  HEALTH AND SAFETY AT WORK ETC ACT 1974

SAFETY POLICY STATEMENT

TWENTIETH EDITION
1.0  INTRODUCTION

The Health and Safety at Work etc. Act 1974 (HASAWA) is enabling legislation that places duties upon employers to ensure, so far as is reasonably practicable, the health, safety and welfare at work of all employees and other persons using and receiving services.


Section 2(3) of the HASAWA requires employers to prepare and as often as appropriate, revise a statement of their safety policy, together with the organisation and arrangements to implement the policy.

2.0 POLICY STATEMENT

North West Leicestershire District Council (“the Council”) recognises and accepts its responsibilities as an employer for providing welfare provision for all employees and a safe and healthy workplace for all its employees, visitors and those affected by their actions.

2.1
In securing a healthy workplace, the Council applies a sensible risk management strategy that seeks to secure a safe environment and encourage safe working practices.

2.2 Through responsibilities and ownership at the Chief Executive and other  levels of management throughout the organisation appropriate Health and Safety training and resources will be provided to ensure that as far as reasonably practicable the organisation is a safe place of work by ensuring:

a) Plant, equipment and systems of work are adequate and risks are reduced to the lowest practical level;

b) Sufficient information, instruction, training and supervision occurs to enable all employees to avoid hazards and contribute positively towards health and safety within the organisation;

c) Safe arrangements for the use, handling, storage and transportation of articles and substances are in place; 

d) Adequate welfare facilities are provided; and

e) Safe accesses and egresses throughout the operation.

2.3 As far as reasonably practicable the Council will comply with the above through a balanced positive and negative risk management approach, the application of well developed method statements, rigorous accident reporting and investigation procedure.

2.4 As required by the Management of Health and Safety at Work Regulations 1999, a competent Health and Safety Officer is appointed to advise management on health and safety issues and assist with the implementation of the policy.

2.5 No policy is likely to succeed unless it actively involves employees themselves.  The Council encourages involvement of employees and/or their representatives on matters relating to health and safety and these matters are discussed through the Joint Consultative procedure.

2.6 The Council reminds its employees of their own duties under Section 7 of the HASAWA to take care of their own safety and that of others and to co-operate with the Council on matters relating to health and safety.

2.7 This policy will be reviewed annually and revised as often as may be appropriate.   
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POLICY OVERVIEW AND INTRODUCTION

INTRODUCTION
This health and safety policy is a ‘living’ document which has evolved over time, e.g. in the light of major organisational changes such as restructuring, or new legislation. Policies are developed to avoid health and safety problems and respond quickly where difficulties arise or new risks are introduced.  The policy has been updated to reflect current guidance.

As the Council employs more than 5 people, by law, the Council must have a written health & safety policy.  The Chief Executive is ultimately responsible for health and safety as the most senior paid officer of the Council. The Chief Executive line manages the human resources function where the corporate health and safety function sits, and this arrangement  is a clear and strong signal that the issue of health and safety is being taken seriously and that its strategic importance is understood. 

The Corporate Manslaughter Act 2007
The Corporate Manslaughter and Corporate Homicide Bill was introduced in the House of Commons on 20 July 2006 and published by the Government on 21 July 2006. The Bill created an offence of corporate manslaughter in England, Wales and Northern Ireland, and corporate homicide in Scotland.

· Senior Officers have legal responsibilities for health and safety under the Health and Safety at Work, etc Act 1974, the Regulatory Reform (Fire Safety) Order 2005 and the Companies Act 1985. 

· Senior Officers can be prosecuted under these Acts, under relevant subsidiary legislation and under common law for manslaughter. 

· Senior Officers should ensure that health and safety is included in the overall corporate social responsibility programme. 

· Senior Officers should provide health and safety leadership and accept their individual roles in providing this leadership. 

· Senior Officers should actively support the participation of employees in improving health and safety and be kept informed of health and safety risk management issues.

However, all management must make sure that health and safety is properly understood and addressed within their remit.

CORPORATE GOVERNANCE
The Corporate Leadership Team (CLT) recognises that health and safety is a corporate governance issue and has integrated health and safety into the main governance structures of each Directorate, service and team, as well as into procurement, risk and Business Continuity policies. 
CLT also recognise that Leadership is more effective if visible and the Chief Executive, Directors and Heads of Service will reinforce  a health and safety culture by being seen to be following all safety measures themselves and insisting any potential breaches are immediately investigated and action taken if improvements are required to procedures.
The Council’s procurement policy includes standards for goods, equipment and services and is in place to prevent the introduction of health and safety hazards. In addition, this does mean that contracts should be continually monitored. It also includes the health and safety arrangements of partners, key suppliers and contractors who are assessed to prevent their performance adversely affecting the Councils performance and reputation.
A separate risk scrutiny group, chaired by a Strategic Director scrutinises all of the council’s risks. The group will lead the council’s approach to managing risk, with the emphasis being on challenging risk owners to ensure that risks are being appropriately identified and managed, ensuring risk management is being delivered as a core management function across the organisation.  Risk will be reported to Cabinet on a quarterly basis ensuring the key issues are addressed, guarding against time and effort being wasted on trivial risks and unnecessary bureaucracy. Health and Safety risks will be discussed within the group as needed..
Regular health and safety training promotes understanding and knowledge of the key issues in the organisation. 

Supporting worker involvement in health and safety, above the legal duty to consult worker Trade Union Health and Safety representatives, helps to improve participation and demonstrate commitment. The Council formally recognises the UNISON, UNITE and GMB trade unions.
Delivery of health and safety depends on an effective management system to ensure, so far as is reasonably practicable, the health and safety of employees, customers and members of the public. The Council aims to protect these people by introducing management systems and practices that ensure risks are dealt with sensibly, responsibly and proportionately. The Council is an advocate of the HSE “Sensible Safety” initiative. 

Sensible risk management is about: 
1. Ensuring that employees and the public are properly protected 

2. Providing overall benefit to society by balancing benefits and risks, with a focus on reducing real risks – both those which arise more often and those with serious consequences 

3. Enabling innovation and learning not stifling them 

4. Ensuring that those who create risks manage them responsibly and understand that failure to manage real risks responsibly is likely to lead to robust action 

5. Enabling individuals to understand that as well as the right to protection, they also have to exercise responsibility 

REPORTING AND AUDIT

CLT ensures that: 
· Appropriate weight is given to reporting both preventive information (such as progress of training and maintenance programmes) and incident data (such as accident, near miss and sickness absence rates) 
· Effective monitoring of sickness absence and workplace health alerts CLT to underlying problems that could seriously damage performance or result in accidents and long-term illness.
· The collection of workplace health and safety data allows management to benchmark the organisation’s performance against others in its sector.
· Meetings with senior managers include  assessments of their contribution to health and safety performance.
Procedures to implement new and changed legal requirements and to consider other external developments and events are in place.
Health and Safety reports are discussed regularly at CLT Meetings and Directorate Management Teams following the quarterly reporting by the Health and Safety Officer.  The Trade Union consultations form part of the reporting structure as the same report is communicated and discussed with recognised trade union consultation groups from service to executive level. 
Monitoring and reporting are vital parts of a health and safety culture. Management systems allow the Council to receive both specific (e.g. incident-led) and routine reports on the performance of health and safety policy.
PERFORMANCE REVIEW

 A health and safety performance report is submitted to CLT quarterly, the report will contain information on:
· Accidents and incidents 

· Absences due to work place accidents

· Violence

· Training

· Risk assessments
· Updates to legislation

An annual report of health and safety performance will be submitted to CLT ensuring that the essential health and safety principles are considered and continue to be embedded within the Council, it will also identifies whether systems are effective in managing risk and protecting people. 
From the report CLT should:

· Consider immediate reviews in the light of major shortcomings or events.
· Examine whether the health and safety policy reflects the organisation’s current priorities, plans and targets;
· Examine, whether risk management and other health and safety systems have been effective

· Decides actions to address any weaknesses, and provides a system to monitor their implementation;
A summary of this report will be submitted to the Corporate Scrutiny Committee and Cabinet  quarterly.
The formal procedure for auditing and reporting health and safety performance is reported into the Council’s monitoring system as reporting health and safety performance and risk management is considered good governance. 
HEALTH AND SAFETY AT WORK ETC ACT 1974

SAFETY POLICY STATEMENT

TWENTIETH EDITION
1. INTRODUCTION

The Health and Safety at Work etc. Act 1974 (HASAWA) is enabling legislation that places duties upon employers to ensure, so far as is reasonably practicable, the health, safety and welfare at work of all employees and other persons using and receiving services.


Section 2(3) of the HASAWA requires employers to prepare and as often as appropriate, revise a statement of their safety policy, together with the organisation and arrangements to implement the policy.

2. POLICY STATEMENT

North West Leicestershire District Council (“the Council”) recognises and accepts its responsibilities as an employer for providing welfare provision for all employees and a safe and healthy workplace for all its employees, visitors and those affected by their actions.
2.1
In securing a healthy workplace, the Council applies a sensible risk management strategy that seeks to secure a safe environment and encourage safe working practices.
2.8 Through responsibilities and ownership at the Chief Executive and other  levels of management throughout the organisation appropriate Health and Safety training and resources will be provided to ensure that as far as reasonably practicable the organisation is a safe place of work by ensuring:
a) Plant, equipment and systems of work are adequate and risks are reduced to the lowest practical level;
b) Sufficient information, instruction, training and supervision occurs to enable all employees to avoid hazards and contribute positively towards health and safety within the organisation;
c) Safe arrangements for the use, handling, storage and transportation of articles and substances are in place; 
d) Adequate welfare facilities are provided; and
e) Safe accesses and egresses throughout the operation.
2.9 As far as reasonably practicable the Council will comply with the above through a balanced positive and negative risk management approach, the application of well developed method statements, rigorous accident reporting and investigation procedure.

