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CORPORATE HEALTH AND SAFETY POLICY 

STATEMENT 

 
The Council recognises that providing good health & safety management is fundamental to the 
delivery of its services to the people of Cheshire East. 
 
Our aim is to create an environment where everyone can work safely and healthily and where all 
those affected by our work remain safe. The Council accepts its responsibility to do all that is 
reasonably practicable to ensure the health, safety and welfare at work of its employees. 
 
We will achieve this by:- 
 

• Complying with current health & safety legislation, guidance and best practice  

• Identifying the risks in our activities and taking the necessary steps to manage those risks 

• Ensuring that competent persons are available to provide health & safety assistance and 
technical advice 

• Ensuring through training and assessment that everyone has the necessary competence 
to do their job safely 

• Communicating and engaging with employees to ensure that everyone understands how 
to keep themselves and others safe and healthy 

• Consulting with employees on all work related health & safety issues. 

• Committing to a process of  continuous improvement in our health & safety performance 
by monitoring results and forward planning 

 
The Council expects all staff to go about their work with the proper concern for the safety of 
themselves and others.  It also expects the same support and cooperation from contractors, 
partners, visitors and persons using its facilities. 
 
 

 
Mike Suarez 
Chief Executive 
 
12.08.13 – 11.08.15 
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2.0 INTRODUCTION 
 

2.1 Under the Health and Safety at Work etc Act 1974, Cheshire East Council, as the 
employer, is responsible for the health, safety and welfare of all of its employees and any 
other persons using Council premises.  In addition, it is the legal responsibility of every 
employee whilst at work, to take reasonable care for their own health and safety and for 
that of their colleagues and others such as service users and members of the public.  
Employees should also co-operate with management arrangements for complying with all 
regulations, codes of practice, safety instructions and statutory requirements. 

 
2.2 The Council is committed to providing and maintaining a safe and healthy place of work 

with adequate welfare arrangements. The Council will also ensure that all employees 
receive sufficient training and support in order for them to carry out their work with 
minimum risks to their health and safety and to the health and safety of others who may 
be affected by these work activities. 

 
2.3 The provisions contained within this policy will ensure that health and safety is an integral 

part of the corporate risk management process, and the health and safety management 
system contained within the HSE guidance note HS(G) 65 will be followed. 

 
2.4 In addition to the Corporate Health and Safety Policy, guidance notes relating to specific 

health & safety issues will be available, which must be adopted by Directorates and 
Corporate services. Service Managers must ensure that clearly defined standards and 
operating procedures relevant to their service activities are in place and that these are 
known and understood by all persons under their control. 

 
2.5 The Corporate Health & Safety Policy will be presented to the Corporate Health and 

Safety Forum and Staffing Committee for consultation in accordance with the agreed 
processes and then  to the Head of Paid Service for approval. 

 
 
 
3.0 ORGANISATION 
 

This section of the Corporate Health and Safety Policy sets out the roles and 
responsibilities of key stakeholders within the Council. It also outlines the Council’s 
expectations of those who are not employees e.g. partner organisations, contractors, 
service users, visitors and members of the public, where these people have contact with 
the Council.  The policy relates to Cheshire East Council employees only and does not 
include employees from Alternative Service Delivery Vehicles. 
 

 
3.1 Elected Members   
 

• It is the responsibility of Elected Members to monitor the Council’s Corporate Health 
and Safety Policy.    

• The Chairman of the Staffing Committee is the Council Member with specific 
responsibility for strategic health and safety matters (i.e.: the ‘Health and Safety 
Champion’) and will be briefed by the Head of HR & OD on operational matters of 
particular importance e.g. serious accidents. 

 
• Portfolio Holders who have specific responsibility for Directorate and Corporate 

Services will also be responsible for monitoring relevant health and safety procedures. 
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• Elected Members must ensure that sufficient priority is given to the allocation of 

resources for the provision of health, safety and welfare, including ensuring that health 
and safety is an integral part of all processes including procurement.  

• Elected Members are responsible for ensuring that they fully consider all the relevant 
health, safety and welfare implications of any report or plans presented for their 
deliberation. 

 
 
3. 2 Chief Executive 
 

The Chief Executive is ultimately responsible to the Council for ensuring the effectiveness 
and implementation of the Council’s Corporate Health and Safety Policy and management 
procedures.  These responsibilities will be met by: 
 
• Ensuring that sufficient resources are allocated for the implementation of health, safety 

and welfare.  This will be achieved in part, through the setting of safety performance 
standards and by the promotion of a positive safety culture throughout the organisation 

 

• Ensuring the appointment of competent persons to assist in the management of health, 
safety and welfare 

 
• Actively encouraging and visibly promoting good health and safety practice 
 
• Setting a personal example through demonstrating awareness, knowledge and a 

positive approach to all relevant health and safety issues 
 

 
 

3.3 Chief Operating Officer, Directors, Heads of Corporate Services and Head Teachers   
 

The Chief Operating Officer, Directors and Heads of Corporate Services are responsible 
and accountable for achieving the objectives within the Corporate Health and Safety 
Policy across their respective portfolios.  In particular, they will ensure that their Officers 
know and accept their responsibilities under the Council’s Corporate Health and Safety 
Policy and that they are able to carry out those responsibilities.  They are required to: 

 

• Create a positive health and safety culture, which secures the involvement and active 
participation of employees at all levels and includes third parties (e.g. contractors and 
members of the public) where appropriate 

• Ensure that appropriate health and safety management arrangements are in place and 
those employees with health and safety responsibilities are clearly identified and have 
sufficient knowledge, experience, time and resources to carry out their responsibilities 
effectively.  In addition, all employees within each Directorate must understand their 
individual responsibilities for health and safety 

• Ensure that all relevant statutory requirements, codes of practice and safe working 
practices are appropriately applied throughout each Directorate 

 

• Incorporate health, safety and welfare considerations into their Business Plans, 
including targets for improving health and safety performance 
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• Ensure the availability of sufficient resources in order to enable work to be undertaken 
in a manner that is free from hazard and potential risks to employees so far as is 
reasonably practicable and to delegate responsibilities where appropriate 

 

• Ensure that Line Managers and other employees are adequately trained in health and 
safety and properly instructed in the work that they are required to carry out 

• Monitor health and safety activity within the Directorate and conduct regular reviews of 
performance based on the data collected 

 

• Ensure that contractors are properly vetted, selected and monitored with regard  to 
their health and safety performance 

• Investigate accidents, diagnosed occupational ill health, incidents / dangerous 
occurrences with a view to implementing measures to ensure that any failures of 
control are rectified and any necessary improvements in control measures identified 
and implemented 

 
The Chief Operating Officer, Directors and Heads of Corporate Support Services may 
achieve the above by the process of delegation, where appropriate, to the relevant 
Service Manager as detailed in their particular Directorate Health and Safety Policy 

 
 
 
3.4      Head of Human Resources & Organisational Development (HR & OD)  
 

The Head of HR & OD is the named senior officer with specific responsibility for health 
and safety and as such has the following responsibilities in addition to those listed above: 

 

• Liaising with the Health and Safety Executive and other enforcing bodies 

• Liaising with the Executive Member nominated as the Health & Safety Champion with 
regard to health and safety matters 
 

• Visibly demonstrating a commitment to achieving and maintaining a high standard of 
health, safety and welfare performance 

 

• Presenting policies and reports to the Corporate Leadership Board and joint 
consultation bodies (as necessary) 

 

• Liaising with the Corporate Health and Safety Manager on corporate health & safety 
issues 
 

• Ensuring that each Directorate / Corporate service has access to sufficient health and 
safety advice    
 

• Managing the implementation of health and safety policies and supporting 
documentation 

 

• Consulting  with the Trade Union Health and Safety Representatives 
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• Ensuring that adequate resources are available to implement adequate health, safety 
and welfare facilities 

 

• Ensuring co-operation with other parts of the Council and that adequate 
arrangements are in place for consultation with staff (and their representatives) on 
health, safety and welfare issues 

 
 
 

3.5      Service Managers and Heads of Departments in Schools 
 

Service Managers and Heads of Departments in Schools are responsible and accountable 
for ensuring that all health and safety issues are addressed appropriately within their 
service areas and will achieve this by: 

 

