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GENERAL STATEMENT OF POLICY

· Our policy is to provide and maintain safe and healthy working conditions, equipment and systems of work for all our employees, and to provide such information, instruction, training and supervision as they need for this purpose.

· The allocation of duties for safety matters and the particular arrangements which we will make to implement the policy are under the Town Clerk’s direction.
· The policy will be kept up to date, particularly as the Council's activities change in nature and size.  To ensure this, the policy and the way in which it has operated will be reviewed every year by the Council.  Although risk assessment is a continuing process, it shall form part of the Council’s annual review.


Responsibilities

Overall and final responsibility for health and safety is with the Council and for 
compliance with the Health and Safety at Work etc. Act and Regulations
made 

under the Act and the Occupiers Liability Act is that of the Town Council of 
Billingham.  The Clerk is responsible for this policy being carried out within all of 
the 
the Council's premises and staffing teams.


The General Duty of Employers


The Town Clerk has the overall responsibility within his/ her area of control, for the 
implementation of the Council’s Health & Safety Policy.


The overall responsibility lies with the full Town Council.

· Ensuring employees are familiar with the Health and Safety Policy and its implementation.  Ensuring that staff attend all relative training courses.

· Establishing and maintaining safe, healthy working conditions and systems of work.

· Ensuring through risk assessment and staff appraisal that risks to health and safety are evaluated as per the council’s Risk Management Strategy.  Steps should be taken to ensure that suitable control measures are implanted where the risks cannot be eliminated.  This should be documented and audited.

· Ensuring that training needs are assessed and programmes are provided for all levels of the workforce relevant to health and safety.

· Ensuring that the demands of the job do not exceed the capabilities of the employee with regard to risks to themselves or others.
· Ensuring that health and safety plans are implemented and monitored on an annual basis, where reasonably practicable.

· Ensuring that all incidents are properly recorded and investigated.

· Ensuring that procedures to follow are in place in the event of serious or imminent danger, (i.e. emergency procedures)

· Fully involving all relevant staff with regard to the provision and implementation of safety objectives.
· Providing the relevant information to staff with regard to risks that may arise from their working environment (this is a legal requirement).

· Ensuring that prior to Health and Safety audits, evidence of compliance with policies and procedures is made available to the audit inspection team.  Failing this, an action plan may be acceptable, which identifies the measures that need to be taken, to ensure statutory compliance within an agreed time limit.

 Employees Responsibilities

All Council employees are responsible for actively co-operating in the application of 
this health and safety policy and particularly:

· For taking reasonable care for the health and safety of themselves and of others who


may be affected by their acts or omissions.

· For informing their supervisor or manager immediately of any situation that comes to


their attention, together with any shortcomings they find in any health and safety


measures.
· Not to misuse anything (including equipment and documentation) that has been 
provided by law in the interest of health and safety.

· For following safe working practices applicable to their work at all times.

· Attending training course which are necessary for them to be competent with Council


policies and statutory duties.


Personal Protective Equipment (PPE) at work Regulations 1992


In accordance with the act PPE will be supplied and used at work wherever there are 
risks to health and safety that cannot be adequately controlled in other ways.

The Regulations also require that PPE:

· is properly assessed before use to ensure it is suitable;

· is maintained and stored properly;

· is provided with instructions on how to use it safely; and

· is used correctly by employees


Community Events

The Council is conscious of the need to ensure adequate standards of health and 
safety in respect of Community Events taking place using Council facilities or in 
whose organisation the Council plays a significant part.  This is the case whether the 
event is organised primarily by the Council itself or by third parties. Most events will 
be required to prepare an event management plan using a standard format which 
contains a Risk Assessment section. In some cases additional risk assessment 
details are required.
Manual Handling Operations Regulations 1992

Manual handling is transporting or supporting loads by hand or using bodily force.


 The regulations require employers to:

· avoid the need for hazardous manual handling, so far as reasonably practicable;

· assess the risk of injury from any hazardous manual handling that cannot be 
      avoided; and

· reduce the risk of injury from hazardous manual handling, so far as is reasonably practicable.
Health & Safety (Display Screen Equipment) Regulations 1992
The regulations require employers to:

· Analyse workstations to assess and reduce risks
· Ensure workstations meet specified minimum requirements

· Plan work activities so that they include breaks or changes of activity

· Provide eye and eyesight tests on request, and special spectacles if needed

· Provide information and training

General

The Council will comply with the requirements of the Disability Discrimination Act 1998 and also the Human Rights Act 2000.

Working Alone in Safety
Who are lone workers and what jobs do they do?
· Fixed establishments


Only one person working on the premises

· People working separately from others
· People working outside normal hours
Mobile workers working away form their fixed base.

· Service workers; visiting domestic and commercial premises.

· Assessing and controlling the risks

The broad duties of the Health & Safety at work Act apply and also the Management of Health & Safety at Work Regulations, still apply.
These require identifying hazards of the work assessing the risks involved and putting measures in place to avoid or control risks.

· Control measures may include:


Instruction, training, supervision, protective equipment.

It is important to check and review control measures on a regular basis to ensure they are still adequate.

Safe Principles of Lone Working

· The employee has full knowledge of the hazard and risk to which they may be exposed.
· The employee knows what to do if things go wrong.
· Someone knows the whereabouts of the employee, what they are doing and when they are due back to base.

When risk assessment shows that it is not possible for work to be done safely by a lone worker, arrangements for providing help or back-up should be put in place.

Risk assessment should help decide the right level of supervision.

Procedures will need to be put in place to monitor lone workers to see they remain safe.
These may include:

· Supervisors periodically visiting and observing people working alone.

· Regular contact between the lone worker and supervisor via telephone or radio.

· Other devices designed to raise the alarm in the event of an emergency.

· Checks that a lone worker has returned to their base or home on completion of a task.
The attached checklist should be used in the risk assessment process.

Lone Workers Checklist

1. Working Alone in Buildings

Staff exposed to the risk i.e. group & number ____________________________________
Department _______________________________  Site:  __________________________

Checklist completed by: _____________________________________________________

Date completed:________________________________ Review date:_________________

	Main Issues of Concern
	Yes
	No

	Do staff work alone?
	
	

	Do staff work outside normal office hours?
	
	

	Do staff meet with clients in isolated locations?
	
	

	Is there enough security provisions?
	
	

	Is there poor access to the building?
	
	

	Do staff activities involve working in confined spaces?
	
	

	Do staff activities involve handling dangerous substances?
	
	

	Control Measures for Consideration
	
	

	Do you provide joint working for high-risk activities (i.e. confined spaces and with dangerous substances)?
	
	

	Do you carry our regular supervisor or colleague checks during activities? 
	
	

	Do you use entrance security systems (i.e. digital locks or swipe cards)?
	
	

	Is there security lighting around access points and parking areas?
	
	

	Have you installed panic buttons linked to manned locations?
	
	

	Do you use reporting checking-in systems?
	
	

	Do you use two-way radios or other communication systems?
	
	

	Do staff have information and training on basic personal safety?
	
	

	Are staff trained in strategies for preventing and managing violence?
	
	

	Do staff have access to forms for reporting incidents or near misses and appreciate the need for this procedure?
	
	

	Are your existing control measures adequate?
	
	

	If No what modifications or additional actions are necessary?

1.

2.

3.

4.


	
	


Note:  If you have identified a risk associated with this work activity please complete a Risk Assessment Form.
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