2.10 As required by the Management of Health and Safety at Work Regulations 1999, a competent Health and Safety Officer is appointed to advise management on health and safety issues and assist with the implementation of the policy.

2.11 No policy is likely to succeed unless it actively involves employees themselves.  The Council encourages involvement of employees and/or their representatives on matters relating to health and safety and these matters are discussed through the Joint Consultative procedure.

2.12 The Council reminds its employees of their own duties under Section 7 of the HASAWA to take care of their own safety and that of others and to co-operate with the Council on matters relating to health and safety.

This policy will be reviewed annually and revised as often as may be appropriate.   

3.
PRIMARY LEGISLATION
The Health and Safety at Work etc Act 1974 (HASAWA) is enabling legislation that allows the Secretary of State to revise and review Regulations to improve and develop health and safety practices.  HASAWA uses Regulations and guidance to ensure compliance. http://www.hse.gov.uk/legislation/hswa.htm
Legal Responsibilities of Employers

Health and safety law states that organisations must:

· Provide a written health and safety policy (if they employ five or more people);

· Assess risks to employees, customers, partners and others who may be affected by their activities;

· Arrange for the effective planning, organisation, control, monitoring and review of preventive and protective measures;

· Ensure they have access to competent health and safety advice;
· Provide adequate funding to discharge their responsibilities;
· Consult employees about their risks at work and current preventive and protective measures.

Failure to comply with these requirements can have serious consequences – for both organisations and individuals. Sanctions include fines, and imprisonment. Under the Corporate Manslaughter and Corporate Homicide Act 2007 an offence will be committed where failings by an organisation’s senior management are a substantial element in any gross breach of the duty of care owed to the organisation’s employees or members of the public, which results in death.  The maximum penalty is an unlimited fine and the court can additionally make a publicity order requiring the organisation to publish details of its conviction and fine.
Some of the key Regulations that currently exist under the primary legislation are:

i) Management of Health and Safety at Work Regulations 1999

HSE Guidance
ii) Provision of and use of Work Equipment Regulations 1998

HSE Guidance
iii) Personal Protective Equipment  at Work Regulations 1992

HSE Guidance 
iv) Health and Safety (Display Screen Equipment) Regulations 1992

HSE Guidance
v) Control of Substances Hazardous to Health Regulations 2002
HSE Guidance
vi) Workplace (Health Safety and Welfare) Regulations 1992

HSE Guidance
vii) Manual Handling Regulations 1992 
HSE guidance
viii) Regulatory Reform (Fire Safety) Order 2005

 Fire Regulation Guidance
ix) Reporting of Injuries Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013  
 HSE Guidance
x) The Safety Representatives and Safety Committee Regulations 1977 and Health and Safety (Consultation with Employees) Regulations 1996. 

HSE Guidance
xi) The Electricity at Work Regulations 1989

HSE Guidance
xii)  Control of Noise at Work Regulations 2005
HSE Guidance
xiii) Control of Asbestos Regulations 2012
HSE Guidance
xv)
New legionella guidance

HSE Guidance
xvI)
Construction Design and Management Regulations 2015

HSE Guidance
4.        AIMS AND OBJECTIVES OF THE SAFETY POLICY
Aims 

4,1   To recognise hazardous tasks and areas within the Council’s activities, furthermore   provide and expect best and approved codes of practice as standard.
4.2  To provide a safe and healthy working environment for all affected, by reducing or eliminating the use of products and practices where it has been found to have an adverse effect on people and the environment, by: 
a. Identifying the need for employees to receive both on and off the job training in safe methods of working, accident prevention, fire prevention and personal protection.

b. Identifying the hazards of the work, assessing the risks and providing, so far as is reasonably practicable, the means to eliminate or minimise the hazards.

c. Providing adequate personal protection as determined by a risk assessment of the hazards of the task.  To ensure that all such protection is effectively and efficiently used.

d. Ensuring that employees are not placed in positions likely to aggravate any health problem disclosed to the Council in writing. 
e. Establish and maintain clear written standards and procedures to control the risk to health, safety and the environment and ensure they are adhered to.
Objectives

Strive for the continuous improvement of workplace health, safety and welfare by:
a. Arranging regular health checks for those employees engaged in known risk areas.
b. Ensuring that due care and attention is given to the health, safety and welfare of members of the general public who may be affected by the actions or omissions of employees working on behalf of the Council.
c. Promote a continued awareness of health, safety and welfare. 
d. Establishing and maintaining effective systems and plans for managing the health safety and welfare of employees and others affected by our actions, in addition to the environmental impact of our operations to ensure that risks are properly assessed controlled and managed.
e. Identifying the hazards of the workplace, assessing the risks and providing, “so far as is reasonably practicable”, the means to minimise the hazards.
f. Providing adequate personal protection, as determined by risk assessment, 
g. To ensure that all such protection is effectively and efficiently used.
h. Promoting a ‘total involvement’ attitude towards health and safety and to provide the opportunity for employees to be consulted and participate in matters affecting health and safety at the work place.
i. Ensure all accidents are reported, recorded and investigated to ensure corrective actions are taken.
j. Maintain an effective system of consultation internally and externally. 

k. Maintain an effective system of monitoring and reviewing health and safety.

l. Embedding sensible safety principles.
   5.    GENERAL SAFETY RESPONSIBILITIES

5.1
Liability

Serious legal consequences can result from the failure to maintain proper standards of safety.  Every employee has responsibilities in both criminal and civil law. 
 
Briefly these are:

5.1.1
Criminal Liability  

Both the employer and employee can be prosecuted for breaches of the regulations made under the Health and Safety at Work etc Act 1974. 
In addition to this, under the Corporate Manslaughter and Corporate Homicide Act 2007 an offence will be committed where failings by an organisation’s senior management are a substantial element in any gross breach of the duty of care owed to the organisation’s employees or members of the public, which results in death.  The maximum penalty is an unlimited fine and the Court can additionally make a publicity order requiring the organisation to publish details of its failure.

Criminal liability is not insurable.
5.1.2
Civil Liability  

Anyone injured as a result of the negligence of any person or organisation engaged in work may have a claim for damages.  The claimant can be an employer, employee, contractor or anyone who may be affected by the actions or omissions of the above persons.  In addition the relatives of anyone fatally injured may have a civil claim.


An employer is under a duty to exercise reasonable care for the safety of his employees.  This duty embraces the plant and equipment with which the employee must work, the site or premises where he is to work and the system of working which he is required to use.


Employers should be reminded that if a claim as a result of injury or death arises from their negligence at work then their employee may also be liable.


Employees should also be advised that they too have personal responsibilities.  Not all unsafe acts result in injury to human beings.  Plant, equipment and buildings which suffer damage have to be repaired or replaced for which finance has to be provided.
5.2
Protection of Visitors  

Visitors can be divided as follows:

           (a)
Lawful;
           (b)
Trespassers:


(i)
Adult; or


(ii)
Child.

5.2.1
Lawful Visitors - General  

The Council has a duty to lawful visitors to safeguard them from harm whilst on Council premises.  These include personnel from other councils and authorities, statutory inspectors, contractors and any trader or member of the general public lawfully on Council controlled premises.


It should be remembered that such people, especially the public, may be ignorant of the type of hazards that generally exist on a work site.  Consideration must, therefore, be given in this respect to those areas of the Council’s or any contractor’s work in which these people are vulnerable.  Such visitors should have all potential hazards brought to their attention and, where possible, directions should be given to them that will reduce any risk to a minimum.  This will normally be facilitated by the provision of a suitably worded sign, displayed in the area of the hazard.  In some cases it may be necessary to accompany visitors at all times.  

5.2.2
Trespassers - Adults  
The Council has a duty to safeguard an adult trespasser from harm on Council premises even if work is not actually in progress.
5.2.3
Trespassers - Children  
The Council has a duty to safeguard children from harm whilst trespassing on Council premises, even if work is not actually in progress.  Children are not expected to act with the same care for their safety as adults.

Reasonable precautions must be taken to protect them from harm.  In particular, any equipment, plant or structure which might constitute a lure or an enticement onto Council premises, whilst not in use, must be rendered inoperable or secured and proper barriers erected.

6.
CONTRACTOR ARRANGEMENTS
6.1
The Council will take reasonable steps to ensure that all work by its employees and sub-contractors will be performed in accordance with any recognised codes of practice and the safe and acceptable methods of working adopted by the trade or industry of the contractor. This will be managed by the officer responsible for the employee or contract.
6.2
When tendering any contractor will prepare a statement of arrangements to be supplied to the Council for:

· Identifying specific and general risks, assessing them and defining procedures for dealing with them;
· Inspection and maintenance of plant and equipment;
· Maintenance of first aid and welfare facilities;
· Accident reporting and investigation procedure;
· Safe systems and methods of work;
· Provision and use of personal protective equipment;
· Training and communications;
· Emergency procedures, e.g. fire, explosion, etc;
· Site inspections and liaison with external agencies; 
· Maintenance of all statutory records; and 
· Business continuity plans.
7
REPORTING OF INJURIES, DANGEROUS OCCURRENCES AND DISEASES
It is the responsibility of all employees and the employees of contractors to ensure that all accidents and dangerous occurrences are reported to management immediately.

REPORTING INJURIES, DANGEROUS OCCURRENCES AND DISEASES 
7.1
If an incident occurs it is to be reported to the relevant Team Manager immediately who will report the matter to the Health and Safety Officer within 24hrs via Evotix Assure, who are our preferred supplier for Health and Safety reporting system. It is a cloud-based solution. SHE hosted at a fully secure, UK based, data centre which is certified to industry standard compliance programmes. 
The system is certified to ISO27001 for information security, and to ISO9001 for quality. We offer 50 logins for Management and other officers to input information. The Health and Safety Officer, or in their absence the Head of HR and OD, becomes the ‘responsible person’ and should be informed by telephone or in person immediately of the occurrence of any major incident, so that any danger can be dealt with and eliminated where possible. 
7.2      In the event of the accident to or by a contractor the person responsible for the contract will then contact the principal contractor or who are then to ensure that the appropriate persons and organisations are informed in accordance with current procedures and that the appropriate records are kept.

