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Members of Ilfracombe Town Council – You are hereby summoned to attend:

Full Council Meeting – Monday 10th February 2025 at 7:00pm
THE COUNCIL CHAMBERS, THE ILFRACOMBE CENTRE, DEVON, EX34 9QB

Council members, you are hereby summoned to attend – Cllrs: D Turton (Mayor), M Fay (Deputy Mayor), 
B Gear, G Coulter, P Coates, T Elliott, G Schofield, P Crabb, J Williams, D Williams, M Newland, H Perrin, 
N Townsend, T Huggins, T Ebert, N Basil, J Quinn

Council Members are requested that if they wish to give apologies that they do so before
5:00pm on the day of the meeting

This meeting will be streamed and recorded live via Zoom. All guidance relating to this can be found in our 
Live Streaming and Recording of Public Council Meetings Policy available on our website.

The meeting will be opened with prayers.  Anyone not wishing to join during this period can request to be 
shown to the ‘waiting room’ and join the meeting directly afterwards.

AGENDA
1. To receive and agree apologies and reasons for absence
2. To receive declarations of interest and consider members’ submitted dispensation requests
3. Chair’s discretion for any matters or announcements for Information Only
4. To determine which items, if any, of the agenda should be taken with the public excluded
5. Public participation – A period not exceeding 15 minutes to be allocated allowing members 

of the public to speak for up to 3 minutes
5.1. To hear presentations and consider prospective applicants for the vacant councillor seat 

and vote accordingly (see Co-option Policy for guidance)
(Recording, photographs and filming – In accordance with the Openness of Local Government Bodies Regulations 
2014 the press or public may audio-record, photograph or film meetings. As such, members of the public may be 
recorded or photographed during the meeting.  Anyone wishing to record or photograph the meeting must 
notify the Town Clerk before the commencement of the meeting)

6. To approve and adopt the Minutes of Full Council meeting – 13th January 2025 – Cllr D Turton
6.1. Update on actions taken from previous minutes

7. Minutes of Planning Committee meeting (to note and approve recommendations) – 20th January 
2025 - Cllr J Williams
7.1. Update on actions taken from previous minutes

8. Minutes of the Finance and General Purposes meeting (to note and approve 
recommendations) – 27th January 2025 - Cllr M Newland
8.1. Update on actions taken from previous minutes

8.1.1. To agree the proposal that the Treasury Management and Investment Strategy be adopted
8.1.2. To agree the proposal that the quote for the Town Crier’s uniform be used and to take this

from the staffing budget
8.1.3. To agree the proposal regarding heating of the Great Hall and lift repair/refurbishment
8.1.4. To discuss and agree vehicle replacement options

9. Minutes of Staffing Committee meeting (to note and approve recommendations) – 27th January 
2025 - Cllr M Fay

9.1. Update on actions taken from previous minutes
10. ITC 24101 – Report from Proper Officer

10.1.To agree any answers to the Community Governance Review initial questions
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10.2.To agree a response to the Standards and Conduct Framework consultation
11. ITC 24102 – Responsible Finance Officer Report

11.1. To review and agree current Accounting Status 
11.2. To review and agree invoices for payment

12. Programme Manager Report; including One Ilfracombe
12.1. ITC 24103 – Programme Manager Report
12.2. ITC 24104 – PCN Contract update

13. To receive reports/Proposals from Ilfracombe Town Councillors
14. To receive reports from County/District Councillors

14.1. Report by NDC Councillor S Wilson
15. To receive reports from Working Groups and Councillor Champions

15.1. ITC 24105 – Lee and Lincombe Champion Report Cllr P Coates
16. To receive Correspondence/Licenses/Notices

16.1. The North Devon (Off-Street Parking Places) Order 2025
17. Public Conveniences

17.1. To review and agree recommendations by PO regarding current and future public convenience 
handovers

18. High Street Car Park
18.1. To review and agree recommendations from High Street Car Park steering group

19. 5317
20. Policies to be reviewed and adopted

20.1. Health & Safety Policy 2025
20.2. Health & Safety Handbook 2025

21. Chairs Discretion – for information only
22. To agree actions from this meeting

Members of the Press and Public are welcome to attend 
The reception doors will be open from 6:45pm-7:00pm

Laura Donovan
Proper Officer – Ilfracombe Town Council 05/02/2025
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ILFRACOMBE TOWN COUNCIL
MINUTES – 25 – 01

THE COUNCIL CHAMBERS, THE ILFRACOMBE CENTRE, DEVON, EX34 9QB

Minutes of the Full Council Meeting held at 7:00pm on Monday 13th January 2025

Members Present:

Councillors: D Turton (Chair), M Fay, P Crabb, D Williams, T Huggins, T Ebert, J Quinn, N Basil, N Townsend, M 
Newland, P Coates

Officers Present:

L Donovan (Proper Officer), C Coombs (Responsible Finance Officer), S Seatherton (Programme Manager), I Howard 
(Via Teams – Minutes Taker)

Others Present: Cllr S Wilson and Freewomen Satchwell and 5 members of the public.

1. To receive and agree apologies and reasons for absence
Apologies were received from Cllrs H Perrin (work commitments), T Elliott (personal) and B Gear (personal), G 
Schofield (work commitments), G Coulter (personal), J Williams (personal)

2. To receive declarations of interest and consider members’ submitted dispensation requests
Cllr D Williams declared an interest in item 20.

3. Chair’s discretion for any matters or announcements for Information Only
None received.

4. To determine which items, if any, of the agenda should be taken with the public excluded
The PO recommended that item 20 be taken with the public excluded, this was proposed by Cllr D Turton, 
seconded by Cllr Coates with all in favour.

5. Public participation – A period not exceeding 15 minutes to be allocated allowing members of the 
public to speak for up to 3 minutes
One member of the public had concerns with the sea front lighting still not working, the PO explained 
that she believes the lighting had been damaged during the recent storm however wasn’t sure if this 
had been corrected yet. The PO will speak to NDC and see if there are any updates on this. Other 
members of the public raised concerns with both the damaged wall near the petrol station as well as 
some trees near their property in Burnside, Councillors gave guidance on what further steps to take. 

Freewoman Satchwell voiced her dissatisfaction with the vacant shops on High Street. The PO 
responded by explaining that a High Street regeneration team is currently collaborating with NDC to 
track down the owners of the empty properties and explore potential options for enhancing the shop 
fronts. The PO also mentioned that they had considered the possibility of using advertisements to 
cover the windows of the vacant shops. However, they were advised that this wouldn't be feasible due 
to planning and business rates regulations. Alternative solutions are still being explored. The PO 
further clarified that little can be done regarding cleaning the properties, as this responsibility falls to 
the landlords, and ITC does not have the authority to enforce such actions.
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6. To approve and adopt the Minutes of Full Council meeting – 9th December 2024 – Cllr P Crabb
These minutes were proposed for approval and adoption by Cllr Turton, seconded by Cllr D Williams with 
all in favour apart from abstentions from Cllrs Coates and Fay who were absent from the meeting.
6.1. Update on actions taken from previous minutes – None received.

7. Minutes of Planning Committee meeting (to note and approve recommendations) – 16th December 2024 -
Cllr D Williams
These minutes were noted by members.
7.1. Update on actions taken from previous minutes – None received.

8. Minutes of the Finance and General Purposes meeting (to note and approve recommendations) –
16th December 2024 - Cllr M Newland
These minutes were noted by members.
8.1. Update on actions taken from previous minutes – None received.

9. Minutes of Staffing Committee meeting (to note and approve recommendations) – 16th December 2024 -
Cllr M Fay
These minutes were noted by members.
9.1. Update on actions taken from previous minutes – None received.

10. ITC 24089 – Report from Proper Officer
The PO reviewed several points from her report. There was a discussion regarding the recent advertisement for 
co-opting new Councillors for the East Ward, with applications due by 6th February 2025. She also reminded 
members that the grants process is now live and encouraged them to consider any groups that might benefit 
from it.

11. ITC 24090 – Amendment to Ropery Road car parking charges – After discussion, Cllr Turton proposed the 
following charges:

Time Summer Charges Winter Charges

1 hour £1.50 £0.90

2 hours £3.00 £1.80

3 hours £4.50

4 hours £6.00

5 hours £7.50

6 hours £9.00

24 hours £15 £3.50

This was seconded by Cllr Huggins with all in favour other than Cllr Ebert who voted against this proposal.
Members then looked at the weekly permits charge, Cllr Crabb proposed £56 per week this was seconded by Cllr 
Turton with all in favour apart from Cllr D Williams who abstained due to a declared interest.

12. ITC 24091 – Responsible Finance Officer Report
12.1. To review and agree current Accounting Status – The RFO gave an update that on the persistent non-

payer with the news that there is only a small portion of their debt left to pay and that no further 
bookings will be taken until all that is outstanding is paid. Other than this all is business as usual.

12.1.1. Transfer of funds to specified reserves – The RFO request that £12,000 be moved into the specified 
reserves, all members were in agreement of this and the RFO asked for signatures to be taken 
following the meeting. 
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12.2. To review and agree invoices for payment – Motion to give approval of all invoices for payment, including 
those on the addendum, was proposed by Cllr Turton, seconded by Cllr Newland with all in favour.

12.3. Other items for information only – The RFO shared some information for members to note.

13. ITC 24092 – To approve 2025-2026 budget and precept requirement – Motion to approve the budget and 
precept requirement was proposed by Cllr Turton, seconded by Cllr Huggins with all in favour. Members also 
needed to agree how this would be communicated to the public, Cllr Huggins volunteered to draft write 
something for this and share with councillors before it goes public.

14. Programme Manager Report; including One Ilfracombe
14.1. ITC 24093 – Programme Manager Report – The PM highlighted important points in his report: Lots of 

work has been put towards sorting through the 2025-26 budget and precept requirements. The PCN 
contract is up for renewal in June, this is still being worked on and there could possibly be a reduction in 
hours. Belles Place has received £16,000 in funding from the NHS, however, the PM believes this is one-off 
payment meaning work still needs to be done to find stability funding for long-term running. Other than 
this, the OI team is running business usual.

15. To receive reports/Proposals from Ilfracombe Town Councillors – None received.

16. To receive reports from County/District Councillors – Cllr Crabb presented his report to members during the 
meeting, included in this was a section on devolution which created discussion.

16.1. ITC 24094 – Report by NDC Councillor S Wilson - This report was noted by members.

17. To receive reports from Working Groups and Councillor Champions
17.1. ITC 24095 – Lee and Lincombe Champion Report Cllr P Coates – Owners of the Ilfracombe & 

Woolacombe Gold Range attended the meeting to answer some questions regarding their flood 
lights which was raised in Cllr Coates report on behalf of residents in the area. Cllr Coates also 
highlighted other aspects of her report such as the issues with blocked drains and asked that Cllr 
Crabb push to get this resolved. 

18. To receive Correspondence/Licenses/Notice
18.1. Correspondence

18.1.1. Email from NDC Parish Community Governance Review – This correspondence was noted by 
members for now but will be raised again at a later date.

18.1.2. Email re: traffic speeding conditions St Brannocks Road – This correspondence was noted by 
members, Cllr Crabb will look further into this. 

19. CPP Funding update
19.1. To agree our contribution in kind as an Affiliate Consortium member – Motion to agree to offer the 
Affiliate Consortium member a hot desk space as ITCs contribution was proposed by Cllr Crabb, seconded by Cllr 
Quinn with all in favour.

20. High Street Car Park Update – This item was taken with the public excluded.

21. Chairs Discretion – None received.

22. Items for Next Agenda – None received.

At this point, the meeting continued under Part B regulations. This was proposed by Cllr Turton, seconded by 
Cllr Crabb and all voted in favour. The live stream was stopped and officers present were invited to remain in 

the meeting.
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The Regulations State: that under Section 1, Paragraph 2 of the Public Bodies (admission to Meetings) Act 
1960 the press and public be excluded from the meeting for this item of business in view of the likely 

disclosure of confidential matters about information relating to an individual, and information relating to 
the financial or business affairs of any particular person, within the meaning of paragraph 1 and 8 of 

schedule 12A to the Local Government Act 1972 (see section1 and part 1 of schedule 1 to the Local 
Government (Access to Information) Act 1985, as amended by the Local Government (Access to Information 

) (Variation) Order 2006.

20. High Street Car Park Update – The PO presented an update on the High Street car park for members to 
consider.

Cllr D Turton (Mayor)
Ilfracombe Town Council                                                                                         13/01/2025
Chair
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ILFRACOMBE TOWN COUNCIL
MINUTES – 25 – 01

THE COUNCIL CHAMBER, THE ILFRACOMBE CENTRE, HIGH STREET, ILFRACOMBE

Minutes of Planning and Environment Committee Meeting Monday 20th January 2025 at
7.00pm

Members Present:
Cllrs: J Williams (Chair), M Newland, D Williams, N Basil

Officers Present:
I Howard (Minute Taker) L Donovan (Proper Officer)

1. Welcome by Chair
Cllr J Williams welcomed the assembled. Due to multiple absences of members on the 
Committee, Cllr J Williams proposed to co-opt Cllr Basil into the meeting in order to make 
quorate. This was seconded by Cllr Newland with all in favour.

2. To receive and consider for approval, apologies for absence and reasons given.
Apologies were received from Cllrs G Coulter (personal), P Coates (personal) and G Schofield 
(work commitments). Cllrs D Turton and M Fay were both absent from the meeting.

3. To Receive and record declarations of interest as required under the code of conduct (revised 
10/12/18). A book for members to record their declarations of interest will be available
None received.

4. Chair’s discretion for any matters or announcements for Information Only
The PO had an item to raise.

5. Public participation – A period not exceeding 15 minutes to be allocated allowing members of 
the public to speak for up to 3 minutes
None received.

6. Adoption of minutes & matters arising from actions from 16th December 2024
Motion to adopt these minutes was proposed by Cllr D Williams seconded by Cllr J Williams 
with all in favour.

7. To consider planning policies, applications and appeals received and resolve to submit 
comments where appropriate.  Please note that any applications received following the issue 
of this agenda will be considered  (Appendix I – to be circulated)

Application 
Number

Applicant Detail End of 
consultation

Comments

79516 PCC Holy 
Trinity Church 
c/o Lynda 
Courtnadge

Internal and external alterations & repairs 
to improve building efficiency and long 
term sustainability including solar panels -
Holy Trinity Church, Church Road, 
Ilfracombe, Devon

29/01/2025

Discussion: Members had no major concerns with this application, however, noted that Historic England
had not yet replied.
Recommendation: Support.
Motion to support this application was proposed by Cllr Newland, seconded by Cllr D Williams with all in 
favour.
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79408 Aster 
Communities

Notice of an application to modify 
Mortgagee in Possession Clause of S106 
and enforcement wording around AH 
properties not being liable for no-AH 
obligations in the S106 in relation to 
application 56675 – Land at Ilfracombe 
Southern Extension, Ilfracombe, Devon, 
EX34 8PQ

31/01/2025

Discussion: After Cllr J Williams received clarification from NDC regarding the details of this application, 
members had no issues with what was being proposed.
Recommendation: Support.
Motion to support this application was proposed by Cllr D Williams, seconded by Cllr Basil with all in favour.

79625 Webb Application for consent for works to trees 
covered by a Tree Preservation Order in 
respect of crown reduction of 1x Cupressus 
Macrocarpa - Langleigh Country House 
Langleigh Road Ilfracombe Devon EX34 
8EA

30/01/2025

Discussion: No concerns were raised by members with this application.
Recommendation: Support.
Motion to support this application was proposed by Cllr D Williams, seconded by Cllr J Williams with all in 
favour.

79626 Edwards Notification of works to trees in a 
conservation area in respect of crown 
reduction of 1x Beech and 1x Sycamore 
together with selective removal of x 2 
centre stems from the Sycamore 
encroaching into crown of Beech - South 
Tor Torrs Park Ilfracombe Devon EX34 8AZ

N/A To Note Only

Discussion: This application was noted by members.

79627 Carter Notification of works to trees in a 
conservation area in respect of the 
reduction of 2x leading stems of 1 Salix 
(T1), crown reduction and reduction of 2x 
front most stems of 1 Ulmus (T2), removal 
to round level 2x stems of 2 Alnus (T3 & T4) 
and reduction of 7x stems of 1 group of 
Populus (Group 1) - White Pebbles Torrs 
Walk Avenue Ilfracombe Devon EX34 8AU

N/A To Note Only

Discussion: This application was noted by members.

79476 Mr P & Mrs A 
Beacham

Erection of two storey side extension 
together with associates works – 12 Park 
Hill Road, Ilfracombe, Devon, EX34 8HL

06/02/2025

Discussion: Members noted the objection from the Sustainability Officer regarding the inadequate bat 
survey that was undertaken and were not prepared to support until the appropriate action was taken to 
resolve these concerns.
Recommendation: Make comment.
Motion to submit the above comments on this application was proposed by Cllr Newland, seconded by Cllr J 
Williams with all in favour.
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79509 Mr Mabu 
Shaik 

Variation of condition 2 (Approved plans) 
attached to planning permission 77519 
(Conversion of existing 22 bedroom hotel 
into 13 flats) to raise the height of 
proposed North extensions – 6-7 Market 
Street, Ilfracombe, EX34 9AY 

07/02/2025

Discussion: This application was previously supported by members and no issues were raised with the 
amendments that have been proposed by the applicant.
Recommendation: Support.
Motion to support this application was proposed by Cllr Basil seconded by Cllr Newland with all in favour.

79578 Mr David 
Jones

Creation of two designated disabled 
parking spaces and associated works – The 
Old Corn Mill, Watermouth Road, 
Ilfracombe, Devon, EX34 9QY 

07/02/2025

Discussion: Members highlighted no concerns with this application
Recommendation: Support.
Motion to support this application was proposed by Cllr Newland, seconded by Cllr D Williams with all in 
favour.

79514 Jozie 
Bannister

Application for non-material amendment 
to planning permission 71537 (Phase A: 
Reserved matters application for erection 
of 347 dwellings and erection of 
community building together with 
associated works (outline planning 
permission 56675 as amended by 70654) 
(amended plans and documents)) in 
respect of house type changes siting for 
Phase 3 - Land to the East of Old Barnstaple 
Road, Ilfracombe, Devon

N/A To Note Only

Discussion: This application was noted by members.

79647 North Devon 
Council 

Approval of details in respect of discharge 
of condition 5 (CEMP) attached to planning 
permission 78163 (Application under 
regulation 3 of the T & C P General 
Regulations 1992 notification by NDC for 
erection of public WC facilities & bus 
shelter- Victoria Pleasure Grounds, St 
James Place, Ilfracombe, Devon

31/01/2025 To Note Only

Discussion: This application was noted by members.

79633 Mr Marc 
Bryant

Approval of details in respect of discharge 
of condition 4 (landscape proposals) & 
condition 8 (CEMP) attached to planning 
permission 75253 (Construction of a 
purpose built office facility in order to 
allow for further productions areas within 
the main factory) – Pall Europe Ltd, Station 
Road, Ilfracombe, Devon, EX34 8BH 

03/02/2025 To Note Only

Discussion: This application was noted by members.
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79653 Mr and Mrs 
David 
Cracknell

Demolition of existing garage building and 
erection of 2 storey detached dwelling –
Land adjoining 23 Oxford Grove, 
Ilfracombe, Devon, EX34 9HQ 

12/02/2025

Discussion: Members highlighted no concerns with this application and believe it will be an improvement to 
the area.
Recommendation: Support.
Motion to support this application was proposed by Cllr D Williams seconded by Cllr Newland with all in 
favour.

79614 Mr Micheal 
Smith

Erection of rear dormer window – Flat 3, 39 
Horne Road, Ilfracombe, Devon

12/02/2025

Discussion: No concerns were raised with this application.
Recommendation: Support.
Motion to support this application was proposed by Cllr Basil, seconded by Cllr D Williams with all in favour.

79638 Barry Theo Conversion & partial demolition of former 
nightclub & bingo hall to create 7 
residential units consisting of 2x 2bed units 
& 5x 1bed units- Flat 1, 11 – 12, High Street, 
Ilfracombe, Devon EX34 9DF

10/02/2025 Appendix 

Discussion: Members were happy to support the plans on this application and welcomed the idea of filling 
an empty property.
Recommendation: Support.
Motion to support this application was proposed by Cllr Newland seconded by Cllr D Williams with all in 
favour.

8. NDC Decisions – See Planning Notes – Read out.

9. Correspondence – None received. 

10. Chairs Discretion (previously notified) – The PO highlighted an email received from Cllr Elliott 
regarding the land adjacent to the Killacleave Recycling Centre that had recently had a large 
number of tree removed. Residents have contacted Cllr Elliott with concerns on whether the 
correct procedures have been undertaken by the land owner as well as issues regarding the 
potential of contaminants on site. Members have asked if the PO and an officer can investigate 
further into this and report back on any findings.

The meeting was declared closed at 19:45hrs, the next Planning Committee Meeting will take place 
Monday 17th February 2025 at 19:00hrs in the Council Chambers.

Cllr J Williams
Chair 20/01/2025
Ilfracombe Town Council
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ILFRACOMBE TOWN COUNCIL
Finance & General Purposes Committee Meeting

Monday 27th January 2025 at 7:00pm 
Venue – The Ilfracombe Centre – Council Chamber 

Members Present:

Cllrs: M Newland (Chair), T Huggins (Deputy Chair), N Townsend, D Williams, N Basil

Officers Present:
L Donovan (Proper Officer), S Seatherton (Programme Manager), C Coombs (Responsible Finance 

Officer), I Howard (Minute Taker)

1. Meeting Introduction
Cllr Newland welcomed the assembled. Due to multiple absences of members on the Committee, 
Cllr Newland proposed to co-opt Cllr Basil and Cllr D Williams into the meeting in order to make 
quorate. This was seconded by Cllr Townsend with all in favour.

1.1. To receive and consider for approval, apologies for absence and reasons given
Apologies were received from Cllrs D Turton (work commitments), B Gear (personal), H Perrin 
(work commitments) G Coulter (personal) and P Crabb (work commitments).

1.2. To note any declarations of interest
Cllr Townsend declared an interest in agenda item 3.3.

1.3. Chair’s discretion for any matters or announcements for Information Only
The PO had items to raise.

1.4. To determine which items, if any, of the agenda should be taken with the public excluded
Cllr Newland proposed that item 3.4 be taken with the public excluded. This was seconded by Cllr 
Huggins with all in favour.

1.5. Public participation – A period not exceeding 15 minutes to be allocated allowing members 
of the public to speak for up to 3 minutes

None received.

1.6. To adopt minutes of meeting held on 16th December 2024
Motion to adopt these minutes was proposed by Cllr Huggins, seconded by Cllr Newland with all in 
favour apart from abstentions from Cllrs Townsend, D Williams and Basil who were not present. 

1.6.1. Update on actions taken from previous minutes – Cllr Newland highlighted that Cllr 
Huggins wording on the precept was raised and accepted at Full Council.

2. FINANCE AND AUDIT
2.1. Responsible Finance Officer Report ITC 24096

2.1.1. To approve and authorise Accounts and authorise by signature monthly bank 
reconciliations – The signatures for the reconciliations to be taken following the 
meeting.
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2.1.2. Reserves
2.1.2.1. Transfer of funds to Reserves (Update) – The RFO explained that this transfer 

has now happened and gave an update on the election reserve. 

2.1.2.2. To regularise the Reserves – The RFO presented her proposal to transfer all 
the interest from the Working reserves into the Specified reserves account to align 
the reserves. Cllr Huggins proposed that the RFO carry out this transfer, and Cllr 
Townsend seconded the motion, with all in favour. The RFO, Cllr Huggins, and Cllr 
Newland will sign the necessary income and withdrawal amendment form.

2.2. To receive and approve items of expenditure including addendum submitted on the day – It 

was proposed that all items of expenditure be approved for payment by Cllr Huggins, this was 
seconded by Cllr Newland with all in favour.

2.3. To note outstanding customer payments – The RFO reassured members that since her report 
was created, the majority of customers have now paid the remainder of any outstanding 
debts. 

2.4. Treasury Management and Investment Strategy Review and recommend for adoption to 
Full Council – Cllr Newland proposed that this strategy be accepted and recommended it for 
adoption at Full Council. This was seconded by Cllr Williams with all in favour.

2.5. To note the updated Financial Risk Assessment – This assessment was noted by members.

2.6. To discuss and recommend to Full Council quotes for Town Crier Uniform and relevant 
budget – The PO explained that the town crier had obtained a quote of £905 (Inc VAT) for the 
uniform. Donations have already been offered from the Lions and the Masons meaning the 
remaining balance would need to come from the staffing reserve. With this information, Cllr 
Newland proposed to recommend this to Full Council, this was seconded by Cllr Basil with all 
in favour.

2.7. As per report ITC 24096 other items for update – Updates were noted by members. 

3. GENERAL PURPOSES
3.1. Main Reports & Updates

3.1.1. Town Assets
3.1.1.1. Facilities and Maintenance Managers Report – ITC 24097 – The PO outlined 

key points from the report, starting with the catenary wires crossing the High 
Street. The FM noted that most of these wires are in poor condition and will need 
to be replaced, with many showing significant rust and corrosion. It has been found 
that NDC is responsible for maintaining Barnstaple's catenary wires, so this matter 
will be raised at the IRB before any replacement plans are made. The second issue 
highlighted by the PO was the heating problems in the Great Hall, which were 
discussed in conjunction with item 3.1.1.2.
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3.1.1.2. To discuss and recommend to Full Council lift options for the Lantern – ITC 
24098 – After discussing the issues with the lift as well as the inadequate heating in 
the Great Hall, members looked through the options and come up with a 
recommendation for Full Council. Cllr Newland proposed that they explore the 
costs and implications involved in bringing the lift up to standard as well as heating 
options for the Great Hall rather than the alternative which would be a full lift 
refurb. This recommendation was seconded by Cllr Townsend with all in favour.

3.1.1.3. Town Maintenance Operative’s Report – ITC 24099 – This report was noted 
by members. 

3.1.1.4. To discuss and recommend to Full Council options for current ITC vehicle –
ITC 24100 – Members looked at the report and discussed the options. Cllr Newland 
then proposed the recommendation of looking into costs of lease quotes 
compared to buying a vehicle outright. This was seconded by Cllr Townsend with all 
in favour. Cllr Townsend offered to assist with looking at quotes for leasing a 
vehicle. 

3.2 One Ilfracombe update – The PM explained that he is still working on the PCN contract 
negotiations, other than this it is business as usual for One Ilfracombe.

3.3 Public conveniences update – The PO informed members that the handover for the Hele Bay 
public conveniences will take place on February 7th. As a result, the FM will be meeting with 
the NDC cleaners later in the week to gain insight into the cleaning process and gather 
additional details about the building. The arches in Hele Bay, next to the toilets, have been 
cleared, but some soil has been left to allow the facilities team to plant wildflowers. Wilder 
Road is likely to be the next site taken on, although no heads of terms have been received yet. 
Any further updates regarding other public conveniences will be provided at upcoming 
meetings.

3.4 High Street Car Park update – This item was taken with the public excluded.

4. Correspondence 
4.1. Email from Devon & Cornwall police re: the Night Bus service – After looking through this 

correspondence, members agreed that that no action should be taken for now, however, 
they would be curious in gaining some more insight into what finances are currently involved 
such as subsidisations. The PO will reply to this correspondence to raise these queries. 

5. Chair's Discretion – The PO informed members that there has been a lot of discussion around 
devolution recently, and as a result, DALC has requested that ITC begin creating a map of the 
town's assets and services to highlight what is most important to the community. This will help 
guide the devolution process. The PO also provided an update on the TIC, sharing that she 
received an official email stating they can no longer operate as they have been and will instead 
function as a pop-up on the Quay. The PO has responded, requesting the return of the equipment 
purchased by ITC, and is awaiting a reply.

At this point, the meeting continued under Part B regulations. This was proposed by Cllr 
Newland, seconded by Cllr Townsend and all voted in favour. Officers present were invited to 

remain in the meeting.

14 



114

The Regulations State: that under Section 1, Paragraph 2 of the Public Bodies (admission to 
Meetings) Act 1960 the press and public be excluded from the meeting for this item of 

business in view of the likely disclosure of confidential matters about information relating to 
an individual, and information relating to the financial or business affairs of any particular 

person, within the meaning of paragraph 1 and 8 of schedule 12A to the Local Government Act 
1972 (see section1 and part 1 of schedule 1 to the Local Government (Access to Information) 

Act 1985, as amended by the Local Government (Access to Information ) (Variation) Order 
2006.

3.4 High Street Car Park Update – The PO gave a further update on the Car Park, members discussed this 
and agreed another car park meeting may be in order.

The Chair declared the meeting closed at 21:20hrs, the next Finance & General Purposes Committee 
Meeting will take place on Monday 24th February 2025 in the Council Chambers.

Cllr Marc Newland 
Chair of Finance & General Purposes Committee    27/01/2025
Ilfracombe Town Council  
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Ilfracombe Town Council
Treasury Management and Investment Strategy

Introduction
Ilfracombe Town Council (the Council) acknowledges the importance of prudently investing the 
temporary surplus funds held on behalf of the community. This Strategy complies with the revised 
requirements set out in the Department of Communities and Local Government Guidance on Local 
Government Investments and takes into account Section 15(1)(a) of the Local Government Act 
2003 and guidance within Governance and Accountability for Local Councils Practitioner’s Guide 
2018. The Department of Communities and Local Government maintains the borrowing of money 
purely to invest or to lend and make a return is unlawful and the Council will not engage in such 
activity.