• Ensuring compliance with all applicable statutory and Council requirements including 
initiating disciplinary procedures against employees who persistently neglect to carry 
out their health & safety responsibilities 

 

• Monitoring the arrangements made to implement Corporate, service specific Safety 
Policies and service specific guidance in order to ensure their effectiveness and to 
report periodically to the relevant Director 

 

• Setting targets which lead to the improvement of health & safety performance as part 
of the business planning process e.g.: though their Business Plans / Service Delivery 
Plans 

 

• Clearly defining safe operating procedures and instructions and ensuring that these 
are known and understood by all the personnel under their control 

 

• Carrying out suitable and sufficient assessments of any risks to health and safety that 
employees may be exposed to whilst at work and in addition, assessing the risks to the 
health and safety of persons not in the employment of the Council, but who may be 
exposed to such risks arising out of or in connection with the Council’s undertaking 

 

• Carrying out regular formal safety inspections of each facility within their remit to 
ensure that all relevant health and safety legislation is being complied with, including 
safe systems of work and safe plant, equipment, fixtures and fittings.  Inspections 
should be recorded and the records retained 

 

• Ensuring that health and safety issues are fully considered when planning new 
systems of work and purchasing new plant and equipment 

 

• Ensuring that there is sufficient health & safety training for their employees and that 
training records are maintained 

 

• Reporting all accidents / incidents / near misses on the electronic accident reporting 
system (known as PRIME) within 3 days of occurrence 

 
NB: Serious accidents and dangerous occurrences should be reported immediately to 
the relevant Senior Health & Safety Adviser in order that a report can be made to the 
HSE via PRIME. 
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3.6      Line Managers and Supervisors  
 
Line Managers are responsible for communicating and ensuring compliance with the 
health and safety management system for all areas, people and activities under their 
control.  They will achieve this by: 

 

• Ensuring that they are familiar with all statutory codes of practice and Council 
requirements and ensure that they operate within them.  Regular checks should be 
undertaken to ensure compliance against actual practices 

 

• Ensuring that all employees under their control know and accept their responsibilities 
as laid out in the Corporate Health and Safety Policy and are trained and equipped in 
order to meet those responsibilities 

 

• Ensuring that all new employees are informed of any hazards present in the work that 
they are to carry out and are fully inducted and trained in how to deal with these 
hazards including being aware of all relevant safety measures that need to be taken 

 

• Ensuring that all relevant work methods, codes of practice etc are known, understood 
and observed and that all relevant risk assessments have been undertaken 

 

• Ensuring that all work is organised to prevent unnecessary risks to employees and to 
any members of the public who may be affected by the work activities 

 

• Providing and maintain plant and systems of work that are, so far as is reasonably 
practicable, safe and without risk to health 

 

• Ensuring that all relevant health & safety inspections are undertaken at the required 
intervals 

 

• Ensuring that high standards of housekeeping are maintained 
. 

• Becoming familiar with PRIME (the electronic accident reporting system) and report 
and investigate all accidents and dangerous occurrences without delay 

 
NOTE: Where an employee raises a concern relating to any health and safety issue, then 
the Council (usually through the Manager or Supervisor) will take all necessary steps to 
investigate the circumstances, implement any corrective measures that may be required 
and inform the employee of the action that has been taken. 

 
 
3.7 Building Managers (including Head Teachers) are responsible for managing and co-

ordinating health and safety issues for the building including: 
 

• Control of asbestos 

• Management of Legionella 

• Fire risk assessments and procedures 

• Supervision of contractors 

• Emergency and contingency planning 

• Provision of first aid facilities 
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• Building Managers should liaise with the Facilities Management Service to ensure that 
building related risk assessments are carried out and any necessary actions such as 
maintenance and repairs are undertaken within reasonable timescales 

 
• Building Managers should ensure that co-ordinated inspections of common areas 

within their premises are undertaken, so that the building and equipment are safe and 
properly maintained 

 
• Building Managers will also ensure that records are kept and employees informed of 

the control measures necessary to minimise the risks to health and safety of the 
building users 

 
 
3.8  The Corporate Health and Safety Manager will: 
 

• Liaise with the Head of HR&OD on health and safety issues 
 

• Prepare the Corporate Health and Safety Policy for approval by the Head of Paid 
Service 

 

• Prepare health and safety guidance notes and documentation which support the 
Corporate Health and Safety Policy 
 

• Provide clear and timely health and safety advice to Council Members, the Head of 
Paid Service, Directors, senior managers and other employees 

 

• Encourage effective links with relevant stakeholders to improve health and safety 
performance 
 

• Monitor the Corporate Health and Safety Policy and is associated guidance notes and 
documentation 

 

• Remain informed of any changes in legislation and best practiced developments 
 

• Via PRIME, maintain a corporate wide register of accidents / incidents and near 
misses and notify the Health and Safety Executive of accidents and dangerous 
occurrences as necessary  

 
 
 
3.9 Corporate Health and Safety Advisers will:  

 

• Be responsible to the Corporate Health & Safety Manager for delivering a professional 
support service to all Council managers and employees 

 

• Provide advice to managers and employees on all matters relating to health safety and 
welfare 

 

• Advise upon and monitor Departmental health and safety procedures for consideration 
at Health and Safety sub Forums and other consultation meetings 
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• Contribute to the preparation of policies / guidance notes and offer advice on 
identifying effective control measures to the services which they support 

 

• Investigate accidents and violent incidents and recommend remedial actions to prevent 
recurrence 

 

• Liaise with and consult with Trade Union Health & Safety Representatives and 
representatives of employee safety 

 
 
 
3.10 Employees – all employees must: 

 

• Comply with all the health & safety rules and regulations relating to their area of 
responsibility 

 

• Take care to ensure that they do not injure themselves or others by their acts or 
omissions including ensuring that they do not put the general public at risk by any work 
that they carry out 

 

• Co-operate with the implementation of the Corporate Health and Safety Policy  by 
acting with due regard for their own health, safety and welfare and that of others who 
may be affected by their acts or omissions 

 

• Ensure that they are fully aware of and understand any safe operating procedures and 
specific job instructions for any work that they may be required to undertake and to use 
only the correct equipment 

 

• Undertake any job instruction and safety training that may be required 
 

• Report any matters, including hazards, which could put themselves or others at serious 
risk to their line manager 

 

• Not interfere with or misuse any equipment provided for health, safety or welfare 
 

• Report accidents / incidents as soon as possible and on PRIME whenever possible 
 

• Co-operate with investigations into health & safety accidents / incidents / near misses 
 

• Assist in the maintenance of good housekeeping standards 
 

• Not damage or misuse any welfare facilities provided 
 

NB: It should be noted that employees who persistently fail to carry out their 
responsibilities for health and safety will be subject to disciplinary action. 

 
 
 
3.11    Contractors, Partner Organisations and Commissioned Services 
 

The Council will work together with partner organisations and other key stakeholders to 
ensure that health and safety is taken into account where joint working takes place. The 
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Council will also ensure that there is proper liaison with external organisations such as 
enforcement and inspection bodies 
 
Where contractors are used to carry out functions on behalf of the Council, they will be 
appropriately selected, vetted where necessary and subsequently monitored to ensure 
their work is in accordance with the Council’s policy on health and safety 

 
The Council as the commissioning authority will ensure that the responsibilities and 
requirements of each ASDV are accounted for as part of the new contractual 
arrangements.  In remaining the corporate landlord, the Council retains a range of 
responsibilities e.g.: a retained schedule of health and safety inspections 

 
 
3.12 Temporary and Agency workers shall, for the purposes of the Council Health and Safety 

Policy, be regarded as employees of the Council.    
 