7.3
The Safety Officer will be informed of the accident by the completion of an accident/Incident, report, within the SHE website Assure (sheassure.net)
The ‘responsible person(s) will then inform HSE through the HSE’s Incident Contact Centre (ICC) by telephone and/or via the internet within 14 days. HSE Guidance
7.4
DANGEROUS OCCURRENCES INCLUDE:
7.4.1    Gas Incidents
The RIDDOR Regulations require the reporting of Dangerous Occurrences where gas is involved. Using the Form 2058(G), all reported incident will be reported to the Safety Officer in the first instance
7.4.2    Contact with overhead electric lines
  

Any unintentional incident in which plant or equipment either:-

a) Comes into contact with or breaks an uninsulated overhead electric line in which the voltage exceeds 200 volts; 

b) Causes an electrical discharge from such an electric line by coming into close proximity to it.

7.4.3 
Electrical short circuit
Electrical short circuit or overload attended by fire or explosion which results in the stoppage of the plant involved for more than 24 hours or which has the potential to cause the death of any person.

7.4.4
Collapse of scaffolding
The complete or partial collapse of:-

Any scaffold which is:-

a) More than 5 metres in height which results in a substantial part of the scaffold falling or overturning;
b) Erected over or adjacent to water in circumstances such that there would be a risk of drowning to a person falling from the scaffold into the water; or
c) The suspension arrangements (including any outrigger) of any slung or suspended scaffold which causes a working platform or cradle to fall.
7.4. 5
Explosion or fire
An explosion or fire occurring in any plant or premises which results in the stoppage of that plant or as the case may be the suspension of normal work in those premises for more than 24 hours, where the explosion or fire was due to the ignition of any material.

7.4.6
Escape of flammable substances
The sudden, uncontrolled release:-

Inside a building:-

a. Of 100 kilograms or more of a flammable liquid,


b. Of 10 kilograms or more of a flammable liquid at a temperature above its normal boiling point, 

c. Of 10 kilograms or more of a flammable gas.
 In the open air:

a. of 500 kilograms or more of any of the substances referred to in the legislation sub paragraph (a) above 

b. Flammable liquid’ and ‘flammable gas’ classified in accordance with (Chemicals Hazard Information and Packaging for Supply) Regulations 2002. CHIP regulations 
7.4.7    Escape of substances

a. The accidental release or escape of any substance in a quantity sufficient to cause the death, major injury or any other damage to the health of any person.

Other situations as detailed in the RIDDOR 2013 regulations may also require reporting. HSE Guidance
7.5
RIDDOR Reporting – Duties of the ‘Responsible Person’
Under the regulations, duties are conferred on employers, the self-employed and those in charge of work premises, these person(s) are termed ‘responsible person(s)’. 
To avoid confusion and multiple reporting, the duties of the ‘responsible person(s)’ has been delegated. In the case of NWLDC this will be the Health and Safety Officer who is the delegated person to make a report to the Health and Safety Executive, reports will be made via the Evotix website
The ‘responsible person(s)’ must check the detail and report the incident/accident to the HSE through their Incident Contact Centre (ICC) by telephone or via the internet within the specified time-scales. 
Further information can be found at the following website

HSE Guidance
7.6 
First Aid – treating the public

Within the Health and Safety (First-Aid) Regulations 1981 (Amended) First aid provision is primarily in place for the benefit of an organisation’s employees and order to fulfil its Health & Safety requirements. 

However, should an incident occur to anyone attending Council premises, facilities or events (e.g. in leisure centres, parks or events sponsored/supported by the Council) the Council does provide some first aid provision extending beyond that offered to its employees.  This provision does not extend to incidents that occur outside operating times or the wider area.

In Public Liability terms the business of the Council does not extend the provision of first aid facilities to the wider public. A First Aider will inevitably become involved in situations that are not connected with their employment.  In doing so, a First Aider can be exposing themselves to risk of a claim brought against them if the First Aid offered is inadequate or inappropriate in some way.   To ensure that First Aiders can provide assistance in such cases without being concerned about negative consequences, it is important that they ensure they have personal indemnity to protect them against litigation should the need arise. 

Indemnity cover for the individual may be provided via their own first aid training body, professional groups or personal indemnity insurance. If the First Aider incurs a charge for obtaining such insurance, that cost will not be met by the Council and it is the individual First Aider's responsibility to meet those costs themselves. It is the responsibility of each first aider to check whether the insurance they have covers them to practice outside of their work situation. 

The Council notes each appointed qualified First Aider is permitted, under its Public Liability insurance, to attend to members of the public in emergency situations albeit "within the vicinity of council premises, facilities or event". In such cases they will be covered by the Council’s Public Liability Insurance. We do not and cannot define a predetermined distance from a council building or facility so we would expect the principles of "reasonableness" and common sense to prevail should a claim against an officer occur in these circumstances. Although it cannot be stressed enough that personal insurance cover should be obtained so that the First Aider does not need to think twice about delineation/proximity issues if they have their own cover in place.

It is also worth remembering history shows that it would be very unlikely that any action would be taken against a first-aider, who was correctly using the first-aid training and techniques they have received. In fact the Social Action, Responsibility and Heroism Act 2015 which came into force on 13th April 2015 is now used as guidance in such situations.
7.6 
Coronavirus Covid-19

Since March 2020 the world has been dealing with Covid-19. A virus that can effect a human’s vital organs. The virus was taken very serious as it killed so many throughout the world, leaving other debilitated.  The UK government issued and continue issue many directives to protect the population.

Coronavirus (COVID-19): guidance and support - GOV.UK (www.gov.uk)
8      HEALTH & SAFETY RECORD KEEPING
8.1
The Council requires that certain types of record should be kept to comply with obligations imposed under Statute and the Council’s Health and Safety Policy.
Keeping good health and safety records is important for the following reasons:
8.2
There is a statutory requirement, in many cases, to keep certain health and safety records available for inspection;
8.3
 Health and Safety Executive Inspectors and Union Health and Safety Representatives all have a legal right to inspect health and safety records;
8.4
 It ensures that the Council can demonstrate (internally and externally) compliance with our legal duties;
8.5
 It ensures key information is easily retrievable and can be passed on from one person to another, ensuring consistency and continuity;
8.6 
It allows the Health and Safety Officer to carry out their duties more efficiently;
8.7
It enables Senior Managers to monitor health and safety performance;
8.8
 Consultation with employees occurs at service level and issues can be escalated to the All Directorates Management and Trade Union consultation meeting as required by legislation who may also want to periodically review health and safety records - Union Safety Representatives have a right to request this under current legislation. HSE Guidance
8.9  
It should be noted that in cases of potential civil litigation, records might be requested by Solicitors acting on behalf of claimants, many years after the statutory need to keep records has expired. The advice of the Officer dealing with claims should be sought as soon as possible if an Officer is approached directly in such a regard. Where records include personal data that would allow an individual to be identified, the requirements of the Data Protection Act apply.
9     COUNCIL’S REQUIREMENTS FOR HEALTH AND SAFETY RECORDS
9.1 
The Health & Safety System
The Health and Safety Officer in conjunction with the Property Services team, and the Housing Compliance team will maintain a Health and Safety System which will be readily available for inspection.
Details of the following should be kept in the Health and Safety file (where applicable):

a) A current list of names of individuals with key health and safety roles - e.g. first aiders, fire wardens, Trade Union Health and Safety Representatives working in the area etc;

b) A copy of the Health and Safety Policy, including  a projected date for review;

c) A register of Health and Safety Risk Assessments; available on Evotix Assure
d) Copies of Health and Safety documentation*,including (where applicable):

i. General risk assessments;

ii. COSHH assessments;

iii. Display Screen equipment workstation assessments;

iv. Fire risk assessments;
v. Manual Handling operations;
vi. Machinery / equipment;
vii. Lone working;
viii. Noise and vibration;

ix. Risk of violence and aggression;

x. Events risk assessments;
xi. Work in confined spaces, work at height etc.
xii. Completed Accident Records  on Solution Host;
e) The report of any investigation made into the accident / incident and details of any remedial action taken following an accident or incident;

f) Details of emergency procedures – e.g. fire evacuation, procedures to deal with a chemical spillage, location of first aid kits and first aiders etc.

g) Date and findings of Health and Safety inspections; together with details of any actions / timescales to be taken following such an inspection;

h) Record of Portable Electrical Appliance tests, remedial action required / effected, and date for repeat of test;

i) Copies of Material Safety Data Sheets;
j) Inspection and statutory examination reports relating to equipment or plant such as respiratory protective equipment, dust extraction, pressure systems, lifting equipment, gas fired equipment etc;
k) Other equipment maintenance and service records; 
l) Fire Drill Records - dates and performance clearance time, details of any problems, etc.;

m) Health and safety training records – names, dates and course title for health and safety training provided / attended (include local training such as health and safety induction, courses provided by the Health & Safety Officer, and external courses) - plus projected date for refresher training;

n) Copies of completed health and safety induction checklists (for new staff);

o) Copies of annual health and safety audit checklists and action plans;

p) Minutes of meetings of Service Health and Safety Committees and Union Consultation meetings; 
q) Copies of memos and reports received following visits from the Health & Safety Officer; Occupational Health Service staff or Health and Safety Executive / Environmental Health Inspections, including a note of action taken to remedy any shortcomings identified; 
r) Lifting equipment and lifting operations inspections.
*Note that in most cases, the risk assessment should be carried out by the person in control of the work. A sample of risk assessments are scrutinised by the Health & Safety Officer, who would obtain copies of risk assessments from Solution Host, an on line Health and Safety recording mechanism 
9.2 
How long are health and safety records kept?
Health and safety records retention is based on statutory requirements 

Inspection of equipment 



7 years following disposal

Process inspection 




6 years from last action

Areas where Asbestos contact was likely  
 5 years from last action

40 years in the case of health surveillance

Incident records




Employee 6 years









Public - adults 6 years









Public - children 24 years









Caused by ill health 40 years
Risk assessments 




generally keep for 6 years

Stress 



6 years following last 




intervention

Monitoring 





Minimum of 6 years 
Occupational Health Records
Pre employment 6 months if not appointed, 

Employment +3 years if appointed

ORGANISATION AND RESPONSIBILITIES
FOR

HEALTH AND SAFETY

(Section 2)
1. INTRODUCTION

The Health and Safety at Work etc. Act 1974 requires an organisation’s Health and Safety Policy to show details of how it will organise itself for health and safety matters.

