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	PART A



	1
	THE OBJECTIVE



	1.1
	The Directorate shall ensure that all work activities with significant risks shall be risk assessed.  Corporate Services Directorate shall provide and maintain safe and healthy working conditions, equipment and systems of work for all employees, and to provide such information, training and supervision as needed for this purpose, in accordance with the requirements of Section 2 of the Health and Safety at Work Etc. Act, 1974.



	1.2
	The Directorate shall also ensure health and safety of other people who may be affected by our activities.



	1.3
	Further, the Directorate will carry out its work activities so far as is reasonably practicable in such a way that there is no immediate or long term risk to health and safety of any: -



a) 
Directorate employees



b) 
Other council employees

c) Any other person



	1.4
	The allocation of duties for safety matters and the particular arrangements, which we will make to implement the policy, are set out in the following pages.



	1.5
	This Safety Policy is in addition to, and complements, the City Council's General Safety Policy.



	2
	INTRODUCTION



	2.1
	The Corporate Services Directorate carries out a wide range of functions and responsibilities.  Further information on these can be found on the Council’s website and internet www.salford.gov.uk/corpserv, and Service Pledges.

This safety policy will: - 



	2.2
	Define Management’s responsibilities and duties in relation to health and safety and detail the organisation, which will carry it out.



	2.3
	Acquaint all employees with their duties and responsibilities so as to ensure safe working practices and encourage employees and management to co-operate in eliminating accidents at work and ensuring the attainment of the objectives outlined in paragraph 1.



	2.4
	Establish Codes of H & S Practice for specialist activities so that all work hazards are controlled so far as is reasonably practicable.



	2.5
	Define a system of effective co-operation between safety representatives and management so that both the letter and spirit of all legislation is complied with.



	2.6
	Set and operate a system to: -

2.6.1 
comply with the Council’s standard system of accident and 
injury reporting.

2.6.2 
investigate all recorded accidents and injuries and

2.6.3 
determine and implement action which will prevent similar 
occurrences,

2.6.4 
notify the Health and Safety Executive Incident Call Centre 
(ICC) of all accidents where such a report is required under 
the Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations, 1995.



	3.0
	TRAINING



	3.1
	Line directors will ensure that adequate health, safety and fire prevention information, instruction and training is given to staff within the Directorate as appropriate, to enable them to carry out their work activities in a safe and efficient manner.  This will be reviewed as work activities or personnel changes, with record held by the Directorate’s Training Officer (See H & S Codes of Practice for further details).



	4.0
	REVIEW POLICY



	4.1
	This safety policy will be reviewed annually at the first meeting of Directorate Management Team in March each year, and will be reviewed or updated as often as is necessary.


Signed:…………………………………………………..

Director of Corporate Services

Date:………………………………………………………...




	
	PART B



	5.0
	ORGANISATIONAL & MANAGEMENT RESPONSIBILITY



	5.1
	The Director of Corporate Services is responsible for implementing the provisions of the Health & Safety at Work  Etc. Act, 1974 within the Corporate Services Directorate, so that the objectives of the Act are achieved.  He is accountable to the City Council for this duty, and is the person with ultimate responsibility for health and safety matters in the Directorate.



	5.2
	The Director of Corporate Services will ensure that all employees of the Directorate know and accept their responsibilities under the Act, and that they have received the necessary training appropriate to their duties and responsibilities.



	5.3 
	The Director Corporate Services will ensure that the Directorate’s  H & S Codes of Practice are observed and that the Directorate Consultative/Safety Committee meets as necessary and observes the working criteria set out in the City Council’s documents relating to that committee.



	5.4
	The Director of Corporate Services will make available to safety representatives such information within the Directorate’s knowledge as is necessary to enable safety representatives to fulfil their functions under the Safety Representatives and Safety Committees Regulations, 1977.