 
3.13 Trainees and work experience student shall be deemed to be ‘employees’ of the 

Council in accordance with the Health and Safety (Training for Employment) Regulations 
1990  

                                                                                                         
 
3.14 Trade Union Health and Safety Representatives 
 

Trade Union Health and Safety Representatives have the same responsibilities as other 
employees. However, in addition to these responsibilities they also have rights under the 
Safety Representatives and Safety Committees Regulations 1977 and under agreed 
arrangements with the Council are permitted to: 

 

• Carry out health and safety inspections – preferably in conjunction with managers 

• Receive information from the employer regarding matters of health and safety                                                                                                            

• Be involved in the consultation process on health and safety policies and procedures 

• Carry out their own accident investigations 

 

 

4.0 ARRANGEMENTS 
 

Arrangements for implementation of the Corporate Health & Safety Policy include the 
following: 

 
4.1 Corporate Health & Safety Service 
 

The Council is supported by a Corporate Health & Safety Service.  This includes a number 
of trained and competent health and safety practitioners who are able to offer advice on all 
aspects of health and safety including advice on the completion of risk assessments.  
Their roles and responsibilities are outlined in paragraphs 3.8 and 3.9 above. 
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4.2 Occupational Health Unit 
 

The Occupational Health Unit is a shared service which is delivered equally to this Council 
and Cheshire West & Chester.  The Unit is responsible for advising on and assisting with 
work-related health issues and will provide: 

 

• Help in managing sickness absence through medical assessments 

• Advice on rehabilitation / return to work procedures 

• Pre-employment screening 

• Health surveillance and assessments 

• Advice and guidance on work-related health matters 

• Retention of employee health records for a minimum of 40 years 
 
 
4.3 Information, Instruction and Training  
 

The Council will ensure that employees receive sufficient information, instruction and 
training to secure their health and safety.   Each employee will be provided with adequate 
health and safety training: 

 
• On appointment 
• Before being required to carry out new or unfamiliar tasks, especially when required to 

use new equipment, plant or machinery 
• Periodically refreshed to ensure skills, knowledge and competence remain 

 
Specific job-related training will be identified by line manager during performance, review 
and development interviews and it is each employee’s responsibility to participate in 
appropriate training and to incorporate the learning into their workplace 

 
 
4.4 Consultation and Communication 
 

The Council recognises the importance of consulting with employees in health, safety and 
welfare matters and acknowledges the contribution that trade union health and safety 
representatives, representatives of employee safety and the Corporate Health & Safety 
Forum make towards the achievement of high standards of health and safety.  The 
Council will provide reasonable facilities and assistance so that representatives and 
Forums can carry out their health & safety functions. 

 
The Council has an established Corporate Health & Safety Forum, which meets three 
times per year and reviews the health and safety performance of the Council.  The Forum 
comprises representatives from both the employer and employee sides and is chaired by 
the Head of HR&OD.  Further details of the objectives, structure, administrative 
arrangements and managerial issues related to the Forum are given in its constitution. 

 
Trade union health and safety representatives are encouraged to assist in playing an 
informed part in promoting health and safety at work and are required to give managers 
reasonable notice of their intention to carry out inspections, to provide written reports 
following such inspections and to follow the Council’s procedures when disputes over 
health and safety issues arise.  

 
The Corporate Health & Safety Forum Constitution and Guidance on Consultation and 
Communications are available on the Corporate Health & Safety page of CEntranet 
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4.5 Related Health and Safety Issues which are managed by other services: 
 
4.5.1 Facilities Management’s remit includes the management of: 
  

• Access and Egress 

• Asbestos 

• Electricity   

• Fire (Fire documentation has been prepared by the Corporate Health & Safety Service 
and is detailed below.  Management of Fire issues remains with Facilities 
Management) 

• Legionella  

• Lighting 

• Permits to Work 

• Ventilation 

• Washroom and Toilet Facilities 
 

Details are available on Facilities Management page on CEntranet.  The Property East 
contact number (formerly FM Helpdesk) is 01270 686888. 
 

 
 
 
4.5.2 Smoke Free Workplace Policy  
 

 The Smoke Free Workplace Policy is managed by the Workplace Public Health Manager, 
Public Health Service. 
 
Details are available on the Public Health page on CEntranet.   
 

 
 
 
4.6 Monitoring and Auditing of the Corporate Health and Safety Policy 
 

The Council recognises the importance of regular monitoring of the Corporate Health & 
Safety Policy and this will take place through: 

 

• Corporate Health and Safety Forum  

• Departmental Health and Safety sub forums  

• Site visits and inspections 

• Risk management meetings 

• Sickness absence data 

• Annual employees survey 

• Accident / incident data 

• Consultation meetings with the Trade Unions and their Safety Representatives 
 
The Council will ensure that such monitoring is sufficient to ensure policies and 
procedures are effective and meet the requirements of HS(G)65 ‘Effective Health and 
Safety Management’  
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4.7 Policy Review 
 

This policy will be reviewed as a result of: 
 

• Changes in safe working practices 

• Up-dated knowledge of hazards 

• Changes in Council structures 

• Accidents or occupational ill-health issues 

• Enforcing authority action 
   

 
Notwithstanding the above, the policy will be refreshed in by August 2015 so that it runs in 
tandem with the review of the Corporate Health and Safety Policy Statement. 

 
 
 
 
 
 
 
 
5.0 SPECIFIC HEALTH and SAFETY POLICIES 
 

Specific health & safety policies are detailed below.  Supporting procedures and guidance 
notes are available on Corporate Health & Safety pages on CEntranet.  Managers and 
supervisors will be responsible for implementing these policies in all the areas under their 
control.  Elected Members are expected to comply with all relevant policies. 

 

 
INDEX: 
 

1.  Accident and Incident Reporting$$$$$$$$$$$... 14 

2.  Blood, Body Fluids and Blood Borne Viruses$$$$$$. 15 

3.  Bomb Threats and Suspicious Packages$$$$$$$... 15 

4.  Control of Substances Hazardous to Health $$$$$$ 16 

5.  Display Screen Equipment$$$$$$$$$$$$$$ 17 

6.  Driving At Work$$$$$$$$$$$$$$$$$$$ 17 

7.  Drug, Alcohol and Other Substance Misuse$$$$$$.. 18 

8.  Elected Members$$$$$$$$$$$$$$$$$$. 18 

9.  Emergency Procedures$$$$$$$$$$$$$$$.. 18 

10.  Fire $$$$$$$$$$$$$$$$$$$$$$$$ 19 

11.  First Aid$$$$$$$$$$$$$$$$$$$$$$. 20 

12.  Flammable Liquids$$$$$$$$$$$$$$$$$.. 20 

13.  Hand Arm Vibration$$$$$$$$$$$$$$$$$. 21 

14.  Housekeeping$$$$$$$$$$$$$$$$$$$.. 21 
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15.  Lone Working$$$$$$$$$$$$$$$$$$$.. 22 

16.  Machinery Safety$$$$$$$$$$$$$$$$$$. 22 

17.  Manual Handling$$$$$$$$$$$$$$$$$$.. 23 

18.  New and Expectant Mothers$$$$$$$$$$$$$. 23 

19.  Noise$$$$$$$$$$$$$$$$$$$$$$$. 24 

20.  Personal Emergency Evacuation$$.$$$$$$$$$. 24 

21.  Personal Protective Equipment$$$$$$$$$$$$. 25 

22.  Plant and Equipment$$$$$$$$$$$$$$$$.. 25 

23.  Pressure Systems$$$$$$$$$$$$$$$$$$ 26 

24.  Risk Assessment$$$$$$$$$$$$$$$$$$. 26 

25.  Statutory Inspections$$$$$$$$$$$$$$$$.. 27 

26.  Stress$$$$$$$$$$$$$$$$$$$$$$$ 27 

27.  Temporary and Casual Staff$$$$$$$$$$$$$. 28 

28.  Training and Information$$$$$$$$$$$$$$$ 28 

29.  Violence and Aggression $$$$$$$$$$$$$$.. 29 

30.  Visitors $$$$$$$$$$$$$$$$$$$..$$$ 29 

31.  Waste Disposal$$$$$$$$$$$$$$$$$$$. 30 

32.  Working at Height$$$$$$$$$$$$$$$$$$. 30 

33.  Work Related Upper Limb Disorders$$$$$$$$$$ 31 

34.  Young Persons$$$$$$$$$$$$$$$$$$$. 31 

  
 
 
 
5.1 ACCIDENT and INCIDENT REPORTING    
 

The Council demonstrates its commitment to accident and incident reporting through 
provision of access to an electronic accident / incident reporting system, known as 
PRIME.  This system must be used to record all accidents, incidents (including acts of 
non-consensual violence), dangerous occurrences and near misses involving employees, 
members of the public, visitors and contractors - where accidents occur as a result of 
activities undertaken by Council employees in the course of their employment.   

