, medical sharp or device 

5.0 Risk Assessment 
• A specific departmental risk assessment must be completed and communicated to 

all relevant staff. See appendix 2 

6.0 Procedures to be followed  
• Each department will detail their identified individual risk areas /tasks of concern 

• Each Department will detail the specific procedures required on their individual risk 
assessment or develop a local site LOP (Local Operating Procedure) or SSoW (Safe 
System of Work) based on their identified risks and controls 

• This must also include information on the actions to be taken in the event of a 
sharps injury 

https://policyonline.nhslothian.scot/wp-content/uploads/2023/03/Clinical%20Sharps%20Devices%20Policy.pdf
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7.0 Training, Information and Communication  
• All relevant staff will receive a Sharps Toolbox Talk annually – this can be by using 

the Facilities generic version (see appendix 1) or be developing a specific 
departmental one 

• If developing a departmental Toolbox Talk then it must include information on the 
steps to be taken if a sharps injury occurs 

• Ensure this is recorded and staff sign to confirm receipt of the information 

8.0 Adverse Event Reporting and Occupational Health Procedures 
• All adverse events will be reported, recorded and reviewed via the internal Datix 

system. 

• Try and find out where the sharp originated (e.g. patient, theatres etc) as it is 
important from an Occupational Health advice perspective and to liaise with the 
relevant department 

• Where a Sharps injury becomes RIDDOR reportable a full Significant Adverse Event 
Review will be carried out 

• See Appendix 1 for information on sharps injuries and the actions required 

• If you require emergency advice following a sharp or contamination the most up to 
date advice and contact details can be found on the NHSL Intranet Page for Sharps 
and Contamination Advice 

9.0 Performance Monitoring and Auditing 
• Quarter 3 reporting deals specifically with the management of Sharps and an annual 

performance review (and assurance level) will be recorded in the report 

• The Facilities Significant Adverse Event Group will review any RIDDOR/ SAE reports 
and offer advice or recommendations to the Adverse Event Manager. 

10.0 Review Information 
• Next review May 2028 

 

http://intranet.lothian.scot.nhs.uk/Directory/OccupationalHealthAndSafety/Occupational%20Health%20Service/sharpscontaminationadvice/Pages/default.aspx
http://intranet.lothian.scot.nhs.uk/Directory/OccupationalHealthAndSafety/Occupational%20Health%20Service/sharpscontaminationadvice/Pages/default.aspx
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APPENDIX 1 – Needlestick Protocol Toolbox Talk  

Resources required: 

• Instructions/procedures 
• Attendance list 
• Picture of drug paraphernalia (included) 
• Picture of hazard kit 

How could a needle stick injury occur? 
• Staff not following training 
• Medical staff disposing of hypodermic needles incorrectly 
• Patients discarding sharps on meal trays, floors, window ledges etc 
• Sinks or drains where accidental drop can occur 
• Members of the public leaving needles in public areas 
• Handling waste / dirty laundry 
• Not using correct PPE (gloves) 

There has been a noticed trend of increased near misses and actual events across NHSL sites. 

How would you prevent a needlestick injury? 
• Use correct PPE 
• Follow training and procedure 
• Use correct bag handling technique 

What action should you take if finding needlestick/sharp? 
Any needles/sharps found in a clinical area that has not been disposed of correctly must be 
reported to person in charge of area at that time. This person should then have the 
needle/sharp disposed of, following the correct procedure.  

Remember to inform domestic supervisor of the incident. 

What action would you take in the event of a needlestick injury? 
• Wash thoroughly with soap and lukewarm water, do not scrub! 
• Gently encourage bleeding. Squeeze gently! 
• Cover with a waterproof plaster 
• Thoroughly irrigate exposed mucous membranes and eyes with water 
• Refer to Occupational Health Poster for next steps 
• Refer to the Clinical Sharps Devices Policy 
• Report incident to clinical staff/line manager as soon as possible. Record evidence e.g. 

photograph. 
• Complete DATIX 
• Follow normal procedures for dealing with contamination – see National Infection 

Prevention and Control Manual Chapter 3. (in relation to this Facilities SOP this link 
provides general IPC information that may assist training and Incident Investigation)  

  

https://policyonline.nhslothian.scot/wp-content/uploads/2023/03/Clinical%20Sharps%20Devices%20Policy.pdf
https://www.nipcm.hps.scot.nhs.uk/
https://www.nipcm.hps.scot.nhs.uk/
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Whom to contact following injury 

• THERE IS NO PHONE LINE FOR IMMEDIATE SHARPS AND CONTAMINATION ADVICE -
INSTEAD, SCAN THE QR CODE ON THE POSTER ABOVE.

• Occupational Health Details along with “management of needle stick and
contamination injury” are in the Yellow Folder in your D.S.R for reference!

https://lothiannhs.my.cority.com/#/login
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Examples of needle stick and drug paraphernalia 

                                
 

 
 

Newer examples of Safe Sharps Technology below. 