	6.0 
	HEAD OF FUNCTION



	
	So far as reasonably practicable: -



	6.1
	Will have a responsibility to interpret the Council’s Safety Policy within the Directorate; to draw up, communicate and revise as necessary a written Directorate Safety Policy; and to ensure its implementation and monitor its effectiveness;



	6.2
	Shall identify those employees who have Directorial or supervisory responsibilities for health and safety and ensure that they accept, understand and carry out those responsibilities and duties;



	6.3
	Shall ensure that adequate resources are made available to facilitate healthy and safe working conditions in their Divisions;



	6.4
	Shall ensure that any equipment purchased within their Divisions conforms to the relevant British Standard (or other appropriate standard), and that arrangements are made for the inspection and testing of portable electrical equipment, and other equipment as appropriate;



	6.5
	Shall ensure that all employees receive an appropriate level of information, instruction and training to carry out their work satisfactorily and shall ensure an adequate level of competent supervision for employees, invitees, and clients.



	6.6
	Shall ensure that Assistant Directors in their Directorate interpret and put into effect the Council’s fire and emergency procedures policy and that fire evacuation drills are rehearsed as often as is appropriate and where possible in conjunction with the fire authority;



	6.7.
	Shall provide an adequate level of first aid cover and reasonable welfare facilities;



	6.8
	Shall ensure that all serious accidents are investigated by a Senior Officer, recorded in the accident book and reported to the Principal Personnel Officer (Health and Safety);



	6.9
	Shall ensure that all reportable accidents (as defined by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995) are reported to the Health and Safety Executive’s ICC.



	6.10
	Shall, where appropriate, seek the advice of the Senior Safety Officer when using or undertaking new activities, procedures, equipment, articles and substances on behalf of employees, invitees, clients and volunteers;



	611
	Shall consult with accredited Trade Union Safety Representatives on matters of health, safety and welfare;



	6.12
	Shall periodically appraise their Division’s health and safety performance. Guidelines will be issued on methods of appraising health and safety performance, but it is the Director’s decision as to the criteria to be used.



	7.0
	ASSISTANT DIRECTORS



	
	So far as is reasonably practicable: - 



	7.1
	Shall ensure that the Council’s Safety Policy and that the Directorate’s Safety Policy is implemented at all times;



	7.2
	Shall be responsible for the health and safety of employees and others under their control;



	7.3
	Shall ensure that adequate resources are made available to facilitate healthy and safe working practices;



	7.3
	Shall ensure that adequate resources for the health and safety of employees and others under their control;



	7.4
	Shall ensure that all employees under their control know and accept their responsibilities under this Policy, the Directorate Safety Policy and the Health and Safety at Work etc Act 1974.



	7.5
	Shall ensure that all employees and invitees under their control receive adequate information, instruction, training and supervision, particularly where disabled persons, or young or inexperienced, or wilful persons use or work with potentially dangerous machinery, materials, substances or in potentially dangerous workplaces;



	7.6
	Shall ensure that any equipment which they purchase conforms to the relevant British Standard (or other appropriate standard), and that the Principal Personnel Officer (Health and Safety) is informed of its acquisition.  All portable electrical appliances shall be made available for their periodic inspection as laid down by their Directorate Safety Policy;



	7.7
	Shall insist on the use of safe working practices and where necessary, draw up and/or issue written codes of Health & Safety  practice;



	7.8
	Shall ensure that those employees and others who require protective clothing are provided with it, and insist that Supervisors shall ensure that it is worn when necessary;



	7.9
	Shall ensure that adequate first aid facilities are available, i.e. that a first aider or appointed person is available and that the first aid box is kept fully stocked;



	7.10
	Shall ensure that adequate welfare facilities are provided, both within buildings and on site work, paying particular attention to the comfort and hygiene of employees and others under their control;



	7.11
	Shall periodically carry out safety inspections or accompany the safety officer on his/her inspections, and shall co-operate with the Safety Officer on matters of health and safety at work;



	7.12
	Shall liaise and co-operate with the accredited Safety Representatives on matters of health, safety and welfare;



	7.13
	Shall periodically appraise their Division’s or Section’s health and safety performance;



	7.14
	Shall ensure that in their absence their duties are delegated as appropriate;



	7.15
	Shall, in case of fire, ensure that all persons under their control know how to evacuate from the premises, how to warn others and know the location of, and how to use fire-fighting equipment.