 
The Corporate Health and Safety Team is responsible for reporting accidents which are 
notifiable to the HSE under RIDDOR* Regulations. This will be done via PRIME. 
*Reporting of Injuries, Diseases and Dangerous Occurrences Regulations. 

 
The Chief Operating Officer, Directors and Heads of Corporate Services are responsible 
for investigating all accidents, incidents, dangerous occurrences and near misses within 
their areas of remit, in order to identify the cause and the appropriate steps needed to 
prevent a recurrence.   In the event of a serious accident / incident or near miss, the 
manager or supervisor must ensure that the scene remains undisturbed (other than as far 
as is necessary to assist any casualties) until a Corporate Health & Safety Advisor (and 
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where relevant a Health and Safety Executive Inspector) has visited and completed their 
investigations. 

 
An Accidents and Incidents Reporting and Investigation Guidance Note is available on the 
Corporate Health & Safety page of CEntranet 

 
 
 
5.2 BLOOD, BODY FLUIDS and BLOOD BORNE VIRUSES 
 

Blood-borne viruses (BBVs) are viruses that some people carry in their blood and which 
may cause severe disease in certain people with few or no symptoms in others. The virus 
can spread to another person, whether the carrier of the virus is ill or not.  The main BBVs 
of concern are Hepatitis B virus (HBV), Hepatitis C virus and Hepatitis D virus, which all 
cause hepatitis (a disease of the liver) and Human Immunodeficiency Virus (HIV) which 
causes Acquired Immune Deficiency Syndrome (AIDS) - which affects the immune system 
of the body. 

 
Although these viruses can also be found in body fluids other than blood, the risk of 
infection by blood or body fluids is low for the majority of occupations, as direct contact 
with blood or body fluids does not occur regularly.  The nature of the exposure is of crucial 
importance when deciding on the likelihood of infection occurring and not all exposures 
will result in infection.  BBVs are mainly transmitted by direct exposure to infected blood or 
other body fluids contaminated with infected blood.  They may also be transmitted 
sexually.   
 
In the workplace, exposure can happen through accidental contamination with infected 
blood or body fluids by a sharp instrument, such as a needle or broken glass.  Infection 
may also spread if open wounds, skin abrasions, patches of eczema or the eyes (via 
splashes) become exposed to infected blood or body fluids 
 

The Council acknowledges its commitment to managing any issues of BBV within its 
workplaces, with managers being responsible for consulting their employees and safety 
representatives on the risks identified for working with BBVs and the measures needed to 
prevent or control these risks.  This should be documented as a risk assessment. 
 
A Prevention and Management of Occupational Exposure to Blood, Body Fluids & Blood-
Borne Viruses Guidance Note is available on the Corporate Health & Safety page of 
CEntranet 

 
 
 
5.3 BOMB THREATS and SUSPICIOUS PACKAGES 

 
The Council has procedures and arrangements in place for dealing with bomb threats and 
the receipt of suspicious letters or packages.   

 
As soon as it is clear that a caller is making a bomb threat, the recipient should let the 
caller finish the message without interruption.  While the caller talks, record the message 
exactly and also listen for clues - be calm – listen carefully – report exactly.  The senior 
site manager will decide what action is required and will co-ordinate the evacuation of the 
building if this is necessary.   
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As well as being aware of the possibility of bombs, employees should also note that 
individuals or organisations linked to extreme political group may send biological agents 
such as anthrax through the post as an alternative means of terrorist attack.  The 
procedures for dealing with these types of letter or package are the same as those for 
suspect letters or packages.  Any suspicious letter received or suspect package 
discovered in the building must not be handled.  The senior site manager must be notified 
immediately.  If a letter or package is opened or otherwise breached then the Emergency 
Planning Unit should be contacted in addition to a Senior Officer. 
 
A Dealing with Bomb Threats and Suspicious Packages Guidance Note is available on the 
Corporate Health & Safety page of CEntranet 

 
 
 
5.4 CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH 
 

The Council will ensure that all reasonable steps are taken to either prevent the exposure 
of employees to hazardous substances or to control the level of exposure so that it 
remains within statutory limits.  
 
This will be achieved by designing and operating processes and activities to minimise 
emission, release and spread of substances hazardous to health and when developing 
control measures, considering all relevant routes of exposure i.e.: inhalation, skin 
absorption and ingestion.  The most effective and reliable control options will be selected 
which minimise the escape and spread of hazardous substances and where adequate 
control of exposure cannot be achieved by other means, suitable personal protective 
equipment will be provided. The introduction of control measures must not increase the 
overall risk to health and safety. 
 
When exposure to a hazardous substance is unavoidable as it cannot be replaced with 
another substance or process which either eliminates or reduces the risk to health, then 
exposure will be controlled by engineering means where practicable. Where these cannot 
be used, then appropriate PPE will be provided free of charge following consultation with 
employees or their representatives. 
 
All employees will be provided with appropriate information and training on the nature and 
correct use of the hazardous substances with which they are working and will be informed 
of the results of any monitoring or health surveillance that is undertaken.   Information on 
any hazardous substances used in the workplace is provided to others who may be 
affected - such as contractors and visitors. 

 

Managers will ensure that an inventory of all the substances hazardous to health for each 

site / area of activity is maintained along with the appropriate hazard information.  

Competent persons will be appointed to carry out risk assessments of the potential 

exposure of persons to hazardous substances and to advise on any control measures that 
may be required where elimination or substitution of the hazardous substance is not 
possible. Assessments will be reviewed on a regular basis e.g. every two years or more 

frequently where this is deemed to be necessary.  Where a risk assessment indicates that 
health surveillance is required then the manager / supervisor will arrange a programme 
with the Occupational Health Unit. Employee health records containing HSE approved 
details will be kept for a period of 40 years from the date of the last entry by the 
Occupational Health Unit.  
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A Control of Substances Hazardous to Health Guidance Note is available on the 
Corporate Health & Safety page of CEntranet 

 
 
 
5.5 DISPLAY SCREEN EQUIPMENT 
 

The Council acknowledges that health and safety hazards may arise from the use of 
display screen equipment (DSE) although in general, this equipment can be used without 
undue risks to health arising.   To ensure that employees gain a full understanding of the 
issues involved, the Council will endeavour to provide them with the appropriate 
information and training.   
 
All DSE users will be asked to ensure that they carry out a regular self assessment of 
each workstation which they regularly use and all necessary measures will be taken by 
their manager to remedy any risks that are identified.  Employees will be advised of the 
arrangements for eye and eyesight testing and of the procedure for reimbursement of 
costs against the purchase of basic special corrective appliances (usually spectacles) 
where these are required specifically for display screen equipment work.  These 
arrangements also extend to persons who are not in direct Council employment - such as 
temporary staff. 

 
A Display Screen Equipment Guidance Note and Eye Sight Tests for DSE Users guidance 
are available on the Corporate Health & Safety page of CEntranet 
 

 
 
5.6 DRIVING AT WORK 
 

The Council is responsible for ensuring the safety of all employees whose job involves the 
transportation of goods, animals (e.g. dog wardens) or people (e.g. Social Services 
minibuses and school buses) and who are required to drive as part of their employment.   
 
To meet this requirement, managers will ensure that suitable and sufficient risk 
assessments are produced and that all employees who drive on Council business are 
competent and have met the required statutory provisions with regard to fitness.   Any 
necessary training will be provided in order to reduce driving related occupational risks 
and all vehicles provided by the Council should be suitable for the purpose for which they 
are to be used. Managers should monitor that vehicles are suitably taxed, insured and 
carry a current MOT when employees provide vehicles themselves. Supplementing this, 
all reasonably practicable measures will be taken to develop and maintain a culture of risk 
awareness in all drivers, so that no employee driving on Council business will feel 
encouraged to drive in a manner that may increase the risks to themselves and other road 
users.  
 
Further guidance is available regarding vehicles, vehicle maintenance, safe working 
hours, lone working, driver training, mobile phones, hazards to be considered in risk 
assessments and daily vehicle checks.  
 
A Driving at Work Guidance Note is available on the Corporate Health & Safety page of 
CEntranet 
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5.7 DRUG, ALCOHOL and OTHER SUBSTANCE MISUSE  

The Council is committed to ensuring that the use of any substances by anyone on its 
premises, does not impair the safe and efficient running of the organisation or put at risk 
the health, safety or welfare of its employees, clients, pupils, service users, contractors, 
visitors or the general public.  This also applies to use within vehicles and on all occasions 
when the employee is away from home on Council business.   