Ultimately, it is the Chief Executive who has responsibility for health and safety and welfare.  However, responsibilities are delegated to all levels with particular responsibilities for their areas of control.

The personnel named have specific areas of responsibility which are defined later on in this section.

This management structure specifies the lines of communication between employees and management and committees for health and safety.

All employees have a legal responsibility to comply with statutory requirements which affect their work.  Management carries this responsibility to a greater degree because they not only have to comply with the requirements themselves but ensure that the employees under their control do so.  However, the responsibility for observance of health and safety legislation, codes of practice and procedures rests with everybody.

Disciplinary measures may be taken as a last resort and when deemed necessary, in cases where this responsibility is not exercised.

HEALTH AND SAFETY ROLES AND RESPONSIBILITIES STRUCTURE

                                                  CHIEF EXECUTIVE OFFICER
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                             ORGANISATION  

                             DEVELOPMENT               HEAD of LEGAL 

And 

                                                              COMMERCIAL SERVICES                                                                                                                                                                                                           HEADS of SERVICE                                                                           HEADS of SERVICE

Community Services 




           

     Housing

Planning                                                                                            Customer Services
Economic Regeneration                                                                          Finance                                    

    
                                                                                                                                                                                                                                                                                                                                                                                                                                                
                                                                                                                                                                                                                                                                                                                                                                                             TEAM MANAGERS  

        TEAM  MANAGERS              TEAM MANAGERS  
                                 

                                  SAFETY OFFICER                

   CONTRACTORS
                                                         
T.U. SAFETY REPS                                                             

   ALL REMAINING EMPLOYEES 

2. ACCOUNTABILITY

CHIEF EXECUTIVE OFFICER - Bev Smith    
Accountability:

Responsible to:  The Cabinet Members.
Accepts the ultimate responsibility for safety, health and welfare matters within the Council. In addition to Directors’ responsibilities, has particular responsibility to ensure the health, safety and welfare of the Council is managed in accordance with current legislation. Have particular responsibility for Legal and support services and Finance.

           Strategic DIRECTOR (1)                                               Strategic DIRECTOR (2)
                       
                         James Arnold                                                                  Andy Barton
Accountability:

Responsible to: The Chief Executive.
Accountable for: Their Directorate which includes the Community, Regeneration, Planning and Housing Services to ensure the health, safety and welfare of employees, their contractors and visitors, and anyone who is affected by their acts or omissions. Ensuring their health, safety and welfare is managed in accordance with current legislation.

HEADS OF SERVICE
.

HEAD OF HUMAN RESOURCES and ORGANISATION DEVELOPMENT – 


Mike Murphy
Accountability:

Responsible directly to: the Chief Executive.
Responsible directly for Health and Safety Officer.

                  Head of Legal and Commercial services – Elizabeth Warhurst                
                  Responsible directly to: the Chief Executive.               

                      Head of Community services – Paul Sanders

          Responsible to: the Strategic Director (1).
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Head of Planning and Infrastructure - Chris Elston
Responsible to: the Strategic Director (1).

     Head of Housing and Property– Chris Lambert  
     Responsible to: the Strategic Director (2)
                                                                                                                                       Head of Finance and Customer Services – TBC 

Responsible to: the Strategic Director (2).
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  Head of Economic Regeneration – Paul Wheatley

Responsible to: the Strategic Director (2).
Accountability:

Responsible to: the Chief Executive or Director as detailed above.
Accountable for: their Service to ensure the health, safety and welfare of employees, their contractors and visitors and anyone who is affected by their acts or omissions. Ensuring their health, safety and welfare is managed in accordance with current legislation.

 TEAM MANAGERS

Accountability:

Responsible to: Their particular Head of Service
Accountable for: The health, safety and welfare of employees and contractors working for the Council and anyone affected by their, an employee’s or contractor’s actions. Ensuring the health, safety and welfare is managed in accordance with current legislation.

OTHER TIERS OF MANAGEMENT AND SUPERVISIORY POSTS

Accountability:

Responsible to: Their line Manager.
Accountable for: The health, safety and welfare of employees and contractors working for the Council and anyone affected by their, an employee’s or contractors actions. Ensuring the health, safety and welfare is managed in accordance with current legislation.
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    SAFETY OFFICER – Ian Bennett              

Accountability:

Responsible to: Head of Human Resources and Organisation development
The Council has a nominated representative who shall assist in health and safety management. This will be a recognised competent safety practitioner, having chartered membership of the Institution of Occupational Safety and Health (CMIOSH) and is a member of the International Institute of Risk and Safety Management (IIRSM) to Registered Safety Professional standard. Who preferably is employed by the authority (Management of Health and Safety at Work Regulations 1999 section 7) and has the responsibility to issue advice within their capabilities on matters pertaining to health, safety and welfare within the Council.
TRADE UNION REPRESENTITIVES

Accountability:

In addition to their responsibilities as an employee, Representatives are accountable to their union members.

Accountable for: anyone who is affected by their acts or omissions and others who may be affected by their actions.
ALL EMPLOYEES

Accountability:

Employees are accountable to: Their immediate Line Manager to anyone who is affected by their acts or omissions.
Accountable for:  Themselves and for anyone who is affected by their acts or omissions.
RESPONSIBILITIES

CHIEF EXECUTIVE

Responsibility:

Must familiarise themselves with the Council’s Statement of Safety Policy, the implications of the policy and how it affects their and others’ particular activities.
Initiate the Council’s Health and Safety Policy and to formulate arrangements to implement, achieve and maintain the aims of the policy, including consideration of the annual review of the Policy.

Require a positive and realistic approach to the safety, health and welfare of all employees and those affected by their actions.

Insist that safe working practices are observed at all times.

Ensure that Council employees understand their role and responsibilities in respect of health, safety and welfare by ensuring adequate training; information and instruction are in place.

Ensure that suitable and sufficient risk assessments have been carried out for work activities and the provision of safe working procedures and codes of practice.

Ensure that accidents are investigated and are discussed and reported upon during corporate meetings; ensuring major incidents are actioned appropriately.
Provide strong and active leadership from the top showing and insisting on visible, active commitment from the Corporate Leadership Team.
Establish and maintain effective ‘downward’ communication systems and management structures.

Ensure integration of good health and safety management within business decisions
Set an excellent personal example.
Be the lead for the Council in health safety and welfare matters
As line manager of the Head of Human Resources and OD, oversee the activities of the Health and Safety Officer.

Liaise with internal and external agencies on health and safety matters as appropriate.

Oversee the Health and Safety function.
DIRECTORS
Responsibility:

Both the Strategic Directors should set the direction for effective health and safety management.
As a members of the Corporate Leadership Team (CLT) the Strategic Director of Housing and Customer Services and the Strategic Director of Place including other members need to establish a health and safety policy that is much more than a document – it should be an integral part of the Council’s culture, of its values and performance standards.
All CLT members will take the lead in ensuring the communication of health and safety duties and benefits throughout the organisation.

They must familiarise themselves with the Council’s Health and Safety Policy, the implications of the policy and how it affects activities within their Directorate, including consideration of the annual review of the Policy.

Ensure that accidents are investigated and reported upon and are discussed during safety meetings and Management and Trade union Consultation Meetings.

Ensure that absences due to accidents at work are investigated and monitored.

Ensure that personnel records for health and safety are maintained.

Ensure a positive and realistic approach to safety, health and the welfare of all employees is embedded in the Directorate.

Ensure health and safety requirements for contractors and visitors are met.
Monitor the effectiveness of the policy, suggest amendments as appropriate.
Ensure adequate funding is available to discharge legal health and safety duties and training.
Engage the workforce in the promotion and achievement of safe and healthy conditions.
Provide the vehicle for effective communication in all directions.

Insist on Operational Risk Management as an integral decision-making tool for workplace, and operational activities.
Review and revise safety directives to ensure risk management principles are included as appropriate.
Ensure that those who create risks manage them responsibly and understand that failure to manage real risks responsibly is likely to lead to robust action.
Ensure safety and risk management principles, responsibilities, and safety cultures are embedded.
Set an excellent personal example.
HEAD of HUMAN RESOURCES AND ORGANISATION DEVELOPMENT

Responsibility:

Oversee the activities of the Health and Safety Officer and be able to undertake, where competent, aspects of the safety function in the absence of the Health and Safety Officer.
Oversee the annual review of the Health and Safety Policy. 

To manage and oversee the occupational health and safety management system and monitor its implementation, developing the system, designing objectives and the definition of targets or goals.

Liaise with third parties on health and safety matters as required.