	8.0
	TEAM LEADERS



	
	So far as is reasonably practicable: -



	8.1
	shall ensure that the Council's Safety Policy and the Directorate's Safety Policy are implemented at all times;



	8.2
	shall be responsible for the health and safety of employees and others under their control;



	8.3
	shall provide information, instruction and training as appropriate to the employees/others they supervise;



	8.4
	Shall undertake Risk assessments for all work activities with significant risks;



	8.5
	shall carry out checks and inspections on machinery and equipment in accordance with the relevant Codes of Practice and manufacturers' instructions;



	8.6
	shall ensure that any defects, which can be rectified on site, should be done so promptly.  All other defects shall be reported promptly to 

the appropriate Officer;



	8.7
	shall where there is immediate danger, stop the work activity forthwith and shall report to the appropriate Officer after ensuring that the area is safe;



	8.8
	shall maintain a good standard of housekeeping by ensuring that objects, materials and waste do not obstruct the working areas and evacuation routes;



	8.9
	shall, in accordance with the current Accident Reporting Procedure, investigate all accidents to employees whilst at work, and other persons affected by the Council's work activity; shall put into effect, or recommend, remedial action to prevent a recurrence; shall complete the Accident Report Form F28 and submit two copies to their Directorate's Administration Office; shall inform the appropriate Safety Representative and, in the case of a serious accident, shall inform the Principal Personnel Officer (Health and Safety) forthwith. 

(This section will be update to include the new RIDDOR reporting process when guidelines have been produced).



	8.9
	shall draw up, revise as necessary and communicate to employees detailed Directorate Health & Safety Practice and ensure that employees use these codes to maintain high standards of health and safety at work;



	8.10
	shall ensure that all machinery and appliances are maintained safely and that guards and safety devices are fitted, properly adjusted and are in working condition.



	9


	EMPLOYEES’ RESPONSIBILITIES

	9.1
	Section 7 of the Health and Safety at Work Etc. Act, 1974 places a duty on every employee at work to: -



	9.2
	Take reasonable care for the health and safety of himself/herself and of other persons who may be affected by his acts or omissions at work; and



	9.3
	as regards any duty or requirement imposed on his employer or any other person by or under any of the relevant statutory provisions, to co-operate with him so far as is necessary to enable that duty or requirement to be performed or complied with.



	9.4
	Section 8 of the Health and Safety at Work Etc. Act 1974 requires that: -

"No person shall intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety or welfare in pursuance of any of the statutory provisions".



	9.5
	All employees must co-operate with each other, management and any other person to enable the Council to carry out duties imposed by any health and safety legislation.



	9.6
	All employees must observe and act upon health and safety instructions and information displayed on Directorate notice boards or circulated within the Directorate.



	9.7
	All employees must report details of accidents, injuries and dangerous occurrences to the relevant officer or to the most senior officer or supervisor available who will ensure that details are entered in the F28 Accident Book.

(This will be update when the guidelines have been produced by the Corporate H & S section)



	9.8
	All employees must assist in the provision of information relating to accidents, injuries and dangerous occurrences and co-operate in any subsequent investigation.



	9.9
	All employees must co-operate in implementing any recommendations arising from the work of the Joint and Directorate Consultative/Safety Committees, including the inspection of work places.



	9.10
	All employees must inform their immediate superiors and/or Safety Representative of anything at work likely to affect the health and safety of any person as soon as they become aware of it.  The Directorate Safety Committee meets infrequently and is not a place for the first notification of urgent health and safety matters.