 
 

Domestics Toolbox Talk  
Needlestick Protocol 

Feb 2025, v0.3 
  

http://www.google.co.uk/url?sa=i&source=images&cd=&cad=rja&docid=KSq-pA-vbqP3gM&tbnid=fmqnB-s2KEEbGM:&ved=0CAUQjRw&url=http://www.turbosquid.com/3d-models/hypodermic-needle-3d-model/663851&ei=zdLvUeDwEvS00QXS24HwAg&psig=AFQjCNGiGtQkOj3Ph6udbp07_bZvEF8LQA&ust=1374757912755543
http://www.google.co.uk/url?sa=i&source=images&cd=&cad=rja&docid=LV8Hf1oy9myHfM&tbnid=CHuDpg8-py4izM:&ved=0CAgQjRwwAA&url=http://en.wikipedia.org/wiki/Hypodermic_needle&ei=ctLvUZuiCKiN7QarpoCIBw&psig=AFQjCNH1TZxPz8aKCCAbq2AhKM5DdCjl0w&ust=1374757874180494
http://www.google.co.uk/url?sa=i&source=images&cd=&cad=rja&docid=KSq-pA-vbqP3gM&tbnid=fmqnB-s2KEEbGM:&ved=0CAgQjRwwAA&url=http://thespecialistsltd.com/stunt-kit-retractable-hypodermic-needle&ei=mNLvUajSK7TY7AaEjIGYDA&psig=AFQjCNGiGtQkOj3Ph6udbp07_bZvEF8LQA&ust=1374757912755543
http://www.google.co.uk/imgres?imgurl=http://www.drug-rehab-headquarters.com/images/marijuana-paraphernalia.jpg&imgrefurl=http://www.drug-rehab-headquarters.com/addiction-information/&h=406&w=633&sz=292&tbnid=fXicFKnVIz9qhM:&tbnh=90&tbnw=140&prev=/search?q=drug+paraphernalia&tbm=isch&tbo=u&zoom=1&q=drug+paraphernalia&usg=__-YKKXRMYO-cry00HuSqEhVRVggI=&docid=ivBb9Qq1R0Cd8M&sa=X&ei=JdPvUZ7nEsuI7Aa69oHgCg&sqi=2&ved=0CDoQ9QEwAQ&dur=9462
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APPENDIX 2 –  

SAMPLE: RISK ASSESSMENT TO BE ADAPTED TO DEPARTMENT SPECIFIC 

 

Record of Sharps Risk Assessment 

Name of Assessor(s):  Date of original 
assessment:  

Posts held:  

Manager responsible:  

Department:  
 

Subject of Assessment: Consider Task or Environment 

Exposure to inappropriately disposed of clinical sharps or other sharp instruments/objects 

 
Step 1: What are the hazards? 

Potential for injury/exposure to biohazards (high risk blood borne viruses) 
 

Step 2:  Who might be harmed and how?  

• Domestic Staff – dealing with waste and during cleaning duties 
• Portering staff – dealing with waste and transporting sharps boxes 
• Catering staff – dealing with sharps returned on meal trays  
• Transport drivers – dealing with sharps during transportation of sharps boxes 
• Ground and gardens staff – dealing with sharps discarded externally 
• Estates staff – dealing with sharps discarded in plumbing  
• Laundry staff – dealing with sharps sent to the laundry within laundry bags  
• HSDU staff – dealing with sharps returned on surgical trays for decontamination  
• Contractors – who may come across a discarded sharp whilst carrying out work for 

NHSL 

There is the possibility of transmission of blood borne infection plus the emotional distress 
of uncertainty of transmission and therefore contracting illness. 

Mixture of safety and non-safety devices used across NHSL but, if safety guard not 
activated, risk remains high 

 

ID: SJH 
Sharps (01) 
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Step 3: What are you already doing? (existing precautions) 

• Staff trained in clear up of sharps – SOP/training/awareness etc 
• Spill kit/clean up kit available on each site, held in the supervisor’s office with sharps 

boxes 
• Information/posters are available on the correct construction of sharps boxes – 

including how to properly seal them prior to uplift 
• Staff are informed of what to do in the event of a sharps injury 
• Observation of staff practice on an ongoing basis by supervisors 
• All incidents and near miss events are recorded on DATIX, so they can be fully 

investigated 
• Staff aware they must alert clinical staff in the department they are in, to alert them to 

the situation if they discover a sharp or are injured by a sharp 
• Laundry and HSDU can alert the department sending the sharp if the contact tracing 

information is accurate 
 

Level of Risk: (likelihood x consequence) =  

Current risk level:  
Risk is rated yellow due to the controls highlighted in section 3 – there remains a residual but 
acceptable risk  

Step 4: Action Plan  

What further action is necessary? 
 

Action by whom? Action by 
when? 
(dd/mm/yy) 

Action 
completed. 
(dd/mm/yy) 

 

 

 

 

 

 

 

 

    

    

    

 

  

Yellow 
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Step 5: Review Table 

Date  Reviewer Reasons for review 
Approved/not 
approved and 
date. 

    

    

    

    

 

Step 6: Communication 

How will you communicate this risk assessment to all the relevant staff in your teams? 
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