Deputise for the Chief Executive in respect of safety matters when required.
Attend joint consultative committee meetings as required.
ALL HEADS OF SERVICE

Responsibility:

The Head of Service should instigate an effective health and safety management system.
As a member of CLT, the Head of Service will ensure to establish a health and safety policy that is much more than a document – it must be an integral part of the Council’s culture, of its values and performance standards.
All CLT members must take the lead in ensuring the communication of health and safety throughout the organisation.
They must familiarise themselves with the Council’s Safety Policy, the implications of the policy and how it affects activities within their Service.

Initiate and formulate arrangements to implement, maintain and achieve the aims of the health and safety policy.

Ensure that accidents are investigated and reported upon. Which will action a change in policy and risk assessment if established as being flawed 

Ensure that absences due to accidents at work are investigated and monitored.

Ensure that personnel records of health and safety surveillance, monitoring and training are maintained.

Ensure a positive and realistic approach to the safety, health and welfare of all employees is embedded in their service.

Ensure health and safety requirements for contractors and visitors are met.
Monitor the effectiveness of the health and safety policy.
Ensure health and safety is set as a standard agenda item during Directorate Meetings.
Ensure adequate funding is available to discharge legal health and safety duties and training.
Engage the workforce in the promotion and achievement of safe and healthy conditions.
Provide the vehicle for effective communication in all directions.

Insist on Operational Risk Management as an integral decision-making tool for workplace, and operational activities.
Insist on annual audits of systems is in place to manage the safety systems to ensuring compliance with legislation.

Ensure that correct reporting procedures are carried out on all accidents and dangerous occurrences.  Report any investigation findings to the Chief Executive or Deputy or Director as appropriate. 
Review safety directives.

Ensure that those who create risks manage them responsibly and understand that failure to manage real risks responsibly is likely to lead to robust action 
Ensure safety and risk management principles, responsibilities and safety culture are embedded in their Services. 
Set Health and Safety Performance Indicators for their team. 
Set an excellent personal example.
TEAM MANAGERS 

Responsibility:

Must familiarise themselves with the Council’s Statement of Safety Policy, and understand the implications of the policy and how it affects activities within their Service and team.
Be familiar with the safety legislation, codes of practice and safety precautions applicable to their activities.  Ensure that the employees and contractors in their charge are also aware and fully understand the implications. Which may include professional bodies e.g. Construction Skill Certification Scheme.
Insist on employees and contractors observing safe working practices at all times.

Ensure that employees and contractors are properly trained and understand their responsibilities with regard to safe working and the effect that their activities may have on the people around them.  This applies particularly to new, young or pregnant employees.

Ensure that correct reporting procedures are carried out on all accidents and dangerous occurrences.  Assist in the investigation of RIDDOR accidents in their area.  Report any investigation findings to their Head Service.

Ensure that those who create risks manage them responsibly and understand that failure to manage real risks responsibly is likely to lead to robust action
Action within remit any defects found in plant and equipment or systems.

Seek the advice of the Health and Safety Officer when problems arise outside their competence.

Instigate and conduct regular audits in line with the auditing and monitoring procedures in section 4 (Procedures section of the Policy  Auditing which can be found on the I’net) of systems to ensure compliance with legislation, reporting the findings to the Head of Services quarterly.

Ensure that there is always appropriate supervision, training and instruction for employees requiring it.
Ensure that Operational Risk Management is an integral decision-making tool for workplace and operational activities. Ensuring risk assessments are suitable and sufficient for the risks identified.
Ensure adequate funding is available to discharge legal health and safety duties and training
Provide the vehicle for effective communication.
Using the procurement policy to engage contractors then oversee their work to ensure they comply with current legislation.
Make sure that ‘best practice’ is prevalent at all times.

Monitor safety and in particular the effectiveness of the Safety Policy and suggest improvements.
Ensure equipment in their charge complies with regulations.

Ensure Safety Monitoring systems are in place and are used.

Manage Health and Safety Performance Indicators, review and report to the Head of Service.
Set an excellent personal example.

 OTHER TIERS OF MANAGEMENT AND SUPERVISORY POSTS 

Responsibility:

Must familiarise themselves with the Council’s health and safety policy, the implications of the policy and how it affects activities within their Service.
Be familiar with the safety legislation, codes of practice and safety precautions applicable to their activities.  Ensure that the employees and contractors in their charge are also aware and fully understand the implications.

Insist on employees and contractors observing safe working practices at all times.
Ensure that employees are properly trained and understand their responsibilities with regard to safe working and the effect that their activities may have on others.  This applies particularly to new, inexperienced, young or pregnant employees.

Ensure that correct reporting procedures are carried out on all accidents and dangerous occurrences.  Carry out a preliminary investigation of all accidents in their area.  Report any investigation findings to their Team Manager and at appropriate meetings.

Ensuring that those who create risks manage them responsibly and understand that failure to manage real risks responsibly is likely to lead to robust action.
Oversee the maintenance of personnel records of health and safety.
Action within remit any defects found in plant and equipment or systems.

Seek competent advice when safety problems arise outside their competence.

Conduct regular audits of systems to ensure compliance with legislation, reporting the findings to their Team Manager monthly.

Ensure that there is always appropriate supervision, training and instruction for employees requiring it.
Ensure that Operational Risk Management is an integral decision-making tool for workplace, and operational activities. 

Ensure risk assessments are suitable and sufficient for the risks identified
Insist on adequate funding is available to discharge legal health and safety duties and training.
Provide the vehicle for effective communication.
Contract Management should be used to engage contractors to ensure they comply with current legislation.
Make sure that ‘best practice’ is prevalent at all times.

Liaise with the appointed safety representatives. 
Monitor the effectiveness of the Safety Policy and suggest improvements.
Ensure equipment in their charge complies with regulations.

Set an excellent personal example.

HEALTH AND SAFETY OFFICER

Responsibility:

In addition to the individual responsibilities as identified in the legal system: must familiarise themselves with the Council’s Statement of Safety Policy, the implications of the policy and how it affects activities of the Council.
To assist in the management and oversee the occupational health and safety management system and monitor its implementation, developing the system, designing objectives and the definition of targets or goals.
Determine the Council’s needs and obligations as an employer in respect of health, safety and welfare, with particular reference to both current and new legislation.

The Health and Safety Officer is responsible for monitoring and advising on health and safety matters including:

a. Safe working practices are formulated and observed;
b. Where applicable, the provision of safe working procedures and codes of practice;
c. Work undertaken includes adequate provisions for safety and welfare facilities and equipment;
d. Employees are properly trained, instructed and supervised;
e. The wearing of appropriate personal protection equipment;
f. Plant and machinery is properly maintained and is only used by authorised personnel;

g. Good housekeeping is observed;
h. Overseeing the preparation of risk assessments for work activities and the appropriate arrangements are in place to minimise the risk;
i. Accident reporting procedures are followed;

j. There is adequate supervision on site during work activities; 
k. Ensuring that there is access to specialised safety advice for specific problems;
l. Establish the necessary procedures and records for the monitoring of accidents, near misses and dangerous occurrences;  
m. Aid in the investigation of accidents, near misses and dangerous occurrences and submit reports to management and external agencies as necessary;
n. Carry out inspections in line with policy of the Council’s property and workplaces and submit reports to management to ensure that safe working conditions exist in accordance with statutory requirements
o. Be consulted on the design of new buildings and the purchase of new plant and equipment to ensure that the necessary safety standards and systems are incorporated; 
p. Establish training needs and liaise with management to provide or arrange adequate briefing or training of employees on matters relating to health and safety at work;
q. Attend meetings to communicate and discuss Health and Safety matters arising from inspections, accidents and other Safety concerns;
r. Liaise with other agencies to exchange views on safety matters;
s. Maintain contact with official bodies, e.g. Health and Safety Executive, fire authorities etc.; 
t. Set an excellent personal example.

u. Complete an annual review of the Health and Safety Policy.

TRADE UNIONS SAFETY REPRESENTITIVES

Responsibility:

a. To assist Management in basic health and safety matters as described in Safety Representatives and Safety Committees regulations 1977; HSE Guidance
b. Represent employees generally and when you consult them about specific matters that will affect the health, safety and welfare of the employees;

c. Represent employees when Health and Safety Inspectors from HSE consult them; 
d. Assist in the investigation of accidents and other potential hazards and dangerous occurrences in the workplace for the benefit of their union;

e. Investigate complaints made by an employee they represent about their health, safety or welfare in the workplace;

f. Present the findings of investigations to Management;

g. Inspect the workplace;

h. Attend Health and Safety  meetings as a representative of employees;

i. Assist in the embedding of health and safety practices
j. Provide advice on producing risk assessments, assist in carrying out basic assessments for the employees they represent; and

k. Help introduce a more intensive approach to Health and Safety at NWLDC to include marketing promotion and communications, and information for meetings.