The Local Government Act 2003 states that a local authority may invest:

• for any purpose relevant to its functions under any enactment.

• for the purpose of prudent management of its financial affairs.

The Guidance states:
a) where a Town or Parish Council expects its investments at any time during a financial year to 

exceed £500,000, the Guidance should apply in relation to that year.
b) where a Town or Parish Council expects its investments at any time during a financial year to 

exceed £10,000 but not £500,000, it should decide on the extent, if any, to which it would be 
reasonable to have regard to the Guidance in relation to that year.

c) where a Town or Parish Council expects its investments at any time during a financial year not 
to exceed £10,000, no part of the Guidance need be treated as applying in relation to that 
year.

The Council expects its investments during any future financial years to exceed £500,000 and 
therefore has agreed to apply the Guidance as set out below. All investments will be made in 
sterling and, as a minimum, surplus funds will be aggregated in an interest-bearing bank account.

Investment Objectives
The Council defines its treasury management activities as “the management of the Council’s cash 
flows, its banking and money market transactions, the effective control of the risks associated with 
those activities, and the pursuit of best value performance consistent with those risks”.

This strategy establishes formal objectives, policies and practices and reporting arrangements for 
the effective management and control of the Council’s treasury management activities and the 
associated risks and should be read in conjunction with the Council’s Financial Regulations.

The Council’s investment priorities are:

• the security of its reserves, and

• the adequate liquidity of its investments, and
• the return on investment (the Council will aim to achieve the optimum return on its 

investments commensurate with proper levels of security and liquidity).

The Council will monitor the risk of loss on investments by review of credit ratings on a regular 
basis. The Council will only invest in institutions of high credit quality – based on information from 
credit rating agencies.

Investments will be spread over different providers to minimise risk. The current Financial 
Services Compensation Scheme (FSCS) limit is £85,000 per institution licence. It should be noted 
that some apparently different banks trade under the same licence.

Specified Investments
Specified investments are those offering high security and high liquidity, made in sterling and with a 
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maturity of no more than a year. Such short term investments made with the UK Government or a 
local authority or town or parish council will automatically be Specified Investments.

For the prudent management of its treasury balances, maintaining sufficient levels of security and 
liquidity, Ilfracombe Town Council will use:

• Deposits with banks, building societies, local authorities or other public authorities

• Other approved public sector investment funds.

The Council will aim to achieve the optimum return on its investments commensurate with the 
proper levels of security and liquidity.

Those investments which have greater potential risk (e.g. investment in the money market, stocks 
and shares) are inherently unpredictable and uncertain, and as such the Council will not use this 
type of investment.

Investments will be regarded as commencing on the date the commitment to invest is entered into 
rather than the date on which the funds are paid over to the counter-party.

• Long term investments are defined in the Guidance as greater than 12 months.

• The Council does not currently hold any funds in long term investments.

The Council will invest as much of its balances as possible in the CCLA Public Sector Deposit Fund 
and low risk products in order to achieve its investment objectives.

Approved Organisations
The investments will be split between banks and institutions approved by the Town Council from 
time to time. The Working Reserve and Specified Reserves are now held in CCLA accounts. 
The aim is to spread the risk of other investments amongst institutions to retain as much FSCS
protection as possible.

The intention of the Working Reserve is to retain £200,000 which with the amounts in the Business 
and Commercial Call Accounts will provide up to three month’s operating cash. 

Investment movements will be carried out between approved organisations by the RFO in
accordance with the investment objectives. Approved banks and funds are set out in Schedule A
which may be amended from time to time on a recommendation from the RFO.

Investment Reports
The Responsible Finance Officer (RFO) will prepare a report on investment activity (the Balance 
Sheet) for the Council Monthly.

Review and Amendments
The Treasury Management and Investment Strategy must be reviewed annually and revised if 
considered necessary.

The Council reserves the right to make variations to the Treasury Management and Investment 
Strategy at any time on receipt of a report from the RFO. Any variations will be made available to 
the public.

Freedom of Information
In accordance with the Freedom of Information Act 2000, the Council’s Treasury Management and 
Investment Strategy will be published on the Town Council’s website and is also available as hard 
copy from the Town Council Offices.

Review due – January 2026
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Schedule A

Approved banks (and subsidiaries thereof):

Bank of Ireland UK 
Barclays
Clydesdale Bank PLC Unity Trust Bank 
HSBC
NatWest
Lloyds Banking Group
Royal Bank of Scotland (RBS) 
Sainsbury's Bank
Santander UK 
Tesco Bank
The Co-operative Bank 
TSB
Unity Trust Bank 
Ulster Bank 
Virgin Money

Building societies
Coventry BS
Market Harborough Building Society 
Nationwide BS
Skipton BS 
Yorkshire BS

Other approved funds

• CCLA Public Sector Deposit Fund

• Other Government Schemes and Bonds of short term liquidity (not more than one year)
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REPORT TO: Full Council
DATE: 5th February 2025 REPORT NO: ITC 24101
SUBJECT: Proper Officer Report
PREPARED BY: Laura Donovan

1. INTRODUCTION  

This report is an update on Ilfracombe Town Council activity and work taken place as of the 
8th January 2025 to 5th February 2025.

2. REPORT

Co-option

Advertising of the position available for Co-option has been out a while.  A few applications 
have been received which will be circulated after the deadline of the 6th February to all 
councillors.  Voting in relation to this position will take place at the Full Council meeting on 
the 10th February 2025. For guidance on how this will take place please see the Co-option 
Policy.

Budgets

As per last month’s meeting the budget for 2025/26 has been agreed and our RFO has sent 
off the precept request to North Devon Council.  This has come back as an agreed Band D 
calculation of £136.59.  The precept communication is now available on our website and can 
be found here.  This has also gone out on all our social media platforms.

Practitioners Conference

Last week I attended the yearly Practitioners Conference set up by SLCC.  This is a great 
event for networking as well as to gain great insight into how other councils have dealt with 
issues that we ourselves face daily.  

Public Conveniences

After having signed the transfer for Hele Bay toilets, it has been agreed that we will be taking 
these over as of the 7th February.  Our facilities team have met with the current cleaners and 
have raised a further snag list having only now seen the service access area.  I have relayed 
these to NDC and await a response.  

I have also received in the post the next set of documents from our solicitors in relation to 
Brimlands toilets.  Once I have had a chance to review these I will bring them to council for 
approval.

Policy updates

The Health and Safety Policy and Manual have now been updated and are being presented 
at this meeting as an agenda item for approval.
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Car Park Charges

The proposed changes for Ropery Road Car parking charges have been approved by North 
Devon Council.  The North Devon (Off-Street Parking Places) Order 2025 is now available on 
their website or in hard copy and any comments or objections need to be lodged by the 19th

February 2025.  This correspondence has been emailed to Councillors and has been 
presented as an agenda item for this meeting.

Strengthening the standards and conduct framework for local authorities

The government have recently issued a local government standards consultation, looking at 
strengthening the standards and conduct framework for local authorities in England.  I would 
urge each individual councillor to respond to the consultation.  The link can be found at 
https://www.gov.uk/government/consultations/strengthening-the-standards-and-conduct-
framework-for-local-authorities-in-england/strengthening-the-standards-and-conduct-
framework-for-local-authorities-in-england.  Equally we can respond as a council and I will 
be looking to collate a collective response to this consultation before the deadline of the 26th

February 2025.

DALC Meeting about Devolution

Having attended an online meeting with DALC in relation the governments English 
Devolution White Paper issued in December 2024.  At the meeting councillors raised a 
number of concerns going forward.  The overall consensus and something that DALC has 
asked all councils to consider doing is mapping out of all assets and services so that we have 
a clear understanding of potential asset transfers that may take place should Devon become 
a Unitary Council.  For more information on this please click here.

Community Governance Review

I have previously emailed out the questions set out in the Community Governance Review.  
Details on this can be found on https://www.northdevon.gov.uk/council/voting-and-
elections/community-governance-reviews .  As an agenda item we need to agree any 
potential answers to the questions posed.

Upcoming Events

12 February – Business Expo
28 March – Mayoral Gala
6 April – Mayors Civic Event Tunnels Beaches
23 April – Town Meeting
4 May – Jack in the Green
10 – 11 May – Art Trail
12 May – Annual Meeting of the Council
23 – 26 May – Beer Fest
5 – 6 July – All things Morris
24 August – Carnival
20 – 31 August – Sea Ilfracombe Festival
16 October – Pride in Ilfracombe
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REPORT TO: Full Council REPORT NO: 24102 DATE: 10th February 25
SUBJECT: Finance Officer Report PREPARED BY: Carole Coombs

Item 11.1 Accounts
End of January Draft – (December Accounts have been finalised and due to go on website this week)

Bank Accounts

Business 
Account -
00116559

Commercial 
Call 
Account -
07111498 
(Working 
Reserves)

CCLA -
Working 
Reserve

CCLA -
Specified 
Reserve

Lloyds 
Charge 
Card

Reception 
Cashier 
Safe

Petty 
Cash -
Office

Petty Cash 
-
Reception

Lloyds 
Cardnet

Other 
Income & 
Expenditure 
Due

Total Funds 
held

Bank Statement 31/12/24 £201,333.95 £26,814.57 £208,102.38 £226,415.44 £619.29 £1,468.00 £12.33 £4.55 £0.00 £0.00 £663,531.93

Bank Statement 31/01/25 £168,333.75 £26,837.34 £208,941.96 £239,328.91 -£852.09 £198.00 £58.54 £41.99 £0.00 £642,888.40

Income /receipts* £50,633.90 £0.00 £0.00 £0.00 £1,023.50 £0.00 £0.00 £6,467.05 £58,124.45

Interest in £0.00 £22.77 £839.58 £913.47 4.16 £0.00 £1,779.98

Transfer in to account £8,549.38 £0.00 £0.00 £12,000.00 £619.29 £48.00 £50.00 £21,266.67

Expenditure in month (includes VAT 
repayment where appropriate)

£80,183.48 £0.00 £0.00 £0.00 £856.25 £1.79 £12.56 £0.00
£81,054.08

Bank Charges £0.00 £0.00 £0.00 £0.00 £0.00 £113.17 £113.17

Transfer out of account £12,000.00 £0.00 £0.00 £0.00 £2,293.50 £0.00 £0.00 £6,353.88 £20,647.38

Bank Statement 31/01/25 £168,333.75 £26,837.34 £208,941.96 £239,328.91 £852.09 £198.00 £58.54 £41.99 £0.00 £0.00 £642,888.40

Debtors (+) £30,228.68 £30,228.68

Unpresented cheques (-) £0.00 £0.00

Vat repayment due (-) £3,447.05 £3,447.05

Creditors Invoices now req for payment 
(-) £65,772.40 £65,772.40

Actual £168,333.75 £26,837.34 £208,941.96 £239,328.91 £852.09 £198.00 £58.54 £41.99 £0.00 £38,990.77 £603,897.63

Bank Interest and Service Charges
Bank Interest £1779.98
Bank Service Charges £113.17                                                                                                 
Transfer to Reserves £12,000                                                                                                                      
Other Items of Note £0.0                                                                                                                         
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Profit and Loss breakdown against budgets

Dept Income expenditure
Changes to 
Budget

difference 
(profit/loss)

Actual 
Income to 
Date

Actual 
Expenditure 
to date

Actual 
profit/loss to 
date

Actual difference 
to Budget todate

None(bank 
interest/charges) £1,000.00 £100.00 £0.00 £900.00 £6.49 -£18,085.62 £18,092.11 £17,192.11

Town council (1) £433,406.00 £471,050.00 £5,901.63 -£31,742.37 £433,411.00 £422,006.25 £11,404.75 £43,147.12

Ifracombe Centre (2) £26,150.00 £34,250.00 -£28,689.00 -£36,789.00 £20,927.16 £49,391.27 -£28,464.11 £8,324.89

Lantern Centre (3) £31,000.00 £23,450.00 -£18,262.00 -£10,712.00 £40,481.40 £36,293.73 £4,187.67 £14,899.67

Dotto (4) £2,450.00 £2,450.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00

Lee Bay Toilets (5) £500.00 £2,900.00 £0.00 -£2,400.00 £641.60 £4,905.86 -£4,264.26 -£1,864.26

Town Maintenance Officer 
(6) £0.00 £4,255.00 £0.00 -£4,255.00 £0.00 £4,573.23 -£4,573.23 -£318.23

Ropery Road Car Park (7) £167,000.00 £78,700.00 £0.00 £88,300.00 £171,595.30 £59,466.30 £112,129.00 £23,829.00

Cheyne Beach Car Park (8) £21,500.00 £5,050.00 £0.00 £16,450.00 £20,324.08 £481.07 £19,843.01 £3,393.01

Memorial Gardens (9) £0.00 £700.00 £12,000.00 £11,300.00 £15,941.67 £4,202.54 £11,739.13 £439.13

Solar Panels (10) £200.00 £200.00 £0.00 £0.00 £508.94 £86.70 £422.24 £422.24

Street Hygiene Operative 
(11) £0.00 £2,355.00 £0.00 -£2,355.00 £0.00 £534.06 -£534.06 £1,820.94

Mayor (12) £0.00 £500.00 -£744.00 -£1,244.00 £1,411.53 £1,091.63 £319.90 £1,563.90

Work Hub (13) £2,000.00 £3,500.00 £0.00 -£1,500.00 £3,400.82 £3,495.64 -£94.82 £1,405.18

Facilities and Maintenance 
Group (14) £0.00 £8,110.00 £0.00 -£8,110.00 £0.00 £6,609.65 -£6,609.65 £1,500.35

Admin and Clerical Group 
(15) £0.00 £2,150.00 £0.00 -£2,150.00 £0.00 £1,713.80 -£1,713.80 £436.20

Town Clerk/Proper Officer 
(16) £0.00 £1,950.00 £0.00 -£1,950.00 £0.00 £1,856.52 -£1,856.52 £93.48

Programmes and Projects 
Group (17) £1,800.00 £2,500.00 -£974.39 -£1,674.39 £1,757.63 £3,703.01 -£1,945.38 -£270.99

One Ilfracombe (18) £32,000.00 £28,600.00 £0.00 £3,400.00 £15,607.79 £15,402.80 £204.99 -£3,195.01

Town Crier (19) £0.00 £0.00 £0.00 £0.00 £1,100.00 £248.06 £851.94 £851.94

Town Council Members (20) £0.00 £1,000.00 £0.00 -£1,000.00 £0.00 £65.36 -£65.36 £934.64
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Vision Centre (21) £0.00 £50.00 £0.00 -£50.00 £67.50 £64.97 £2.53 £52.53

PCN WellBeing Team (22) £223,000.00 £182,500.00 £0.00 £40,500.00 £200,473.82 £145,957.38 £54,516.44 £14,016.44

One Northern Devon (23) £11,000.00 £11,000.00 £0.00 £0.00 £9,987.11 £9,987.11 £0.00 £0.00

Marketing (24) £0.00 £5,000.00 £1,000.00 -£4,000.00 £0.00 £0.00 £0.00 £4,000.00

Greenclose Road (25) £0.00 £8,900.00 £0.00 -£8,900.00 £0.00 £5,242.64 -£5,242.64 £3,657.36

Cleaners (26) £0.00 £1,780.00 £0.00 -£1,780.00 £0.00 £1,082.91 -£1,082.91 £697.09

Civic Events (27) £0.00 £7,500.00 £0.00 -£7,500.00 £1,533.34 £6,630.33 -£5,096.99 £2,403.01

Ilfracombe Toilets (28) £14,088.00 £76,594.00 £0.00 -£62,506.00 £0.00 £1,509.41 -£1,509.41 £60,996.59

Bike Sheds (29) £0.00 £0.00 £0.00 £0.00 £0.00 £35.31 -£35.31 -£35.31

Tourist Information Office 
(30) £0.00 £0.00 -£1,000.00 -£1,000.00 £0.00 £774.67 -£774.67 £225.33

Skate Park (31) £0.00 £0.00 -£3,000.00 -£3,000.00 £0.00 £3,090.94 -£3,090.94 -£90.94

Totals £967,094.00 £967,094.00 -£33,767.76 -£33,767.76 £939,177.18 £772,417.53 £166,759.65 £200,527.41

Less Precept (£433406) £533,688.00 £505,771.18

adjusted amount with 
changes £967,094.00 £1,035,655.06 -£68,561.06 -£68,561.06 £682,090.51

Budget Projections
orginal profit 
/Loss

adjusted 
profit/loss

Q1 Projections £241,773.50 £241,773.50 £0.00 £367,719.17 £270,572.31 £97,146.86

Q2Projections £483,547.00 £483,547.00 £0.00 £756,897.93 £464,327.21 £292,570.72

Q3 Projections £725,320.50 £725,320.50 £0.00 £866,938.15 £621,159.65 £245,778.50

Q4 Projections £967,094.00 £967,094.00 £0.00 £939,177.18 £772,417.53 £166,759.65

Adjusted Budget Projections

Q1 Projections £243,486.41 £251,928.35 -£8,441.94 £367,719.17 £270,572.31 £97,146.86

Q2Projections £486,972.82 £503,856.70 -£16,883.88 £756,897.93 £464,327.21 £292,570.72

Q3 Projections £730,459.22 £755,785.04 -£25,325.82 £866,938.15 £621,159.65 £245,778.50

Q4 Projections £973,945.63 £1,007,713.39 -£33,767.76 £939,177.18 £772,417.53 £166,759.65
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Reserves

RESERVES Proposed to move Amounts Moved

Ledger Account* Details Year Start Credits Debits Q1 Q2 Q3 Q4 Balance

3101 Town Development Reserve to move 1st April - £1000 £90,210.00 £1,000.00 £0.00

3102 Staffing Reserve
to move 1st April - £16000 
(PCNContracted) £31,000.00 £16,000.00 £0.00

3103 - CCTV Reserve £10,000.00 £0.00

3104 - Election Reserve to move 1st April - £1000 £7,000.00 £1,000.00 £0.00 -£6,851.63

3105 - Ilfracombe Centre Reserve to move 1st April - £1000 £10,000.00 £1,000.00 £0.00

3106 - Town Assets Reserve £7,150.00 £0.00

3107 - the Lantern Centre Reserve to move 1st April - £1000 £9,740.05 £1,000.00 £0.00

3108 - Vehicle Sinking Fund 
Reserve £10,000.00 £0.00

3109 - Ropery Road Car Park 
Reserve

to move 1st April - £550 
yearly to cover new tickets 
(Bought every 3 years) £38,000.00 £550.00 £0.00

3110 - Royal Event  Reserve £3,600.00 £0.00

3111 - Emergency Community 
Fund Reserve £900.00 £0.00

3112 - Resillience Fund to move 1st April - £200 £0.00 £200.00

?3113 - toilets Reserve £0.00

?3114 - Vehicle 2 Reserve £0.00

3115 - War Memorial Reserve
remainder of insurance to 
add here by year end £0.00 £12,000.00 £12,000.00

Totals £217,600.05 £32,750.00 £0.00 £0.00 £0.00 £0.00 £5,148.37 £5,148.37

Balance of payments/Deposits in 
reserves £5,148.37 £5,148.37

Interest in Working reserve 
account £200,000 year start £288.22 £2,646.71 £2,639.45 £2,528.00 £839.58

Interest in Specified Reserve 
account £217600.05 year start £313.58 £2,879.63 £2,871.72 £2,750.46 £913.47

TOTALS £217,600.05 £601.80 £0.00 £5,526.34 £5,511.17 £5,278.46 £1,753.05 £23,819.19

Amount left to cover Year end proposed balances £2,079.18
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Reserves
The £12,000 which is the remainder of the monies from the memorial repairs has been transferred as 
agreed.  A discussion to review the proportions and amounts of money in each specified reserve will be 
discussed at the March F & GP meeting with recommendations to come to Full council in April.
Interest from the reserve accounts - The process to regularise the Reserve accounts so that all interest 
accrued is re-invested into Specified account only has begun. This was the original plan but CCLA had not 
been able to do this at the opening of the accounts and as they are now established this can now be 
changed and F &GP approved the process for this to be regularised at the January meeting.

Outstanding Customer Payments Due up to 31st January 2025

Debtors O/S 30-60 days
60-90 
days

90 - 120 
days Older

AK £440.00 £220.00 £55.00 £0.00 £0.00

MAO £1,747.20 £873.60 £0.00 £0.00 £0.00

PP £1,516.04 £750.04 £0.00 £0.00 £0.00

IR £150.00 £150.00 £0.00 £0.00 £0.00

HYR £297.00 £90.00 £0.00 £0.00 £0.00

TOTALS £4,150.24 £2,083.64 £55.00 £0.00 £0.00

Other not 
yet due £28,090.04

Total Due –£30,228.68
Update on Action re non-payment
Letters have gone out to all overdue accounts this week and we await action from those customers.
The Persistent non-payer has now paid up to end of January and 1st week of February but still has to set up 
regular payment to pay in advance as per the terms and conditions for the Hall Hire.

Item 11.2 Accounts – Payment for Approval
Invoices for Payment by ITC (The Following Invoices are Due for for payment)

Company/Organisation Amount Comments

AIB Merchant Services £100.90

Amazon £59.01

Badger hire £450.00

Booker £125.75

Coastal Recycling Still to come

Concorde Copiers £38.01 Still to come

DCC £13.96

EDF Ropery Still to come

EDF - Memorial Still to come

EDF Lantern - Elec Still to come

EDF Lantern - Gas Still to come

EDF - ITC - Gas Still to come

EDF - ITC Elec Still to come

EDF - Lee Bay Toilets Still to come

Excel £56.33

Flowbird Smart City UK Ltd £74.09

Hele Garage £249.31

Chris Knox £490.00 25 



Linneal Still to come

Lloyds Bank Charge Card £852.09

North Devon Council  - 0% vat £62,078.71

North Devon Council - 20% Vat £200.62

O2 £50.90

One Ilfracombe Still to come

Pod Point Still to come

Pulse 8 £72.00

RGB Building Supplies £111.75

RINGGO Still to come

Sage - ITC £36.00

Screwfix £87.94

Siemens £234.14

SWW - Lee Toilet Still to come

SWW - Lantern Still to come

SWW - ITC Still to come

SWW Superloo ITC Still to come

Telecoms Consortium £54.29

D Tubbs - Greenclose Road 
Rent £300.00

Yu Energy - Greenclose Electric £36.60

Yu Energy - Greenclose Gas

TOTAL £65,772.40

Other Items for information only
Budget setting
This has now been completed and the precept final paper submitted.
A reply has been received from North Devon Council Precept Officer:

“I have noted the lower amount requested for the precept. I have also amended my records to 
reflect the change from £545,909.90 to £529,056. With the tax base figure of 3873.29 the band D 
charge has been reduced from £140.94 to £136.59.”

Treasury Management and  Investment Strategy Review
Proposal from January’s F & GP meeting is that the reviewed and adjusted Strategy be accepted and adopted.

Asset Register / Inventory
Work continues on this and a full review will need to be included as part of the work for the summer this year 
in preparation for valuations of major assets in 2026 which happens on a 3 year basis.

Audit
Preparations for year- end are now underway in order for the AGAR to be produced in a timely 
manner

Prepared by C Coombs - 5th February 2025
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REPORT TO: Full Council REPORT NO: ITC 24103
DATE: 10th February 2025
SUBJECT: Programme Team Report – January 2025
PREPARED BY: Steven Seatherton (Programme Manager)

1. Introduction

This report covers the period from 13th January 2025 - 10th February 2025

2. Report

It has been an extreme month in terms of work load for the team. It’s all very positive and 
will likely calm down in February as we complete on work. 

There are a number of key work areas I’ve been focusing on

 General ITC Budget tasks for the precept – this is now completed. 

 PCN Contract and next 6th months team focus – the official extension for the PCN 
contract will be part of a report will be presented at the February full council 
meeting. This is a reduction in the overall contract (by a third) and will impact in the 
team we employ and also a reduction in amount of hosting fee the Town Council 
receives. We’ve already begun discussions around the future of the Well-Being team 
and planning what that reduction looks like. 

 Belles Place sustainable funding – Work continues on providing a package of 
sustainable funding for Belles Place. It’s looking hopeful with a combined ITC, NDC, 
DCC and HNS package.

 Car Park Business Plan – A lot of work has gone into this as we look at various 
scenarios for the funding. A decision on final business plan and funding will be 
agreed at the next car park meeting (05.02.25)

 OI Accounts – They have been submitted and approved by APB accountants. It’s 
important to note that OI will be sustainable for the next 2 years, which is incredible 
news for the overall delivery of projects and impact within the community. 

 We’ve been working on the revamped version of OI. A small group from NDC, DCC, 
HNS and ITC has put together a plan for the future delivery which will be discussed 
at the next board meeting – 05/02/25

 One Ilfracombe overview and report. This report was scheduled for presentation at 
the February board but due to the urgency of other work we’ve made the decision 
to put this back until March. This report is go through the reason for its 
establishment, achievements, working practices and what the future hold. This will 
include a full breakdown of the accounts. 

Neil Ingram – Project Officer 

Media Communications

 Daily management and updating both the ITC and OI websites.

 Daily management and creation and publishing all ITC and OI social media content.

 Daily monitoring of and responding to messages received via ITC & OI social media 

inboxes.

 Responding to social media comments on ITC & OI social media platforms
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 Monitoring of local social media content for research purposes of current 

community priorities.

Projects 

 One Ilfracombe Into The Blue – meetings have taken place this month with the 
harbourmaster, the watersports hub manager and representatives from Ilfracombe 
junior school. Further meetings to take place with service providers, RNLI and 
Ilfracombe Academy in the forthcoming weeks. Equipment procurement by us is 
also underway. Current schedule is that Sea Safety Awareness taster sessions will 
take place in early April with junior school students to test equipment and 
procedures by which time the full programme will also have been created.

 One Ilfracombe Town Team - The next Town Team meeting is on Weds 19th Feb. 
The focus will be on identifying the current and forthcoming projects, plans, 
campaigns and events of team members.

 Street Art – Having spoken to members of the community and on receipt of 
numerous suggestions and ideas from the Ilfracombe Culture Team, I am now 
compiling a schedule of potential art works for 2025. From here I will liaise directly 
with the NDC Senior Planning Officer and go from there. There is currently NO 
identified funding for any further Street Art although I am working on at least one 
privately funded project. All ideas, suggestions and offers of assistance greatly 
received. I am also working on how this can fit alongside the High Street 
Regeneration project and also work with the 2025 Ilfracombe Art Trail event.
Funding secured via Cllr Turton & Williams NDC Locality Grants for anti-graffiti 
paint. It is still unclear how and if the hoardings on Wilder Road will be replaced but 
with Easter rapidly approaching this is a priority and I have passed this to the Proper 
Officer to follow up on with the land owner.

 Ilfracombe Report It! - Report It! is still being actively promoted and we continue to 
receive a steady stream of reported issues.

 Ilfracombe Marketing – Still no clear way ahead in relation to publishing an 
Ilfracombe marketing strategy or in the establishing of a group/committee/forum. I 
met with IBTA representative to discuss their Marketing Plan, which by its very 
nature is ongoing essential work. This was a positive meet and although we are not 
yet on the same page in relation to branding, their plans to re-vamp the Visit 
Ilfracombe website and their vastly improved, targeted social media output are very 
positive.

 Spring Clean 2025 – Debate as to whether there is any worth in having this as an 
“event” continues, based upon the general apathy and take up over previous 2 
years. 

 Cultural Team – assisting in the facilitation of the ideas and suggestions that 
continue to be forthcoming from this active team.

 Skate Park Group, Events and Workshops - a work in progress but currently on the 
back burner. 
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 Town Regeneration (High Street focus) element of the Ilfracombe Regeneration 
Strategy - Have been identified as the ITC lead for this. At the time of writing this 
report the next IRB meeting where this will be discussed is on 5th Feb.

 Resilience Plan - Continue to work on this with the Proper Officer with a focus on 
creating a specific plan for Hele that identifies the unique issues for this part of 
town. The Hele Community Group meets on 6th Feb where this will be on the 
agenda.

Partnership Working

 Ilfracombe in Bloom (IIB) – with 2025 being the 40th Anniversary of Ilfracombe in 
Bloom I continue to liaise with the IIB Chairman as to how we incorporate IIB into 
projects such as the Cultural Plan, High Street Regeneration and the wider 
aesthetics of the town including partnerships with the local business 
community.One already identified ITC/OI project will be the continued work in 
Victoria Place (next to old newsagents) which will include tree works, street art, 
planting and, new seating.

 North Devon Resort –The team at NDR are very open to partnership working, 
employing locally and putting on entertainment events specifically aimed at the 
local community.

One Northern Devon Commissioned Work 

 Continuation of funding for 2025/26 commissioned work is not yet known.

 One Northern Devon new website remains in the build stage, as we move into #6 of 

main structural changes.

 One Eastern Devon website is progressing well and is now live. I will soon begin to 

train the OED staff in the use of their new online home.

 Working with the organisers of the Social Health Conference 2025 to create an 

online presence and resource library.