Included in the term ‘substances’ are alcoholic drinks, controlled substances (any 
substance which is listed under the Misuse of Drugs Act 1971, which also includes 
solvents), prescribed drugs (those drugs that are lawfully obtained over the counter in any 
pharmacy or retail outlet which have been prescribed by a doctor or other medical 
practitioner) and purchased medication (drugs which are purchased over the counter in 
any pharmacy or retail outlet). 

No employee,  Elected Member, client, pupil, service user, contractor, visitor or member of 
the general public shall consume, smoke, inject or inhale any illicit / controlled substance 
(including solvents) during work time / school time or whilst working in or visiting any 
Council premises.  The disciplinary procedure may be triggered if this policy is 
contravened. 
 
Employees should not normally drink alcohol during working hours (exceptional cases 
may include Christmas Parties or similar) and Elected Members must also comply with 
this when attending their business meetings – either on Council premises or when 
undertaking surgeries with constituents.  Similarly, all employees who are essential car 
users, regular car users, employees who are employed to drive and all employees driving 
during work hours, should not drink alcohol during work hours and in other relevant 
situations - for example school staff during educational visits. This also applies to Elected 
Members driving their cars for Council business.  The disciplinary procedure may be 
triggered if this policy is contravened. 
 
A Drugs, Alcohol and Other Substance Misuse Guidance Note is available on the 
Corporate Health & Safety page of CEntranet 

 
 
5.8 ELECTED MEMBERS  

 
The Council acknowledges that one of the most important roles of an Elected Member is 
to keep in touch with his / her local community. 
 
The arrangements for personal safety, which each Elected Member should make when 
fulfilling this role, will vary according to local circumstances and Elected Members will 
decide themselves how to be accessible to their local constituents.  Examples of safety 
procedures for Elected Members to follow when undertaking constituency business, is 
available to reference.  

 
A Personal Safety for Elected Members Guidance Note is provided on the Corporate 
Health & Safety page of CEntranet 

 
 
5.9 EMERGENCY PROCEDURES 
 

Whilst the Council fully intends to ensure that any risks arising from work activities are 
eliminated or reduced to a minimum, it cannot be assumed that a major incident will never 
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occur.  The likelihood of such an incident occurring is remote, provided that all risks are 
adequately controlled. However, as the consequences of such an event are likely to be 
extremely serious, the Council is committed to taking measures to ensure that there are 
emergency procedures in place to minimise the risks of injury and damage should such an 
event occur.   
 
The Council will endeavour to provide the required information and training to all 
employees and, when required, to contractors and visitors.   

 
Where necessary, liaison with the emergency services will take place in order to confirm 
these arrangements.  The procedures to be followed by employees in the event of an 
emergency situation will include raising the alarm, safely using a means of escape, 
reporting to assembly points and safe havens, summoning the emergency services and 
evacuating disabled persons 
 
Written emergency procedures will be displayed in all Council buildings and will include 
details of the responsibilities of appointed persons.  Arrangements will cover night and 
shift working, weekend working and closures for holidays.  Evacuation exercises, testing 
and checking of emergency equipment, and the inspection of means of escape will be 
undertaken at regular intervals and all access routes for the emergency services and all 
escape routes will be kept clear at all times.  Floor plans will be drawn up of premises 
belonging to the Council which contain details of any hazards present on the site e.g. 
chemical stores, gas cylinders etc.  Emergency plans will be updated at regular intervals 
and training in emergency procedures will be provided to employees as necessary - 
including for those with specific responsibilities 

 
A Dealing with Emergencies Guidance Note and a Personal Emergency Evacuation Plan 
(PEEP) – see also section 21 - are available on the Corporate Health & Safety page of 
CEntranet  

 
 
 

5.10 FIRE  
 
The Council will, so far as is reasonably practicable, ensure that measures are taken to 
minimise the chances of fire breaking out in the premises under its control. As there is 
always a possibility of fire, regardless of how many controls are in place, the Council will 
implement systems to deal with this eventuality and these will be monitored on a regular 
basis to ensure that they are adequate.  Systems will include regular fire evacuation 
exercises, inspections of the means of escape, and regular maintenance of the fire 
warning systems and fire fighting equipment.  Facilities Management Officers are 
responsible for completing fire risk assessments of corporate buildings, as are service 
managers / building managers / Head Teachers for all other buildings. 
 
 
The Council will ensure that there are evacuation procedures in place for each of its sites, 
so that in the event of an emergency (e.g.: fire), the buildings concerned may be 
evacuated safely and efficiently.  Employees will be given appropriate instruction in basic 
fire prevention measures and evacuation procedures.  Employees involved in any 
processes or activities that may give rise to specific fire hazards, will be given training in 
how to deal with these in order to prevent fire occurring 
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A Fire Prevention Policy, Fire Safety Guidance Note and Fire Safety Inspection Checklist 
are available on the on the Corporate Health & Safety page of CEntranet 

 
 
 
 
5.11 FIRST AID  

 
The Council will endeavour to provide sufficient numbers of first aid personnel to deal with 
any accidents or injuries that may occur.  Information and training on first aid will be 
provided to employees to ensure that both statutory requirements and the needs of the 
organisation are met.  Corporate Safety Advisers are responsible for undertaking a first 
aid risk assessment of each of the four corporate buildings (Westfields, Macclesfield Town 
Hall, Delamere House and Crewe Municipal Buildings).  Building / Service Managers are 
responsible for completing first aid risk assessments of all other buildings and of all 
hazardous activities or environments which their staff encounter. 

 
Notices will be displayed in all workplaces giving details of the location of first aid 
equipment and the names and locations of the personnel concerned.   First aid boxes are 
provided at various locations within the workplace to ensure that there are adequate first 
aid supplies for the nature of the hazards involved.  All boxes will contain at least the 
minimum supplies as specified in the Health & Safety (First Aid) Regulations.  It is the 
responsibility of the first aider to whom the box has been allocated or, where there is no 
first aider allocated to a box, the manager/supervisor of the area concerned, to ensure that 
the box is always kept fully stocked and ready for use.   
 
Managers are responsible for providing portable first aid kits for employees who are 
required to work away from the normal workplace in areas or environments where access 
to facilities may be restricted or absent. 
 
First aid recovery rooms are provided in the four corporate Council buildings.  These 
rooms are intended for use by first aiders when administering treatment.  All employees 
must be made aware of the location of the nearest first aid room to where they work and it 
should be noted that this room must only be used for the provision of first aid during or 
after illness, or by pregnant and nursing mothers.  The location and size of a first aid room 
should allow for a stretcher, wheelchair or carrying chair to be used safely and easily. 
 
A First Aid Guidance Note is available on the Corporate Health & Safety page of 
CEntranet 

 
 
 
5.12 FLAMMABLE LIQUIDS 

 
The Council will take all reasonable measures to ensure the health and safety of 
employees who work with flammable liquids.  Whilst it is acknowledged that the use of 
flammable liquids may give rise to health and safety hazards, it is the intention of the 
Council to ensure that any risks are reduced to a minimum.   
 
Risk assessments should be undertaken of all work activities involving flammable liquids 
and so far as is reasonably practicable, measures must be taken to reduce any risks 
identified by the risk assessment.  Storage and transport vessels should be appropriate 
and adequate and suitable fire fighting equipment must be provided.   
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Employees who work with flammable liquids will be advised of the risks to health and 
safety that may arise and when an employee identifies a problem in the use, handling or 
storage of flammable liquids then they must inform a responsible person (usually their 
manager or supervisor) immediately.   
 
A Flammable Liquids Guidance Note is available on the on the Corporate Health & Safety 
page of CEntranet 

 
 
 
5.13 HAND ARM VIBRATION 
 

In meeting its requirements under the Control of Vibration at Work Regulations, the 
Council will protect employees and other persons who may be affected by work carried 
out that may expose them to vibration.  Risks to health created by vibration exposure at 
work will be assessed along with the elimination or control of exposure to vibration, the 
provision of a health surveillance programme where necessary and provision of 
information, instruction and training to all relevant employees. 
 