	9.11
	All employees must wear protective clothing provided and use any equipment provided for health and safety purposes by the Directorate.  Employees must notify their immediate supervisor of any defect or malfunction in such clothing or equipment so that it can be replaced or repaired without delay



	9.12
	All employees are forbidden to use personal equipment at work apart from road vehicles for essential or casual users, pocket calculators, etc., or where the appropriate Manager has approved such equipment.



	9.13
	All employees should co-operate with their manager in the undertaking of Risk Assessment,Training and health surveillance (medical appointment)



	
	PART C 

ARRANGEMENTS



	10.0
	SAFETY REPRESENTATIVES AND SAFETY COMMITTEES



	10.1
	The Directorate recognises the functions of Safety Representatives as required by the Safety Representatives and Safety Committees Regulations 1977 and will co-operate in the mutual objective to achieve these aims.



	10.2
	The functions of the Directorate Safety Representatives are: -



	10.3
	To make representation to management on any general and or specific matter affecting the health and safety of his/her members.



	10.4
	To investigate potential hazards and dangerous occurrences at the work place and to examine the causes of accidents.



	10.5
	To investigate complaints by any employee he/she represents, relating to that employee’s health, safety or welfare at work.



	10.6
	To carry out inspections of the work place in accordance with the terms of the Safety Representatives and Safety Committees Regulations 1977. 



	10.7
	To represent their members in consultation with officers of the Health and Safety Executive or other enforcing authority and to receive information in accordance with Section 28(8) of the Act.



	10.8
	To attend meetings of THE DCSC in his/her capacity as a safety representative in connection with any of the above functions

	10.9
	None of the functions indicated above shall be construed as imposing a legal duty on the safety representative.  (Safety Representatives and Safety Committees Regulations 1977, Regulation 4 1(a).)



	10.10
	The Corporate Services Directorate has set up a consultative/safety committee with the object of providing machinery within the Directorate: - 


"to assist in ensuring the health, safety and welfare of employees so far as is reasonably practicable in compliance with the provision of the Health and Safety at Work legislation".



	10.11
	The health and safety functions of the Committee are: -



	10.12
	to provide the medium as required by the Health and Safety at Work legislation for consultation on all health and safety matters, but in particular with a view to recommending safety arrangements, monitoring such arrangements and checking their effectiveness;



	10.13
	to consider any relevant matter referred to the Committee by the Local Joint Consultative Committee;



	10.14
	to refer to the Local Joint Consultative Committee any relevant matters and in particular any items where failure to agree is minuted.



	10.15
	The Head of Law and Administration has details of management and staff members of the Directorate's Consultative/Safety Committees.



	
	RECORDING



	11.0
	REPORTING AND ANALYSIS OF ACCIDENTS



	11.1
	ALL accidents should be recorded in the accident book, by the casualty’s supervisor.,  The blue and pink copies should be sent to the personnel Officer



	11.2
	Details of accidents will be sent to the Safety officer (Personnel & Performance  Directorate) and Insurance Officer (Corporate Services – Finance) on Personnel Form 28.



	11.3
	Certain accidents and Dangerous Occurrences (‘near misses’) must be reported to the Health and Safety Executive (HSE).  The reporting of Injuries, Diseases and dangerous occurrences Regulations 1985 require that the HSE’s ICC is notified immediately by telephone, internet or fax if:

· 
someone dies, receives a major injury or is seriously affected by, e.g. electric shock or poisoning

· 
there is ‘dangerous occurrence’

· 
any injury which stops someone doing their normal job for more than 3 days

·  
certain events involving flammable gas in domestic and other premises.

The Director of Corporate Services is responsible for ensuring that specified accidents and occurrences are reported to the HSE’s ICC and copies or report forms (F2508) are kept by the Administrative Assistant (Support Services Unit, 1st floor, phase 3) for that purpose.



	11.4 
	Principal Officer (and equivalent grades) will ensure that all accident reports are examined and analysed and, where necessary, will consult with the Safety Officer (Personnel) on subsequent corrective action.