ALL EMPLOYEES

Responsibility:

a. Make sure they are familiar with, and conform to, the health and safety policy.
b. Use the safety equipment and protective clothing supplied.

c. Attend safety courses as necessary as appropriate to their post.

d. Report defects in plant, machinery or PPE to their supervisor.

e. Report defects in training or instruction to their line Manager.

f. Always use the correct tools and equipment for the job.

g. Report safety hazards and suggest ways of eliminating the hazards to their supervisor and/or safety representative.

h. Report all ‘near misses’ and accidents whether persons injured or not.

i.  Individuals must understand that as well as the right to protection, they also have to exercise responsibility for themselves and others affected by their actions or omissions.

j. Develop a personal concern for their own safety and for others who may be affected by their actions, 

k. Warn others of known hazards.

l. Take care of the safety and welfare facilities provided for them.

m. Keep their work area tidy and practise good housekeeping, particularly on the completion of works. to prevent accidents 

n. Insist on risk assessments and correct safe systems of work for all tasks.

o. Set an excellent personal example.
Individual responsibilities

	Arrangements / procedures 
	How this is achieved 
	The Responsibility of

	
	
	

	Access Equipment and working at height 
	Annual ladder and steps inspections are to be carried out by the Parks department and certified as safe
	Those authorising the use of equipment  ensure the Parks Team have certified equipment as safe

	
	Use NWLDC ‘Working at Height’ procedure 
	User to have read and understood the procedures manager to monitor

	 
	All staff working at height will carry out pre-use checks, risk dynamic risk assessments and record findings.  
	Users

	 
	Contractors and employees are not allowed to borrow ladders, steps or access equipment. 
	Managers

	 
	Unless appropriate training has taken place employees must not work at height
	Users

	 
	 
	 

	Accident and Incident Reporting 
	All accidents incidents and near misses recorded on line in the SHE Assure portal  
	Line Manager

	 
	 RIDDOR accidents will be dealt with personally by the Health and Safety Officer   
	Health and Safety Officer

	 
	The Health and Safety Officer  is responsible for instigating  investigations and advising on any appropriate action necessary to prevent recurrences 
	Line Manager and Health and Safety Officer

	 
	The Health and Safety Committee and CLT will monitor accidents on a quarterly basis to identify any trends 
	Health and Safety Officer in conjunction with CLT

	 
	 
	 

	Asbestos Management 
	 Use NWLDC ‘Asbestos Management’ procedure 
	Manager and employee

	 
	Information regarding asbestos can also be found on the Health and Safety page of Sharepoint 
	Anyone involved with asbestos

	 
	An Asbestos register of Commercial properties is available for staff and contractors from Property Services
	Property Services

	 
	Prior to any intrusive work Contractors must sign to state they have seen the database before starting work. 
	Manager issuing work or Property Services or the Housing Asset Manager for external contractors 

	 
	 
	 

	Bullying and Harassment 
	The NWLDC Bullying and Harassment procedures are located within the HR pages of Sharepoint.   
	Employee

	 
	The Council operate an Employee assistance programme and have trained Mental first aider to  hand 
	Employee

	 
	Or you can contact your TU reps for assistance
	 

	Managing contractors 
	Use NWLDC ‘Safe Management of contractors’ policy 
	Manager issuing work

	 
	Contractors must sign in and out with property services or with the manager of the premises
	Property Services

	 
	At the start of each contract the contractor will be informed of health and safety issues such as first aid, fire procedures and location of asbestos and all parties to agree, including RAMS.  
	Manager issuing work

	 
	Monitoring and working practices agreed by manager issuing work prior to contract
	Manager issuing work

	Control of Substances Hazardous to Health 
	Use NWLDC ‘COSHH’ procedures that can be found in the procedures section of the attached documents
	Employee monitored by line manager

	 
	It is the responsible Managers responsibility to maintain the COSHH file which is kept on each site 
	Site Manager

	 
	The Site's Manager is responsible for obtaining material safety data sheets and carrying out risk assessments for hazardous substances 
	Site Manager

	 
	All COSHH products are purchased through Approved Suppliers
	Site Manager

	 
	Do not decanted or mix substances
	Employee

	
	
	 

	Directors and Managers responsibilities
	At various levels of responsibility Directors, and managers are under a duty to ensure that the council's statutory duties are performed Described in detail in Section 2 of this document
	All management levels

	
	Ensure risks to employees, customers, partners and any other people who could be affected by their activities are managed
	All management levels

	 
	Arrange for the effective planning, organisation, control, monitoring and review of preventive and protective measures
	All management levels

	 
	Ensure they have access to competent health and safety advice
	All management levels

	 
	Consult employees about their risks at work and current preventive and protective measures.
	All management levels

	 
	 
	 

	Display Screen Equipment 
	Use NWLDC ‘Display Screen’ procedures
	Employee

	 
	As part of their induction staff are trained in the safe use of a DSE 
	Manager to ensure employee attends

	 
	Refresher training is undertaken every 2 years 
	Employee to manage

	 
	Risk assessment reviewed annually, via a self-assessment. If any problems are found line Managers will be informed and an action plan devised where required 
	Health and Safety Officer

	 
	Any defective item must be reported to ICT immediately, who enters details into the Defects Report Book.  All defective items are taken out of use immediately.   
	User

	 
	
	 

	Electricity at Work 
	 
	 

	
	The current Portable Appliance Tests (PAT) registers are kept in Property Services
	Property Services to Manage

	 
	PAT tests are carried out annually through external Services. 
	Property Services to Manage

	
	All defective items must be removed and either disposed of or repaired. 
	Property Services to Manage

	
	Property Services are responsible for ensuring the hardwiring checks are carried out.  - Unless emergency work is required then the site manager will procure this service
	Property Services to Manage

	
	Any equipment brought on site must have a valid PAT test certificate.   
	Employee and manager to monitor

	
	External contractors check hardwire connections and wiring in line with Legislation.   
	Property Services to Manage

	 
	 
	 

	First Aid 
	The council has trained First Aiders whose names are displayed around each site.   
	Site Manager

	
	The Main council Offices has a first aid room on the first floor in room 106
	 

	
	The Health and Safety Officer is responsible for checking and restocking the first aid room. The relevant manager is responsible for checking and restocking their particular site's first aid boxes.
	Health and Safety Officer

	
	When there is a need to contact the emergency services a delegated person, usually a Receptionist, Caretaker or out of hours the meeting organiser at the Council offices will summons an ambulance. Other sites  have their own procedures
	Receptionist, Caretaker or meeting organiser

	 
	 
	 

	Fire Precautions and Emergency Plans 
	NWLDC  fire risk assessors,  London Fire Consultants & Design Associates Limited  Tel 0800 999 4416  are  responsible for undertaking fire risk assessments 
	Property Services

	
	Remedial actions are the responsibility of Property Services
	Property Services

	
	The Property Services with the Health and Safety Officer are responsible for reviewing the fire risk assessment 
	Property Services. Health and Safety Officer

	
	Fire precaution notices and emergency evacuation drill information are displayed around the Council offices and are reviewed by the Health and Safety Officer at regular intervals.   
	Health and Safety Officer

	
	The Health and Safety Officer is responsible for procedures for dealing with the contingency i.e. explosive devices. 
	Health and Safety Officer

	
	In the main offices there are 20 fire wardens who are trained annually in fire and evacuation and explosive devices evacuation procedures
	Health and Safety Officer

	
	Specific procedures are in place for other sites  
	Site Manager

	
	 
	 

	 
	The Health and safety Officer will arrange one fire drill per year.  Where deficiencies in the evacuation procedures are identified, these are dealt with promptly and a second drill arranged, if necessary. 
	Health and Safety Officer

	 
	The any Member of staff has the permission to call the emergency services 
	Employee

	 
	Fire wardens or Managers are responsible for checking their own work areas- providing it is safe to do so 
	Fire Wardens

	 
	The Current Incident Control Officer (member of CLT) or deputy is trained and responsible for co-ordinating an evacuation.   
	ICO

	 
	Fire Evacuation Assembly points are identified on Car parks 
	Property Services

	 
	Explosive device Rendezvous points will be indicated at the time of the evacuation in relation to the hazard size
	ICO

	 
	The Property Services team and the Health and Safety Officer is responsible for monthly inspection and maintenance of fire exits/escape routes. In the Council Offices Property Services will testing the Fire Alarms weekly from alternate call points. Other sites have their own arrangements
	Property Services. Health and Safety Officer

	 
	The property Services team tests the emergency lighting monthly and records the details in the fir log book.   
	Property Services

	 
	The fire wardens and caretakers carry out monthly visual checks to ensure that the extinguishers are in place and in good condition.  All details of checks are entered into the fire log book. 
	Fire Wardens and Caretakers

	 
	A contractor tests and maintains the fire alarm system. A second contractor services the fire extinguishers annually and Property Services ensures that the details are entered in the fire log book. 
	Property Services

	Glass and Glazing 
	All glazing complies with current safety standards.   
	Property Services

	
	Low level glazing (below 800 mm glazing in doors and high-risk glazing) is toughened or laminated glass complying with or has been fitted with safety film.   
	Property Services

	
	All broken glazing must be repaired immediately and is the responsibility of Property Services
	Property Services

	
	 
	 

	Housekeeping, Cleaning and Waste Disposal 
	Managers are responsible for general tidiness of their room
	Managers

	 
	Wet floor Signs is used when cleaning to minimise risks of slips.  
	Caretakers & Cleaners

	 
	Cleaners and the caretakers clean and vacuum classrooms; clean and wash floors in toilets and other rooms used by staff.   
	Caretakers

	 
	The caretaker and cleaners remove waste from the offices at the end of the day.  This is placed in the external waste bin before the premises are closed at the end of the day.  Main bins are emptied and waste removed twice weekly 
	Caretakers & Cleaners

	 
	Council Offices external waste bins are locked in a compound sited close to the boiler room. Other sites have their own arrangements
	Caretakers & Cleaners

	
	Arrangements are made, when disposal of computers or fluorescent tubes is required. 
	Property Services

	
	 
	 

	Infectious diseases - COVID
	CORPORATELY
For major pandemics a working group shall be formed.