 Managing and delivering the websites and social media for OND and the Northern 

Devon “Ones” 

Charmain Lovett – Project Officer

 Cultural Town Team – We had another successful Cultural Team meeting with over 
25 members joining us at The Landmark Theatre. This time we were able to start 
putting tangible projects in place that members of the team committed to work on. 
These were:

1. Blue Plaques
2. Trails (for families, for health, for locals and for tourists)
3. Recycling Sculpture
4. Digitising the Museums Newspaper Archive
5. The Beach of Dreams (how we can create a programme for this national 

event in May). 
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6. Telephone Box Info Point
7. Art Fair to tie in with the Art Trail

 CPP Funding – The Creative People and Places funding application has now been 
submitted by North Devon Plus. We should hear in June/July time if the Arts Council 
like the project and invite North Devon Plus to meet them. The total amount applied 
for was £862,958 with 15% match funding making the total project £1,017,664.

 AHF Funding – I have submitted an Expression of Interest via One Ilfracombe (as the 
funding wasn’t available to councils) for £15,000 of funding to conduct a viability 
study on the Emmanuel Church. Unfortunately we missed the most recent round, so 
if we are successful and invited to apply, this would be submitted into the next 
round that finishes in May. 

 Ilfracombe Future Forum – I have meeting lined up with Cat Hewitt from the 
Childrens Centre and Jody LeBredonchel to plan the next full meeting. I have yet to 
set the date for the next committee meeting, but one of the team has been working 
to find a venue for a new youth club. We have had confirmation from Space 
(formerly Devon Youth Services) that they will provide free training for volunteers 
when we get to that point. 

 Poverty Truth Commission – Following the last session, we received feedback from 
the Community Commissioners that they struggled to find information on support, 
available household grants and emergency numbers, and felt that it should be 
something available at the Ilfracombe Centre. I have spoken with the PO and she has 
agreed that I can use space in the centre window to display information on a variety 
of support organisations in a dedicated space. This will of course need a regular 
review to keep information up to date, but all information will have a date on it. 

 Singing for lung health – The League of Friends kindly suggested applying for 
funding but until the PCN contracts are sorted it wouldn’t be the right time to obtain 
funding until we know that we have a team in place that can deliver the project, so 
this is on hold. 

 Living Well – We have a meeting on Weds 5th Feb with presentations from 
Recovery Devon and Hilldales Residential Home. This report was written on the 4th, 
so no additional information is available at this point. 

Sarah Maddocks - Community and Volunteer Officer

Community Car Service

 A really busy month with a total of 68 journeys in January

 8 journeys were cancelled either by the NHS or the passenger themselves 

 3 requests unable to be allocated a volunteer driver

 8 volunteer drivers this month covering all journeys
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 Journeys/requests included North Devon Hospital, RD&E, Wonford (Exeter), 
Plymouth, Barnstaple (other), Tiverton, Memory Clinic in Barnstaple, Bideford, 
Lynton and South Molton

 Nearly 3000 miles done this month 

 All parking permits done and registered with the relevant hospitals. One parking 
ticket was issued by NDDH to a driver by mistake and this was quickly corrected

 Supported our new Cancer Care Hub by attending with Car Service information and 
any other volunteering roles on offer. Very well attended and lots of people 
interested in using the car service for appointments. At the request of the 
Community Developer, I will attend once monthly to give advice on hospital 
transport for those needing it (ITC Car Service)

 Managing new way of working with CSA’s. Generally going really well but Fridays are 
becoming an issue with requests not being processed until Monday or Tuesday. Fine 
tuning the system asap

Volunteers

 Working with Perrigo to provide a group of volunteers for a Spring Clean Day in 
March (date tbc with Town Team). There will be approx 12 people available from the 
company to help with projects for a day

Gardening Angels

 We have finally received the tools and we were fortunate in being able to get more 
than we’d hoped for as NDH used the Homebase closing down sale to get more for 
our funded budget. We now have a good variety to help with GA projects

 Logo ready to go and flyers done

 First referral in from NDH

 TDK are providing 2 volunteers to help with the first garden. Date organised for the 
1st March as it’s working alongside a charitable Nursery and they need to link it with 
their volunteers and the individual requesting help next door

Spring Clean Up Day

 Working with volunteer groups for March to gather as many as possible for various 
jobs

 Linking with Town Team for a specific date

Mayors Gala Dinner

 Tickets are on sale having gone live mid-January

 Negotiated a bigger discount form the NDR who have kindly offered to provide 
Ticket Taylor free of charge this year

 Promotions by the Mayor, Kerry Turton and ITC on social media

Business and Careers Expo 

 Articles in Januarys edition of ‘Business Action’ magazine

 Over 30 stands booked for the event

 Promotions continued through January taking flyers to all businesses including 
everyone at Mullacott

 3 extra large banners placed at war memorial, co-op railings and ITC owned land to 
advertise along with a pull up banner in the Landmark Theatre

 Continue to work in partnership with JCP to ensure a well-attended event
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 All invoices paid and up to date with funding requirements including venue fire, 
table hire, lunches and hot drinks

 Under budget at the moment with room to add extra stands/lunches for stand 
holders and to purchase more advertising flags

 Ilfracombe Academy bringing 6th Formers along (flexible timing to allow for lessons)

 2 sessions of ‘Employability Skills’ workshops in partnership with JCP and the 
National Careers Service held in the Lantern. Morning session dedicated for 18-24 
year olds and the afternoon session for over 25’s. These are the two target age 
groups with the highert levels of unemployment in Ilfracombe 

Mary Midson – Community Developer

 Mental Health Mycelium Network - I have been attending these meetings and it 
was highlighted that a lot of volunteers in Ilfracombe needed Mental Health First aid 
training as since the closure of the Link Centre the volunteers were dealing with 
more and more people in MH crisis and were reporting they didn’t feel equipped to 
deal with this. Although this isn’t a solution to the overall issue it will hopefully aid 
the volunteers.

I have made all the arrangements for this training, including NDVS providing the 
trainer free of charge, Salvation Army providing the venue free of charge and the 
cost of the training packs has kindly been covered by the League of Friends. 

This will take place in January and includes a total of 16 volunteers from Belles Place, 
Family Space, Pickwell Foundation, Food Bank, Mind and The Tyrrel Charity shop.
Update: The training went ahead with full attendance and the feedback has been 
very positive.

 Cancer Care Hub - I have worked with the Fern Centre and developed a monthly hub 
in Ilfracombe –It will hopefully provide some valuable support for Cancer sufferers in 
Ilfracombe and without having to travel to Barnstaple. This started in January and 
we had a staggering 35 people attend which shows how much this provision is 
needed in Ilfracombe. Funding for the Therapies has been provided by Councillor 
Paul Crabbs locality fund and this will cover the 12-month pilot. This is held on the 
first Tuesday every month 10 to 12 at the lantern.

 Belles Place - Providing ongoing support with the following –

o Updating Belles Place Good cause page on the ND Community Lottery and 
promoting so more people buy tickets - 50 pence in every £1 goes straight to 
Belles.

o The pop up ‘uniform shop’ ran for 6 weeks through the school summer 
holiday and the first 2 weeks of September. This was held in the reception of 
the Town Council Offices – It went really well and feedback was very good.
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o Regularly meeting with John Thornton and Steve Seatherton re Funding 
applications etc.

o Carol has recently asked me to look into some training required for 3 of her  
volunteers – Food Hygiene and First Aid.

 Wellbeing Wednesday - With the involvement from the Health & Wellbeing Team I 
have developed Wellbeing Wednesday, which is based around the 5 Steps to 
Wellbeing (Connect, Be Active, Keep Learning, Give and Take Notice)  – Every 
Wednesday from the Lantern 10am to 1pm . The Social Prescribers and volunteers 
run a cafe style drop- in on the AM with arts and crafts, soup and bread/ Sandwiches
for lunch. 

We have now changed the end time to 1pm, due to other bookings at the Lantern 
we had to cancel too many – we want WW to be consistent and reliable so it was 
agreed it would be better for the attendees to end at 1pm.

We are still holding some of the activities as stand alone:
o Disco Beach Clean – First Weds of the Month 1pm to 2pm – meet at the 

front of the Lantern 
o Memory Café – Sencd Weds of the month 1.30 to 3.30 held at Ilfracombe 

Museum
o Express yourself with Joanie (singing, poetry, improvisation)   – adhoc 

activity held in the Great Hall at the Lantern 
This is still going really well and the average footfall is on average 30 to 35 people 
each week attending. We have had some great feedback.

We have had a lot of interest from other agencies such as South West Coast Path 
Association  – and carried out our regular monthly walk with them during Wellbeing 
Wednesday in January - this was well attended and led by Huw Davies and Abigail 
Williams. 1 per month, this has been aided by SWCPA funding the minibuses.  Abigail 
also runs a 30 minute brisk lunch break walk from WW every week (except for the 
week the big walk with South West Coast Path happens) which is well attended.

 Exeter Community Trust - I am currently working with Clem Bennelick from Exeter 
community Trust – Students from the Academy volunteering at Wellbeing 
Wednesday, making drinks for the attendees, attending planned lunchtime walks. 

 Memory Café - I have been working closely with Lynn Scott one of the Social 
Prescribers to develop a memory Cafe for Ilfracombe (this is for people with 
Dementia and memory problems to attend with their carers) – This is held at 
Ilfracombe Museum. It is on the 2nd Weds of every month 1.30 to 3.30. 

Alot of support (with a little nudge) has been received with donations of cake / 
biscuits from local supermarkets,  the use of some of the props from Small Pond 
Productions (i.e. original army/navy hats, irons, phones, pictures of old Ilfracombe 
etc), The Tyrell Charity shop have also donated history books, postcard picture books 
etc., The Museum have also put a photo album together for us.

Communications with Combe coastal Practice are continuing, and get a regular text 
message sent out via there system to all dementia patients and their carers to keep 
reminding them of the cafe.
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 Community Pantry - swap shop. Menshed have kindly made the shelving for the 
pantry and fitted the doors. This will now be launched in February 2025. We have 2 
volunteers to keep their eye on the pantry and report back – One of which is Molly 
who runs the Combe Kindness project and she will be adding some hygiene packs to 
the Pantry.
It will be trialled in the Courtyard at the front of the Lantern on the High Street (it 
will contain packets, tins etc – no fresh food) – this location has been picked as it has 
CCTV overlooking it as there are concerns of possible vandalism. If the trial is a 
success my plan is to branch out with more pantries in different areas of Ilfracombe 
with the hope of volunteers who live close by to keep a check on them. 

 Poverty Truth Commission – The Poverty Truth commission (tackling poverty better 
if people with experience of it are involved) in Ilfracombe with the main facilitator 
James Lander – I have been working on this with James as a facilitator to connect 
with the participants. The next step is the Business Commissioners and the 
Community Commissioners combine and the first workshop started in November, 
this was well attended despite the snow causing travel disruptions. The second went 
ahead on the 18th December and again was well attended. We are currently in the 
‘explore phase’ with everyone getting to know each other and understanding their 
roles. The Third Session went very well and we are now closer to our themes and 
sorting working groups.

James Lander - Poverty Truth Ilfracombe

 Steering group disbanded. To be replaced with a ‘wider stakeholder group’. The 
Commission will aim to engage this group and involve them throughout the 
Commission at key stages (Tbc)

 Launch video available via Commission webpage

 10 Community Commissioners, 12 Civic leaders confirmed (2 have not yet attended)

 Commission meets monthly (See PTC newsletter January 2025 newsletter for latest 
meeting overview)

 Full Commission: Shared understanding of system/poverty (Lived experience 
timelines/rich picture). Distil emerging themes, working towards themed working 
groups

For full aims and objectives see Poverty Truth Ilfracombe Poverty-Truth-Ilfracombe-
Information-2.pdf
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1. INTRODUCTION

This Health and Safety manual has been prepared by WorkNest on our behalf and with our 
involvement. It contains our Health and Safety Policy as required by the Health and Safety at Work Act 
1974 and it defines the way we manage the health and safety hazards and risks associated with our 
business, premises and activities.

Ilfracombe Town Council are committed to managing health and safety effectively to protect our 
employees and other persons with whom we interact because we recognise that we have not only a 
moral and legal duty but also that our employees are our greatest asset.

Our Health and Safety Policy Statement sets out our commitment and the objectives we aspire to in 
managing health and safety. It is signed by the most senior person in our organisation to demonstrate 
that our commitment is led from the top.

Our approach to managing health and safety will be pragmatic and proportionate and will be prioritised 
according to risk with the objective of maintaining continuous improvement. We accept that we cannot 
eliminate risk from everything we do but we can manage risk in such a way that exposure to hazards 
is controlled as far as is reasonably practical.

We recognise that improvement in health and safety will not happen by chance and that planning to 
manage using a systematic approach through risk assessment is a necessary first step and an ongoing 
process. In moving forwards we will wherever possible eliminate risk through selection and design of 
buildings, facilities, equipment and processes. Where risks cannot be eliminated they will be minimised 
by the use of physical controls or, as a last resort, through systems of work and personal protection.

Our success in managing health and safety will be measurable and we look to establish performance 
standards against which we can monitor our progress to identify future actions to go into our 
improvement programme.

Based on our performance measurement in the form of accident monitoring, internal monitoring and 
external audits we will review our health and safety arrangements periodically and at least annually. 
The results of our measurement will be recorded and presented to the Board in our Annual Report.

This Policy has been created by the named consultant from WorkNest with the co-operation of our staff. 
They have signed the Policy to confirm that at the time of creation it is suitable, sufficient and relevant 
to our circumstances and operations. Our nominated responsible person has signed the Policy to 
confirm that it is a true reflection of the activities and operations that we undertake and the 
circumstances in which the council operates.

Creation Date Signed on behalf of WorkNest Confirmed

27/05/22

POLICY REVIEW

This Health and Safety Policy will be reviewed annually by WorkNest in conjunction with our nominated 
responsible person.

As each review is completed it will be signed off by the consultant from WorkNest and confirmed by 
our nominated responsible person.

Review Date Signed on behalf of WorkNest Confirmed

20/10/23
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03/01/2025 Paul King

DOCUMENT CONTROL

The electronic copy of the Health and Safety Policy provided by WorkNest will remain the controlled 
copy. Where further controlled copies are required then these should be issued accordingly and added 
to a register of controlled copies. Any amendments made to the policy will be provided for each of the 
controlled copies to ensure all controlled copies in circulation remain up to date.

If uncontrolled copies of the policy are printed either in whole or part, or if uncontrolled electronic copies 
are issued, then these will be clearly marked as an ‘UNCONTROLLED COPY’.

Register

Copy Number or Reference Location kept

AMENDMENT RECORD

Any amendments made to the Health and Safety Policy will be recorded below with information on 
changes made.

Where significant changes are to be made which could impact on the business or our clients, we will 
consider the reasons for change, potential problems and how it will be implemented.

Date Section Ref /Title Details of amendment made Change made by

20/10/23 6 Legionnaire
s disease

Removed incorrect statement 
around microbiological sampling 
requirements. No physical 
corrective action required.

Jim Stowe
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LEGISLATION

Extracts of relevant legislation are provided for ease of reference on the WorkNest webpage. Full 
copies of relevant legislation are available on the Office of Public Sector Information web page 
(www.opsi.gov.uk) and the National Archives (www.legislation.gov.uk)

GUIDANCE

Guidance on a number of health and safety issues can be accessed by logging onto the WorkNest
webpage which we hope you will find useful as a quick reference source.

Should you require further advice or assistance not available here then remember that advice on any 
health and safety issue is available from the WorkNest advice line - Tel: 0345 226 8393

FORMS

Relevant forms and templates that may be utilised can be accessed by logging onto the WorkNest
webpage.
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2. HEALTH AND SAFETY POLICY STATEMENT

The management of Ilfracombe Town Council recognises that it has a legal duty of care towards 
protecting the health and safety of its employees and others who may be affected by the council’s 
activities, and that managing health and safety is a business critical function.

In order to discharge its responsibilities the management will:

 bring this Policy Statement to the attention of all employees

 carry out and regularly review risk assessments to identify proportionate and pragmatic 
solutions to reducing risk

 communicate and consult with our employees on matters affecting their health and safety

 comply fully with all relevant legal requirements, codes of practice and regulations at 
International, National and Local levels

 eliminate risks to health and safety, where possible, through selection and design of materials, 
buildings, facilities, equipment and processes

 encourage staff to identify and report hazards so that we can all contribute towards improving 
safety

 ensure that emergency procedures are in place at all locations for dealing with health and safety 
issues

 maintain our premises, provide and maintain safe plant and equipment

 only engage contractors who are able to demonstrate due regard to health & safety matters

 provide adequate resources to control the health and safety risks arising from our work activities

 provide adequate training and ensure that all employees are competent to do their tasks

 provide an organisational structure that defines the responsibilities for health and safety

 provide information, instruction and supervision for employees

 regularly monitor performance and revise policies and procedures to pursue a programme of 
continuous improvement.

This Health and Safety Policy will be reviewed at least annually and revised as necessary to reflect 
changes to the business activities and any changes to legislation. Any changes to the Policy will be 
brought to the attention of all employees.

Signed: Dated:

Name: Position:
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HEALTH & SAFETY
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3. ORGANISATION FOR HEALTH AND SAFETY

The overall responsibility for health and safety rests at the highest management level. However, it is 
the responsibility of every employee to co-operate in providing and maintaining a safe place of work.

This part of our policy allocates responsibilities to line managers to provide a clear understanding of 
individuals’ areas of accountability in controlling factors that could lead to ill health, injury or loss. 
Managers are required to provide clear direction and accept responsibility to create a positive attitude 
and culture towards health and safety.

The following positions have been identified as having key responsibilities for the implementation of 
our health and safety arrangements:

Councillors
Town Clerk
Department Managers
Fire Wardens
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4. HEALTH AND SAFETY RESPONSIBILITIES

Councillors

The Board has the ultimate responsibility for the health and safety of Ilfracombe Town Council but 
discharges this responsibility through the Town Clerk down to individual managers, supervisors and 
employees.

The Board has nominated the Town Clerk to have special responsibility for health and safety.

The Board will ensure that:

 they provide a lead in developing a positive health and safety culture throughout the 
organisation

 all its decisions reflect its health and safety intentions

 adequate resources are made available for the implementation of health and safety

 they will promote the active participation of employees in improving health and safety 
performance

 they will review the health and safety performance of the council on an annual basis.
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Town Clerk

The Town Clerk has overall responsibility for ensuring our compliance with Health and Safety legislation 
but delegates the responsibility for implementation to the Department managers.

The Town Clerk will ensure that:

 our Health and Safety Policy is implemented, monitored, developed, communicated effectively, 
reviewed and amended as required

 a health and safety plan of continuous improvement is created and senior management monitor 
progress against agreed targets

 suitable and sufficient funds, people, materials and equipment are provided to meet all health 
and safety requirements

 senior management designated with health and safety responsibilities are provided with support 
to enable health and safety objectives to be met

 a positive health and safety culture is promoted and that senior management develop a pro-
active safety culture which will permeate into all activities undertaken and reach all personnel

 a system of communication and consultation with employees is established

 effective training programmes have been put in to place

 an annual report on the safety performance of the council is presented to the Board.
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Department Managers

The Department Managers will ensure that in their areas of control:

 they actively lead the implementation of our Health and Safety Policy

 they supervise their staff to ensure that they work safely, providing increased supervision for 
new and young workers

 safe systems of work are developed and implemented

 risk assessments are completed, recorded and regularly reviewed

 accidents, ill health and 'near miss' incidents at work are investigated, recorded and reported

 they communicate and consult with staff on health and safety issues

 they encourage staff to report hazards and raise health and safety concerns

 safety training for staff is identified, undertaken and recorded to ensure staff are competent to 
carry out their work in a safe manner

 issues concerning safety raised by anyone are thoroughly investigated and, when necessary, 
further effective controls implemented

 premises, plant and work equipment are maintained in a safe condition

 statutory examinations are planned, completed and recorded

 personal protective equipment is provided, staff instructed in its use and that records are kept

 adequate arrangements for fire and first aid are established

 any safety issues that cannot be dealt with are referred to the Town Clerk for action

 welfare facilities provided are maintained in a satisfactory state

 hazardous substances are stored, transported, handled and used in a safe manner according 
to manufacturers' instructions and established rules and procedures

 health surveillance is carried out and records are kept

 contractors engaged are reputable, can demonstrate a good health and safety record and are 
made aware of relevant local health and safety rules and procedures

 health and safety notices are displayed

 agreed safety standards are maintained particularly those relating to housekeeping

 health and safety rules are followed by all.
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Fire Wardens

Fire Wardens will ensure that in their designated area of responsibility they:

 monitor the general fire safety of the area that they have been allocated to

 check corridors and walkways to ensure combustible materials are not stored there

 monitor escape routes to see they are kept free of obstructions

 check that fire doors are not tied, propped or wedged open

 check that final exit doors are not obstructed

 check that extinguishers are where they should be and no obvious misuse or defect has 
occurred.

When the fire alarm sounds, Fire Wardens must:

 without putting themselves at risk, sweep through their allocated area and verbally encourage 
staff to leave via the nearest fire escape route. Fire Wardens should aim to finish their sweep 
at a fire exit and should not delay their own escape unduly

 check all accessible rooms including toilets and offices to make sure staff have evacuated the 
area or in case someone is waiting for assistance to evacuate. If there are signs of fire in a room 
(e.g. smoke coming out around the door), they should note the fact but should not enter or open 
the door

 if there is no immediate danger, ensure that all windows and doors are closed en-route to the 
fire exit

 report to the senior manager at the fire assembly point  to report any signs of fire in their area, 
to report if anyone is at risk and to advise if their area is clear

 take part in any post-alarm de-briefing to identify any shortcomings in the fire evacuation 
procedures.

Fire Wardens are not expected to unnecessarily delay their own exit from the building or to jeopardize 
their own safety at any time. Fire Marshals are not expected to fight a fire or to use a fire extinguisher 
except to aid their own escape. However if the fire is in their area of responsibility and they are trained 
and competent to do so, Fire Wardens may attempt to tackle a small fire if it is safe to do so and using 
the appropriate extinguisher.
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Employees

All employees must:

 take reasonable care of their own safety

 take reasonable care of the safety of others affected by their actions

 observe the safety rules

 comply with the Health and Safety Policy

 conform to all written or verbal instructions given to them to ensure their personal safety and 
the safety of others

 dress sensibly and safely for their particular working environment or occupation

 conduct themselves in an orderly manner in the work place and refrain from any antics or pranks

 use all equipment, safety equipment, devices and protective clothing as directed

 avoid any improvisations of any form which could create an unnecessary risk to their personal 
safety and the safety of others

 maintain all equipment in good condition and report defects to their supervisor

 report any safety hazard or malfunction of any item of plant or equipment to their supervisor

 report all accidents to their supervisor whether an injury is sustained or not

 attend as requested any health and safety training course

 observe all laid down procedures for processes, materials and substances used

 observe the fire evacuation procedure and the position of all fire equipment and fire exit routes.
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Contractors

All contractors must:

 take reasonable care of their own safety

 take reasonable care of the safety of others affected by their actions

 observe the safety rules

 submit their health and safety policy and relevant risk assessments to us for approval

 comply with and accept our health and safety policy, if they do not have one

 conform to all written or verbal instructions given to them to ensure their personal safety and 
the safety of others

 dress sensibly and safely for their particular working environment or occupation

 conduct themselves in an orderly manner in the work place and refrain from any antics or pranks

 use all equipment, safety equipment, devices and protective clothing as directed

 avoid any improvisations of any form which could create an unnecessary risk to their personal 
safety and the safety of others

 maintain all equipment in good condition and report defects to their supervisor

 report any safety hazard or malfunction of any item of plant or equipment to their supervisor

 report all incidents to their supervisor and to us whether an injury is sustained or not

 attend as requested any health and safety training course

 observe all laid down procedures for processes, materials and substances used

 observe the fire evacuation procedure and the position of all fire equipment and fire exit routes.
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WorkNest

WorkNest, in agreement with management, provides us with the following services:

 development of our documentation throughout the period of our contract and keeping it updated 
for:

o changes in Health and Safety legislation relevant to us

o organisational changes which affect our management system.

 a general risk assessment in the first part of the contract that forms the basis of our risk 
management programme and helps us plan our future actions to reduce risk.

 a consultant visit to train senior managers and to support our implementation of this Policy by:

o assisting us to complete specific risk assessments

o providing further training, as agreed, on relevant agreed topics

o reviewing and auditing our health and safety procedures and legal compliance

o providing advice on implementing changes and system procedures.

WorkNest is also contracted to:

 fulfil the role of 'Competent Person', providing advice and assistance on Health and Safety 
issues

 provide for us a telephone advisory service - available 24 hours per day, 365 days of the year

 provide crisis help if we have a serious accident or incident involving the Enforcement 
Authorities

 provide legal fees insurance, the terms of which are defined in our insurance policy document

 provide briefings to help keep us up to date with new and forthcoming legislation.
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5. HEALTH AND SAFETY RULES

This section of our Health and Safety Policy specifies the rules laid down for the attention of all 
employees. These rules are prepared in accordance with legal requirements and acknowledged safe 
working practices. In addition to the legal duty imposed upon employees to comply with these rules, 
failure to observe them will be considered to be a breach of the contract of employment and will result 
in disciplinary action being taken.

Employees are reminded that a breach of health and safety legislation by an employee is a criminal 
offence and action taken by an Enforcing Officer against an individual may result in heavy penalties.

Safety rules may vary depending upon the nature of work and the circumstances therefore the 
overriding requirement is that employees are expected to act in a sensible manner and adhere to verbal 
instructions given by Management.

60 



20

General

 It is the duty of all employees to co-operate with management in fulfilling our legal obligations 
in relation to health and safety.

 Employees must not intentionally or recklessly interfere with anything provided in the interests 
of health, safety or welfare.

 Employees are required to notify to management of any unsafe activity, item or situation.

Working Practices

 Employees must not operate any item of plant or equipment unless they have been trained and 
authorised.

 Employees must make full and proper use of all equipment guarding.

 Employees must not clean any moving item of plant or equipment.

 Employees under the age of 18 years must not operate any item of plant or equipment unless 
they have received sufficient training or are under adequate supervision.  

 Employees must not make any repairs or carry out maintenance work of any description unless 
authorised to do so.

 Employees must use all substances, chemicals, liquids etc, in accordance with all written 
instructions.

 Employees must not smoke except in prescribed areas.

Hazard / Warning Signs and Notices

 Employees must comply with all hazard/warning signs and notices displayed on the premises.

Working Conditions / Environment

 Employees must make proper use of all equipment and facilities provided to control working 
conditions/ environment.

 Employees must keep stairways, passageways and work areas clear and in a clean and tidy 
condition.

 Employees must dispose of all rubbish, scrap and waste materials within the working area, 
using the facilities provided.

 Employees must clear up any spillage or liquids within the work area in the prescribed manner.

 Employees must deposit all waste materials and substances at the correct disposal points and 
in the prescribed manner.
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Protective Clothing and Equipment

 Employees must use all items of protective clothing/equipment provided as instructed.

 Employees must store and maintain protective clothing/equipment in the approved manner.

 Employees must report any damage, loss, fault or unsuitability of protective clothing/equipment 
to their supervisor.

Fire Precautions

 Employees must comply with all laid down emergency procedures.

 Employees must not obstruct any fire escape route, fire equipment or fire doors.

 Employees must not misuse any fire fighting equipment provided.

 Employees must report any use of fire fighting equipment to their supervisor.

Accidents

 Employees must seek medical treatment for work related injuries they receive by contacting a 
designated first aider. Upon returning from treatment they must report the incident to their 
supervisor.

 Employees must ensure that any accident or injury treatment is properly recorded in the 
Accident Book.

 Employees must notify management of any incident in which damage is caused to property.

Health

 Employees must report to management any medical condition or medication which could affect 
the safety of themselves or others.

 Employees must co-operate with the management on the implementation of the medical and 
occupational health provisions.
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Rules Covering Gross Misconduct

An employee will be liable to summary dismissal if they are found to have acted in any of the following 
ways:

 A serious or wilful breach of Safety Rules.

 Unauthorised removal or interference with any guard or protective device.

 Unauthorised operation of any item of plant or equipment.

 Unauthorised removal of any item of first aid equipment.

 Wilful damage to, misuse of or interference with any item provided in the interests of Health and 
Safety or welfare at work.

 Unauthorised removal or defacing or any label, sign or warning device.

 Horseplay or practical jokes which could cause accidents.

 Making false statements or in any way deliberately interfering with evidence following an 
accident or dangerous occurrence.

 Misuse of any item of equipment, utensil, fitting/ fixture, vehicle or electrical equipment.

 Deliberately disobeying an authorised instruction.
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6. ARRANGEMENTS

Accident, Incident and Ill-Health Recording, Reporting and Investigation

This policy sets out the procedures that are to be followed when any employee, visitor or contractor 
has an accident, near miss or dangerous occurrence on the council’s premises during the course of 
their employment.

This will also apply to visitors who are members of the public and are therefore not at work. In addition 
employees who develop a work-related illness must also report via these procedures.

Definitions:

An accident is an unplanned event that causes injury to persons, damage to property or a combination 
of both.

A near miss is an unplanned event that does not cause injury or damage but could do so.

A work-related illness is a prescribed illness that is obtained by an employee through the course of 
work or from a non-employee as a result of activities carried out by the council.