	12.0
	FIRST AID



	12.1
	Immediate and proper examination and treatment of injuries may help save a life and is essential to reduce pain and help injured people make a quick recovery.  The Director of Corporate Services will ensure there are trained first aiders available at all reasonable times throughout the directorate, to deal with accidents and emergencies.



	12.2 
	First aid boxes are located at prominent positions throughout the directorate (See Appendix 1) Staff should familiarise themselves with the location of their nearest first aid box and the names and location of trained first aiders, which are displayed throughout the building.



	12.3
	The Director of Corporate Services and administration will co-ordinate all matters relating to first aid equipment and training. First aid boxes will be checked at least every three months to ensure they are stocked to comply with the Health and Safety (First Aid) Regulations 1981.  Records will be kept to ensure all first aiders attend a refresher course every three years.



	13.0
	VIOLENCE



	13.1
	The Directorate recognises its responsibility for the safety and well being of its employees and will take steps to ensure that staff are protected from violence.

The Directorate is not prepared to tolerate: -



	13.1.2
	Verbal or physical abuse of its employees, including racial and sexual harassment;



	13.1.3
	Physical assault upon employees by clients or other members of the public, which is as a result of their employment by the Council.



	13.1.4
	Attacks or damage to the property of employees of the Council, which result from their employment.



	13.2
	Management and staff share responsibility for preventing and controlling violence from members of the public.  It is the responsibility of the Director to provide a framework within which staff can work safely.



	13.4.3
	Staff also have a responsibility to take steps to ensure their own safety and that of their colleagues at work.  Therefore, it is essential that all members of staff are familiar with any policy and procedures to combat violent or potentially violent situations. 



	13.4
	The Personnel & Performance Directorate has published a booklet on Violence to staff a copy of which is available within the Directorate.



	13.5
	 Directorate staff that deal directly with the public may face aggressive or violent behaviour.  They may be sworn at, threatened or even attacked.  The Director of Corporate Services is committed to helping staff that encounter such behaviour and to developing working methods and office designs to reduce such occurrences.



	13.6 
	All incidents of verbal or physical abuse or threatened violence must be reported to your line manager who will listen and try to help victims.  All line managers receiving reports of verbal abuse or violence will refer them to their outstationed personnel section who will log the occurrence.  It is incumbent on all managers to assess incidents of violence or verbal abuse and decide on what measures, if any, can be taken to prevent recurrence.



	13.7
	At all times Directorate Managers should seek to involve members of staff in the analysis and solution of problems with violent and abusive customers.



	14.0
	CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH



	14.1
	The Control of Substances Hazardous to Health Regulations 1999 (COSHH) and the Highly Flammable Liquids and Liquified Petroleum Gas Regulations 1974 (HFL-LPG) are designed to safeguard employees who work with hazardous chemicals, and substances.  It is important that all staff are familiar with the properties and risks associated with substances they use or encounter at work and it is a management responsibility to ensure that adequate safety information is available to all staff.



	14.2
	Managers (and equivalent grade) are responsible for ensuring that staff under their control are given sufficient instruction and training to comply with control measures required by COSHH assessments where necessary.



	15.0
	ELECTRICAL SAFETY



	15.1
	All electrical equipment and electrical systems installed and used in Directorate premises are subject to the Electricity at Work Regulations 1989. Electricity cannot only cause shock, but can also 

cause burns and start fires.  It should therefore always be treated with respect for the damage it can do.  All electrical equipment and systems within the Directorate premises will be installed and maintained by a competent person.



	15.2
	A competent person who will issue a certificate to record the inspection will inspect the fixed electrical installation on all Directorate sites.  



	15.3
	An approved and competent contractor will inspect portable electrical appliances annually.  This may cause some small inconvenience, but all staff are requested to give full co-operation.



	15.4
	Portable electrical equipment other than that provided by the Directorate, should not normally be used in the Directorate premises or in work of the Directorate.  Any portable electrical appliance brought in for personal use must be agreed by their line manager and arrangements made for testing by an approved supplier before it is used.