	Managed corporately and within teams


	 
	CABINET AND COUNCELLORS  
	 

	Information Dissemination Procedures 
	CLT will provide the Cabinet and Councillors with information on any existing and new Health and Safety information through the quarterly Safety Officers Report to CLT. 
	Health and Safety Officer

	
	MANAGERS
	 

	
	It is the responsibility of Managers to ensure that, employees are made aware of existing and new health and safety information. 
	Line Managers

	
	EMPLOYEES 
	 

	
	Health and safety documents are retained in the health and safety folders, which are located in on the Health and Safety pages of Sharepoint, and are available for staff for reference purposes at any time.   
	Officers and line managers

	 
	Information is disseminated within the weekly bulletin, whenever appropriate. 
	Health and Safety Officer

	 
	VISITORS/CONTRACTORS 
	 

	 
	Visitors and contractors are informed of any health and safety arrangements, which may affect them during their visit, on entering the 
	Contract organiser

	 
	TRADE UNIONS 
	 

	 
	Trade Union health and safety representative will be informed of new  health and safety information where and when necessary 
	Union Meetings

	 
	 
	 

	Legionnaires and Water Hygiene 
	Details of the NWLDC ‘Legionnaires and Water Hygiene’ can be found in Sharepoint, within the procedures section
	Property Services and Housing Maintenance

	 
	Property Services and Housing Maintenance are provided with  up to date Water Hygiene Risk Assessment and monitoring by contractors
	Property Services and Housing Maintenance

	
	The water hygiene log book is kept on each site
	Property Services and Housing Maintenance

	
	Contractors are responsible for carrying out water hygiene sampling.   
	Property Services and Housing Maintenance

	
	 
	 

	Lifts and Lifting Equipment 
	Use NWLDC ‘ Lifting Operations & Lifting Equipment Regulations (LOLER) policy
	Property Services, Parks, Garage and Housing Maintenance, management

	 
	All lifts and lifting equipment will be serviced by Contractors. Testing is completed by Zurich when the need arises 
	Property Services organise testing of lifts. Other equipment testing will be by specific department - Parks, garage etc. 

	 
	Evacuation chairs will be tested and serviced by the manufacturer annually
	Property Services

	Lone Working and Personal Safety 
	Use NWLDC ‘Personal Safety’ and ‘Lone Working’ procedures Personal safety and abusive behaviour training is given to staff following risk assessment of requiring it
	Officers affected and their managers

	 
	The council operate a monitoring station in house where vulnerable officers can log into
	Managers of those who work alone

	 
	A potentially violent register is kept on those who's behaviour falls short of  acceptable
	Health and Safety Officer

	 
	Text messages are sent to alert officers of updates to the PVP register
	Health and Safety Officer

	 
	Risk assessments are carried out and shared with relevant staff
	Managers

	Manual Handling 
	Use NWLDC ‘Manual Handling’ procedures that can be found in Sharepoint
	All

	 
	Conduct Manual handling risk assessments and safe systems of work
	Line Managers

	 
	Those in manual work undertake regular manual handling training and can carry out individual risk assessment to identify precautions to minimise manual handling tasks.   
	Managers in waste, parks and Housing maintenance

	Monitoring Arrangements 
	Health and safety inspections are carried out on various levels. From daily to 5 years as described in individual site arrangements.
	Site Managers 

	 
	The Head of HR will ensure that the Health and Safety Officer provides regular reports of accidents and dangerous occurrences and that any necessary alterations to working practices and procedures are implemented. 
	Head of HR

	 
	CLT recognise the importance of monitoring health and safety matters.  
Monitoring will be carried out in a number of ways: Annual/quarterly reports on accidents/incidents  Results of internal and external health and safety inspections,  Maintenance Reports, Near miss, Hazard and defect reports
	Health and Safety Officer

	 
	Reviews of any procedures will be carried out by the Health and Safety Officer 
	Health and Safety Officer

	 
	To help this process, the Health and Safety Officer will ensure that all reasonable inspection facilities and information are provided on request to officers of the Health and Safety executive (HSE), Leicester Fire and Rescue, Trade Union health and safety representatives and any other health and safety officials. 
	Health and Safety Officer

	Noise and vibration
	Manufacturers and suppliers have duties under the Supply of Machinery (Safety) Regulations to provide health and safety information in equipment handbooks.
	Anyone procuring any equipment that is outside the legal parameters

	
	Managers when Procuring such machinery must include vibration and noise factors in the consideration of the purchase of the equipment 
	Anyone procuring any equipment that is outside the legal parameters

	 
	Once purchased managers must ensure that risks from vibration and noise are controlled in all equipment;
	Managers

	 
	Managers must provide information, instruction and training to employees on the risk and the actions being taken to control risk; 
	Managers

	 
	If required the Council will provide suitable health surveillance Managers must arrange this with HR and the Occupational Health provider
	Manager, HR, Occupational Health provider

	Potentially Violent persons register
	Procedures agreed and administered by the Health and Safety Officer, there would also be involvement from a second party TBC
	Health and Safety Officer 

	Risk Assessments 
	Use of NWLDC ‘Risk Assessment’ policy and guidance to place assessments on SHE Assure
	Employees

	 
	The team Manager is responsible for ensuring risk assessments are undertaken.   
	Managers

	 
	There is a need for risk assessment to remain current 
	Managers

	 
	All management staff must be trained to carry out a risk assessment, which will be shared with the other staff.   
	Health and Safety Officer 

	 
	A review of all risk assessments is undertaken annually.   
	Managers

	 
	Special risk assessment (such for pregnancy or who have returning to work after health problems) are undertaken as, as when, necessary by the line manager in conjunction with the Health and Safety Officer if required. 
	Line Managers in conjunction with the Health and Safety Officer

	Stress and Wellbeing 
	Use of NWLDC ‘Stress and Wellbeing’ policy 
	Employees

	 
	The Employee assistance programme is available for all NWLDC employees. 
	Employees

	 
	If staff are feeling stressed they should meet, if possible, with their line manager or a member of the HR team to discuss possible causes and concerns and to try to reduce the situation to where they are more comfortable
	Employees

	 
	Managers may detect that a member of staff needs assistance and should be able to signpost them to help
	Managers

	 
	 The Mental first Aiders can offer support and advice, if asked.  
	Employees

	 
	 A referral to Occupation Health may be made following long term absence 
	HR advisors

	Training 
	Managers are responsible for ensuring that their staff are given appropriate health and safety training to compete their job safely.  
	Managers

	 
	 This can be by providing staff with basic instructions or information about health and safety every 2 years and specific training as often as deemed necessary following risk assessments.  
	Managers in conjunction with the Training officer and the Health and Safety Officer

	 
	The Council uses the health and safety induction checklist  
	HR Admin

	Violence to Staff/ Security 
	Formal courses led by the NWLDC Health and Safety Officer and other that are procured externally can be requested by Managers for their teams
	Managers following Risk assessments and Reflection interviews

	 
	See NWLDC ‘Managing Violence and Aggression’ guidance 
	Employees

	 
	Site security is maintained through controlled visitor access and signing in arrangements.   
	Customer services, Safer team and property services

	 
	Risk assessments are undertaken for hazardous circumstances.  Meetings aren’t conducted in secluded places or without another member of staff being aware 
	Managers

	 
	Staff are required to report all incidents of verbal and physical violence. 
	Employees

	Visitors
	 Responsibility for the premises - there is a team who are managing the project for accommodation in the Council Offices Site Management are responsible at Linden way and Parks. 
	Accommodation group, Site management in other areas

	 
	 Responsibility for contractors primarily sits with Property Service at the Council offices and it may involve other services. In other areas property Services hold landlord responsibility and the site manager would be expected to manage contractors they have invited to their department 
	Property services, Site management in other areas

	 
	 Responsibility for emergencies, usually lies with Customer services, although all employees have the right to call emergency services if they require assistance 
	customer Services, Site management in other areas

	 
	 Responsibility for trespassers - property Services organise security via an external supplier. They can only assist if they are informed this facility is required. It would be the responsibility of the responsible service to deal with individuals within Office hours
	Responsible team property services , Site management in other areas

	 
	 
	 

	Workplace Transport
	Safe site – design’ covers the layout of the workplace, for example traffic routes and their maintenance, the positioning and design of pedestrian crossing points, lighting and signage. The main aim of any design should be the segregation of vehicles from pedestrians.
	Site Manager at the Linden Way Depot, Parks Team Leader, Facilities Manager

	 
	‘Safe site – activity’ covers activities on a site such as reversing operations coupling and uncoupling, loading and unloading, tipping and sheeting
	Waste operations Manager, parks team leader

	 
	‘Safe vehicle’ covers identifying and choosing the most appropriate vehicle for the tasks and environment and the people who will use it, as well as how it will be maintained.
	Transport Manager

	 
	‘Safe driver’ covers the competence and behaviour of those who operate Council owned vehicles.
	Transport Manager

	 
	‘Safe driver’ covers the competence and behaviour of those who operate private or "grey fleet “vehicles.
	Line Managers


 ARRANGEMENTS

FOR

HEALTH AND SAFETY

(Section 3)

SECTION 3 – ARRANGEMENTS FOR HEALTH AND SAFETY

The final part of our policy identifies the arrangements we have in place to manage and control the risks to the health and safety of people carrying out our activities or who might be affected by them doing so.

The section gives details of the specific systems and procedures used to implement the Statement of Intent. 
1. INTRODUCTION
1.1
This part of the health and safety documentation contains the arrangements for the policy. It defines the standards which relate to all employees and contractors whilst at work. It is the responsibility of all employees to observe these arrangements and behave in a safe manner whilst at work.

1.2 
Failure to comply may render employees liable to action involving established disciplinary procedures, which may result ultimately in legal proceedings or dismissal.

1.3 
It should also be noted that a breach of Health and Safety legislation by an employee may constitute a criminal offence punishable by the Courts.

1.4 
It is recognised that it is not possible to prepare in written form all eventualities, but by enabling individuals to understand that as well as the right to protection, they also have to exercise responsibility for their actions.

· The Council expects all employees to act in a sensible manner;
· To ensure that employees, contractors and the public are properly protected; 

· Providing overall benefit to society by balancing benefits and risks, with a focus on reducing real risks – both those which arise more often and those with serious consequences;
· Enable innovation and learning and not stifling them; and
· Ensuring that those who create risks manage them responsibly and understand that failure to manage real risks responsibly is likely to lead to robust action.
Further information is available from the Health and Safety Officer.
 1.5
It is the responsibility of the Line Manager to ensure risk assessments for each task is produced and relevant parties informed of residual risks, they should also insist on a safe system of work for each assessment.  