The Accident Book

All accidents resulting in personal injury must be recorded in the council’s Accident Book.

The Accident Book will comply with the requirements of the Data Protection Act.

The Accident Book will be reviewed regularly by senior management to ascertain the nature of incidents 
that have occurred in the workplace. This review will be in addition to any investigation of the 
circumstances surrounding each incident.

All near misses must also be reported to management as soon as possible so that action can be taken 
to investigate the causes and to prevent recurrence.

Employees must ensure that they are aware of the location of the accident book.

Reporting Requirements

Certain accidents causing injury, both fatal and non-fatal, certain occupational diseases and certain 
dangerous occurrences are reportable to the Enforcing Authority under the Reporting of Injuries, 
Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR).

The following events must be reported to the Health and Safety Executive:

 A death

 A specified injury to an employee as detailed in regulation 4

 An injury to a non-employee where that person is taken directly to hospital for treatment as a 
result of their injury

 Any dangerous occurrence

 Any employee diagnosed by a qualified medical practitioner as suffering from a disease 
specified in the Regulations

 Any employee diagnosed with a cancer caused by work-related exposure to a known 
carcinogen or mutagen.
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Injuries that lead to a worker being incapacitated for more than seven consecutive days as the result 
of an occupational accident or injury (not counting the day of the accident but including weekends and 
rest days) must also be reported within 15 working days using the Health and Safety Executive (HSE) 
website.

You must also keep a record of an accident if the worker has been incapacitated for more than three 
consecutive days. If you are an employer, who must keep an accident book under the Social Security 
(Claims and Payments) Regulations 1979, that record can be treated as a record for the purposes of 
RIDDOR.

Contact details for the Health and Safety Executive are:

Tel: 0345 300 9923 (Monday to Friday 8:30am to 5:00pm)

Website: www.hse.gov.uk

For further advice on injuries, diseases or dangerous occurrences requiring notification please contact 
the WorkNest Advice Line. (Tel: 0345 226 8393)

The completed report form sent back by the HSE should be kept with the other accident records and 
documents; this will confirm the notification has been made.

Accident report, completed notification form and investigation notes, witness statements and 
photographs are to be kept on file to advise the insurers of a potential claim and to present to the 
Enforcing Authority in the event of an investigation.

Records are to be kept for 3 years from the date of the incident.

Investigation

All injury related accidents that are either notified to the Enforcing Authority or where a serious injury 
has occurred will be investigated:

 to ensure that all necessary information in respect of the accident or incident is collated

 to understand the sequence of events that led to the accident or incident

 to identify the unsafe acts and conditions that contributed to the cause of the accident or incident

 to identify the underlying causes that may have contributed to the accident or incident

 to ensure that effective remedial actions are taken to prevent any recurrence

 to enable a full and comprehensive report of the accident or incident to be prepared and 
circulated to all interested parties

 to enable all statutory requirements to be adhered to.

The investigation will include obtaining signed witness statements, photographs and drawings as 
appropriate.
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Asbestos

The council will protect employees and other persons potentially exposed to asbestos as far as is 
reasonably practicable. Everyone who needs to know about the presence of asbestos will be alerted. 
No one will be allowed to start any work that could disturb asbestos unless the correct procedures are 
to be employed.

This will be achieved by minimising exposure through:

 the management of asbestos-containing materials in the workplace premises by

o Assessment - The premises will be surveyed to determine whether asbestos-containing 
materials are present. It will be presumed that materials contain asbestos unless there 
is strong evidence to the contrary.

o The amount and condition of the asbestos-containing material will be assessed and 
measures will be identified to ensure that airborne asbestos fibres are not present or 
formed in the workplace.

o A Written Plan - A written plan or register that sets out the location of the asbestos-
containing material and how the risk from this material will be managed will be prepared 
and steps will be taken to put the plan into action. The plan or register will be made 
available and the arrangements will be reviewed at regular intervals or when there has 
been a significant change to the organisation or personnel.

o Access to Asbestos-containing Materials - Access to asbestos-containing materials 
in the premises will be controlled so as to prevent inadvertent disturbance of the material 
and the release of asbestos fibres. Systems will be put in place to ensure that anyone 
liable to disturb asbestos-containing materials is made aware of their location.

o Monitoring and Maintenance - The condition of all asbestos-containing materials or 
materials suspected of containing asbestos will be inspected at agreed intervals to 
ascertain that there has been no damage or deterioration. Where damage or 
deterioration is found the asbestos-containing material will be reassessed and repaired 
or removed as appropriate.

Asbestos-related Emergencies

Procedures to deal with asbestos-related incidents will be in place (including the provision of 
information and warning systems) unless there is only a slight risk to the health of employees.

Arrangements for Controlling Work on Asbestos

Any work on, or removal of, asbestos-containing materials will be controlled to ensure that adequate 
precautions are taken to prevent the release of asbestos fibres.

Work with asbestos and asbestos-containing materials is to be carried out by a licensed contractor 
(licensed by the HSE) unless the work is exempted from the requirement for licensing.

Selection and Control of Contractors to Work on Asbestos-containing Materials

When contractors are engaged to work on the premises, adequate steps will be taken to ensure the 
contractors are competent and have sufficient skills and knowledge to do the job safely and without 
risks to health.

Only contractors licensed by the HSE will be used for the removal of asbestos-containing materials, 
unless the work involves the removal of materials in which:
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 asbestos fibres are firmly linked in a matrix

 the exposure during the removal process is likely to be sporadic or of low intensity.

Contractors hired to carry out building or allied trade work that will involve minor work with asbestos 
must comply with the Control of Asbestos Regulations.

Procedures for Dealing with Health and Safety Issues

Where an employee raises a health and safety problem related to work with asbestos, the council will:

 take all necessary steps to investigate the circumstances

 take corrective measures where appropriate

 advise the employee of actions taken.

Where a problem arises relating to the condition of, or during work on, asbestos-containing material, 
the employee must:

 inform a responsible person immediately, usually a supervisor or manager

 in the case of an accident or emergency, respond quickly to ensure effective treatment.
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Communication and Consultation

It is a legal requirement for the council to establish arrangements to communicate and consult with 
employees on issues affecting their health and safety and to take account of their views.

To achieve this objective we will:

 establish effective lines of communication

 involve and consult with employees through:

o individual conversations
o notice boards
o internal publications
o staff meetings
o health and safety meetings.

 display the ‘Health and Safety Law – What You Need To Know’ poster

 consult with employees when changes to processes, equipment, work methods etc. are to be 
introduced that may affect their health and safety.

Where it is not practical to consult with all employees directly and it would be more appropriate to 
communicate and consult through employee representatives, we will arrange for representatives of 
employee safety to be elected.

The council will allow all representatives an appropriate amount of time away from their normal duties 
in order to complete their duties as representatives. We will not hinder representatives in the execution 
of their normal functions as defined by law.
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Contractors

When working on our premises it is considered that contractors are joint occupiers for that period and 
therefore we have both joint liabilities in “common areas”. In order to meet our legal obligations with 
regard to contractors we will ensure that prior to engaging any contractor they are competent and that 
any works are carried out safely.

The following factors will be considered as part of our procedures for vetting contractors:

 sight of the contractor’s own safety policy, risk assessments, method statements, permits to 
work, etc as applicable

 clarification of the responsibility for provision of first aid and fire extinguishing equipment

 details of articles and hazardous substances intended to be brought to site, including any 
arrangements for safe transportation, handling, use, storage and disposal

 details of plant and equipment to be brought onto site, including arrangements for storage, use, 
maintenance and inspection

 clarification for supervision and regular communication during work including arrangements for 
reporting problems or stopping work in cases where there is a serious risk of personal injury

 confirmation that all workers are suitably qualified and competent for the work (including a 
requirement for sight of evidence where relevant)

 evidence showing that appropriate Employers and Public Liability Insurance is in place.

Clearly, it will not be necessary to go to such elaborate lengths if the contract is very short and will not 
create hazards of any significance. The complexity of the arrangements will be directly proportional to 
the risks and consequences of failure.

Similarly we have a parallel duty to the contractor and must ensure that the contractor is not put at risk 
by our own activities for the duration of the contract.

We will stop contractors working immediately if their work appears unsafe. Staff should report any 
concerns to a manager immediately.

Construction work and the Construction (Design and Management) Regulations 2015

Where any construction work is carried out, to fulfil our legal duties as a “client” under the Construction 
(Design and Management) Regulations 2015 we will:

 make suitable arrangements for the management of the project and review those arrangements 
throughout the project to ensure that they are still relevant

 ensure that all dutyholders that we appoint have the necessary skills, knowledge, training and 
experience to carry out their roles safely.

 appoint in writing the Principal Designer and Principal Contractor sufficiently early in the project 
to allow them to carry out their duties properly.

 notify the HSE in writing for projects that require it

 ensure that relevant pre-construction information is passed to all designers and contractors 

 ensure that the Principal Designer and Principal Contractor carry out their duties
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 ensure that adequate welfare facilities are provided for the contractors

 ensure that no construction commences until an adequate health and safety plan and 
construction phase plan covering the work has been prepared

 ensure that any health and safety file passed to us is kept securely and readily available for 
inspection by anyone who requires it to fulfil their legal duties, and , if we choose to dispose of 
the building, to pass the file to any person or council who acquires the building.

 cooperate fully with all other dutyholders and provide all relevant information and instruction 
promptly and clearly.
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Disabled Persons

The council will give full and proper consideration to the needs of disabled employees and visitors.

To achieve this, the council will:

 treat all disabled employees and visitors with respect and dignity, both in the provision of a safe 
working environment and in equal access to the organisation’s facilities

 ensure that risk assessments are undertaken of the special needs of the disabled and carry out 
reasonable adjustments to the premises and/or employment arrangements

 encourage employees with special needs to suggest any premises or task improvements to 
their line managers

 discipline any employees found treating their disabled colleagues with less than the expected 
standards of respect and dignity

 in an emergency evacuation, ensure suitable plans are in place which will assist disabled people 
to leave the premises swiftly.
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Display Screen Equipment

All reasonable steps will be taken by the council to secure the health and safety of employees who 
work with display screen equipment.

To achieve this objective the council will:

 carry out an assessment of each user’s workstation

 implement necessary measures to remedy any risks found as a result of the assessment

 provide adequate information and training to persons working with display screen equipment

 endeavour to incorporate changes of task within the working day, to prevent intensive periods 
of on-screen activity

 review software to ensure that it is suitable for the task and is not unnecessarily complicated

 arrange for the provision of free eye tests when requested, at regular intervals thereafter and 
where a visual problem is experienced

 arrange for the supply, at a subsidised cost up to a maximum limit of £40, for any corrective 
appliances (glasses or contact lenses) where these are required specifically for working with 
display screen equipment

 advise existing employees, and all persons applying for work with display screen equipment, of 
the risks to health and how these are to be avoided

 investigate any discomfort or ill-health believed to be associated with the use of display screen 
equipment and take appropriate remedial action

 make special arrangements for individuals with health conditions that could be adversely 
affected by working with display screen equipment.

Employees must:

 comply with the instructions and training given regarding safe workstation set-up and use, 
including the need for regular changes of activity or breaks and the use of the equipment 
provided

 inform their departmental supervisor/line manager of any disability or health condition which 
may affect their ability to work using display screen equipment or be affected by working with 
DSE (this information will be treated confidentially)

 report to their departmental supervisor/line manager any discomfort or health concern believed 
to be associated with the use of DSE (this information will be treated confidentially).
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Driving for Work

Driving is an integral part to some roles within the council and as such requires driving on council
business. Driving has inherent risks associated with it which drivers should be made aware of. 

The council is committed to reducing the risks its staff face or create when driving at work and therefore 
will:

 ensure risk assessments are completed and that journeys are planned

 not put unreasonable time constraints on travel

 ensure those driving for business are competent (and where required, authorised) and fit

 provide any additional training that may be deemed necessary to reduce driving related 
occupational risks

 provide sufficient information and guidance for managers and drivers to enable them to 
understand the additional occupational risks involved in driving

 establish a travel plan which will limit the requirement for travel and make provisions for long 
journeys

 require drivers to annually submit copies of their insurance, the MOT certificate or evidence of 
the MOT exemption for their vehicle and their current driving licence.

Implementation

The council asks its entire staff to play their part, whether they use a council vehicle, their own or a hire 
vehicle.

Drivers

Drivers will remain responsible for their safety and others and must comply with the Highway Code and 
Road Traffic Act.

It is the responsibility of drivers to inform their manager of:

 anything that could affect their driving e.g. health conditions or injuries, use of prescribed 
medication

 changes to licence such as; limitations, offences recorded, period bans

 vehicle defects that affect ability / safety to drive

 any accidents / incidents that occurred whilst driving on behalf of the council.

Before driving, drivers must

 review the need to travel

 have a valid licence for the vehicle they are driving and for any overseas travel if required

 ensure valid insurance for business use

 carry out a pre-use vehicle check
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 allow sufficient time to drive allowing for traffic, poor weather and rest breaks

 ensure sufficient rest

 be physically fit, with zero alcohol level and not under the influence of drugs that may affect the 
ability to drive

 have had an eye test in last 2 years and be using any required corrective appliance

 adjust their driving position, head restraints and mirrors to ensure maximum comfort and safety.

Whilst driving, drivers must

 drive in accordance with the applicable law and with consideration for the safety of passengers 
and other road users

 take regular rest breaks every 2-3 hours or at first signs of tiredness

 remain in control of the vehicle at all times

 not smoke in a council vehicle

 never use any hand held electronic device e.g. mobile phone, satellite navigation, mp3 player

 never receive or make calls.

 follow all safety instructions when taking their vehicle on board ferries, trains or other vehicle-
carrying craft, including parking and leaving their vehicle on a vehicle deck and travelling in a 
designated passenger area while the craft is underway.

Managers

Managers should ensure that the driving policy is brought to the attention of drivers and they will:

 lead by example, both in the way they drive and by not tolerating poor driving practices amongst 
colleagues

 challenge unsafe attitudes and behaviours and encourage staff to drive safely

 monitor compliance with the driving policy at team meetings, staff appraisals and periodic 
checks

 not expect staff to answer calls when they are driving.
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Drugs and Alcohol

Alcohol

Employees must not drink alcohol on the council’s premises or the premises of its customers or clients 
without express permission from a senior manager or director.

Any employee who is found consuming alcohol on the council’s premises or the premises of its customers 
and clients without permission or is found to be intoxicated at work will normally face disciplinary action 
on the ground of gross misconduct under the council’s disciplinary procedure.

Drugs and medication

The possession, use or distribution of drugs for non-medical purposes on the council’s premises is strictly 
forbidden and a gross misconduct offence.

If you are prescribed drugs by your doctor which may affect your ability to perform your work you should 
discuss the problem with your manager or supervisor.

If the council suspects there has been a breach of this policy or your work performance or conduct has 
been impaired through substance abuse, the council reserves the right to require you to undergo a 
medical examination to determine the cause of the problem.

Medical Examination

Existing and prospective employees may be asked to undergo a medical examination, which will seek to 
determine whether he/she has taken a controlled drug or has an alcohol abuse problem.

A refusal to give consent to such an examination or a refusal to undergo the screening will result in the 
immediate withdrawal of any offer made to prospective employees and will normally be treated as gross 
misconduct for employees.

If, having undergone a medical examination, it is confirmed that you have been positively tested for a 
controlled drug, or you admit there is a problem, the council reserves the right to suspend you from your 
employment (with or without pay) to allow the council to decide whether to deal with the matter under the 
terms of the council’s disciplinary procedure and/or to require you to undergo treatment and rehabilitation.

Reasonable Grounds

The council reserves the right to search you or any of your property held on council premises at any time 
if there are reasonable grounds to believe that this policy is being or has been infringed or for any other 
reason. If you refuse to comply with these search procedures, your refusal will normally be treated as 
gross misconduct.

The council reserves the right to inform the police of any suspicions it may have with regard to the use of 
controlled drugs by its employees on the council’s premises.
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Electricity

All reasonable steps will be taken to secure the health and safety of employees who use, operate or 
maintain electrical equipment.

To ensure this objective the council will:

 ensure electrical installations and equipment are installed in accordance with the Wiring 
Regulations (BS 7671) published by the Institution of Engineering and Technology (IET)

 maintain the fixed installation in a safe condition by carrying out routine safety tests

 inspect and test portable and transportable equipment as often as required to ensure safety

 promote and implement a safe system of work for maintenance, inspection and testing

 forbid live working unless absolutely necessary, in which case a permit to work system must be 
used

 ensure employees who carry out electrical work are competent to do so

 maintain detailed records.

Employees must:

 visually check electrical equipment for damage before use

 report any defects found to their line manager/supervisor

 not use defective electrical equipment

 not carry out any repair to any electrical item unless qualified to do so

 switch off non-essential equipment from the mains when left unattended for long periods

 not bring any electrical item onto the council premises until it has been tested and a record of 
such a test has been included in the appropriate record

 not leave electric cables in such a position that they will cause a tripping hazard or be subject 
to mechanical damage.

77 



37

Environment

All reasonable steps will be taken to protect the environment. In order to discharge its responsibilities 
the management will:

 comply fully with all relevant legal requirements, codes of practice and regulations

 prevent pollution to land, air and water

 reduce water and energy use

 minimise waste and increase recycling within the framework of our waste management 
procedures

 identify and manage environmental risks and hazards

 involve customers, partners, clients, suppliers and subcontractors in the implementation of our 
objectives

 promote environmentally responsible purchasing

 provide suitable training to enable employees to deal with their specific areas of environmental 
control

 improve the environmental efficiency of our transport and travel

 establish targets to measure the continuous improvement in our environmental performance

 eliminate risks to the environment through selection and design of buildings, facilities, 
equipment and processes. Where risks cannot be eliminated they will be minimised by the use 
of physical controls or, as a last resort, through systems of work and personal protection

 only engage contractors who are able to demonstrate due regard to environmental matters

 bring the Environmental Policy Statement to the attention of all employees.

Environmental complaints procedure

On receipt of a complaint about any environmental related matter the following procedure will be 
implemented:

 the name, address and contact details will be taken from the complainant along with details of 
the complaint including dates, times, frequency, impact and location

 full details of the complaint will be recorded and passed a Senior Manager or Director for an 
investigation to be instigated

 investigations will be commenced at the earliest opportunity and at least within 24 hours

 where the complaint is found to be justified immediate measures will be taken to remedy the 
problem as far as is reasonably practicable

 results of all investigations will be recorded and copied to the complainant, a Senior Manager 
or Director

 the complainant will be kept advised of the results of any investigation and the measures being 
taken to seek a solution; including details of the proposed timescales where immediate 
resolution is not possible.
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All employees are responsible for working towards the objectives contained within this policy.
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Fire

All reasonable steps will be taken to prevent a fire occurring. In the event of fire, the safety of life will 
override all other considerations, such as saving property and extinguishing the fire.

In order to prevent fire and to minimise the likelihood of injury in the event of a fire the council will:

 assess the risk from fire at our premises and implement appropriate control measures

 ensure good housekeeping standards are maintained to minimise the risk of fire

 provide and maintain safe means of escape from the premises

 develop a fire evacuation procedure for all buildings

 provide and maintain appropriate fire-fighting equipment

 regularly stage fire evacuation drills, inspect the means of escape and test and inspect fire-
fighting equipment, emergency lighting and any fire warning systems

 provide adequate fire safety training to employees, plus specialist training to those with special 
responsibilities

 make arrangements for the safe evacuation of deaf or otherwise disabled persons

 make arrangements for ensuring all visitors are made aware of the fire evacuation procedures

 display fire action notices

 keep fire safety records.

The council does not require persons to attempt to extinguish a fire but extinguishing action may be 
taken if it is safe to do so.

Immediate evacuation of the building must take place as soon as the evacuate signal is given. All 
occupants, on evacuation, should report to the pre-determined assembly points.

Re-entry of the building is strictly prohibited until the fire brigade officer or a senior person present 
declares it is safe to do so.

Employees are encouraged to report any concerns regarding fire procedures so the organisation can 
investigate and take remedial action if necessary.
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First Aid

The council is committed to providing sufficient provision for first aid to deal with accidents and injuries 
that arise at work.

To achieve this objective the council will:

1. appoint and train a suitable number of first aid personnel to cover all work patterns

2. display first aid notices with details of first aid provision

3. provide and maintain suitable and sufficient first aid facilities including first aid boxes

4. provide any additional first aid training that may be required to deal with specific first aid 
hazards.

The minimum first aid provision at all sites is an adequately stocked first aid box and an Appointed 
Person to take charge of the first aid arrangements.

Appointed Person

The Appointed Person duties include:

 taking charge when someone falls ill or is injured, including calling an ambulance if required

 looking after and maintaining the first aid box and contents.

The Appointed Person will not be required to provide treatment for which they have not been trained.

First Aiders

First aiders are qualified personnel who have received training and passed an examination in 
accordance with HSE requirements.

The numbers of first aid personnel at each location will be determined by individual circumstances, the 
level of risk and in line with current government guidance.

First aid personnel will be provided with refresher training at regular intervals to keep their skills up to 
date.

First Aid Boxes

First aid boxes will be provided within the workplace to ensure there are adequate supplies for the 
nature of the hazards involved. All boxes will contain at least the minimum supplies suggested by L74: 
First Aid at Work Approved Code of Practice. Only specified first aid supplies will be kept. No creams, 
lotions or drugs, however seemingly mild, will be kept.

Portable First Aid Kits

Portable first aid kits will be available for staff members required to work away from the normal 
workplace, where access to facilities may be restricted, such as:

 work with potentially dangerous tools and machinery away from base location
staff whose work takes them to isolated or remote locations
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Mental Health First Aiders

The council has also appointed mental health first aiders. Mental health first aiders are qualified 
personnel who have received training in dealing with mental health issues employees may have. 
Having mental health first aiders raises employees’ awareness of mental ill‐health conditions, including 
signs and symptoms. Those trained have a better understanding of where to find information and 
professional support and are more confident in helping individuals experiencing mental ill‐health or a 
crisis. They will be identified on the signage for physical first aiders and will have the same access to 
refresher training and facilities.
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Gas Installations and Appliances

The council will ensure that all work carried out on gas fittings and appliances are in accordance with 
the requirements of the regulations and the Safety in the Installation and Use of Gas Systems and 
Appliances Manual.

The council is committed to achieving high standards of health and safety for all staff, visitors, 
customers and others. For these reasons employing, training, and arranging the assessments of 
operatives that are competent to work on gas installations and appliances – servicing, repairing or 
installing, is highly significant to supporting these aims.

The council supports the aims of:

 reducing the waste of fuel and material

 increasing operational efficiency

 eliminating unnecessary emission of atmospheric pollutants

 reducing the risk to death, injury and distress to members of the public, staff and others who 
may be affected

 increasing confidence, amongst users, in the safe use of fossil fuels and fossil fuel burning 
appliances.

The Gas Safe Register (GSR) is the governing body approved by the Health and Safety Executive to 
register and monitor the activities of gas installation and use. Gas fitting operatives carrying out work 
on behalf of the council will be registered with the GSR.

No person shall interfere with any gas appliance or gas fitting or pipe work unless qualified and 
competent to do so.
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Hazardous Substances (COSHH)

All reasonable steps will be taken to ensure all exposure of employees to substances hazardous to 
health is prevented or at least controlled to within statutory limits.

The council will implement the following:

 maintain an inventory of all substances hazardous to health kept or present on site and retain 
copies of relevant hazard data sheets

 competent persons will be appointed to carry out risk assessments of the exposure to 
substances hazardous to health and advise on their control

 all operations which involve, or may involve, exposure to substances hazardous to health will 
be assessed and appropriate control measures will be taken if elimination or substitution of the 
substance is not possible

 engineering controls will be properly maintained by planned preventive maintenance and annual 
performance monitoring to ensure continued effectiveness

 systems of work will be reviewed at suitable intervals and revised if necessary

 all employees and others who may work in the affected areas will be informed of the purpose 
and safe operation of all engineering controls

 personal protective equipment (PPE) will only be used as a last resort or as a back-up measure 
during testing or modification of other controls

 the type and use of PPE will be carefully assessed and maintained according to manufacturers’ 
instructions

 assessments will be reviewed periodically or if changes to the operation or any hazardous 
substances used

 qualified professionals, where necessary, will carry out health surveillance

 employee health records of all exposures to substances hazardous to health will be kept for a 
minimum of 40 years

 all employees will be provided with understandable information and appropriate training on the 
nature of the hazardous substances they work with. Employees will be informed about any 
monitoring and health surveillance results

 all changes to control measures and changes of PPE will be properly assessed and no new 
substances will be introduced into the workplace without prior assessment.

Information and Training

The council will give sufficient information and training to ensure full understanding of the hazards to 
health posed by substances in the workplace and the importance of the control measures provided. 
Information will also be given to others who may be affected such as contractors, temporary staff and 
visitors where appropriate.

Managers and supervisors of areas which use substances hazardous to health will be given additional 
training to ensure the proper management of the risks.
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Health, Safety and Welfare

The council is committed to providing suitable health, safety and welfare facilities in line with current 
legislation, in particular the provision of:

 adequate maintenance of workplace and equipment

 appropriate ventilation, temperature control and lighting

 suitable cleanliness and housekeeping standards

 adequate workspace allocation

 properly designed workstations

 well maintained traffic routes and floors

 appropriate fall protection

 suitable glazing

 safe access and egress (well maintained exits and entrances)

 appropriate sanitary and washing facilities

 separate toilet facilities for men and women

 plentiful wholesome drinking water supply and cups

 seating with an incorporated back rest

 accommodation for keeping clothing clean and dry

 facilities for changing, rest periods, hot drinks and meals preparation

 showering facilities if the nature of an employees work requires this

 appropriate first aid provision

 appropriate emergency, fire and evacuation equipment and procedures.

The council recognises these responsibilities are required for any work whether on a remote work site, 
at their usual workplace or head office.
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Health Surveillance

Health surveillance is the early detection of adverse health risks associated with a work activity. It 
allows staff at increased risk to be identified and additional precautions to be taken as necessary. It is 
also a means of checking the effectiveness of the existing control measures.

To ensure adequate health surveillance is implemented the council will:

 carry out risk assessments to identify those activities, processes or materials that are likely to 
give rise to a health risk

 ensure that adequate control measures are put in place to reduce risks as far as possible

 seek advice on risk reduction from our safety advisor, occupational hygienist or other relevant 
person as necessary

 seek the advice of relevant people on the need for health surveillance where it is thought that a 
residual health risk remains following the implementation of control measures

 advise employees of the health risks and the signs of ill health

 ensure employees co-operate with health surveillance procedures provided

 discuss with the relevant people any health concern brought to their attention by an employee.

Format of Health Surveillance

If a reliable test can be carried out, the format of health surveillance may include the use of 
questionnaires to determine symptoms and may also involve clinical examination or measurements, 
such as lung function testing, hearing tests or biological sampling.

Frequency of Health Surveillance

The level of risk will determine the frequency of health surveillance programmes. Where the risk is 
thought to be low, only baseline data will be required and staff should report to the team leader if any 
problems are experienced. Baseline data will usually be gathered at the employment interview.

If the risk is thought to be more significant, periodic health surveillance for all exposed staff will take 
place. In most cases this will be annual; however in some high-risk areas a more frequent programme 
may be agreed. More frequent surveillance may be required where a person’s medical history suggests 
a particular vulnerability. The responsible person or occupational health nurse will make this decision 
and manage the recall process.

If health problems are identified following health surveillance, control measures will be reviewed and 
where necessary enhanced.

The occupational health nurse or doctor will advise on any specific actions to take with regard to the 
affected employee, e.g.:

 reducing the length of exposure

 restricting work activities which cause exposure

 re-deploying the affected employee

 advising on additional personal protective equipment (PPE).

Record Keeping
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The responsible person or occupational health nurse will, with the support of team leaders, ensure 
employees requiring health surveillance are identified and recalled at appropriate intervals.

Health records will be kept for a minimum of 40 years.

Employees will be allowed reasonable access to their health records and a copy offered to individuals 
when they leave the council.
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Home Working

Home workers are subject to the same health and safety requirements as workers based on council
premises and their health and safety will be managed accordingly.

To achieve this objective we will:

 ensure that appropriate risk assessments are completed

 ensure that risk assessments are reviewed annually

 ensure home workers are provided with suitable induction training on commencement of 
employment

 ensure appropriate equipment is provided for the home worker’s health, safety and welfare

 ensure all equipment that is provided for use in the employees’ homes is properly installed and 
tested

 arrange for the maintenance of all electrical equipment supplied for use in employees’ homes
(The hard wired electrical sockets and ring mains supplies are the employee’s own 
responsibility)

 provide, where practicable, scope for varying work patterns and to allow employee input in how 
the work is carried out to ensure home workers take periodic breaks during the working day

 ensure that managers and home workers have the opportunity to be kept informed of what is 
going on within the council; recognising and satisfying the need for social interaction will reduce 
stress

 encourage home workers to ‘network’ with colleagues

 make the home worker aware of their duty to report any incidents or accidents that occur as a 
result of work related activities to the council using the council accident procedure

 ensure home workers are aware of the need to monitor their own working conditions and report 
any problems to their line manager.

Training

All home workers will be fully trained in the tasks that they are employed to do and the equipment they 
will be using.