	15.5
	Any suspected faulty or damaged electrical equipment or installation should not be used and should be labelled appropriately.  Staff should notify their line manager immediately of any damaged or faulty equipment.



	15.6
	 Flexible leads and plugs on appliances should regularly be checked by users for signs of damage and reported if faulty.  Flexible leads should not be placed where they are likely to sustain damage under wheeled chairs or carpets.



	15.7
	Under no circumstances should any member of staff attempt an electrical repair, which they are not qualified or competent to do; this includes changing plugs and fuses.  If you are in any doubt of your ability to carry out a repair, seek help.  No repairs should ever be carried out on an appliance that is connected to the mains electricity supply.



	16.0
	MANUAL HANDLING



	16.1
	Manual handling tasks involve a risk of strains and sprains, notably to the back, but also to other parts of the body.  The chance of a back disorder developing is increased when handling involves heavy loads, is prolonged, frequent or combined with awkward postures



	16.2
	Height, reach and strength of individuals will vary considerably and before attempting to lift or move a heavy object an assessment of the task should be made to make sure it is within their capability.  Wherever possible heavy objects should be moved on trolleys or by service lifts, manual handling should be viewed as a last resort.



	16.3
	Poor lifting technique should be avoided at all times. The correct technique for safe lifting is shown in SG08 Safety Guidance Note on the Intranet.



	16.4
	Certain high risk lifting operations may require an assessment under the Manual Handling Operations Regulations 1992 and as such managers should refer to the City Council’s Code of Practice on Risk Assessment.



	17.0
	HOUSEKEEPING



	17.1
	Through our Contract with Citywide Services, The Director of Corporate Services will ensure that the accommodation at all Directorate sites is kept clean.



	17.2
	Every member of staff has a responsibility to ensure that offices and corridors are tidy and free from obstructions and tripping hazards.  All work equipment must be stored safely and tidily and coats and clothing stored in lockers or on coat racks provided.



	17.3
	At no time should flammable products be stored in fire escape corridors or stairways.



	18.0
	DISPLAY SCREEN EQUIPMENT



	18.1
	The Health and Safety (Display Screen Equipment) Regulations 1992 require specific standards for the equipment, environment and interface between computer and user.  The Director of Corporate Services will ensure that these are met, as far as reasonably practicable, for all staff using such equipment so as to minimise risks to health and safety.



	18.2
	All screens, keyboards, work desks and chairs provided for use will be of a standard to ensure safety and comfort in use.



	18.3
	Training will be provided to all users to ensure they utilise the equipment and software to its full potential to achieve efficiency and maximise comfort and safety.



	18.4
	Once training has been provided it is the responsibility of individual operators to ensure they use the equipment provided properly and safely.



	18.5
	The Occupational Health Unit carries out a routine eyesight check for all VDU workers every two years.



	19.0
	RISK ASSESSMENTS



	19.1
	As a consequence of European Directives, U.K. health and safety legislation requires employers to consider all work activities, with significant risks and:

a) identify the hazards;

b) assess the likelihood that these hazards could injure or affect the health of employees or others;

c) 
identify the measures already taken to control the hazards;

d) if the control measures are not adequate, plan more effective control measures;

e) put this form in written form; and

f) 
communicate this to appropriate employees.



	19.2
	A risk assessment should be undertaken for each member/group of staff on a yearly basis or more frequently if staff are moved from one premise to another, or there is a change to the individual circumstances such as a member of staff becoming pregnant or disabled.  It is the responsibility on a line manager to undertake a risk assessment and to ensure that effective control measures are put into place.  The section manager should sign the Risk Assessment and communicate the information to all relevant staff.  Any further action required from an assessment should be responded to within 28 working days.

All risk assessment should be collated by section and any action required should be forwarded to the Safety representative – who will monitor whether the control measures have been implemented and are effective.