1.6 
It is important that employees are aware of the practices that they should be following to ensure the health safety and welfare of themselves and anyone else affected by their activities. The information would be supplied by their line manager
1.7 
Most work situations affecting employees will be discussed with new starters on their first day induction.  This section of the policy should be referred to, to reinforce the information discussed.
THE HEALTH AND SAFETY AT WORK etc. ACT 1974

http://www.legislation.gov.uk/ukpga/1974/37/contents
1.8 
The Act places duties on employers and employees. The main duties of the employer are laid down in this policy. 
Although the duties of employees are outlined as follows:

The Health and Safety at Work etc. Act 1974 (Section 7)
1.9 
Section 7 requires every employee to take care of themselves and others affected by their actions or omissions at work. To co-operate with anything their employer puts in place to discharge their duties under the Act.

The Health and Safety at Work etc. Act 1974 (Section 8)
1.11 
Section 8 prohibits the intentional or reckless interference with, or misuse of, anything provided in the interest of health, safety and welfare.

1.12 
Severe penalties of up to £20,000 can be imposed by a Magistrates Court on anyone found guilty of an offence under the Act. Further sanctions including imprisonment and unlimited fines can be imposed by the Crown Court
2. MONITORING
2.1 
Monitoring is an important part of the arrangements for health and safety and responsibilities for monitoring procedures are specified as appropriate.  To prove that the Safety Policy is monitored, it is recommended that this is in written form where possible and kept for future reference.

Monitoring health and safety can be divided into 2 areas:

(a) Proactive – where checks are carried on the procedures to review the success of the measures taken to comply with the Safety Policy e.g. audits, inspections, meetings, to highlight hazards before an accident occurs.

(b) Reactive – this is studying evidence after an event to highlight any remedial action, e.g. accident investigation, monitoring of accident statistics.

3. TRAINING FOR HEALTH AND SAFETY

3.1 
Managers have a legal duty to ensure that there is budgetary provision for safety and  all  staff has adequate information, instruction and training of health and safety to complete their daily and any special duties.

3.2
Service Managers and Supervisors are responsible for new employees being told of certain service health and safety procedures within a week of starting as part of their induction.  The Health and Safety Officer will give more information on employer/employee duties on the basic health and safety training courses held regularly soon after an officer starts with the authority and must also attend or complete on line refresher training. Further training can include agenda items on Health and Safety Law, Risk assessment, Manual Handling, Display Screen training lone working, Fire and explosive device evacuations CoSHH and other courses deemed necessary for their safety. Any required training should be refreshed every 2 years
3.3
It is the Service Managers’ responsibility via risk assessment to highlight areas where specific training is required (e.g. use of abrasive wheels, manual handling, DSE), and to ensure their charges are up to date with their training 
3.4 Each Service must keep adequate records of any training carried out.  In addition to these records, the Health and Safety Officer maintains the records for fire wardens and first aid.

3.5 Regular training courses specifically tailored towards Health and Safety is a   legal requirement. Within the Health and Safety at Work etc Act 1974 requires an employer to provide whatever information, instruction, training and supervision as is necessary to ensure, so far as is reasonably practicable, the health and safety at work of your employees. 

This is expanded by the Management of Health and Safety at Work Regulations 1999, which identify situations where health and safety training is particularly important, e.g. when people start work, on exposure to new or increased risks and where existing skills may have become rusty or need updating.  Further advice can be obtained from the Health and Safety Officer.

Health and Safety at work Regulations
4 ARRANGEMENTS FOR INSPECTIONS 

In order to monitor safe working conditions and safe working practices, inspections shall be carried out periodically. 
4.1 SERVICE INSPECTIONS
As an employer, we have a duty to protect the health, safety and welfare of our employees and anyone else who might be affected by their activities.
This requires a regular check, maintain and review arrangements – including inspecting them to check:
1. The required Health & Safety standards are being met

2. Health & Safety risks are controlled

Health & Safety inspections take different forms including:
1. Safety tours – regular, general inspection of the workplace – supervisor monitoring.  Monthly quarterly biannual hierarchical management inspections that are reported to line managers and service heads. These inspections may also include a Safety Representative as described under the Safety Representative & Safety Committee Regulations 1977 which allow for workplace inspection by a Safety Representative.
2. Safety sampling – the systematic sampling of particular dangerous activities, processes or areas as situation arise, Topple testing of headstones and the like 
3. Safety surveys – general inspection of particular dangerous activities, processes or areas, noise and vibration, asbestos
4. Incident inspections – after an accident causing a fatality, major injury, or after a reported near-miss
5. Visits from Health & Safety Executive or Fire Authority – they have strong enforcement powers and can enter premises without permission or notice
Health & Safety Inspection Aims

General routine inspections are meant to:

1. Look for workplace hazards or potential hazards – it’s important to identify them before they cause harm

2. Look at how work is being done – are safe systems of work being followed or whether staff have any problems in adhering to the Safe Systems of Work?

3. Ensure compliance with Health & Safety legislation. An H & S inspection also provides an opportunity to prove our commitment to achieving a safe and healthy workplace.

A General Safety Inspection tour involves
In general workplace inspection for example should look at:

1. Machinery and equipment – is it sufficiently maintained and guarded?

2. Systems of work – are tasks safe and still being followed?

3. Hazardous substances – are they used and stored safely?

4. Manual handling – are staff adequately trained and using correct aids?

5. Workplace – is housekeeping good (no obvious hazards)?

6. Fire precautions – are extinguishers in place and escape routes clear?
7. Welfare facilities – is a stocked first aid box in place, are toilets clean?
Incident inspections 

Following an incident inspection a review of the:                                                                                          
1. Management system to check its appropriate

2. Paperwork (risk assessments, equipment test certificates etc) to check its legally compliant

3. Any identified issues to form an action plan. 
4. An appropriate manager in conjunction with the Health and Safety Officer must be responsible for monitoring the plan to ensure appropriate action is taken.

5. The outcome must be recorded, along with the responsibilities and action timescales.
Frequency of inspections
1. Much depends on the nature of the departments work. Inspections may be required less often, for example, if the work environment is low risk such as in an administrative office.

2. But more frequent inspection will be needed if certain workplace areas or specific activities are high risk, or change rapidly or significantly, e.g. housing maintenance grounds maintenance or waste services.
The safety inspection 
One way of minimising the chances of less obvious hazards being missed is to have a fresh pair of eyes do the inspection – but whoever inspects, they must have sufficient knowledge and experience to enable them to know:

1. What to look at

2. What to look for

3. What to do if they find a problem

The Management of Health & Safety at Work Regulations 1999 say employers must have Health & Safety assistance from a ‘Competent Person’,  who must have ‘sufficient training and experience or knowledge and other qualities must be able to ensure the council is:

1. Suitably managing Health & Safety risks

2. Complying with Health & Safety law

SAFETY REPRESENTATIVES
4.2 
Trade Union appointed safety representatives have the right to inspect the work area/ activity of those they represent. Due notice should be given by the safety representative for intended inspections.  Any unsatisfactory conditions should be notified to the appropriate Manager.

SAFETY OFFICER
4.3
 The Council’s Health and Safety Officer will carry out additional inspections of work places and work activities.  Appropriate reports will be made to the relevant Manager.

STATUTORY INSPECTIONS AND EXAMINATIONS
4.4 
Competent persons (as specified in Lifting Operations and Lifting Equipment Regulations 1998 LOLER Regulations) empowered to carry out inspections and/or examinations e.g. must inspect certain equipment. Lifts, hoists, chains, ropes and lifting gear are inspected by Zurich Municipal being the Council’s recognised Insurance provider.
4.5
 Inspections of Scaffold and ladders etc. are the responsibility of individual Services and the inspection of these are programmed into the individual team diaries. Managers and supervisors whose teams use the various types of scaffolds  are responsible for ensuring these are undertaken and correct documentation is in place prior to, during and after the scaffold is being used. 

4.6 
All fire alarms and extinguishers are inspected under service contracts.  Managers should ensure, in conjunction with the Health and Safety Officer and Senior Properties Officer that appropriate arrangements exist. Complex Fire Risk assessments are conducted by external members of the Institute of Fire Engineers.
4.8 
Legionella and asbestos monitoring in commercial buildings is managed by Property Services under contract. Housing Maintenance has domestic properties inspected for Asbestos by independent contractors.  
4.9 
Other areas are inspected by enforcing authorities. For example, Linden Way Transfer station is inspected by the Environment Agency
           5. RECORDS
5.1
Each Service should maintain records of all internal and external Health and Safety inspections, audits and details of appropriate remedial action.

5.2 
Any certificates of inspection obtained under a service or insurance inspection should be kept and information on where the documents can be found should be able to be inspected by the Health and Safety Officer.

6. RISK ASSESSMENTS
          ASSESSMENT OF WORK ACTIVITIES
6.1 
The Management of Health and Safety at Work Regulations 1999 requires that every employer makes a suitable and sufficient assessment of the risks to the health and safety, both of their employees and those visiting or affected by the actions of employees, arising from work activities.  The assessment must identify the measures that the employer must take so that he can comply with his duties under safety legislation and include a safe system of work.
 
http://www.hse.gov.uk/pubns/priced/l21.pdf
Procedures

A copy of recommended procedures can be found in the separate section titled part 4 of the Health and Safety Policy
MANAGEMENT OF HEALTH AND SAFETY

I hereby declare that the contents contained within Organisation & Responsibilities for Health and Safety are correct and implemented at all establishments, managed by North West Leicestershire District Council.
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