Home workers will be trained in emergency procedures in case of an accident in the home.

Supervisors/management of home workers will be trained in how to deal with employees working off 
site e.g. prearranged regular contact, how to recognise signs of stress in home workers.
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Infection Control

For some work activities, staff may be at risk of infection or of spreading infection. Exposure to infections 
may arise at work from a number of situations, including:

 injuries arising from needles / sharps (e.g. Tetanus, Hepatitis B or C, HIV)

 contact with animals or animal faeces/urine (e.g. Avian Flu, E. Coli, Leptospirosis).

The council aims to prevent the spread of infection through work-based activities by adopting suitable 
control measures.

The council will:

 undertake assessments to identify tasks or situations that may expose individuals or groups to 
potential infection

 identify, plan and implement controls and safe systems of work to prevent transmission of 
infection

 provided information, instruction and training to those identified at risk

 where required, provide personal protective equipment (PPE) and monitor its use and 
maintenance

 organise for the safe cleaning of equipment and where appropriate disinfection and thorough, 
cleaning of the premises

 arrange for safe disposal of any infected materials

 adopt good hygiene practices.

Vaccination

The risk assessment will also identify whether the staff involved in a particular task should be offered 
vaccinations against Hepatitis B and Tetanus.

Where this is identified, vaccinations shall be offered to individuals without charge.

Training and Information

Training and information will be provided to all employees who are identified from the risk assessment 
as being potentially exposed to infections.

Training will be given for any tasks they are employed to do, the equipment they will be using and any 
safe procedures to adopt.

Staff Illness and Reporting

It is important to remember that infection can also be passed onto people from staff. Staff should notify 
their manager if they develop any infectious disease that may affect work or people around them, for 
example:

 skin infections or exposed areas of infestation

 severe respiratory infection (e.g. pneumonia, TB)

 severe diarrhoea

 jaundice

 hepatitis

 Chicken Pox, Measles, Mumps, Rubella
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 norovirus

 gastroenteritis

Managers will need to discuss with the individual suitable controls. In some cases, employees may 
need to be referred to an Occupational Health Practitioner or their GP for advice.

Staff should also report any illness or disease which has been contracted through work. In some 
circumstances if a staff member contracts a disease whilst at work, this is reportable under RIDDOR 
(Reporting of Injuries, Diseases and Dangerous Occurrences Regulations). Certain diseases including 
Leptospirosis, Hepatitis, TB, and Tetanus are specifically required to be reported.

Confidentiality

Confidentiality will be maintained at all times in relation to an employee who is known to have any 
infectious disease.

No health information will be disclosed without the written consent of the employee concerned and any 
breach of such confidentiality, either inside or outside the organisation, will be regarded as a disciplinary 
offence and may result in disciplinary action.

Pandemics and Epidemics

When notified that the country is experiencing a pandemic or epidemic, the council will aim to prevent 
the spread of infection through work-based activities by adopting suitable control measures.

The council will:

 follow guidance given by government agencies and close work sites if instructed to or if 
employees or any person is put at risk,

 undertake risk assessments to identify tasks or situations that may expose individuals or groups 
to potential risks,

 monitor any changes to government guidance,

 manage the risk posed by contractors and visitors visiting the workplace,

 develop and implement an emergency action plan to deal with any potential outbreaks,

 allow employees to take part in any government testing,

 identify, plan and implement controls and safe systems of work to prevent transmission,

 provide information, instruction and training to those identified at risk,

 where required, provide personal protective equipment (PPE) and monitor its use and 
maintenance,

 organise for the safe cleaning of equipment and, where appropriate, disinfection and thorough 
cleaning,

 arrange for safe disposal of any infected materials, and

 adopt good hygiene practices.
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Legionnaires Disease

All reasonable steps will be taken to identify potential legionellosis hazards and to prevent or minimise 
the risk of exposure.

At risk systems include the hot and cold water storage and distribution system.

To achieve control of legionella bacteria the council will implement the following:

 Avoidance of Conditions Favouring Growth of Organisms

As far as practicable, water systems will be operated at temperatures that do not favour the 
growth of legionella. The recommended temperature for hot water is 60°C and either above 
50°C or below 20°C for distribution, as care must be taken to protect people from exposure to 
very hot water.

The use of materials that may provide nutrients for microbial growth will be avoided. Corrosion, 
scale deposition and build up of bio films and sediments will be controlled and tanks will be 
lidded.

 Avoidance of Stagnation

Dead-legs, which occur when water services leading from the main circulation water system to 
taps or appliances, are used only intermittently and other parts of systems which may provide 
a reservoir for infection will be identified and where possible eliminated.

 System Maintenance

Water systems will be disinfected by an effective means before being taken into service and 
after shut downs of five or more days. Plant will be regularly inspected and maintained (e.g. by 
monthly visits from a water treatment specialist). Plant will be disinfected periodically (normally 
twice yearly) by chlorination or by temporarily raising water temperatures. Biocides may be used 
to control microbial growth. Maintenance personnel must wear appropriate protective clothing.

 Sampling

Sampling for legionella will not normally be necessary, unless in the case of an outbreak or to 
monitor the effectiveness of precautionary measures. 

 Record Keeping

Records will be kept of all maintenance, temperature monitoring and sampling carried out.
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Selection, Training and Competence of Staff

Persons carrying out control measures will receive appropriate training and supervision so they are 
able to perform their duties competently.

Action in the Event of an Outbreak

A contingency plan in case of an outbreak of legionellosis will be prepared. This will include the:

 identification of people who may have been exposed

 involvement of public health authorities

 dissemination of information to employees and other interested parties as to the nature of the 
risks.
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Lifts

All reasonable steps will be taken to maintain all lifts throughout the council premises.

Implementation

The council will ensure that:

 an examination scheme is drawn up by a competent person for each lift

 all lifts are fitted with appropriate barriers and interlocking gates to prevent passengers or cargo 
from falling from the lift, coming into contact with the lift machinery or entering/exiting the lift 
when it is not at a designated landing

 suitable equipment and mechanisms are installed to prevent the lift from:

o leaving its landing when the doors are unlocked and/or open
o falling (including its maximum working load) in the event of a failure in the lifting 

mechanism
o overrunning its furthest intended point of travel
o being operated from more than one position at any one time
o being overloaded or exceeding its maximum number of passengers.

 lifts are maintained in a safe condition and examined/inspected by competent persons (annually 
for goods lifts and every six months if lifting people)

 the safe working load (SWL) is clearly displayed inside each lift

 notices are posted adjacent to each lift opening advising against the use of a lift in the event of 
a fire

 arrangements are made for the emergency evacuation of persons in the event of lift failure

 lift motor rooms are kept locked and entry kept restricted to authorised persons.

Records

All thorough examination reports will be kept for a minimum of 2 years.
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Lone Working

The council will ensure, so far as is reasonably practicable, that employees and self-employed 
contractors who are required to work alone or unsupervised for significant periods of time are protected 
from risks to their health and safety.

The council will determine, by risk assessment, those activities where work can actually be done safely 
by one unaccompanied person. This will include the identification of hazards from means of access 
and/or egress, plant, machinery, goods, substances, environment and atmosphere, etc. 

Particular consideration will be given to:

 the remoteness or isolation of workplaces

 any problems of communication

 the possibility of interference, such as violence or criminal activity from other persons

 the nature of injury or damage to health and anticipated "worst case" scenario.

Information and Training

Employees and others will be given all necessary information, instruction, training and supervision to 
enable them to recognise the hazards and appreciate the risks involved with working alone.

Employees will be required to follow the safe working procedures devised including:

 when working alone, e.g. in an isolated area of a building with all doors closed, ensure that 
someone is aware of your presence

 check that work being done has been subject to risk assessment and check the assessment 
yourself – some work may have been identified as requiring the assistance of a second person

 if possible and arranged beforehand, keep in regular contact with someone else, e.g. use a 
mobile phone to call into the office or a designated buddy/contact every couple of hours 
indicating your movements

 do not put yourself at risk; if you do not feel safe discuss the situation with your immediate 
manager

 report all accidents, injuries, near-misses and dangerous occurrences to your immediate 
manager.
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Machinery Maintenance

The council will take all reasonable steps to ensure the safety of all employees maintaining the 
machinery as well as the safety of those affected by the maintenance work. The council will liaise with 
the suppliers of all new machinery to establish how that machinery should be maintained safely.

The council will inform and train personnel to implement this policy.

To achieve this objective the council will, in consultation with the maintenance staff:

 carry out an assessment of how the machinery should be isolated for specific maintenance work

 carry out an assessment of how the machinery should be isolated to enable general 
maintenance work to be carried out safely

 carry out an assessment of the maintenance of the machine itself, including any heavy parts 
that have to be moved, any positions that have to be reached to achieve the necessary result 
and any risks of parts falling

 carry out an assessment of how the maintenance of the machine affects its environment

 carry out an assessment of all hazards that arise when guards have been removed

 take appropriate measures for the protection of any person carrying out maintenance operations 
which the assessment has shown to involve risk to health or safety

 provide any personal protective equipment that might be necessary to carry out the work safely

 ensure that employees are aware of the reporting procedures, so that a responsible person is 
informed of any problems as soon as they arise and remedial action can be taken.

Information and Training

The council will give sufficient information, instruction and training as is necessary to ensure the health 
and safety of all maintenance staff and any others affected by maintenance of the machinery. Managers 
responsible for supervising the maintenance of the machinery will be appropriately trained.
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Manual Handling

To prevent injuries and long term ill-health from manual handling the council will ensure that operations 
which involve manual handling are eliminated, so far as is reasonably practicable. Where it is not 
practical the council will carry out a manual handling risk assessment to determine what control 
measures are required to reduce the risk to an acceptable level.

To implement this policy the organisation will ensure that:

 manual handling risk assessments are carried out where relevant and records are kept

 employees are properly supervised

 adequate information and training is provided to persons carrying out manual handling activities 
including details of the approximate weights of loads to be handled and objects with an uneven 
weight distribution

 any injuries or incidents relating to manual handling are investigated, with remedial action taken

 employees adhere to safe systems of work

 safety arrangements for manual handling operations are monitored and reviewed

 where relevant, employees undertaking manual handling activities are suitably screened for 
reasons of health and safety, before doing the work

 special arrangements are made for individuals with health conditions which could be adversely 
affected by manual handling operations.

Reducing the risk of injury

In considering the most appropriate controls, an ergonomic approach to designing the manual handling 
operation will optimise the health, safety and productivity associated with the task. 

Techniques of risk reduction will include:

 mechanical assistance

 redesigning the task

 reducing risk factors arising from the load

 improvements in the work environment

 employee selection.

No employee will be required to lift any item that they do not feel confident of doing without risking 
personal injury.
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New and Expectant Mothers

The council recognises that the general precautions taken to protect the health and safety of the 
workforce as a whole may not in all cases protect new and expectant mothers and there may be 
occasions when, due to their condition, different and/or additional measures will be necessary.

To implement effective measures for new and expectant mothers the council will ensure that:

 employees are instructed at induction to inform their relevant manager of their condition at the 
earliest possible opportunity and that the highest level of confidentiality is maintained at all times

 risk assessments are carried out for all work activities undertaken by new and expectant 
mothers and associated records and documentation maintained

 necessary control measures identified by the risk assessment are implemented, followed, 
monitored, reviewed and, if necessary, revised

 new and expectant mothers are informed of any risks to them and/or their child and the controls 
measures taken to protect them

 any adverse incidents are immediately reported and investigated

 appropriate training etc is provided where suitable alternative work is offered and accepted

 provision is made to support new and expectant mothers who need to take time off work for 
medical reasons associated with their condition

 where relevant a suitable rest area is provided to enable the new or expectant mother to rest in 
a degree of privacy and calm

 where risks cannot be eliminated or reduced to an acceptable level then consideration will be 
given to adjusting working conditions and/or hours or if necessary providing suitable alternative 
work or suspension with pay.
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Noise

The council will take all reasonable steps necessary 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.

Noise Risk Assessments

The council will carry out regular noise exposure risk assessments of noisy areas, processes and/or 
equipment as appropriate. Assessments will be used as the basis for formulating action plans for 
remedial measures when necessary. Assessments will be recorded and updated regularly, particularly 
when changes in work practice cause changes in noise exposure levels of employees.

Reduction of Noise Exposure Levels

The council will, as far as is reasonably practicable, take all steps to reduce noise exposure levels of 
employees by means other than the use of personal protection. The council accepts that the use of ear 
protectors is a last resort, and is committed to continuing to seek and introduce alternative methods for 
reducing noise exposure levels whenever possible in the future.

Provision of Ear Protectors

The council will provide suitable and effective ear protection to employees working in high noise levels, 
as indicated as necessary by the results of noise exposure assessments. It will also provide for the 
maintenance and repair or renewal of the protective equipment, provide training in the selection and 
fitting of protectors and provide details of the circumstances in which they should be used.

Hearing Protection Zones

The council will designate and mark out hearing protection zones, which may include particular areas, 
operations or pieces of equipment. All personnel entering these zones will be required to wear ear 
protectors.

Use and Maintenance of Noise Control Equipment and Procedures

The council will maintain all equipment and monitor all procedures introduced for the purpose of 
reducing noise exposure of employees, including enclosures, silencers and machine covers.

All personnel will be required to

 use these procedures and equipment correctly

 promptly report any defects or deficiencies through the appropriate channels.

Provision of Training

The council will provide adequate training to employees as part of its hearing conservation and noise 
control policy.

All employees who are subject to high levels of noise will be provided with:

 information, instruction and training about the harmful effects of noise

 information and training on what they must do in order to protect themselves and meet the 
requirements of the law and of the organisation’s policy.

Managers and supervisors responsible for formulating and carrying out the organisation’s noise policy 
will also be given appropriate training.

Where a problem arises as a result of noise in the workplace, the employee must inform a responsible 
person immediately.
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Audiometric Testing

Where employees are exposed to risk from high noise levels, the council will adopt a programme to 
monitor the hearing of employees subject to high levels of noise ensuring the organisation’s noise 
control policy is effective and that employees’ hearing is not being adversely affected. This will involve 
regular audiometric tests carried out by properly trained personnel and pre-employment audiometric 
tests for new employees.
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Outdoor and Peripatetic Working

The council will ensure, so far as is reasonably practicable, that employees who work outdoors or away 
from their normal base are not put at any additional risk to their health and safety.

The council will:

 where work is being undertaken on a site under the control of another party, review any risk 
assessments and agree an appropriate safe system of work

 ensure outdoor activities are planned and risk assessed prior to undertaking the work. This will 
include visiting of the site(s) to identify potential hazards

 establish safe systems of work from the risk assessments, and provide staff training and 
instruction in these

 ensure suitable personal protective clothing is made available to staff either from the council or 
from the third party in control of the site

 ensure suitable arrangements are in place for emergencies, including adequate first aid.

Implementation

Staff working outdoors, or away from base, are responsible for ensuring that:

 if working on a third party site, they report to a responsible person to ensure familiarisation with 
safety precautions relating to the particular site

 they report any problems or shortcomings to their manager or supervisor as soon as possible. 
If, during work, the conditions change or any aspect of the task changes in such a way to 
increase the risk, work should stop, unless doing so presents a greater risk

 the appropriate personal protective equipment provided is worn correctly and when required to 
do so. Any defects must be reported to their manager or supervisor

 they are familiar with the emergency arrangements and that these are in place prior to starting 
work

 all accidents and incidents are reported to their manager and in line with any local arrangements 
for the site.
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Personal Protective Equipment

The council provides personal protective equipment (PPE) when the risk presented by a work activity 
cannot be eliminated or adequately controlled by other means. When it is provided, it is because health 
and safety hazards have been identified that require the use of PPE and it is therefore necessary to 
use it in order to reduce risks to a minimum.

To effectively implement its arrangements for the use of PPE the council will:

 ensure that PPE requirements are identified when carrying out risk assessments

 use the most effective means of controlling risks without the need for PPE whenever possible 
and only provide PPE where it is necessary

 carry out an assessment to identify suitable PPE

 ensure that if two (or more) items of PPE are used simultaneously, they are compatible and are 
as effective used together as they are separately

 ensure that PPE is sourced appropriately and bears the “CE” certification mark

 ensure PPE is available to all staff who need to use it

 provide adequate accommodation for correct storage of PPE

 provide adequate maintenance, cleaning and repair of PPE

 inform staff of the risks their work involves and why PPE is required

 instruct and train staff in the safe use and maintenance of PPE

 make arrangements for replacing worn or defective PPE

 review assessments and reassess the need for PPE and its suitability whenever there are 
significant changes or at least annually.

Employees provided with PPE for their own personal use at work will be required to sign to confirm its 
receipt.
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Risk Assessment

Risk assessment is a systematic examination of what within our business can cause harm to people 
and it helps us determine whether we are doing enough or further actions are required to reduce the 
likelihood of injury or ill health.

Our policy is to complete a general risk assessment of all our known and reasonably foreseeable health 
and safety hazards covering all our premises, equipment and activities in order to plan and prioritise 
the implementation of the identified control measures.

More detailed specific risk assessments will also be carried out as determined by the general 
assessment to address those premises, equipment, people or activities to comply with specific 
legislation or to proactively manage health and safety risks.

We will ensure that:

 assessments are carried out and records are kept

 control measures introduced as a result of assessments are implemented and followed

 employees are informed of the relevant results and provided with necessary training

 any injuries or incidents lead to a review of relevant assessments

 assessments are regularly monitored and reviewed

 suitable information, instruction and training will be provided to all persons involved in the risk 
assessment process.

We may be controlling risks in various ways, determining the effectiveness of those controls is part of 
our risk assessment process.
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Smoking

Exposure to second-hand smoke, also known as passive smoking, increases the risk of lung cancer, 
heart disease and other illnesses. Ventilation or separating smokers and non-smokers within the same 
airspace does not stop potentially dangerous exposure.

It is the policy of the council that all of its workplaces are smoke-free and that all employees have a 
right to work in a smoke-free environment.

Smoking is prohibited throughout the entire workplace and this includes the use of all artificial smoking 
aids (electronic or otherwise) with no exceptions. This includes council vehicles that are used by more 
than one employee. If you have a council car that is designated for your sole use and that is never used 
by other employees then you can smoke in it if you wish – but the council recommends that you do not 
do so. This policy applies to all employees, customers and visitors.

Implementation

All staff are obliged to adhere to and facilitate the implementation of the policy.

The council will ensure that all employees and contractors are aware of the policy on smoking. They 
will also ensure that all new personnel are given a copy of the policy on recruitment or induction.

Appropriate 'no smoking' signs will be clearly displayed at or near the entrances to the premises. Signs 
will also be displayed in council vehicles that are covered by the law.
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Stress

The Health and Safety Executive define stress as “the adverse reaction people have to excessive 
pressure or other types of demand placed on them”. This makes an important distinction between 
pressure, which can be a positive state if managed correctly, and stress which can be detrimental to 
health.

Stress at work can come about for a variety of reasons. It may be excessive workload, unreasonable 
expectations, or overly-demanding work colleagues. As a reasonable council, we try to ensure that you 
are in a pleasant working environment and that you are as free from stress as possible.

We will:

 work to identify all workplace stressors and conduct risk assessments to eliminate stress or 
control the risks from stress

 regularly review risk assessments

 consult with Safety Representatives on issues relating to the prevention of work-related stress

 provide access to confidential counselling for employees affected by stress caused either by 
work or external factors

 provide training for all managers and supervisory staff in good management practices

 provide adequate resources to enable managers to implement the council’s agreed stress 
management strategy.

Employees who experience unreasonable stress which they think may be caused by work should raise 
their concerns with their Manager or through the council’s grievance procedure.

Following action to reduce the risks, they shall be reassessed. If the risks remain unsustainable by the 
employee concerned, efforts shall be made to reassign that person to other work for which the risks 
are assessed as tolerable.
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Temporary Employees

The council will take the necessary measures to ensure the health and safety of any temporary and 
casual staff in its employment.

To achieve this, the council will provide temporary employees with the following information prior to 
starting work:

 details of the qualifications and skills are required to do the work safely

 the health surveillance to be provided under statutory provisions

 any risks to health and safety identified by workplace risk assessments

 the preventive measures to be taken

 safe working procedures

 the action to be taken in the event of an emergency.

The competence of temporary workers will be assessed to ensure they are capable of working safely.
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Training

Training in health and safety is a legal requirement and also helps create competent employees at all 
levels within the council to enable them make a far more effective contribution to health and safety, 
whether as individuals, teams or groups.

Competence of individuals through training helps individuals acquire the necessary skills, knowledge 
and attitude which will be promoted by managers and supervisors throughout the organisation.

Our training objectives will cover three areas, that of the organisation, the job and individuals.

All employees will need to know about:

 the health and safety policy

 the structure and system for delivering this policy.

Employees will need to know which parts of the system are relevant to them, to understand the major 
risks in our activities and how they are controlled. All employees will be provided with the council Health 
and Safety Handbook.

Managers and supervisors training needs will include:

 leadership and communication skills

 safety management techniques

 skills on training and instruction

 risk assessment

 health and safety legislation

 knowledge of our planning, measuring, review and audit arrangements.

All our employees training needs will include:

 relevant health and safety hazards and risk

 the health and safety arrangements relevant to them

 communication lines to enable problem solving.

All employees will receive induction training. Such training will cover:

fire procedures, warning systems, actions to be taken on receiving warning, locations of exits/escape 
routes, evacuation and assembly procedures, first aid/injury reporting procedures, names of first 
aiders/appointed persons, instruction on any prohibition areas (i.e. no smoking), issue of protective 
clothing/equipment and its use, instruction under COSHH, mandatory protection areas, thorough 
instruction applicable to their particular duties at work etc.

Training needs will be reviewed as a result of job changes, promotion, new activities or new technology, 
following an accident/incident and performance appraisal.

Records of training will be kept for all employees.
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Employees must:

 participate in the induction training activities they have been required to attend or carry out

 work according to the contents of any training they receive

 ask for clarification of any points they do not fully understand

 not operate hazardous plant or equipment, use hazardous chemicals or carry out any hazardous 
activity unless they have been appropriately trained and instructed.
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Vibration

Regular exposure to continuous vibration from a work process has the potential to cause long term ill 
health including a range of occupational diseases collectively known as hand-arm vibration syndrome 
(HAVS) or whole body vibration (WBV).

To minimise the risk from vibration the organisation will:

 assess the risks to health from exposure to continuous levels of vibration and determine the 
control measures needed

 introduce effective control measures to ensure levels of exposure to hand-arm vibration and 
whole body vibration are eliminated or reduced as far as is reasonably practicable

 record the assessments and review them periodically or when changes occur

 ensure that the most appropriate equipment is used for the job, that the equipment is sourced 
from appropriate suppliers and that it bears the “CE” certification mark

 ensure that those persons responsible for managing work likely to result in exposure to hand 
arm vibration and whole body vibration are adequately trained and competent

 inform, instruct and train employees about the risks and the precautions to be taken to protect 
themselves from the harmful effects of continuous exposure to vibration

 ensure no new equipment or processes are introduced into the work activities where there is a 
foreseeable risk of hand-arm or whole body vibration without a risk assessment and approval 
of a designated manager

 maintain an inventory of all vibration equipment used that is likely to cause hand-arm vibration 
and whole body vibration

 monitor exposure of hand-arm vibration and whole body vibration and undertake appropriate 
health surveillance, where necessary

 maintain tools to the manufacturer’s specifications to avoid worsening vibration.
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Violence

The council recognises that in certain situations violent behaviour towards staff may occur and therefore 
will take all reasonable measures to protect staff from violence and aggression.

We define violence and aggression as:

 actual or threatened physical assaults on staff

 psychological abuse of staff

 verbal abuse which includes shouting, swearing and gestures

 threats against employees.

To achieve this objective we will:

 carry out risk assessments of potential conflict situations to determine the control measures 
necessary to protect staff

 ensure that premises are kept secure

 inform all employees of the procedure following a violent or challenging behaviour incident

 not tolerate violence or challenging behaviour towards our employees

 train our employees who may be exposed to violence or challenging behaviour situations

 support the employees involved in any incident

 support their decisions regarding the pressing of criminal charges

 provide any counselling or post-incident assistance required by the employees

 keep records of all incidents of violence and aggression and review the control measures with 
a view to continual improvement in employee safety.
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Visitors

In the interest of safety and security, the council will take the necessary measures to protect staff and 
visitors from any accidents or incidents that may occur during visiting.

Employees hosting visitors must ensure that:

 they are authorised to enter the premises or accompanied 

 they adhere to applicable health and safety instructions and rules during their visit

 adequate information is passed to ensure their safety including emergency information

 any protective clothing required is provided and worn

 any accidents / incidents involving visitors are reported through the accident reporting 
arrangements.

Employees aware of people on the premises who may be unauthorised should report these to their 
manager for action.

Emergency Action

In the event of the fire alarm sounding, all visitors should be escorted to the assembly point by their 
host. Visitors should not leave the area before notifying the senior person present.
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Waste Management

The council will instigate a waste management plan for any work carried out when required to by 
legislation and in order to do so will identify the:

 client

 Principal Contractor

 person with overall responsibility for the waste management plan

 location of the site where the work will be carried out

 estimated cost of the project.

In carrying out any site work the council will adhere to the following hierarchy for processing of waste 
materials:

 re-use (on or off site)

 recycle (on or off site)

 send off site for recovery

 send for incineration

 as a last resort send to land fill.

The waste management plan will:

 describe each type of expected to be produced

 estimate the quantities of each type of waste

 describe the waste management action for each type of waste (e.g. re-use, recycle).

The waste management plan will comply with the duty of care and ensure materials will be handled 
efficiently and waste managed appropriately. All waste materials which leave site will be processed 
through licensed contractors.

Additional duties:

 ensure co-operation between all contractors involved on the project during the construction 
phase

 discuss waste management with every site worker through induction, training and tool box talks

 ensure that waste is reused, recycled or recovered, where practicable to do so.
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Work At Height

The council will take all reasonable steps to provide a safe working environment for all employees who 
may be affected by work at height activities.

The council will ensure that:

 all work activities that involve work at height are identified and assessed

 the need to undertake work at height will be eliminated whenever it is reasonably practicable to 
do so

 adequate and secure working platforms with guard rails and toe boards will be used in 
preference to ladders which will be used for light, short duration work only and secured to 
prevent displacement

 when necessary, only scaffolds and scaffold towers that have been erected by a competent 
person will be used

 roof lights and other fragile surfaces will be protected to prevent falls

 fall arrest equipment will be used if other means of prevention (safety nets, harnesses with 
running lines, etc.) are not practical or justified

 risks associated with those activities where work at height cannot be eliminated are evaluated 
and steps are taken to control them

 all the necessary equipment to allow safe access to and egress from the place of work is 
provided

 all the necessary equipment to ensure adequate lighting and protection from adverse weather 
conditions is provided

 suitable plant is provided to enable the materials used or created in the course of the work are 
safely lifted to and from the workplace and stored there if necessary

 any working platform and its supporting structures are selected and/or designed in accordance 
with current standards

 regular inspections of all equipment required for working at height are undertaken

 competent persons are appointed to be responsible for the supervision of all work at height and 
associated activities

 any contractors from whom they procure services comply with this policy.

Information and Training

The council shall provide any information, instruction and training required to work in a safe manner 
when working at height.
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Work Equipment

The council will provide a safe working environment in relation to work equipment safety and ensure 
all employees receive appropriate safety information and training in their work equipment.

To achieve this objective the council will:

 provide work equipment that is suitable for the purpose and compliant with the requirements of 
the Provision and Use of Work Equipment Regulations

 retain and make available the manufacturer’s instruction manual for each item of equipment, 
where relevant

 before using any item of work equipment, ensure that a risk assessment is carried out and 
brought to the attention of relevant employees

 inspect all equipment at installation and prior to first use

 regularly inspect work equipment in accordance with the manufacturer’s recommendations

 maintain work equipment in accordance with the manufacturer’s recommendations

 keep records of all inspections and maintenance

 provide adequate instruction, information and training to employees to enable the work 
equipment to be used and maintained safely

 provide refresher training as appropriate and as determined necessary by workplace 
inspections.
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Working Time Regulations

The council will ensure that all workers under their control adhere to the working time regulations.

The working time regulations are designed to limit the number of hours individuals have to work. The 
council will NOT encourage workers to work over the 48 hours but workers can choose to work longer 
hours if they wish by opting out. Workers cannot be forced to opt out and can revoke their opt out, if 
they give a suitable notice period.

Individuals who are tired due to working excessive hours are more likely to suffer from mental health 
problems, general ill health and make mistakes leading to accidents.

A summary of the requirements for adult workers:

 a maximum of 48 hours per week, averaged out over a 17 week reference period (employees 
can opt out of this)

 entitlement to a minimum uninterrupted rest period of 11 hours in every 24-hour period with no 
opt out

 entitlement to 28 days paid holiday per year (including statutory holidays) for full time workers 
(pro-rata for part time workers)

 maximum of 8 hours per shift for night shift workers

 free health assessments for night shift workers

 24 hour rest period at least once a week, can be 48 hours every fortnight with no opt out

 entitlement to a rest break, if working over six hours

 employees must not suffer any detriment if they choose not to opt out.

Travelling to and from the normal work place, break periods, rest periods, holidays and sickness do not 
count as working time.