Hand Arm Vibration is vibration transmitted from work processes into workers’ hands and 
arms.  It can be caused by operating hand-held power tools (e.g.: road breakers) and 
hand guided equipment (e.g.: powered lawn mowers) as well as by holding materials 
being processed by machines such as pedestal grinders.   
 
Hand-Arm Vibration Syndrome (HAVS) is the generic term used to describe a variety of 
injuries to the hands and arms caused through excessive exposure to vibrating tools and 
equipment. The risk depends on the magnitude of the vibration and how long an individual 
is exposed to it. Other aspects that can have an effect are the grip, push and other forces 
used to guide and apply vibrating tools or equipment, the pattern of exposure, how much 
of the hand is exposed to the vibration, temperature, smoking and individual susceptibility.  
 
A Hand Arm Vibration Guidance Note is available on the Corporate Health & Safety page 
of CEntranet 

 
 
 
5.14 HOUSEKEEPING 

 
The Council recognises the need for adequate standards of house keeping to be 
maintained at all times.  Poor standards of housekeeping can be an indication of poor 
organisation and of generally low standards being applied within the workplace.  The 
resulting accumulation of materials and obstructions within the workplace can also create 
unnecessary fire hazards. 

 
Inadequate working practices which can contribute to poor housekeeping include 
untidiness, lack of thought and consideration by the individual and ignoring rules and 
procedures.  Articles should not be left in walkways or on the floor but stored in 
designated areas and the working area should be regularly checked to ensure that 
adequate standards of housekeeping are being maintained.   
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Workplace inspections will be carried out on a regular basis by service managers in order 
to identify areas where improvements should be made.  Remedial action will then be 
taken to rectify any deficiencies found. 
 
A Housekeeping Guidance Note is available on the Corporate Health & Safety page of 
CEntranet 

 
 

 
5.15 LONE WORKING 
 

Lone working, including when team members are working out of sight of each other, 
should be avoided whenever reasonably practicable.  However, often this is not possible – 
for example where employees are required to work outdoors or at locations away from 
their normal base.  On these occasions, the Council will ensure that, so far as is 
reasonably practicable, all steps are taken to secure their health and safety.  To meet this 
requirement, Managers must ensure that suitable written risk assessments are prepared 
which identify specific hazards of their employees' lone working activities that have not 
been identified in the general risk assessment.  In certain circumstances, lone working 
procedures may also apply to team members who are working out of sight of each other. 
 
Employees have a duty to comply with safe systems of work and standard operating 
procedures and to comply with the requirements that have been identified by a risk 
assessment as being necessary for the safe performance of the activities being 
undertaken.  In situations where, due to the particular nature of the location, the agreed 
methods of working cannot be adhered to, then the employee should report back to their 
manager / supervisor and a specific system of work should be drawn up before the work 
starts. 

 
All Lone Workers must be adequately trained and provided with any necessary equipment 
as identified by the risk assessment e.g. fully charged mobile phones, personal attack 
alarms, personal protective equipment (such as hi-visibility jacket, outdoor clothing) etc.   
Any other relevant personal protective equipment (PPE) must also be provided, subject to 
the outcome of the risk assessment.  

 
A Lone Working Guidance Note is available on the Corporate Health & Safety page of 
CEntranet 
 

 
5.16 MACHINERY SAFETY 

 
The Council will take all reasonable measures to ensure the safety of employees who 
work with / on machinery and of those who may be affected by machinery e.g. by being in 
the vicinity of the machinery when it is in operation.  New machinery will only be 
purchased following liaison with the suppliers to ensure that it is designed and supplied to 
work in a safe manner in its intended environment. 

 
The operation of the machinery itself will be risk assessed and should include the controls 
of the machine, the visibility of operating parts where this is essential for the efficient and 
safe use of the machine and the accessibility of any parts that need to be adjusted or 
changed.  Consideration will be given to how the machine affects its environment 
including the layout of the machine and any barriers that are needed to prevent visitors 
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from coming into the danger zone.  All guards, isolation procedures and emergency 
procedures will also be assessed.   
 
A Control of Substances Hazardous to Health (COSHH) assessment will be undertaken of 
any chemicals that are involved in the use of the machine or are required for its 
maintenance or cleaning and the methods used to make adjustments or to carry out tool 
changes on the machine will also be assessed and measures put into place to ensure that 
tools can be carried safely.  

 
A Provision and Use of Work Equipment Regulations (PUWER) Guidance Note, 
Assessment Form and a Control of Substances Hazardous to Health Guidance Note are 
available on the Corporate Health & Safety page of CEntranet 

 
 
 

5.17 MANUAL HANDLING 
 

Manual handling activities are common causes of absence through injury in the 
workplace.  The injuries that result can have long term effects on the individual concerned.  
The Council will ensure, so far as is reasonably practicable, that risks are reduced by 
eliminating or reducing the need for manual handling activities.  Where these cannot be 
removed, then guidance will be provided on the measures that should be taken to ensure 
safe lifting and carrying and where appropriate, equipment such as sack trucks or trolleys 
will be provided in order to reduce the need for lifting and carrying. 
 
Tasks which require significant manual handling will be identified and assessed.  Risks 
that are identified will be reduced to the lowest level reasonably practicable.  Factors 
which should be considered during the assessment include the task, individual, load, 
environment and any other factors – e.g.: the need for personal protective equipment, 
whether the employee is being distracted whilst undertaking manual handling tasks – 
thereby resulting in loss of concentration, etc. 

 
A Manual Handling Guidance Note is available on the Corporate Health & Safety page of 
CEntranet 

 
 
 
 

5.18 NEW and EXPECTANT MOTHERS  
 

The Council acknowledges that it has a duty to assess the workplace for risks to new and 
expectant mothers and to take practical action to control those risks.  Risks can affect an 
unborn child, or child of a woman who is still breastfeeding, as well as the mother herself.  
Where risks cannot be avoided, it may be necessary to make changes to the working 
conditions or working hours, or to offer suitable alternative work.  The Council also has a 
legal duty to provide suitable rest facilities for employees who are pregnant or 
breastfeeding.   
 
When an employee informs her line manager that she is a new or expectant mother, the 
line manager should ensure that a risk assessment is undertaken as soon as possible with 
the employee.  Following the findings of an initial assessment of the new or expectant 
mother, the line manager should make any necessary changes to eliminate or reduce the 
risks identified. 
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A New and Expectant Mothers Guidance Note is available on the Corporate Health & 
Safety page of CEntranet 

 
 
 

5.19 NOISE 
 

The Council is committed to taking all reasonable steps to ensure that the risk of hearing 
damage to employees who work with noisy equipment or in a noisy environment is 
reduced to a minimum. The Council recognises that noise levels below those which cause 
hearing damage, in offices for example, can still cause problems such as disturbance, 
interference with communication and stress and will take all reasonable steps to reduce 
noise levels as far as possible. 
 
Noise surveys and assessments of exposure to noise, will be carried out in areas where 
there are noisy processes or equipment being used and where the noise levels are likely 
to be at or above either the first action level.  All assessments and surveys will be 
recorded and repeated as necessary (e.g. when there are changes in work practices or in 
the equipment used, which could cause alterations in the levels of noise to which 
employees could be exposed) and will be used as the basis from which any remedial 
actions deemed to be necessary are determined.   
 
Measures will be implemented to reduce the levels of noise that employees are exposed 
to by means other than the use of personal protective equipment.  This will include making 
sure that exposure times are reduced to prevent employees being exposed to levels of 
greater than 85dB(A) for 8 hours.  The use of ear protectors will be regarded as a last 
resort measure.  Where necessary (e.g. where the results of assessments of exposure to 
noise show that personal protective measures are required) suitable and effective ear 
protection will be provided for employees who work in environments where there are high 
noise levels. 
 
Employees who may be exposed to high levels of noise will be provided with adequate 
information, instruction and training on the harmful effects of high noise levels and on the 
measures that they need to take to avoid damage to their hearing or other deleterious 
effects 

 
A Control of Noise at Work Guidance Note is available on the Corporate Health & Safety 
page of CEntranet 

 
 
 
5.20 PERSONAL EMERGENCY EVACUATION  
 

The Council has a legal responsibility to ensure that all employees can safely exit a 
building including during an emergency situation.  This includes disabled people - and the 
use of a Personal Emergency Evacuation Plan (PEEP) will facilitate this procedure.  The 
Fire Brigade should not be relied upon to form part of the Council’s emergency evacuation 
plan – however they will attempt to rescue persons trapped in a building during an 
emergency situation. 
 