The reference period of 17 weeks can be increased 26 weeks or 52 weeks by local collective 
agreements with recognised trade unions or official employee representatives.

A young person’s maximum hours are limited to 40 hours per week with no reference period.

Young persons are generally excluded from shift working.

Further information

All employees should refer to the Relevant policies for full details of the council’s policy on working 
times, holidays and other benefits.
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Young Persons

Whilst precautions taken to protect the health and safety of the workforce as a whole will, in many 
cases, also protect young persons, there are occasions when different and/or additional measures will 
be necessary due to their lack of experience, knowledge or absence of awareness of potential risks.

A ‘young person’ is defined as one who is below the age of 18 years.

To ensure the safety of young persons the organisation will:

 carry out risk assessments to cover the activities of young persons

 implement the actions determined by the risk assessment process

 inform the young persons of any risks associated with their work and the control measures taken 
to protect them

 provide a copy of the risk assessment to the parent/guardian of any young person below the 
school leaving age

 provide additional appropriate information, instruction, supervision and training, etc as 
determined by the risk assessment.
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7. RISK ASSESSMENT

Risk Assessment

Risk Assessment involves identifying the hazards present in the work place or arising out of any work 
activity and evaluating the extent of the risks involved to employees and others, taking into account 
existing precautions and their effectiveness.

A hazard is something with a potential to cause harm and can include articles, substances, plant or 
machines, methods of work and the work environment.

Risk is the likelihood of harm from that hazard being realised. Risk increases with the number of people 
exposed to the hazard and also with the potential severity of the harm i.e. the resultant injury or ill health 
effect. If there are no hazards there are no risks.

The regulations require that risk assessments are ‘suitable and sufficient’ in that they should identify 
all the significant hazards present within the business and its activities and that they should be 
proportionate to the risk. The assessment should cover all risks that are reasonably foreseeable.

The risk assessment must identify all those people who may be affected by the hazard, whether they 
are workers or others, such as members of the public.

We may be controlling risks in various ways, determining the effectiveness of those controls is part of 
the risk assessment process.

Health and safety law does not demand absolute safety when considering what safety controls are 
required but measures taken should go as far as is ‘reasonably practicable’; a balance between risk 
and costs, the greater the risk the greater the need to commit resources in terms of time and money to 
remove or control the risk.

It is a legal requirement that the significant findings of our risk assessments are brought to the attention 
of our employees.

Carrying out risk assessments

Those who are involved in risk assessments should:

 be competent

 have knowledge and experience of working procedures in practice, potential dangers and 
strengths and weaknesses of existing precautions

 have knowledge and experience of how to solve problems identified by the assessment

 be in a position to give the commitment, co-operation and resources required to implement the 
assessment results.

It is important that the person carrying out the risk assessment is competent. This means that the 
person must have the necessary skills and knowledge gained through experience and training and may 
have qualifications that enable them to make sound judgments.
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The five stages of risk assessment

STEP 1 - IDENTIFY THE HAZARDS

Look for hazards by walking around the workplace. List the hazards that could reasonably be expected 
to cause harm. Ask for the opinion of employees as they may have noticed things that are not 
immediately obvious.

Examples of hazards include:

 cables trailing over floors

 fire

 chemicals

 work benches which are too high or too low

 electricity

 loads which have to be moved manually

 work equipment

 working environment e.g. ventilation, lighting, heating.

STEP 2 - IDENTIFY WHO MAY BE HARMED AND HOW

List groups of people and individuals who may be affected by the hazards e.g.:

 staff

 members of the public

 contractors on the premises.

Pay particular attention to vulnerable persons, e.g. those with disabilities, visitors, female employees 
who are pregnant or who have recently returned to work after having a baby, inexperienced employees 
or young persons.

STEP 3 - EVALUATE AND CONTROL THE RISK

Evaluate the risks arising from the hazards and decide whether existing precautions are adequate or if 
more should be done. When evaluating the extent of the risk, account should be taken of the chance 
of some harm occurring (likelihood), the likely severity of this, and the number of people who could be 
affected. The formula:

Severity x Likelihood = Risk

Is used on the risk forms within this policy manual

Even after all precautions have been taken some risk may remain. Ensure the precautions in place 
meet standards set by legal requirements comply with a recognised standard, represent good practice 
and reduce the risk as far as is reasonably practicable.

Where additional controls or further action are necessary to reduce the risk, decide what more could 
reasonably be done by adopting the following principles:

 avoid the risk completely

 evaluate risks which cannot be avoided

 combat risks at source

 adapt work to the individual

 make use of technical progress

 replace the dangerous with none or less dangerous

 develop an overall prevention policy
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 give priority to measures which protect the greatest number of people

 give appropriate instructions to employees.

IMPLEMENTING AN ACTION PLAN

Once the level of risk has been determined and the control measures needed to reduce or eliminate 
the risk established, an action plan should be drawn up with timescales for implementation of the control 
measures.

STEP 4 - RECORD YOUR FINDINGS

The significant findings of the assessment must be recorded since these provide evidence that 
something has been done, it is also a legal requirement. Keep any written assessments for future 
reference and ensure that employees are informed of the findings and control measures, either existing 
or additional, that have to be observed and used. In some circumstances the findings of the risk 
assessment should also be given to others who could be affected, for example agency workers, 
contractors etc.

Hazards and example controls

Hazard Example control measures

Manual handling Mechanical aids, hoists, getting assistance, breaking loads into 
smaller units, training

Hazardous substances Substitution for less hazardous alternatives, extract ventilation, 
personal protective equipment, training

Work equipment (machinery, 
tools, etc.)

Guarding, demarcation of danger zones, restricted operation and 
use planned preventative maintenance, training

Ladders Avoid working at height. correct type of ladder/stepladders, 
maintained, training

Electricity Insulated tools, residual circuit breakers, fuses, earthing, 
inspection and testing of systems and appliances

Stairs, etc Good lighting, handrails, non-slip surfaces, slightly 
raised/highlighted front edges

Fire Detection/warning systems, fire drills, extinguishers, signs, 
suitable storage facilities for substances and goods, fire retardant 
furniture and fittings

Noise Reduction at source, isolation, ear protection, demarcation of 
danger zones

Stress Reduce/increase workload, more control over work, work 
suitable for the individual, avoidance of monotonous repetitive 
work

Work environment Good lighting, ventilation, redesign layout of area, 
heaters/coolers
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STEP 5 - MONITOR AND REVIEW THE ASSESSMENT

It is important that the control measures are monitored and that records are kept. A regular review of 
the assessments should be made to take into account any changes to the methods or systems of work. 
You should also review the assessment following an accident, where there has been a significant 
change to the work, if new information comes to light, or if there is any other reason to believe that it 
may no longer be valid. Following the review, additional control measures should be implemented if 
required. Even if there are no significant changes since the original risk assessment, it should be 
regularly reviewed to confirm that it is still relevant and valid.

Fire Risk Assessment

A fire risk assessment is an organised and methodical look at the premises, the activities carried on 
there and the likelihood that a fire could start and cause harm to those in and around the premises.

The aims of the fire risk assessment are:

 to identify the fire hazards

 to reduce the risk of those hazards causing harm to as low as reasonably practicable

 to decide what physical fire precautions and management arrangements are

 necessary to ensure the safety of people in your premises if a fire does start.

The significant findings of the fire risk assessment, the actions to be taken as a result of the assessment 
and details of anyone especially at risk must be recorded.

It is important that the fire risk assessment is carried out in a practical and systematic way and that 
enough time is allocated to do a proper job. It must take the whole of your premises into account, 
including outdoor locations and any rooms and areas that are rarely used. Small premises may be able 
to assess as a whole, in larger premises you may find it helpful to divide them into rooms or a series of 
assessment areas using natural boundaries, e.g. process areas, offices, stores, as well as corridors, 
stairways and external routes.

Risk assessments must take account of other users of the buildings and co-operation and 
communication of hazard and risk must be shared between businesses to ensure a co-ordinated 
response is prepared and implemented.

You need to appoint one or more competent persons to carry out any of the preventive and protective 
measures needed to comply with the legislation. This person could be you, or an appropriately trained, 
employee or, where appropriate, a third party.

Your fire risk assessment should demonstrate that, as far as is reasonable, you have considered the 
needs of all relevant persons, including disabled people.
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Six Steps to Fire Risk Assessment

1. Identify the hazards

 Sources of ignition

 Sources of fuel

 Sources of oxygen.

2. Identify people at risk

 Employees

 People in and around the premises

 Vulnerable persons, disabled etc.

3. Evaluate, remove, reduce and protect from risk

 Evaluate the risk of fire occurring

 Evaluate the risk to people from fire

 Remove or reduce the fire hazards

 Remove or reduce the risks to people.

4. Consider:

 Detection and warning

 Fire fighting

 Escape routes and travel distances

 Lighting

 Signs and notices

 Maintenance.

5. Record, plan, inform, instruct and train

 Record the significant findings and action taken

 Prepare an emergency plan

 Inform and instruct relevant people; co-operate and co-ordinate with other businesses

 Provide training.

6. Review

 Keep assessment under review

 Revise where necessary.
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8. MONITORING OF HEALTH AND SAFETY

Measurement is essential to maintain and improve our health and safety performance to 
identify how effectively we are controlling risks and how well we are developing a positive 
health and safety culture.

There are two types of performance monitoring, active and reactive.

Proactive monitoring

Monitoring is a line manager’s responsibility and each of the key management positions are 
expected to play their part in monitoring achievement against relevant health and safety 
standards. Managers will be expected to provide evidence that they have carried out 
monitoring within their areas of responsibility and they are reinforcing their commitment to 
health and safety objectives in general and helping to develop a health and safety culture.

This approach to proactive monitoring gives the council feedback on its performance before 
an accident, incident or case of ill health.

Managers and supervisors with defined health and safety responsibilities must monitor in 
detail the areas for which they have day to day control. Much of this checking will be informal 
and not recorded but formalised, structured checks are also essential to ensure all areas are 
covered and to demonstrate compliance to senior managers who must in turn seek assurance 
that first line monitoring is taking place.

Employees who take a proactive interest or represent groups for health and safety can also 
be involved with monitoring and may take the format of a health and safety tour or if more 
formally via a devised checklist.

Reactive monitoring

Reactive monitoring of events including accidents, incidents, cases of ill health or property 
damage provide an opportunity to check performance and learn from mistakes and improve 
control measures.

Trends and common features arising from accident and incident investigation can identify jobs 
or activities where future health and safety initiatives would be most beneficial. Investigations 
may also provide valuable information in the event of legal action or an employee claim.
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9. LEGAL EXPENSES INSURANCE

For a copy of WorkNest’s master legal expenses insurance policy please see 
https://worknest.com/protection-against-prosecution-health-safety/. Please refer to your 
contract with WorkNest for the type of cover (if any) that is applicable to your organisation –
i.e. employment dispute insurance or health & safety prosecution insurance or both – and the 
relevant provisions of the master policy document will then apply accordingly. 

Please contact us if you require a hard copy of the policy.
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INTRODUCTION

This handbook contains the health and safety information you require to comply with our Health and 
Safety Policy. After reading it you will be required to sign to confirm that it has been brought to your 
attention. If you have any queries regarding the contents please do not hesitate to ask.

Ilfracombe Town Council takes its responsibility for health and safety very seriously and is committed 
to a programme of progressive improvement that requires input from all its employees. If you see 
anything during your work that gives rise to a concern you are positively encouraged to report it to your 
supervisor or manager.

Safety is everyone’s responsibility and that includes you.
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HEALTH AND SAFETY POLICY STATEMENT

The management of Ilfracombe Town Council recognises that it has a legal duty of care towards 
protecting the health and safety of its employees and others who may be affected by the council’s 
activities, and that managing health and safety is a business critical function.

In order to discharge its responsibilities the management will:

 bring this Policy Statement to the attention of all employees

 carry out and regularly review risk assessments to identify proportionate and pragmatic 
solutions to reducing risk

 communicate and consult with our employees on matters affecting their health and safety

 comply fully with all relevant legal requirements, codes of practice and regulations at 
International, National and Local levels

 eliminate risks to health and safety, where possible, through selection and design of materials, 
buildings, facilities, equipment and processes

 encourage staff to identify and report hazards so that we can all contribute towards improving 
safety

 ensure that emergency procedures are in place at all locations for dealing with health and safety 
issues

 maintain our premises, provide and maintain safe plant and equipment

 only engage contractors who are able to demonstrate due regard to health & safety matters

 provide adequate resources to control the health and safety risks arising from our work activities

 provide adequate training and ensure that all employees are competent to do their tasks

 provide an organisational structure that defines the responsibilities for health and safety

 provide information, instruction and supervision for employees

 regularly monitor performance and revise policies and procedures to pursue a programme of 
continuous improvement.

This Health and Safety Policy will be reviewed at least annually and revised as necessary to reflect 
changes to the business activities and any changes to legislation. Any changes to the Policy will be 
brought to the attention of all employees. 

Signed: Dated: 

Name: Position:
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RESPONSIBILITIES AND RULES

Employee Responsibilities

It is the responsibility of all employees to co-operate in the implementation of this Health and Safety 
Policy within their areas of influence. All employees have a legal duty to ensure their own safety and 
the safety of others (for example, colleagues, visitors, contractors) under the Health and Safety at Work 
etc Act 1974.

Employees must therefore:

 take reasonable care of their own safety

 take reasonable care of the safety of others affected by their actions

 observe the safety rules

 comply with the Health and Safety Policy

 conform to all written or verbal instructions given to them to ensure their personal safety and 
the safety of others

 dress sensibly and safely for their particular working environment or occupation

 conduct themselves in an orderly manner in the work place and refrain from any antics or pranks

 use all safety equipment and/or protective clothing as directed

 avoid any improvisations of any form which could create an unnecessary risk to their personal 
safety and the safety of others

 maintain all equipment in good condition and report defects to their supervisor

 report any safety hazard or malfunction of any item of plant or equipment to their supervisor

 report all accidents to their supervisor whether an injury is sustained or not

 attend as requested any health and safety training course

 observe all laid down procedures for processes, materials and substances used

 observe the fire evacuation procedure and the position of all fire equipment and fire exit routes.
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Health and Safety Rules

General

 It is the duty of all employees to co-operate with management in fulfilling our legal obligations 
in relation to health and safety.

 Employees must not intentionally or recklessly interfere with anything provided in the interests 
of health, safety or welfare.

 Employees are required to notify to management of any unsafe activity, item or situation.

Working Practices

 Employees must not operate any item of plant or equipment unless they have been trained and 
authorised.

 Employees must make full and proper use of all equipment guarding.

 Employees must not clean any moving item of plant or equipment.

 Employees under the age of 18 years must not operate any item of plant or equipment unless 
they have received sufficient training or are under adequate supervision.

 Employees must not make any repairs or carry out maintenance work of any description unless 
authorised to do so.

 Employees must use all substances, chemicals, liquids etc, in accordance with all written 
instructions.

 Employees must not smoke except in prescribed areas.

Hazard / Warning Signs and Notices

 Employees must comply with all hazard/warning signs and notices displayed on the premises.

Working Conditions / Environment

 Employees must make proper use of all equipment and facilities provided to control working 
conditions/ environment.

 Employees must keep stairways, passageways and work areas clear and in a clean and tidy 
condition.

 Employees must dispose of all rubbish, scrap and waste materials within the working area, 
using the facilities provided.

 Employees must clear up any spillage or liquids within the work area in the prescribed manner.

 Employees must deposit all waste materials and substances at the correct disposal points and 
in the prescribed manner.
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Protective Clothing and Equipment

 Employees must use all items of protective clothing/equipment provided as instructed.

 Employees must store and maintain protective clothing/equipment in the approved manner.

 Employees must report any damage, loss, fault or unsuitability of protective clothing/equipment 
to their supervisor.

Fire Precautions

 Employees must comply with all laid down emergency procedures.

 Employees must not obstruct any fire escape route, fire equipment or fire doors.

 Employees must not misuse any fire fighting equipment provided.

 Employees must report any use of fire fighting equipment to their supervisor.

Accidents

 Employees must seek medical treatment for work related injuries they receive by contacting a 
designated first aider. Upon returning from treatment they must report the incident to their 
supervisor.

 Employees must ensure that any accident or injury treatment is properly recorded in the 
Accident Book.

 Employees must notify management of any incident in which damage is caused to property.

Health

 Employees must report to management any medical condition or medication which could affect 
the safety of themselves or others.

 Employees must co-operate with the management on the implementation of the medical and 
occupational health provisions.
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Rules Covering Gross Misconduct

An employee will be liable to summary dismissal if they are found to have acted in any of the following 
ways:

 a serious or wilful breach of Safety Rules

 unauthorised removal or interference with any guard or protective device

 unauthorised operation of any item of plant or equipment

 unauthorised removal of any item of first aid equipment

 wilful damage to, misuse of or interference with any item provided in the interests of Health and 
Safety or welfare at work

 unauthorised removal or defacing or any label, sign or warning device

 horseplay or practical jokes which could cause accidents

 making false statements or in any way deliberately interfering with evidence following an 
accident or dangerous occurrence

 misuse of any item of equipment, utensil, fitting/ fixture, vehicle or electrical equipment

 deliberately disobeying an authorised instruction.
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ARRANGEMENTS FOR HEALTH AND SAFETY

Accident, Incident and Ill-Health Recording, Reporting and Investigation

An accident is an unplanned event that causes injury to persons, damage to property or a combination 
of both.

A near miss/incident is an unplanned event that does not cause injury or damage but could do so.

A work-related illness is a prescribed illness that is obtained by an employee through the course of 
work or from a non-employee as a result of activities carried out by the council.

Reporting

All accidents resulting in personal injury must be recorded in the council’s Accident Book, which is 

located in the Office Reception, Lantern top kitchen, Facilities yard. Employees must ensure that they 
are aware of the location of the accident book.

Incidents and work related ill-health need to be reported directly to your Manager or Supervisor.
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Asbestos

The council will protect employees and other persons potentially exposed to asbestos 
as far as is reasonably practicable. Everyone who needs to know about the presence 
of asbestos will be alerted. No one will be allowed to start any work that could disturb 
asbestos unless the correct procedures are to be employed.

If you notice any material that causes you concern or you become aware of any 
damage to asbestos material you must report it immediately to your 
supervisor/manager. Please be aware of any asbestos materials which are labelled 
as shown.
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Communication and Consultation

Our council has established effective lines of communication so as to 
involve and consult our employees.

These may include:

 individual conversations

 notice boards

 internal publications

 staff meetings

 Health and Safety meetings.

In addition the council will display the ‘Health and Safety Law – What You 
Need To Know’ poster in a prominent position.

The council will consult with our employees and provide information on any changes that may affect 
their health and safety, including:

 changes in procedures, equipment or ways of working

 the dangers and risks arising from their work activities, the measures taken to eliminate or 
reduce these risks and what action to take if they have to deal with them

 the planning of health and safety training

 the health and safety consequences of introducing new technology.

The council recognises that consultation is a two-way process and expects constructive feedback from 
our employees.
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Contractors

When working on our premises it is considered that contractors are joint occupiers for that period and 
therefore we have both joint liabilities in “common areas”. In order to meet our legal obligations with 
regard to contractors we will ensure that prior to engaging any contractor they are competent and that 
any works are carried out safely.

Similarly we have a parallel duty to the contractor and must ensure that the contractor is not put at risk 
by our own activities for the duration of the contract.

If you observe contractors who appear to be working unsafely then you should report this immediately 
to a manager / supervisor. We will investigate and where necessary stop any work until resolved.
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Disabled Persons

The council will give full and proper consideration to the needs of disabled employees and visitors.

To achieve this, the council will:

 treat all disabled employees and visitors with respect and dignity, both in the provision of a safe 
working environment and in equal access to the organisation’s facilities

 ensure that risk assessments are undertaken of the special needs of the disabled and carry out 
reasonable adjustments to the premises and/or employment arrangements

 encourage employees with special needs to suggest any premises or task improvements to 
their line managers

 discipline any employees found treating their disabled colleagues with less than the expected 
standards of respect and dignity

 in an emergency evacuation, ensure suitable plans are in place which will assist disabled people 
to leave the premises swiftly.
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Display Screen Equipment

All reasonable steps will be taken by the council to secure the health and safety of employees who 
work with display screen equipment.

To achieve this objective the council will carry out an assessment of each user’s workstation and 
implement necessary measures to remedy any risks found as a result of the assessment.

Eye Tests and Corrective Appliances

The council will arrange for the provision of free eye tests when requested and at regular intervals 
thereafter or where a visual problem is experienced, at no cost to the employee. Where employees 
require corrective appliances specifically for use with display screen equipment, the council will arrange 
for the supply of corrective appliances up to current cost limits.

Training

Employees working with display screen equipment (DSE) should comply with the instructions and 
training given regarding safe workstation set-up and use, including the need for regular changes of 
activity or breaks and the use of the equipment provided.

Health

Employees should inform their departmental supervisor/line manager of any disability or health 
condition which may affect their ability to work using display screen equipment or be affected by working 
with DSE. In addition they should also report to their departmental supervisor/line manager any 
discomfort or health concern believed to be associated with the use of DSE. Any health information will 
be treated confidentially.
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Driving for Work

Driving is an integral part to some roles within the council and as such requires driving on council
business. Driving has inherent risks associated with it which drivers should be made aware of.

The council is committed to reducing the risks its staff face or create when driving at work and requires 
its entire staff to play their part, whether they use a council vehicle, their own or a hire vehicle.

Drivers

Drivers will remain responsible for their safety and others and must comply with the Highway Code and 
Road Traffic Act.

It is the responsibility of drivers to inform their manager of:

 anything that could affect their driving e.g. health conditions or injuries, use of prescribed 
medication

 changes to licence such as; limitations, offences recorded, period bans

 vehicle defects that affect ability / safety to drive

 any accidents / incidents that occurred whilst driving on behalf of the council.

Before driving, drivers must

 review the need to travel

 have a valid licence for the vehicle they are driving and for any overseas travel if required

 ensure valid insurance for business use

 carry out a pre-use vehicle check

 allow sufficient time to drive allowing for traffic, poor weather and rest breaks

 ensure sufficient rest

 be physically fit, with zero alcohol level and not under the influence of drugs that may affect the 
ability to drive

 have had an eye test in last 2 years and be using any corrective appliance

 adjust their driving position, head restraints and mirrors to ensure maximum comfort and safety.

Whilst driving, drivers must

 drive in accordance with the applicable law and with consideration for the safety of passengers 
and other road users

 take regular rest breaks every 2-3 hours or at first signs of tiredness

 remain in control of the vehicle at all times

 not smoke in a council vehicle

 never use any hand held electronic device e.g. mobile phone, satellite navigation, mp3 player
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 never receive or make calls.

 follow all safety instructions when taking their vehicle on board ferries, trains or other vehicle-
carrying craft, including parking and leaving their vehicle on a vehicle deck and travelling in a 
designated passenger area while the craft is underway.

142 



16

Drugs and Alcohol

Alcohol

Employees must not drink alcohol on the council’s premises or the premises of its customers or clients 
without express permission from a senior manager or director.

Any employee who is found consuming alcohol on the council’s premises or the premises of its customers 
and clients without permission or is found to be intoxicated at work will normally face disciplinary action 
on the ground of gross misconduct under the council’s disciplinary procedure.

Drugs and medication

The possession, use or distribution of drugs for non-medical purposes on the council’s premises is strictly 
forbidden and a gross misconduct offence.

If you are prescribed drugs by your doctor which may affect your ability to perform your work you should 
discuss the problem with your manager or supervisor.

If the council suspects there has been a breach of this policy or your work performance or conduct has 
been impaired through substance abuse, the council reserves the right to require you to undergo a 
medical examination to determine the cause of the problem.

Medical Examination

Existing and prospective employees may be asked to undergo a medical examination, which will seek to 
determine whether he/she has taken a controlled drug or has an alcohol abuse problem.

A refusal to give consent to such an examination or a refusal to undergo the screening will result in the 
immediate withdrawal of any offer made to prospective employees and will normally be treated as gross 
misconduct for employees.

If, having undergone a medical examination, it is confirmed that you have been positively tested for a 
controlled drug, or you admit there is a problem, the council reserves the right to suspend you from your 
employment (with or without pay) to allow the council to decide whether to deal with the matter under the 
terms of the council’s disciplinary procedure and/or to require you to undergo treatment and rehabilitation.

Reasonable Grounds

The council reserves the right to search you or any of your property held on council premises at any time 
if there are reasonable grounds to believe that this policy is being or has been infringed or for any other 
reason. If you refuse to comply with these search procedures, your refusal will normally be treated as 
gross misconduct.

The council reserves the right to inform the police of any suspicions it may have with regard to the use of 
controlled drugs by its employees on the council’s premises.
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Electricity

All reasonable steps will be taken to secure the health and safety of employees who use, operate or 
maintain electrical equipment.

Employees must:

 visually check electrical equipment for damage before use

 report any defects found to their line manager/supervisor

 not use defective electrical equipment

 not carry out any repair to any electrical item unless qualified to do so

 switch off non-essential equipment from the mains when left unattended for long periods

 not bring any electrical item onto the council premises until it has been tested and a record of 
such a test has been included in the appropriate record

 not leave electric cables in such a position that they will cause a tripping hazard or be subject 
to mechanical damage

 not carry out any live working unless authorised to do so under a permit-to-work.
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Environment

All reasonable steps will be taken to protect the environment and all employees are expected to 
cooperate with the council in ensuring that:

 any pollution to land, air or water is avoided

 water and energy usage is kept to a minimum

 surplus materials and waste are recycled using the facilities provided

 any incidents of pollution or wastage are reported.

Environmental complaints procedure

On receipt of a complaint about any environmental related matter the following procedure will be 
implemented:

 the name, address and contact details will be taken from the complainant along with details of 
the complaint including dates, times, frequency, impact and location

 full details of the complaint will be recorded and passed a Senior Manager or Director for an 
investigation to be instigated

 investigations will be commenced at the earliest opportunity and at least within 24 hours

 where the complaint is found to be justified immediate measures will be taken to remedy the 
problem as far as is reasonably practicable

 results of all investigations will be recorded and copied to the complainant and a Senior Manager 
or Director

 the complainant will be kept advised of the results of any investigation and the measures being 
taken to seek a solution; including details of the proposed timescales where immediate 
resolution is not possible.

All employees are responsible for working towards the objectives contained within this policy.
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Fire

All reasonable steps will be taken to prevent a fire occurring. In the event of fire, the safety of life will 
override all other considerations, such as saving property and extinguishing the fire.

The council does not require persons to attempt to extinguish a fire but extinguishing action may be 
taken if it is safe to do so. Immediate evacuation of the building must take place as soon as the evacuate 
signal is given. All occupants, on evacuation, should report to the pre-determined assembly points.

Re-entry of the building is strictly prohibited until the fire brigade officer or a senior person present 
declares it is safe to do so.

Employees are encouraged to report any concerns regarding fire procedures so the organisation can 
investigate and take remedial action if necessary.
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First Aid

The council is committed to providing sufficient provision for first aid to deal with accidents and injuries 
that arise at work. To achieve this objective the council will appoint and train a suitable number of first 
aid personnel to cover all work patterns and communicate their identities to all staff.

If you are interested in becoming a first aider or appointed person, please inform your 
manager/supervisor.

Should you require first aid treatment, please contact your nominated first 
aider/appointed person. Please ensure all accidents have been recorded accordingly.

First Aid supplies

A first aid box will be provided and should be kept stocked. If you use any of the contents please inform 
the persons responsible for the contents. Portable first aid kits will be available for staff members 
required to work away from the normal workplace, where access to facilities may be restricted.

Mental Health First Aiders

The council has also appointed mental health first aiders. They will be identified on the signage for 
physical first aiders.
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Gas Installations and Appliances

The council will ensure that all work carried out on gas fittings and appliances are in accordance with 
the requirements of the regulations and the Safety in the Installation and Use of 
Gas Systems and Appliances Manual.

The Gas Safe Register (GSR), formerly CORGI, is the governing body 
approved by the Health and Safety Executive to register and monitor the 
activities of gas installation and use. Gas fitting operatives carrying out work on 
behalf of the council will be registered with the GSR.

No person shall interfere with any gas appliance or gas fitting or pipe work 
unless qualified and competent to do so.

Gas Leak Procedure

If you smell gas or suspect you have a gas emergency you MUST follow the steps below:

DO NOT

 operate any electrical switches (on or off)

 smoke or use a naked flame

 turn the gas back on until the leak has been repaired.

DO

 extinguish all naked flames

 open doors and/or windows to ventilate the area

 check your gas appliances and turn them off

 turn the gas supply off at the main meter

 telephone the National Grid Emergency Service

 evacuate the building

 report to the Fire Assembly Point.

Fire

If a gas leak results in a fire on the premises:

 IMMEDIATELY activate the fire alarm, evacuating premises

 TELEPHONE the Fire Brigade

 ISOLATE the gas supply at the main meter if safe to do so

 TELEPHONE the National Grid Emergency Service.

148 



22

Hazardous Substances (COSHH)

All reasonable steps will be taken to ensure all exposure of employees to substances hazardous to 
health is prevented or at least controlled to within statutory limits.

The council will give sufficient information and training to ensure full understanding of the 
hazards to health posed by substances in the workplace and the importance of the control 
measures provided. Information will also be given to others who may be affected such as 
contractors, temporary staff and visitors where appropriate.

Employees should not use any hazardous substance unless they have received the 
information and training for the safe use of that substance.
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Health, Safety and Welfare

The council is committed to providing suitable health, safety and welfare facilities in line with current 
legislation, in particular the provision of:

 adequate maintenance of workplace and equipment

 appropriate ventilation, temperature control and lighting

 suitable cleanliness and housekeeping standards

 adequate workspace allocation

 properly designed workstations

 well maintained traffic routes and floors

 appropriate fall protection

 suitable glazing

 safe access and egress (well maintained exits and entrances)

 appropriate sanitary and washing facilities

 separate toilet facilities for men and women 

 plentiful drinking water supply and cups

 seating with an incorporated back rest

 accommodation for keeping clothing clean and dry

 facilities for changing, rest periods, hot drinks and meals preparation

 showering facilities if the nature of an employees work requires this

 appropriate first aid provision

 appropriate emergency, fire and evacuation equipment and procedures.

The council recognises these responsibilities are required for any work whether on a remote work site, 
at their usual workplace or head office.
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Health Surveillance

Health surveillance is the early detection of adverse health risks associated with a work activity. It 
allows staff at increased risk to be identified and additional precautions to be taken as necessary. It is 
also a means of checking the effectiveness of the existing control measures.

Any employee suffering ill health that they believe to be associated with work must report to their 
supervisor/manager immediately. Any health information will be treated confidentially.

The responsible person or occupational health nurse will, with the support of supervisors/managers, 
ensure employees requiring health surveillance are identified and recalled at appropriate intervals.

Health records

Health records are required to and will be retained for a minimum of 40 years. Employees will be 
allowed reasonable access to their health records and a copy offered to individuals when they leave 
the council.
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Home Working

Home workers are subject to the same health and safety requirements as workers based on council
premises and their health and safety will be managed accordingly.

If you are a home worker, then you will be required to complete an assessment annually to review any 
requirements identified.

The assessment will review (but not limited to), equipment supplied, electrical testing, training, 
interaction with colleagues, communication.

Training

All home workers will be fully trained in the tasks that they are employed to do and the equipment they 
will be using.
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Infection Control

For some work activities, staff may be at risk of infection or of spreading infection. The council aims to 
prevent the spread of infection through work-based activities by adopting suitable control measures.

Employees must:

 follow any procedures set out and good hygiene practices

 wear personal protective equipment (PPE) as directed.

Vaccination

Employees at risk of infection will where possible be offered vaccinations without charge. Please 
contact your manager/supervisor to make arrangements.

Training and Information

Training and information will be provided to all employees who are identified from the risk assessment 
as being potentially exposed to infections. Training will be given for any tasks they are employed to do, 
the equipment they will be using and any safe procedures to adopt.

Staff Illness and Reporting

It is important to remember that infection can also be passed onto people from staff.  Staff should notify 
their manager if they develop any infectious disease that may affect work or people around them, for 
example:

 skin infections or exposed areas of infestation

 severe respiratory infection (e.g. pneumonia, TB)

 severe diarrhoea

 jaundice

 hepatitis

 chicken pox, measles, mumps, rubella

 norovirus

 gastroenteritis

Managers will need to discuss with the individual suitable controls. In some cases, employees may 
need to be referred to an Occupational Doctor or their GP for advice.

Staff should also report any illness or disease which has been contracted through work. In some 
circumstances if a staff member contracts a disease whilst at work, this is reportable under RIDDOR 
(Reporting of Injuries, Diseases and Dangerous Occurrences Regulations). Certain diseases including 
Leptospirosis, Hepatitis, TB, and Tetanus are specifically required to be reported. 

Confidentiality

Confidentiality will be maintained at all times in relation to an employee who is known to have any 
infectious disease.

No health information will be disclosed without the written consent of the employee concerned and any 
breach of such confidentiality, either inside or outside the organisation, will be regarded as a disciplinary 
offence and may result in disciplinary action.

Pandemics and Epidemics

When notified that the country is experiencing a pandemic or epidemic, the council will aim to prevent 
the spread of infection through work-based activities by adopting suitable control measures.
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Employees must:

 assist the council with implementing measures specified by government agencies, including 
adopting alternative methods of working such as home working where needed,

 use any required personal protective equipment (PPE) as instructed,

 ensure that they inform the council about any relevant changes to their medical circumstances, 
and

 adopt good hygiene practices.
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Legionnaires’ Disease

All reasonable steps will be taken to identify potential legionellosis hazards and to prevent or minimise 
the risk of exposure.

At risk systems include the hot and cold water storage and distribution system.

To achieve control of legionella bacteria the council will implement measures to ensure any growth of 
the bacteria is kept to a minimum and systems maintained.
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Lone Working

The council will ensure, so far as is reasonably practicable, that employees and self-employed 
contractors who are required to work alone or unsupervised for significant periods of time are protected 
from risks to their health and safety.

Employees and others will be given all necessary information, instruction, training and supervision to 
enable them to recognise the hazards and appreciate the risks involved with working alone.

Employees will be required to follow the safe working procedures devised including:

 when working alone, e.g. in an isolated area of a building with all doors closed, ensure that 
someone is aware of your presence

 check that work being done has been subject to risk assessment and check the assessment 
yourself – some work may have been identified as requiring the assistance of a second person

 if possible and arranged beforehand, keep in regular contact with someone else, e.g. use a 
mobile phone to call into the office every couple of hours indicating your movements

 do not put yourself at risk; if you do not feel safe discuss the situation with your immediate 
manager

 report all accidents, injuries, near-misses and dangerous occurrences to your immediate 
manager.
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Machinery Maintenance

The council will take all reasonable steps to ensure the safety of all employees maintaining the 
machinery as well as the safety of those affected by the maintenance work. The council will liaise with 
the suppliers of all new machinery to establish how that machinery should be maintained safely

The council will give sufficient information, instruction and training as is necessary to ensure the health 
and safety of all maintenance staff and any others affected by maintenance of the machinery.

No employee must carry out any repair or operate any machinery for which they have not been trained.
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Manual Handling

To prevent injuries and long term ill-health from manual handling the council will ensure that operations 
which involve manual handling are eliminated, so far as is reasonably practicable. Where it is not 
practical the council will carry out an assessment to determine what control measures are required to 
reduce the risk to an acceptable level. In considering the most appropriate controls, an ergonomic 
approach to designing the manual handling operation will optimise the health, safety and productivity 
associated with the task.

Information and Training

Adequate information and training will be provided to persons carrying out manual handling activities 
including details of the approximate weights of loads to be handled and objects with an uneven weight 
distribution.

Health

No employee will be required to lift any item that they do not feel confident of doing without risking 
personal injury. 

Employees who have a medical condition that may prevent them undertaking a task should notify their 
Manager / Supervisor beforehand. Should you become injured whilst handling anything then this must 
be reported to your Manager/Supervisor so it can be suitably investigated.
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New and Expectant Mothers

The council recognises that the general precautions taken to protect the health and safety of the 
workforce as a whole may not in all cases protect new and expectant mothers and there may be 
occasions when, due to their condition, different and/or additional measures will be necessary.

Should you become pregnant or are returning to work after having a baby, then you are requested to 
notify your manager at the earliest possible opportunity so a risk assessment can be carried out.

Any necessary control measures will be implemented and reviewed regularly. Where risks cannot be 
eliminated or reduced to an acceptable level then consideration will be given to adjusting working 
conditions and/or hours or if necessary providing suitable alternative work or suspension with pay.

New or expectant mothers should inform their manager of any changes which may affect the risk 
assessment including any medical conditions, incidents etc.
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Noise

The council will take all reasonable steps necessary 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.

All employees who are subject to high levels of noise will be provided with:

 information, instruction and training about the harmful effects of noise

 information and training on what they must do in order to protect themselves and meet the 
requirements of the law and of the organisation’s policy

 training on procedures in place and how to use equipment correctly.

Employees must report promptly any defects or deficiencies to their manager/ supervisor.

Hearing Protection Zones

The council will designate and mark out hearing protection zones, which may 
include particular areas, operations or pieces of equipment. All personnel entering 
these zones will be required to wear ear protectors.

Audiometric Testing

Where employees are exposed to risk from high noise levels, the council will adopt a programme to 
monitor the hearing of employees subject to high levels of noise ensuring the organisation’s noise 
control policy is effective and that employees’ hearing is not being adversely affected. This will involve 
regular audiometric tests carried out by properly trained personnel and pre-employment audiometric 
tests for new employees.
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Outdoor and Peripatetic Working

The council will ensure, so far as is reasonably practicable, that employees who work  outdoors or away 
from their normal base are not put at any additional risk to their health and safety.

Staff working outdoors, or away from base, are responsible for ensuring that:

 if working on a third party site, they report to a responsible person to ensure familiarisation with 
safety precautions relating to the particular site

 they report any problems or shortcomings to their manager or supervisor as soon as possible. 
If, during work, the conditions change or any aspect of the task changes in such a way to 
increase the risk, work should stop, unless doing so presents a greater risk

 the appropriate personal protective equipment provided is worn correctly and when required to 
do so. Any defects must be reported to their manager or supervisor

 they are familiar with the emergency arrangements and that these are in place prior to starting 
work

 all accidents and incidents are reported to their manager and in line with any local arrangements 
for the site.
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Personal Protective Equipment

The council provides personal protective equipment (PPE) when the risk presented by a work activity 
cannot be eliminated or adequately controlled by other means. When it is provided, it is because health 
and safety hazards have been identified that require the use of PPE and it is therefore necessary to 
use it in order to reduce risks to a minimum.

Employees provided with PPE must:

 wear the PPE as instructed or where indicated by signage

 maintain it in good condition

 report any defects to your supervisor/manager

 ensure the PPE fits correctly, is comfortable and fully adjusted.

Employees may also be required to remove jewellery or other small items when using PPE. Employees 
must remove such items as instructed; employees with concerns about removing items worn for ethical, 
philosophical or cultural reasons should speak to their supervisor.

162 



36

Risk Assessment

Risk Assessment involves identifying the hazards present in the work place or arising out of any work 
activity, and evaluating the extent of the risks involved to employees and others, taking into account 
existing precautions and their effectiveness. The council will arrange for competent people to carry out 
risk assessments of all activities, substances, equipment, plant or working conditions likely to give rise 
to a significant risk of injury or ill health.

Employees will be advised as to the results of the risk assessment process and the additional control 
measures to be implemented to reduce risk to an acceptable level. Employees are expected to support 
the risk assessment process and adopt any changed controls implemented to reduce risk to an 
acceptable level.
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Smoking

Exposure to second-hand smoke, also known as passive smoking, increases the risk of lung cancer, 
heart disease and other illnesses. Ventilation or separating smokers and non-smokers within the same 
airspace does not stop potentially dangerous exposure.

It is the policy of the council that all of its workplaces are smoke-free and that all employees have a 
right to work in a smoke-free environment.

Smoking is prohibited throughout the entire workplace and this includes the use 
of all artificial smoking aids (electronic or otherwise) with no exceptions. This 
includes council vehicles that are used by more than one employee. If you have 
a council car that is designated for your sole use and that is never used by other 
employees then you can smoke in it if you wish – but the council recommends 
that you do not do so. This policy applies to all employees, customers and 
visitors.

Implementation

All staff are obliged to adhere to and facilitate the implementation of the policy.

The council will ensure that all employees and contractors are aware of the policy on smoking. They 
will also ensure that all new personnel are given a copy of the policy on recruitment or induction.

Appropriate 'no smoking' signs will be clearly displayed at or near the entrances to the premises. Signs 
will also be displayed in council vehicles that are covered by the law.
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Stress at Work

The Health and Safety Executive define stress as “the adverse reaction people have to excessive 
pressure or other types of demand placed on them”. This makes an important distinction between 
pressure, which can be a positive state if managed correctly, and stress which can be detrimental to 
health.

Stress at work can come about for a variety of reasons.  It may be excessive workload, unreasonable 
expectations, or overly-demanding work colleagues. As a reasonable council, we try to ensure that you 
are in a pleasant working environment and that you are as free from stress as possible.

Employees who experience unreasonable stress which they think may be caused by work should raise 
their concerns with their Manager or through the council’s grievance procedure. If deemed appropriate, 
the council will provide access to confidential counselling for employees affected by stress caused 
either by work or external factors

Following action to reduce the risks, they shall be reassessed. If the risks remain unsustainable by the 
employee concerned, efforts shall be made to reassign that person to other work for which the risks 
are assessed as tolerable.
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Temporary Employees

The council will take the necessary measures to ensure the health and safety of any temporary and 
casual staff in its employment.

To achieve this, the council will provide temporary employees with the following information prior to 
starting work:

 details of the qualifications and skills required to do the work safely

 the health surveillance to be provided under statutory provisions

 a risks to health and safety identified by workplace risk assessments

 the preventive measures to be taken

 safe working procedures

 the action to be taken in the event of an emergency.

The competence of temporary workers will be assessed to ensure they are capable of working safely.
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Training

Training in health and safety is a legal requirement and also helps create competent employees at all 
levels within the council to enable them make a far more effective contribution to health and safety, 
whether as individuals, teams or groups.

All employees will receive induction training.

Such training will cover:

fire procedures, warning systems, actions to be taken on receiving warning, locations of exits/escape 
routes, evacuation and assembly procedures, first aid/injury reporting procedures, names of first 
aiders/appointed persons, instruction on any prohibition areas (i.e. no smoking), issue of protective 
clothing/equipment and its use, instruction under COSHH, mandatory protection areas, thorough 
instruction applicable to their particular duties at work etc.

Training needs will be reviewed as a result of job changes, promotion, new activities or new technology, 
following an accident/incident and performance appraisal.

Records of training will be kept for all employees.

Employees must:

 participate in the induction training activities they have been required to attend or carry out

 work according to the contents of any training they receive

 ask for clarification of any points they do not fully understand

 not operate hazardous plant or equipment, use hazardous chemicals or carry out any hazardous 
activity unless they have been appropriately trained and instructed.
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Vibration

Regular exposure to continuous vibration from a work process has the potential to cause long term ill 
health including a range of occupational diseases collectively known as hand-arm vibration syndrome 
(HAVS) or whole body vibration (WBV).

Activities which may give rise to HAVS or WBV will be assessed and you will be informed of any 
measures necessary and given appropriate training and instruction. Regular health assessments 
maybe necessary and should you develop any of the symptoms as explained during training then you 
should notify your manager / supervisor immediately.
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Violence to Staff

The council recognises that in certain situations violent behaviour towards staff may occur and therefore 
will take all reasonable measures to protect staff from violence and aggression.

We define violence and aggression as:

 actual or threatened physical assaults on staff

 psychological abuse of staff

 verbal abuse which includes shouting, swearing and gestures

 threats against employees.

All staff must familiarise themselves with any relevant risk assessments to help them prevent violence 
and aggression so far as possible and to help them manage it if it occurs.

If you are a witness or receive any violence or aggression towards you, then you should report this to 
your manager / supervisor so that this can be recorded and investigated. The council will support the 
decision of any employee wishing to press charges against the individual(s) involved. Access to 
counselling can also be provided where required.
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Visitors

In the interest of safety and security, the council will take the necessary measures to protect staff and 
visitors from any accidents or incidents that may occur during visiting.

Employees hosting visitors must ensure that:

 they are authorised to enter the premises or are accompanied

 they adhere to applicable health and safety instructions and rules during their visit

 adequate information is passed to ensure their safety including emergency information

 any protective clothing required is provided and worn

 any accidents / incidents involving visitors are reported through the accident reporting 
arrangements.

Employees aware of people on the premises who may be unauthorised should report these to their 
manager for action.

Emergency Action

In the event of the fire alarm sounding, all visitors should be escorted to the assembly point by their 
host. Visitors should not leave the area before notifying the senior person present.
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Waste Management

The council will instigate a waste management plan for any work carried out when required to by law. 
Employees must ensure that they are aware of the waste management plan, fill in appropriate 
documentation and place waste into appropriate recycling containers, bins, skips or drums.

Typically the following wastes will be placed into separate waste containers:

 metal

 hard core e.g. bricks, broken concrete

 wood

 plaster board

 glass

 paper and card

 waste oils

 waste chemicals

 fluorescent light bulbs, typically containing mercury e.g. energy efficient light bulbs

 batteries

 printer cartridges

 electrical appliances

 food waste

 gardening waste

 general waste (e.g. only suitable for land fill).
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Work At Height

The council will take all reasonable steps to provide a safe working environment for all employees who 
may be affected by work at height activities.

The need to undertake work at height will be eliminated whenever it is reasonably practicable to do so. 
Where not practical, then the council will ensure that all work activities that involve work at height are 
identified and assessed.

If working at height you must ensure that:

 the task has been assessed

 suitable safety measures are in place

 any equipment being used has been erected by a competent person and is safe to use

 you only use equipment for which you have been trained and are authorised to use.

Ladders are permitted for light, short duration work only and must be checked in advance of use and 
be secured to prevent displacement.
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Work Equipment

The council will provide a safe working environment in relation to work equipment safety and ensure 
all employees receive appropriate safety information and training in their work equipment.

Employees must

 only use work equipment for which they have received information and training for

 not undertake any maintenance work unless competent and authorised to do so

 not interfere with or remove anything which has been provided for safety reasons

 report defects immediately to their manager/supervisor

 use any personal protective equipment as required.
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Working Time Regulations

The council will ensure that all workers under their control adhere to the working time regulations.

The working time regulations are designed to limit the number of hours individuals have to work. The 
council will NOT encourage workers to work over the 48 hours but workers can choose to work longer 
hours if they wish, by opting out. Workers cannot be forced to opt out and can revoke their opt out, if 
they give a suitable notice period.

Individuals who are tired due to working excessive hours are more likely to suffer from mental health 
problems, general ill health and to make mistakes leading to accidents.

A summary of the requirements for adult workers:

 a maximum of 48 hours per week, averaged out over a 17 week reference period (employees 
can opt out of this)

 entitlement to a minimum uninterrupted rest period of 11 hours in every 24-hour period with no 
opt out

 entitlement to 28 days paid holiday per year (including statutory holidays) for full time workers 
(pro-rata for part time workers)

 maximum of 8 hours per shift for night shift workers

 free health assessments for night shift workers

 24 hour rest period at least once a week, can be 48 hours every fortnight with no opt out

 entitlements to a rest break if working over six hours

 employees must not suffer any detriment if they choose not to opt out.

Travelling to and from the normal work place, break periods, rest periods, holidays and sickness do not 
count as working time.

The reference period of 17 weeks can be increased 26 weeks or 52 weeks by local collective 
agreements with recognised trade unions or official employee representatives.

A young person’s maximum hours are limited to 40 hours per week with no reference period.

Young persons are generally excluded from shift working.

Further information

All employees should refer to the Relevant policies for full details of the council’s policy on working 
times, holidays and other benefits.
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Young Workers

Whilst precautions taken to protect the health and safety of the workforce as a whole will, in many 
cases, also protect young persons, there are occasions when different and/or additional measures will 
be necessary due to their lack of experience, knowledge or absence of awareness of potential risks.

A ‘young person’ is defined as one who is below the age of 18 years.

To ensure the safety of young persons the organisation will:

 carry out risk assessments to cover the activities of young persons

 implement the actions determined by the risk assessment process

 inform the young persons of any risks associated with their work and the control measures taken 
to protect them

 provide a copy of the risk assessment to the parent/guardian of any young person below the 
school leaving age

 provide additional appropriate information, instruction, supervision and training, etc as 
determined by the risk assessment.
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GUIDANCE

Asbestos

Asbestos fibres are present in the environment in Great Britain so people are exposed to very low levels 
of fibres. However, a key factor in the risk of developing an asbestos-related disease is the total number 
of fibres breathed in.

Working on or near damaged asbestos-containing materials or breathing in high levels of asbestos 
fibres, which may be many hundreds of times that of environmental levels could increase your chances 
of getting an asbestos-related disease.

When these fibres are inhaled they can cause serious diseases which are responsible for around 4000 
deaths a year. There are three main diseases caused by asbestos: mesothelioma (which is always 
fatal), lung cancer (almost always fatal) and asbestosis (not always fatal, but it can be very debilitating).

Remember, these diseases will not affect you immediately but later on in life, so there is a need for you 
to protect yourself now to prevent you contracting an asbestos-related disease in the future.

It is also important to remember that people who smoke and are also exposed to asbestos fibres are 
at a much greater risk of developing lung cancer. 

You are mostly at risk when:

 you are working on an unfamiliar site

 the building you are working on was built before the year 2000

 asbestos-containing materials were not identified before the job was started

 asbestos-containing materials were identified but this information was not passed on by the 
people in charge to the people doing the work

 you don’t know how to recognise and work safely with asbestos

 you know how to work safely with asbestos but you choose to put yourself at risk by not following 
proper precautions, perhaps to save time or because no one else is following proper 
procedures.

Remember, as long as the asbestos is not damaged or located somewhere where it can be easily 
damaged it won’t be a risk to you.

 you can’t see or smell asbestos fibres in the air

 the effects of asbestos take many years to show up - avoid breathing it in now

 smoking increases the risk many times

 asbestos is only a danger when fibres are made airborne.
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What to do if you suspect Asbestos

 DO NOT disturb the material

 check the design specification (details asbestos procedure)

 notify the responsible person on the site

 ask to see the site asbestos log / survey report

 DO NOT carry out any drilling or removal of the suspect material until it has been declared safe 
by an approved specialist or the material has been safely removed by a licensed contractor.

How do I identify Asbestos?

There is no clear way of identifying asbestos by just looking at it but the following images do clarify the 
main areas you are likely to find it and what it looks like.

Asbestos textured coating Asbestos containing ceiling tiles

Asbestos cement drainage pipe (downpipe) Pieces of Asbestos Insulating Board (AIB)
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Suspended Asbestos Insulating Board tiles in a 
corridor

Asbestos cement downpipe, hopper 
and profile sheet

Asbestos rope used as insulation on a pipe Pieces of Asbestos Insulating Board (AIB)

Asbestos panelling around a gas meter Asbestos containing floor tiles in a corridor

This list is not exhaustive and is a basic example of products which you may come into contact with.
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Control of Substances Hazardous to Health (COSHH)

There are a range of Hazardous Substances to which the regulations apply. These include:

 those classified and shown with warning label

 substances with Occupational Exposure Limits

 biological agents e.g. Legionella bacteria

 any kind of dust

 substances generated by work processes e.g. various bacteria/viruses from bodily fluids’ 
premises with covered or underground parking that may expose people to vehicle exhaust 
fumes and some manufacturing and cleaning processes that may give off dusts, vapours or 
fumes.

Hazard Labelling

Hazardous substances may be defined as being toxic, corrosive, a health hazard, a serious health 
hazard, flammable, oxidising, explosive, harmful to the environment or gases stored under pressure.

Classification of hazardous substances is currently done under the Classification Labelling and 
Packaging (CLP) Regulations, which came into full effect in June 2015. These Regulations require 
hazardous substances to be packaged and labelled to an internationally agreed standard.

Hazardous substances can be readily identified by their label:

Health Hazard Corrosive Toxic

Flammable Oxidising Harmful to the
environment

Serious Health 
Hazard

Explosive Gases under pressure

Hazardous substances that are generated by work processes are not as easily identifiable as they do 
not come conveniently labelled. You will be informed of any hazardous substances generated by the 
company’s work processes.

Exposure Routes

Exposure to hazardous substances may be via:

 inhalation e.g. dust/ particulate or vapours/ fumes

 contact with eyes or cuts

 absorption through the skin

 ingestion

 injection.
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Hazard Effects

Effects on health may be short-term or long-term and will generally vary according to levels and duration 
of exposure. Effects of substances also vary with some having an accumulative effect and some that 
will have only temporary health effects. 

Control Principles

The principles applied to substances to control exposure are:

1. elimination e.g. don’t use the substance
2. substitution e.g. a less hazardous substances
3. engineering controls e.g. Local Exhaust Ventilation
4. information, instruction, supervision and training
5. Personal Protective Equipment (PPE) e.g. gloves, glasses, overalls.

Working with Hazardous Substances

Prior to working:

 ensure you understand the risks of working with any hazardous substances and the controls in 
place

 ensure you know the location of the material safety data sheets and risk assessments

 ensure the controls specified in the risk assessment, including any items for emergencies are:

o in place
o fully operational
o available.

 ensure you understand how to operate or use any control measures safely and have received 
training prior to starting work.

Whilst working

 ensure regular check controls are effective

 clean up any spillages etc

 report any problems or defects immediately to your manager

 report any ill-health or accidents to your manager.
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Display Screen Equipment (DSE)/Visual Display Unit (VDU) 

Some practical tips:

Getting Comfortable

 Adjust your chair and VDU to find the most comfortable 
position for your work. As a broad guide, your lumbar 
should be supported by the seat cushion, forearms should 
be approximately horizontal and your eyes the same height 
as the top of the VDU.

 Make sure you have enough work space to take whatever 
documents or other equipment you need.

 Try different arrangements of keyboard, screen, mouse and 
documents to find the best arrangement for you. A document 
holder may help you avoid awkward neck and eye movements

 Arrange your desk and VDU to avoid glare, or bright reflections on 
the screen. This will be easiest if neither you nor the screen is 
directly facing windows or bright lights. Adjust curtains or 
blinds to prevent unwanted light

 Make sure there is space under your desk to move your legs 
freely. Move any obstacles such as boxes or equipment

 Avoid excess pressure from the edge of your seat on the backs 
of your legs and knees. A footrest may be helpful, particularly 
for smaller users.

Keying in

 Adjust your keyboard to get a good keying position. A space in front of the keyboard is 
sometimes helpful for resting the hands and wrists when not keying.

 Try to keep your wrists straight when keying. Keep a soft touch on the keys and don’t overstretch 
your fingers. Good keyboard technique is important.

Using a mouse

 Position the mouse within easy reach, so it can be used with the wrist straight. Sit upright and 
close to the desk, so you don’t have to work with your mouse arm stretched. Move the keyboard 
out of the way if it is not being used.

 Support your forearm on the desk, and don’t grip the mouse too tightly.

 Rest your fingers lightly on the buttons and do not press them hard.

Reading the screen

 Adjust the brightness and contrast controls on the screen to suit lighting conditions in the room.

 Make sure the screen surface is clean.
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 In setting up software, choose options giving text that is large enough to read easily on your 
screen, when you are sitting in a normal, comfortable working position. Select colours that are 
easy on the eye (avoid red text on a blue background, or vice-versa).

 Individual characters on the screen should be sharply focused and should not flicker or move. 
If they do, the VDU may need servicing or adjustment.

Posture and Breaks

 Don’t sit in the same position for long periods. Make sure you change your posture as often as 
practicable. Some movement is desirable, but avoid repeated stretching to reach things you 
need (if this happens a lot, rearrange your workstation).

 Most jobs provide opportunities to take a break from the screen, e.g. to do filing or photocopying. 
Make use of them. If there are no such natural breaks in your job, your employer should plan 
for you to have rest breaks. Frequent short breaks are better than fewer long ones.
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Driving

Driving is the most dangerous work activity that most people do. Research indicates that around 20 
people are killed and 250 seriously injured every week in crashes involving someone who was driving 
for work purposes. The council encourages employees to follow the guidance given in order to minimise 
risk to themselves and other road users.

Vehicle Maintenance and Checks

council vehicles will be maintained by approved companies and in accordance with the manufacturer’s 
recommendations and schedules.

Employees are required to ensure that their vehicles are maintained in accordance manufacturers 
recommended service intervals and are in a safe roadworthy and legal condition at all times.

If your vehicle is over 3 years old it requires an annual MOT test.

Regular checks should be carried out on vehicles by drivers, especially prior to undertaking a long 
journey.

These should include:

 oil, coolant and brake fluid levels

 power steering fluid level

 screen washer fluid level

 wiper condition and operation

 windscreen condition and cleanliness

 tyre pressure, tread depth and general condition

 all lights are working

 seatbelts

 bodywork.

If any faults are found that may affect vehicle safety, the vehicle MUST NOT be used until they are 
remedied.

Vehicle Breakdown

Breaking down can be a stressful and worrying experience, particularly if you are alone or in an 
unfamiliar place. It can also be hazardous. Following the basic safety guidelines below can help to 
reduce risk.

On motorway

If at all possible, leave the motorway at next exit or pull into a service station.

If this is not possible then the hard shoulder should be used accordingly:

 use the hard shoulder lane to decelerate before stopping as far to the left as possible, preferably 
near an emergency telephone

 turn on hazard warning lights along with sidelights if dark or visibility is poor. DO NOT display a 
red triangle or other warning device

 get out of the car by doors on the verge side. Ensure passengers also vacate the vehicle the 
same way
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 take note of marker posts and contact the emergency services, where possible, using an 
emergency phone instead of a mobile phone

 if walking along the hard shoulder to a telephone, keep as far away from the traffic as possible

 if you feel at risk from another person, return to your vehicle by the passenger door and lock all 
doors. Leave the vehicle again as soon as you feel danger has passed

 DO NOT attempt even minor repairs

 once the vehicle is repaired, return to the motorway using the hard shoulder to accelerate to 
merge fully with traffic in the first lane.

If you cannot get your vehicle onto the hard shoulder, switch on the hazard warning lights and only 
leave your vehicle when you can get safely clear of the carriageway.