The PEEP details the arrangements required to facilitate the employee's safe evacuation 
from an identified building during an emergency and is prepared between the Line 



 

 25 

Manager and any disabled employee or any employee who, while not identifying 
themselves as disabled, does identify difficulties in evacuating the building in an 
emergency situation.  Employees who regularly visit different buildings may require a 
PEEP for each building.  
 
Arrangements necessary may include identifying how the employee becomes aware that 
the alarm is sounding, how they should evacuate the building, whether they require a 
nominated 'buddy' to aid them, what other types of assistance they may need, the route 
they need to take to safely leave the building and whether they need to communicate with 
the Evacuation Controller (and if so, how they do this). 
 
A PEEP Guidance Note is available on the Corporate Health & Safety page of CEntranet 

 
 
 
5.21 PERSONAL PROTECTIVE EQUIPMENT 

 
In situations where the risk presented by a work activity cannot be controlled by other 
means, the Council will provide the necessary personal protective equipment (PPE) – 
however this is only to be used as a last resort.  It is the intention of the Council that 
through the correct use of this type of equipment the risks presented will be reduced to a 
minimum.   
 
All reasonable steps will be taken by the Council to ensure the health and safety of 
employees who work with PPE and, whilst it is generally acknowledged that the use of 
PPE can be undertaken without causing undue risks to health, information and training will 
be given to employees to enable them to have a clearer understanding of the issues 
involved and so allay any concerns that they may have. 

 
A risk assessment will be undertaken of the PPE that is proposed for use in the work 
environment, in order to determine its suitability for the tasks to be undertaken.  Where 
risks are identified as a result of the risk assessment, then measures which are required to 
control those risks will be implemented.  The assessment will be reviewed as and when 
circumstances change – which could mean e.g. a change in the substances used or in the 

methods of work employed.  PPE must be inspected regularly and maintained according 

to the manufacturers instructions 
 
A Personal Protective Equipment Guidance Note is available on the Corporate Health & 
Safety page of Centranet  
 

 
  

5.22 PLANT and EQUIPMENT 
 

The Council will take all reasonable steps to ensure the safety of employees who maintain 
machinery as well as the safety of any persons who may be affected by maintenance 
work. The Council will liaise with the suppliers of all new machinery in order to establish 
the correct methods to be employed for the safe maintenance of the machines purchased. 
 
The service manager will prepare a risk assessment which includes how the machinery 
should be isolated, maintenance of the machinery including any anticipated problems 
such as the moving of heavy parts and any risk of parts falling, how the maintenance of 
the machine affects the environment and the hazards that arise when guards have been 
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removed.  Any personal protective equipment that might be necessary to carry out work 
safely will be provided. 
 
The Council will provide sufficient information, instruction and training to ensure the health 
and safety of all maintenance staff and any others who may be affected by maintenance 
of the machinery concerned.  Managers responsible for supervising the maintenance of 
machinery will also be appropriately trained. 

 
A Provision and Use of Work Equipment Regulations (PUWER) Guidance Note and 
Assessment Form and Guidance Notes for Hand Tools and Ladders are available on the 
corporate health & safety page of CEntranet 

 
 

 
5.23 PRESSURE SYSTEMS 

 
The Council will ensure, so far as is reasonably practicable, that all pressure systems 
used or owned are safe.  The repair, maintenance and modification of pressure systems 
will be managed so as to prevent danger – with relevant information will be made 
available to employees and recorded. 
 
The safe operating limits of all pressure systems will be established, recorded and visibly 
marked and each system will be periodically examined under a written scheme of 
examination, with the examination being undertaken by a competent person.   

 
Operating and maintenance duties will be undertaken and relevant instructions given to 
operators.  Each relevant service manager will provide a written implementation procedure 
for within their area of responsibility. 

 
The Council will ensure that sufficient information, instruction and training are given to all 
employees involved in the operation, maintenance and examination pf pressure systems.  
This will include temporary staff and contractors where applicable.  

 
 
5.24 RISK ASSESSMENT 
 

The Council will take all reasonable steps to ensure that suitable and sufficient 
assessments are carried out of all risks to the health and safety of employees and others, 
arising at or from a work activity, environment or location. Risk assessments will give 
details of the range of hazards associated with working operations along with any 
remedial actions deemed to be necessary.  All reasonably practical measures will be 
taken to reduce any risks identified to an acceptable level. 

 
Risk assessments can be generic for a particular activity or individual to cover a specific 
situation. Where significant risks are identified, the results of the risk assessments will be 
recorded on the standard risk assessment template (available on the Corporate Health & 
Safety page of CEntranet).  It requires that risks are categorised as being high, medium or 
low, thereby  enabling the manager to prioritise any remedial actions required and to deal 
with the high-risk areas first. 
 
Employees who actually carry out the tasks being assessed should be consulted, as they 
can often highlight aspects of the task that may not be immediately apparent by merely 
observing the work being carried out.  Following the risk assessment preparation, 
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managers will ensure that the implementation of any remedial actions deemed to be 
necessary is monitored and that progress is regularly reviewed.  

 
There may be occasions where external personnel need to be informed of the hazards 
that they may encounter in the workplace before they commence work with the Council.  
Managers should ensure that there are arrangements in place to enable this information to 
be relayed to these individuals.  Arrangements will also be put into place to facilitate 
liaison with other organisations with which the Council shares premises to ensure that, 
where necessary, a co-operative response can be achieved in response to any hazards 
that may arise. 

 
A Risk Assessment Guidance Note is available on the Corporate Health & Safety page of 
CEntranet 

 
 
 
 

5.25 STATUTORY INSPECTIONS 
 

The Council will ensure that all regular examinations and tests that are required by law are 
carried out for relevant equipment and that inspections are undertaken by a competent 
person.  Managers are responsible for checking that all statutory inspections have been 
carried out as necessary.  Where there does not appear to be a record of a statutory 
inspection having being undertaken, then the item of equipment should be taken out of 
service and arrangements made for the inspection to be undertaken as soon as possible. 

 
The Council will ensure that any information and training is provided to ensure that 
examinations do not present a risk to the safety of the examiner, employees or other 
persons.  All statutory tests and examinations that are required, will be undertaken before 
the equipment concerned is put into use and all items of equipment requiring statutory 
inspection will be listed with details being provided of the inspection intervals.  For each 
specific work area, a person will be nominated as responsible for checking that all 
statutory inspections are carried out and that records of the inspections are retained.   
 
After the inspection and following the issue of the report, all defects listed in the report will 
be rectified and all significant defects requiring notification to the HSE will be dealt with 
immediately.  All records of inspections will be retained with a record of the inspection 
made in the general Insurance register. 

 
A Statutory Inspections Guidance Note is available on the Corporate Health & Safety page 
of CEntranet 

 
 
 

5.26 STRESS 
 

In protecting the health, safety and welfare of employees, the Council will seek to identify 
and reduce workplace stressors by identifying and including them when necessary in a 
risk assessment.  Where appropriate, specific stress risk assessments will be undertaken 
to eliminate stress or control the risks from stress.  These are available in two formats on 
the Corporate Health & Safety page of CEntranet - i.e.: an individual stress risk 
assessment proforma and a departmental stress risk assessment proforma.  All risk 
assessments must be reviewed regularly. 
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Training via the Occupational Health Unit will be provided for all managers and 
supervisory staff in good stress management practices.  Confidential counselling for 
employees affected by stress caused by either work or external factors is available via the 

Employee Assistance Programme (0800 141 2784) and managers will be provided with 
adequate resources to enable them to implement the recommendations of any stress risk 
assessment conducted in line with the Council’s stress management strategy. 
 
A Stress Management Guidance Note and Risk Assessment Proformas are available on 
the Corporate Health & Safety page of CEntranet 

 
 
 
5.27 TEMPORARY, AGENCY and CASUAL STAFF 

 
The Council will take all measures necessary to ensure the health and safety of any 
temporary, agency and casual staff.   Temporary and Agency staff will be advised about 
any relevant hazards to health and safety that have been identified by a risk assessment 
of their workplace, any preventative measures to be taken, the identity of the competent 
person taking charge during an emergency, any health surveillance that statutory 
provisions will require to be provided to the temporary worker and any risks notified to the 
company arising from a shared workplace.  The same level of personal protective 
equipment will be provided to temporary and agency staff as that available to permanent 
employees. 
 