You must NEVER use the motorway hard shoulder to:

 stop for a break, to eat or drink or to go to the toilet – use the service stations

 use a mobile telephone

 check a route or map.

Off the motorway

If your vehicle breaks down on an ordinary road or carriageway, you should:

 leave your car in as safe place as possible, ideally away from traffic

 switch off the engine

 switch on hazard warning lights along with sidelights if dark or visibility is poor

 display a red triangle, if you have one, on same side of road at least 45 meters (147ft) behind

 find the nearest telephone or use a mobile phone to phone for assistance

 wait for assistance in a safe place, away from your vehicle, keeping clear of the road and traffic

 do not stand between your vehicle and oncoming traffic as you may obscure lights.

Tyre Safety

You need good tyres to drive safely as they affect the steering, braking and acceleration of your vehicle. 
Faulty tyres work less efficiently and don’t last as long; they could also mean a heavy fine and penalty 
points on your licence. It is against the law to have:

 car tyres with tread worn below 1.6mm

 a mix of radial and cross ply tyres

 over or under inflated tyres

 tyres with cuts, lump, bulges or tears

 the wrong sort of tyre fitted.

184 



58

Tyre pressures and inflation

Refer to the manufacturer’s handbook for guidance on recommended pressures for your vehicle.  Care 
must be taken when inflating a tyre. Only fill the tyre to the manufacturer’s recommended pressure for 
the type of driving to be undertaken. Do not use tyre inflation devices near to cuts / open wounds etc. 
Tyre pressures should be checked every 2 weeks and when the tyres are cold (pressures are raised 
when warm).

Accidents

Any accidents involving physical injury to an employee driving on council business (excluding 
commuting to and from work), or involving a member of the public must be reported through the 
council’s accident reporting procedures.

Mobile Phones

Research has shown that the potential for being involved in an 
accident whilst using a mobile phone can be significantly 
increased due to the individual concentrating more on the phone 
conversation than on their immediate surroundings.

The law has now made it illegal to use a hand-held mobile phone 
when driving, even when you are stopped at traffic lights or in a 
queue of traffic. This includes making or receiving calls, pictures, 
text messaging or accessing the internet.

You can also be prosecuted for using a hands-free mobile phone 
if you fail to have proper control of the vehicle. If you drive 
carelessly or dangerously when using any phone the penalties can 
include disqualification, a large fine and up to two years 
imprisonment.

Mobile phones should be used in accordance to the council’s agreed policy when driving on council
business.

Driver Fatigue

Research shows that physical fatigue and tiredness in drivers is a significant cause of accidents, 
particularly on motorways.

Drivers should recognise the signs of fatigue, which are:

 increased yawning

 not remembering the last few minutes

 jerking your head or body from the brink of falling asleep

 losing concentration

 car veering off the road.

If drivers feel sleepy they should get off the road into a safe parking area to take a break. In order to 
keep awake until reaching a suitable parking place, drivers should turn on the radio, open the window 
or increase the cold air ventilation.

To avoid fatigue, try the following tips:

 plan your journey to include a 15 minute break every 2 hours

 drink coffee or high caffeine drink

 don’t start a long trip if already tired

 ensure you have had sufficient sleep if starting early
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 avoid driving between midnight and 6am when you are likely to feel sleepy.

Driver Eyesight

Drivers should be able to read a number plate at the legal distance of around 20 meters (65 feet), using 
any corrective appliances such as glasses or contact lenses.  The general recommendation is to have 
eyesight tested every two years. Having an eyesight test will usually identify the majority of common 
eyesight conditions and also give clues about other less common diseases.

If there is any problem with the employee’s vision, because of either injury or disease or following an 
eyesight test, the employee must notify their line manager immediately. 

Adverse Weather

The British weather is unpredictable and adverse weather can occur suddenly. If you drive regularly 
for work you should ensure that you are prepared for the weather conditions.  When adverse weather 
has been forecast, relevant details should be obtained to decide whether it is appropriate to travel.

Alternative methods of travel may be more suitable depending on the weather conditions.  Driving in 
adverse weather should take account of visibility, ability to stop when roads are wet or icy and load etc 
being carried.

Poor Visibility

When visibility is seriously reduced you should drive at a safe distance with dipped headlights on. You 
may also use front and rear fog lights (in addition to the headlights) but you must switch them off when 
visibility improves.

Wet Weather

In wet weather, stopping distances will be at least double those required for stopping on dry roads. This is 
because your tyres have less grip on the road. In wet weather:

 you should keep well back from the vehicle in front. This will increase your ability to see and 
plan ahead

 if the steering becomes unresponsive, it probably means that water is preventing the tyres from 
gripping the road. Ease off the accelerator and slow down gradually

 the rain and spray from vehicles may make it difficult to see and be seen. Use dipped headlights.

Flooded roads

Occasionally roads becoming flooded when there is a high rainfall over a short period of time.

 don’t attempt to cross if water seems too deep

 drive slowly in first gear but keep the engine speed high by slipping the clutch to avoid stalling

 avoid the deepest water

 test brakes after driving through floods.

Icy and Snowy Weather

Great care should be taken when driving in icy or snowy weather. Vehicle drivers are advised to carry a 
spade, warm clothing, a warm drink and emergency food in case your vehicle breaks down.
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When driving:

 keep well back from the vehicle in front as stopping distances can be ten times greater than on 
dry roads

 take care when overtaking gritting vehicles

 watch out for snowploughs, which may throw out snow on either side. Do not overtake them 
unless the lane you intend to use has been cleared

 drive extremely carefully when the roads are icy. Avoid sudden actions as these could cause a 
skid.

Windy Weather

High side vehicles are most affected by windy weather, but a strong gust can also blow a car off course. This 
can happen on stretches of road exposed to strong cross winds, or when passing bridges or gaps in hedges. 
In strong winds your vehicle may be affected by turbulence created by large vehicles. Motorcyclists are 
particularly affected, so keep well back from them when they are overtaking high sided vehicles.

Personal Security

Lone driving forms part of the council's policy regarding council vehicles, whether the driver is female or 
male. Below is a checklist for personal security when driving:

 keep the doors of the vehicle locked, especially when in towns to avoid ‘car-jacking’

 keep 'valuables' including briefcases etc. out of sight when driving and on parking, lock whatever 
is to be left behind in the boot

 when parking, if possible, drivers should use a manned car park and park near the exit. 
Reversing into parking spaces is also advised to allow drivers to drive off immediately

 keep the vehicle well maintained and with a surplus of fuel for the planned journey or to the next 
planned rest break or refuelling point

 keep a mobile phone with you to summon help or keep in contact with your manager / office

 avoid eye contact with other drivers and do not get into personal confrontation

 if you believe you are being followed, drive to a police station, if possible, or a crowded place

 always approach the vehicle with the key alarm/sender in hand, and be aware of people around 
you

 carry a torch (integral with the key if possible) to make locating the lock at night easier

 look in the back seat before entering and lock the car once seated.
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Alcohol and Drugs

Driving under the influence of alcohol or drugs (whether prescribed or 
illegal substances) is against the law. Drugs and alcohol can both 
seriously impair your ability to drive and the effects may last for a 
number of hours (or days). There is no safe limit of alcohol and drugs 
as their effects can be dependent on a number of factors:

 weight

 sex

 age

 metabolism

 amount of food consumed

 amount and type of alcohol consumed.

Before driving, employees must ensure they are fit to drive and have 
a level of alcohol below the maximum limit allowed, ideally zero and 
not under the influence of any drugs that may affect ability to drive 
(check with your pharmacist / GP for the effects of any prescribed or 
over the counter drugs).

If driving on council business this should be in accordance with the council policy. Consumption of 
alcohol whilst driving is prohibited both during council time or whilst driving a council vehicle. The 
possession, use or distribution of drugs / substances for non-medical purposes is strictly forbidden.

Refuelling of Vehicles

Due to the risks of fire and explosion, when refuelling any vehicle, the following should be adhered to:

 do not use any naked flames whilst on the filling station forecourt

 do not use mobile phones

 do not smoke.

Care should also be taken when walking on the forecourt due to the possibility of spilt diesel and petrol 
being present.

For those using an unfamiliar vehicle check fuel type prior to dispensing. If using diesel, then gloves 
should be worn when refuelling.

Safe Speed

One of the most significant risks for drivers and road users is inappropriate speed. This includes both 
exceeding the speed limits and driving within the limits but in unsuitable conditions.

When driving you should observe the following guidance:

 ensure you know the national speed limits for the roads and vehicle you are driving

 plan journeys allowing for poor weather, traffic delays etc

 obey posted speed limit signs at all times (even if late at night / early morning)

 reduce speeds for poor weather, busy roads, unfamiliar roads, high pedestrian activity etc.

Further Advice and Information

http://think.direct.gov.uk/
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Electrical Safety

What are the hazards?

The main hazards are:

 contact with live parts causing shock / burns (normal mains voltage, 230 volts AC, can kill)

 faults which could cause fires

 fire or explosion where electricity could be the source of ignition in a potentially flammable or 
explosive atmosphere, e.g. in a spray paint booth

Ensure that:

 suspect or faulty equipment is taken out of use, labelled ‘DO NOT USE’ and kept secure until 
examined by a competent person

 where possible, equipment, tools and power socket-outlets are switched off before plugging in 
or unplugging

 equipment is switched off and/or unplugged before cleaning or making adjustments.

Visual checks on electrical equipment

1. Inspections and testing of all portable electrical equipment and the fixed electrical installations is the 
responsibility of the council, though the responsibility for undertaking visual checks falls to all 
employees.

2. Around 95% of all faults or damage can be found by visual checks and this will involve checking:

 for damage to the cable covering, such as cuts and 
abrasions, apart from light scuffing, or non-standard 
repairs e.g. cable wrapped with electrical tape

 where the cable enters the plug. Internal wires - those 
covered by the outer sheath may be exposed or the cable 
may be loose and move within the plug

 for damage to the plug, such as the cracked casing, bent 
pins, evidence of overheating i.e. burn marks or 
discoloration

 for damage to the sockets, switches, etc. e.g. cracked or broken casing

 that equipment has been used in conditions for which it is not suitable, e.g. a wet or dusty 
workplace or has damage to the outer cover of the equipment or has obvious loose parts or 
screws

 cables are routed safely, with the one extension lead used per socket. Where there is a risk of 
tripping over cables and they cannot be re-routed, cable strips must be fitted.
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Ladders and Stepladders 

This guidance is to help you:

 know when to use a ladder

 decide how to go about selecting the right sort of ladder for the particular job

 understand how to use it

 know how to look after it

 take sensible safety precautions.

When is a ladder the most suitable access equipment?

As a guide, only use a ladder or stepladder:

 in one position for a maximum of 30 minutes

 for ‘light work’ - they are not suitable for strenuous or heavy work. If a task involves you carrying 
more than 10 kg (a bucket of something) up the ladder or steps it will need to be justified by a 
detailed manual handling assessment

 where a handhold is available on the ladder or stepladder

 where you can maintain three points of contact (hands and feet) at the working position.

On a ladder where you cannot maintain a handhold, other than for a brief period of time, other 
measures will be needed to prevent a fall or reduce the consequences of one. On stepladders where 
a handhold is not practicable you will need to consider whether it is safe to work or not.

Is it a safe place to use a ladder or stepladder?

As a guide, only use a ladder or stepladder:

 on firm ground or spread the load (e.g. use a board)

 on level ground - for stepladders refer to the manufacturer’s instructions, for ladders the 
maximum safe ground slopes on a suitable surface (unless the manufacturer states otherwise) 
are as follows:

o side slope 16° – but the rungs still need to be levelled
o back slope 6°

 on clean, solid surfaces (paving slabs, floors etc). These need to be clean (no oil, moss or leaf 
litter) and free of loose material (sand, packaging materials etc) so the feet can grip. Shiny floor 
surfaces can be slippery even without contamination.

Never stand ladders or stepladders on moveable objects, such as pallets, bricks, lift trucks, tower 
scaffolds, vans, stacks of paper or boxes etc. If the ladder or stepladder won’t reach, you need to use 
a more suitable type of access equipment.

You should only use ladders or stepladders:

 where they will not be struck by vehicles, by protecting them with suitable barriers or cones

 where they will not be pushed over by other hazards such as doors or windows, by securing 
doors (not fire exits) and windows where possible. If this is impractical, have a person standing 
guard at a doorway, or inform building occupants not to open windows until they are told it is 
safe to do so
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 where pedestrians are prevented from walking under them or near them, by using barriers, 
cones or, as a last resort, a person standing guard at the base.

Safety in use – ladders

On a ladder do not:

 overload it – you and anything you are carrying should not exceed the highest load stated on 
the ladder

 overreach - keep your navel inside the stiles and both feet on the same rung throughout the 
task

 rest ladders against weak upper surfaces e.g. glazing or plastic gutters. Use effective spreader 
bars instead

 use the top three rungs

 move the ladder while someone is using it

 extend a ladder while standing on the rungs

 slide down the stiles.

Overreaching – not maintaining 3 points of 
contact

Maintaining 3 points of contact

Do:

 make sure the ladder rungs are level. This can be judged by the naked eye. Ladders can be 
levelled using specially designed devices but not by using bits of brick or whatever else is at 
hand

 check that the weather is suitable - do not use ladders in strong or gusting winds

 wear sensible footwear. Shoes should not have the soles hanging off, have long or dangling 
laces, or be thick with mud or other slippery contaminants. High heels are also unsuitable!
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 check that you are fit. Certain medical conditions or medication, or a fear of heights, could mean 
that you shouldn’t be working at height

 know how to tie a ladder properly.

You should also avoid holding items when climbing (for example by using tool belts). If you must carry 
something you must still have one free hand to grip the ladder. Remember the THREE POINTS OF 
CONTACT RULE – 2 hands and 1 foot or 2 feet and 1 hand MUST BE on the ladder at all times when 
climbing and descending.

Ladders must be erected at an angle of 75°. To judge the angle use the angle indicator marked on the 
stiles of some ladders or the 1 in 4 rule (1 unit out for every 4 units up).

Ladders used for access to another level must be tied and should extend at least 1 metre above the 
landing point to provide a secure handhold.

Correct 1 in 4 angle:

Securing a ladder

To prevent the ladder slipping away from the wall, or slipping sideways, you must secure it. The options 
for securing a ladder are:

 tie the ladder to a suitable point, making sure both stiles are tied

 where this is not practical, use a safe, unsecured ladder or a ladder supplemented with an 
effective ladder stability device

 if this is not possible, then securely wedge the ladder e.g. against a wall

 if none of the above can be achieved, foot the ladder. Footing is the last resort and other 
methods of securing the ladder should be used in preference.
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If you do have to foot a ladder, be aware that this will not stop a ladder slipping sideways at the top. 
Individuals footing ladders should apply weight downwards on the ladder by standing on a rung, or by 
pushing against the ladder stiles (although this is less effective).

Ladder tied at the top stiles
(correct for  working on, but not for access)

Tying part way down

Tying near the base Securing at the base

Safety in use – stepladders

On a stepladder do not:

 overload it – you and anything you are carrying should not exceed the highest load stated on 
the stepladder

 use it in locations where the restraint devices cannot be fully opened. Any locking devices must 
also be engaged

 use the top two steps of a stepladder, unless a suitable handrail is available on the stepladder

 use the top three steps of swing-back or double-sided stepladders, where a step forms the very 
top of the stepladder.
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Correct – two clear rungs. Don’t work 
any higher up this type of stepladder.

Correct – 3 clear rungs, do not work any 
higher on this type of stepladder

When using stepladders, avoid work that imposes a side loading, such as side-on drilling through solid 
materials (e.g. bricks or concrete), by having the steps facing the work activity. Where side-on loadings 
cannot be avoided you should prevent the steps from tipping over, for example by tying the steps to a 
suitable point, or you should use a more suitable type of access equipment.

Incorrect – steps side on to work activity Correct – steps facing work activity

Where you cannot maintain a handhold (e.g. putting a box on a shelf), the use of a stepladder will have 
to be justified by taking into account:

 the height of the task 

 a safe handhold still being available on the stepladder

 whether it is light work

 whether it avoids side loading

 whether it avoids overreaching

 whether your feet are fully supported

 whether you can tie the stepladder.

Consider tying a stepladder where possible and helpful to the task (e.g. side-on working or where two 
free hands are needed). Stepladders should not be used for access to another level unless they have 
been designed for this.
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Is the ladder or stepladder safe to be used?

You must check that the ladder or stepladder is in a safe condition before using it (a daily pre-use 
check). As a guide, only use ladders or stepladders that:

 have no visible defects

 have a current detailed visual inspection (look for an inspection label)

 are suitable for work use. Use EN 131 Professional ladders or stepladders at work because 
Non-Professional ones are not normally suitable for use at work

 have been maintained and stored in accordance with the manufacturer’s instructions.

Also, you must always use a non-conductive ladder or steps for any necessary live electrical work.

Pre-use checks

Look for obvious visual defects before using a ladder or stepladder. Check that:

 all the ladder feet are fitted

 the feet are in good repair (not loose, missing, splitting, excessively worn, secure etc)

 the feet are clean - the feet should be in contact with the ground. Ladder feet should also be 
checked when moving from soft/dirty ground (e.g. dug soil, loose sand/stone, a dirty workshop) 
to a smooth, solid surface (e.g. paving slabs), to ensure the foot material and not the dirt (e.g. 
soil, embedded stones or swarf) is making contact with the ground

 all the screws, bolts and hinges are secure

 on a stepladder, that the “spreaders” on the ladder can be locked into place

 There are no other obvious signs of damage such as cracks.

If you find a problem, DO NOT USE the ladder. It should be repaired (if practicable) or destroyed

Storage

When storing ladders and stepladders, store them in a well ventilated area to prevent sagging and 
warping. Store straight ladders in flat racks or on wall brackets, don’t hand them from the rungs. Store 
step ladders in the closed, vertical position.

The information in this Guidance is based on the HSE leaflet ‘Safe use of ladders and step ladders’.
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Lone Working

There are certain circumstances where two staff must always be involved and specifically, that a safe 
system of work should be followed e.g. working in confined spaces. If you think that the job cannot or 
should not be done safely alone discuss it with your manager or supervisor prior to starting.

Working alone can involve a number of scenarios. However, the following practical tips will apply to all 
of these:

 always tell someone, record where you are going, when you are going and your expected time 
of return

 take a mobile phone with you and ensure that it is charged in case you need to use it

 ensure your manager or colleagues have a record of your mobile telephone number

 keep valuables / cash to a minimum

 maintain regular contact with colleagues or manager.

HOME VISITS

When visiting people in their own homes it must always be recognised that you are far more vulnerable 
than in other situations, due to a number of factors e.g. you are on their territory, you will be less familiar 
with the surroundings, prior to entering you will not know who is in the property.

When carrying out home visits the following advice must be taken into consideration:

 wherever possible get to know the persons in advance. If in any doubt, discuss the visit with 
your manager, and if necessary go with another member of staff

 if you are meeting someone unknown to you, check their authenticity before leaving for your 
appointment

 if possible arrange an initial meeting to take place at the office or a public place to give the 
opportunity to assess the person

 during visits ensure that your exit is never impeded

 do not enter a property if the person you expect to see is not there

 be alert at all times to signs that a situation is getting out of hand. If you feel that this is 
happening, make your excuses and leave immediately

 be aware that people may have dogs or other animals in their home and these could be used
to intimidate you. Where possible ask for them to be moved to a separate room (an exception 
may be when a dog is provided as a support for a disability)

 always stay calm and do not return aggression as this may aggravate the situation

 trust your instincts and act on them

 report any conflict or incidents to your manage or supervisor.

196 



70

INTERVIEWING IN OFFICES

There is a potential for violent crime against staff at all times, not least when interviewing or meeting 
members of the public in offices. The following general advice is given:

 ensure your manager or colleagues have a record of your mobile telephone number

 keep valuables / cash to a minimum

 maintain regular contact with colleagues or your manager

 assess the client prior to the meeting

 notify staff in your department, recording who and where you are interviewing

 ensure that there are always other members of staff available

 if you have any doubts or fears do not interview alone, ask for another member of staff to assist

 be constantly alert to signs of tension, frustration or aggression

 when using any interview room ensure that your exit to the door is not impeded, always seat 
yourself nearest to the exit

 prior to using an interview room ensure that there are no loose objects available which could be 
used as weapons

 know how to summon help and ensure this remains accessible.

WALKING

Anyone who is on foot should develop a sensible level of awareness to danger that is relevant to the 
circumstances. The use of a few sensible precautions should minimise risks:

1) Walking safely

 avoid short cuts through dimly lit or enclosed areas

 after dark keep away from bushes, doorways and alleyways

 tell your manager or colleagues your precise destination and expected time of return

 walk facing oncoming traffic, this avoids a vehicle coasting quietly upon you from behind

 walk confidently and purposefully, avoid sending out signals of fear and vulnerability

 do not wear a personal stereo, it will reduce awareness of your surroundings

 wear sensible footwear, do not wear footwear which may impede your actions if alarmed

 if you think you are being followed, cross the street. If they continue to follow, move to the 
nearest place with people and call the Police using your mobile phone

 keep your distance if asked for directions.
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2) Carrying money and valuables safely

 don’t carry more cash than absolutely necessary

 keep wallets/purses in inside pockets

 carry handbags close to the body, on the side away from the kerb

 make sure the fastening on the bag is secure

 if someone grabs you bag or wallet, let it go. Personal safety is paramount.

3) Be on guard with strangers

 be cautious in conversation; don’t give away any personal details

 trust your instincts and avoid crowds or groups which may appear threatening

 be wary of stationary vehicles with engines running and people sitting in them

 if a car stops and you are threatened, move away quickly in the opposite direction and use your 
mobile phone to call for assistance.

DRIVING

If you drive, a few sensible precautions will help minimise risks and help to make you more confident:

1) Before you set off

 make sure your vehicle is regularly serviced and check oil and tyres etc. regularly

 ensure you have adequate fuel for the journey

 plan your route

 tell your manager or colleagues your precise destination and expected time of return.

2) On the road

 keep bags and other valuables out of sight – even during the journey

 keep doors locked, windows and sunroof closed as much as possible, especially in stop/go 
traffic

 do not pick-up hitch hikers

 if followed, drive to the nearest police station or concentration of people and call for assistance 
using your mobile phone.

3) Leaving the vehicle

 always lock your vehicle and put anything of value out of sight

 if dark or if it will be dark when returning to your vehicle, park in well lit places, as near to your 
destination as possible

 wherever possible, use a manned car park

 when parking, reverse your vehicle into a parking space and leave it as close to the exit as you 
can
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 have your keys ready when you return to your vehicle; check the interior for intruders before 
getting in.

4) If you break down

 pull off the road as far as you can and if necessary switch on your hazard warning lights

 if someone offers help and you feel uncertain about them, stay in your vehicle (except on 
motorway) with the doors locked and use your mobile phone to summon assistance. Do not get 
into a car with a stranger or try to hitch a lift

 summon assistance using your mobile phone and give precise details of your location.

5) If you feel threatened

 if you are being followed, drive to a busy place

 if the occupants of a car beside you e.g. at traffic lights or road junction try to attract your 
attention for any reason, simply ignore them

 if a car travels alongside you at the same speed, slow down and let them pass. If the driver 
persists, drive to a busy place and call the police

 if a car pulls up in front of you, forcing you to stop, leave the engine running, activate your hazard 
warning lights and sound your horn continuously.  If the driver gets out and approaches you, 
reverse and get away.
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Manual Handling

PRINCIPLES OF GOOD HANDLING TECHNIQUE

1 Planning

Plan the lift and consider: where the load is to be placed, what are the distances involved, are there 
any obstructions such as closed doors, is assistance required, and can handling aids or equipment 
be used?

2 Feet

The feet should be positioned a shoulder width apart, one foot ahead of the other in the direction of 
the intended movement.

3 Knees

Adopt a good posture for handling with the knees bent (not squat – don’t kneel), in order to gain the 
most effective power from the thigh muscles.

4 Back

The back should be straight (not necessarily vertical, 15 - 20o from vertical is alright) keeping the 
natural curve of the spine. It may help to tuck in the chin. If necessary, lean forward a little over the 
load to get a good grip and to keep the centre of gravity over the load.
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5 Arms

The arms should be close to the body (nearer the centre of gravity) with the shoulders level and 
facing the same direction as the hips.

6 Hands

Ensure a firm grip on the load using the roots of the fingers and the palm of the hand. Holding the 
load this way is also less tiring than keeping the fingers straight.

7 Head

Raise the chin out and up as the lift begins, otherwise this results in round shoulders and a curved 
spine.

8 Moving the Load

Keep the load as close to the trunk for as long as possible, and where relevant, keep the heaviest 
side of the load close to the body. Slide the load towards you if required.

 Lift smoothly

 Move the feet not the trunk when turning to the side i.e. don’t twist.

 Put the load down and then slide the load into the required position if necessary.
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9 Team handling

Handling by two or more people may make possible an operation that is beyond the capability of 
one person or reduce the risk of injury to a solo handler.

Additional difficulties may arise if team members impede each other’s vision or movement, or if the 
load offers insufficient good handholds.  This can occur particularly with compact loads which force 
the handlers to work close together or where the space available for movement is limited.

When lifting loads at or near floor level is unavoidable, it is preferable to use handling techniques 
which allow the use of relatively strong leg muscles rather than those of the back, provided the load 
is small enough to be held close to the trunk.  In addition, if the task includes lifting to shoulder 
height, allow the handlers to change hand grip.  Bear in mind however, that such techniques impose 
heavy forces on the knees and hip joints which must carry both the weight of the load and the 
weight of the rest of the body.

The closeness of the load to the body can also be influenced by foot placement.  The elimination 
of obstacles which need to be reached over or into will permit the handler’s feet to be placed 
beneath or adjacent to the load before beginning the manual handling operation.
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Violence and Aggression

Work-related violence has serious consequences for employees and the council. Victims may suffer 
not only physical injury, but also psychological effects, such as anxiety and stress.  The council will
take reasonable measures to protect you from acts of violence and aggression.

What is meant by violence?

An act of violence can be defined as: 

 actual or threatened physical assaults on staff

 psychological abuse of staff

 verbal abuse which includes shouting, swearing and gestures

 threats against employees.

How will the council support you?

There are a wide range of measures that the council will follow to reduce the risk of violence at work to 
employees. The council will: 

 carry out risk assessments of potential conflict situations to determine the control measures 
necessary to protect staff

 ensure that premises are kept secure

 inform all employees of the procedure following a violent or challenging behaviour incident

 not tolerate violence or challenging behaviour towards our employees

 train employees who may be exposed to violence or challenging behaviour situations

 support any employees involved in any incident

 support their decisions regarding the pressing of criminal charges

 provide any counselling or post-incident assistance required by the employees

 keep records of all incidents of violence and aggression and review the control measures with 
a view to continual improvement in employee safety.

Diffusing the situation

In the event of violent or aggressive behaviour towards you there are several steps that you can try to 
diffuse the situation:

 Act in control: Even if you feel anxious or scared when confronted by an aggressor, try to give 
the impression that you are confident and in control of the situation. Anxiety is an entirely 
reasonable reaction to violent or aggressive behaviour, but if an aggressor notices it then it may 
increase their level of aggression.
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 Adopt a calm approach: 

o Talk to the aggressor in a calm and respectful manner, and keep the tone of your voice 
low. 

o If you have been summoned to assist with a violent or aggressive customer or person 
that you don’t know, introduce yourself to the aggressor and ask what you can do to 
help.

o Maintain a non-judgmental attitude and focus your attention on the aggressor at all times
o Let the aggressor talk without interruption, and acknowledge how they are feeling. 

Remember that your aim is to calm them down, not to make sense of their complaint or 
issue.

 Use body language: Body language can reinforce or undermine the impression that you are 
trying to give.

o Maintain neutral eye contact with the aggressor, but try not to stare. Break eye contact 
every so often if necessary

o Keep your face relaxed, but don’t smile. The aggressor will respond badly if they think 
that you are laughing at them or making light of the situation.

o Keep your body language open and don’t cross your arms or gesture with anything that 
could be perceived as a weapon. Stand a safe distance away from the aggressor and 
be aware of your nearest exit at all times.

 Work towards a solution: Wait for the aggressor to calm down. Explain the consequences of 
their aggressive behaviour respectfully but firmly. Suggest ways in which the situation could be 
resolved without conflict, and try to give the aggressor more than one solution so that they have 
some control over the situation.

If you are a witness or receive any violence or aggression towards you, then you should report this to 
your manager/supervisor so that this can be recorded and investigated. The council will support the 
decision of any employee wishing to press charges against the individual(s) involved. Access to 
counselling can also be provided where required.
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HEALTH AND SAFETY HANDBOOK ACKNOWLEDGEMENT 
FORM

Please read the notes below and then sign this form. 

Clearly, we will do all in our power to ensure the health and safety and welfare of all our staff and we 
look to our employees to abide by the Health and Safety standards laid down.

We have formulated our Health and Safety at Work Policy as legally required and this handbook informs 
you of those sections of the Policy which affect you. 

You should read the information contained in this Handbook and adhere to the rules at all times. 

Please discuss any queries you may have with your employer and sign this form.

I have read the Health and Safety Handbook and understand and accept its contents.  I will keep 
myself informed of its contents.

Signature: Date:

Print Name:
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