Casual Employees should not be exposed to risks to their health and safety and the 
Council should provide instructions and information relating to any risks to a persons 
health and safety that arise out of the Council’s undertaking. 
 
A Temporary / Agency and Casual Employee Policy is available on the Human Resources 
page of CEntranet  

 
 
 
5.28 TRAINING and INFORMATION 

 
Health and safety information will be provided to employees during induction training, 
through attendance at formal training courses covering general health and safety and 
courses covering specific job topics e.g. manual handling.  Details of health and safety 
courses available can be found on the Corporate Training Programme on CEntranet and 
via Oracle.  Supplementing these are various e-learning modules available on the 
Learning Lounge.   
 
Health and safety training needs will be identified by service managers during employee 
appraisal / supervision sessions and managers must ensure that appropriate training is 
delivered as required.   
 
Information is available through publications such as policy documents, manuals, leaflets, 
and pocket cards and by accessing CEntranet for the Corporate Health & Safety page   
                                           
The Corporate Training Programme and a link to the Learning Lounge can be accessed 
via the Organisational Development CEntranet page. 
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5.29 VIOLENCE & AGGRESSION 
 

The Council is committed to ensuring the health, safety and welfare of its employees and 
does not tolerate verbal or physical abuse, aggression or the threat of violence towards 
employees, which may arise as a result of work activity.  
 
A risk assessment will be undertaken by the service manager, to identify and reduce risks 
to employees who work in potentially violent situations and to ensure that appropriate 
control measures are implemented.  Some incidents arise from potentially violent or 
aggressive behaviour from customers / service users / aggressive dogs and dangerous 
pets.  Any violent incidents will be investigated and recorded on PRIME as soon as 
possible to prevent, as far as is reasonably practicable, continued or similar incidents from 
occurring.    
 
When a PRIME report relating to violence and aggression is received, it is assessed and if 
appropriate entered on to the Corporate Staff Safety Register (CSSR).  Service area 
Specific Points of Contact (SPOCs) will update their teams about new additions to the 
register and may add details to their own databases for reference.  Each entry on the 
CSSR is reviewed regularly (at least every 12 months).   
 
Harm and distress which can arise from a violent incident is recognised and appropriate 
support will be made available via the Occupational Unit to deal with the negative effects 
of the incident. If an assault results in injury to a member of staff or hospital attention for a 
member of the public, then a RIDDOR report will be made to the HSE. 
 
 
A Dealing with Violence and Aggression Guidance Note and a Corporate Staff Safety 
Register Guidance Note are available on the Corporate Health & Safety page of 
CEntranet 

 
 

 
5.30 VISITORS 

 
The Council recognises its obligation to ensure the health and safety of all persons who 
enter its premises.   Any special arrangements required by a visitor must be established 
before arrival.  These may include allowing vehicles or other machinery or substances 
onto the site and providing facilities for disabled persons or those with language 
difficulties.  With the exception of members of the public using public facilities such as 
parks and recreation areas, swimming baths, cash offices, general enquiry desks etc, 
visitors must complete the required details in the visitors book present on the premises – 
and must sign out before leaving the premises (returning all Council property as they 
leave).  Managers have overall responsibility for any visitors present in the area under 
their control 
 
Visitors must be informed of any risks that they may be exposed to whilst on site and of 
the emergency arrangements including the location of the assembly points.  Apart from 
areas open to the public such as parks and recreation areas, visitors should be 
appropriately supervised whilst on site.  This includes the safe handling, transport and use 
of any articles or substances.  Supervision should also prevent the visitor from straying 
into hazardous areas thereby exposing themselves to danger.   
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Accidents, which occur to visitors, must be reported using the Council’s electronic 
accident reporting system (PRIME) and the necessary investigations undertaken by the 
relevant service manager. 

 
A Visitors Guidance Note is available on the Corporate Health & Safety page of CEntranet 

 
 
 
5.31 WASTE DISPOSAL 

 
The Council will arrange for regular and safe disposal of all waste materials arising from 
its work.  All disposal arrangements will be in accordance with statutory requirements and 
will be regularly reviewed.  Recycling initiatives will be taken where reasonably practicable 
in order to help protect the environment and to make better use of resources. 

 
Appropriate containers for the collection of waste will be labelled and provided in strategic 
positions throughout the workplace and emptied on a regular basis.   Suitable 
arrangements will be made for the disposal of hazardous waste that is generated as a by-
product of work activity.  Correct procedures will be followed and the required 
documentation completed when disposing of Special Waste such as asbestos and 
hazardous materials.  Arrangements for the removal of Special Waste must be made with 
an authorised and competent person.  Employees will be provided with any personal 
protective equipment that is required for the safe handling of waste materials. 
 
Equipment, such as compactors, bailers, and shredders, that has been provided for the 
preparation of waste, must only be used by fully trained and competent personnel who 
have been authorised to carry out the work.  Licences will be obtained where required.  
Employees will be provided with suitable and sufficient information and training to ensure 
that no person is put at risk by the inappropriate disposal of waste 
 
A Waste Disposal Guidance Note is available on the Corporate Health & Safety page of 
CEntranet 

 
 
 

5.32 WORKING AT HEIGHT 
 

The Council will take all reasonable steps to provide a safe working environment for 
employees who are required to work at height.  When necessary, preventative and 
protective measures will be provided to prevent persons and materials falling from the 
workplace.  Arrangements will be put into place for liaison with any other person(s) who 
may be involved in the work activity. 

 
Risk assessments and safe systems of work / method statements will be prepared for any 
work to be carried out at height by employees and the required measures put into place to 
eliminate or control them.  Equipment will be provided in order to facilitate the safe access 
to and egress from the place of work.  Suitable plant / equipment will be provided to 
enable any materials required for the work to be safely lifted in to and stored at the 
workplace.  Regular inspections will be carried out of all equipment required for working at 
height and all statutory requirements for inspection will be adhered to. 
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Employees will be provided with the information, instruction and training that is required in 
order to for them to understand the safe working practices that must be followed when 
working at height.   

 
A Working at Height Guidance Note is available on the Corporate Health & Safety page of 
CEntranet 

 
 

 
5.33 WORK RELATED UPPER LIMB DISORDERS 

 
The Council acknowledges that there are some repetitive activities and combinations of 
activities that can result in conditions known as work related upper limb disorders 
(WRULD) and repetitive strain injury (RSI).  In recognition of this, all reasonable 
precautions will be taken to secure the health and safety of employees through the 
application of sound engineering and ergonomic practices.  Because of the nature of 
WRULD, employees must consult and inform management of any risks that they perceive 
and of any symptoms that they may be experiencing. 

 
Risk assessments will be undertaken of all activities where there is a possibility that the 
nature of the task could lead to the development of WRULD.  Where a risk is identified, 
the task will be evaluated to determine the best approach to eliminate that risk.  
Management referral systems will be put into place for employees who may experience 
symptoms and employees will be able to ask their manager/supervisor for a referral to the 
Occupational Health Unit, should they be experiencing problems that they consider could 
lead to WRULD.  
 
A Work Related Upper Limb Disorders Guidance Note is available on the Corporate 
Health & Safety page of CEntranet.  See also Guidance notes on Display Screen 
Equipment and Manual Handling.  

 
 
 
5.34 YOUNG PERSONS 

 
The Council is aware of the statutory restrictions imposed upon the work undertaken by 
young persons and will comply with those restrictions.  Increased risks to health and 
safety may arise when young persons are employed so the Council will take all necessary 
measures to minimise those risks, so far as is reasonably practicable.  Risk assessments 
will be undertaken in order to identify the additional risks and measures put into place to 
secure the health and safety of young persons.  The information, instruction and training 
of young persons will be designed to allow for their immaturity, lack of experience and 
increased vulnerability in the workplace.  

 
Specific arrangements will be put in place by service managers for pupils and young 
persons on work experience and young persons on placement. 

 
A Young Persons Guidance Note is available on the Corporate Health & Safety page of 
CEntranet 
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