	19.3
	Guidance notes can be found on the Chief Executives web page under Personnel and Performance – Code of Practice Q- Risk Assessment.  Form RA6  - Risk Assessment General Work Activities needs to be completed for the vast majority of posts in the Corporate Services Directorate – however other forms made be used to undertake specific risk assessments such as:

a) Form RA1 – for workplace New Employees

b) Form RA2 for Display Screen Equipment (VDU) users

c)   Form RA3 for manual lifting and handling 

d) Form RA4 for chemical substances

e) Form RA5 for machinery

	
	f) Form RA6 for general work activities.

For guidance on the use of the about form contact the Health safety Officer or the Council’s Safety Officer (0161 736 4006)



	19.4
	The whole Risk assessment process should not be seen as a paper exercise to satisfy the law.  It is actually a process for every work group to identify and evaluate the health and safety of the work activities they undertake themselves. 



	20.0
	FIRE



	20.1
	The Emergency Provisions in Case of Fire

Duties of Employees-

The person discovering a fire should: -



	
	(a)
sound the fire alarm by breaking the glass of the nearest fire 
alarm call point (Appendix I).  This will result in a continuous 
ringing bell sound;



	
	(b)    outside office hours (8.30 am to 4.30 pm) telephone the Fire 
Service by   dialling 9 (to get an outside line) then 999;



	
	(c)
fight the fire if safe to do so using the nearest appropriate fire 
extinguisher/appliance; if unsafe to do so leave the building  
immediately



	
	(d)
report to the Control Officer at the Assembly Point               



	20.2
	Receptionist Duties



	
	During office hours (i.e. 8.30am – 4.30pm), anyone on reception on hearing the fire alarm shall: -

Telephone the Fire Service by dialling 999 ask for FIRE SERVICE and state the address and at all times shall:-

(a)
assist any members of the public in the foyer out of the building 
and take them to the  designated Assembly Point.

(b)
report to the Control Officer that members of the public in the  
foyer are of the building, and

(c)
report to the Control Officer whether the Fire Service has been 
called or not.



	20.3
	 Fire Search Officer duties



	
	All fire evacuation procedures  can be found on the intranet http://intranet.salford.gov.uk/facilities/safety/evac.htm  for each establishment, where Corporate services staff are placed. 



	20.4
	Control Officers’ Duties

	
	There are specific Control Officers per establishment, this information is available at on the intranet.

The Control Officer may fight the fire until the arrival of the Fire Services, however they should not put themselves in danger.



	20.5
	First Aiders’ Duties



	
	The following are designated and trained First Aiders:-

Please find attached at Appendix 1 all First Aiders within Corporate Services Directorate.

They should vacate the building, if possible taking a first aid kit with them, and report to the other CONTROL OFFICERS at the assembly point.



	20.6
	Duties General



	
	On hearing the fire alarm all persons must immediately leave the building by the nearest, safe, fire exit route.  Anyone dealing with a visitor should assist them to leave.

No one should return to their office to collect personal belongings.

THE LIFT MUST NOT BE USED

Everyone should assemble at the appropriate place depending on which establishment they work in and remain there until instructed to return to their offices or otherwise.

No one should attempt to move his or her car from the car park unless requested by a Control Officer or Search Officer.



	20.7
	Emergency Services



	
	On the arrival of the Emergency Services they will take charge of the situation.



	21.0
	BOMB ALERTS (See guidance from Civic Centre)



	21.1
	Introduction



	
	All employees should be aware that the planting of explosives or incendiary devices is a possibility in or near any public building. To some groups or individuals there is publicity to be gained from the death or injury of public servants and inflicting damage on civic buildings.



	21.2
	Method Employed



	
	There are two main methods of introducing bombs or incendiary devices into public buildings: -

(a)
By leaving a parcel or bag in the building, e.g. the reception 
area;

(b)
By sending a package or letter through the post.



	21.3
	Identification of Potential Danger



	
	Unattended or unrequested parcels or bags should be viewed with suspicion. Some of the criteria mentioned below in relation to letter bombs also apply to bags and parcels.

So many letters and parcels come into the building that special care must be taken to identify suspicious items.

The standard guidance says that items should be regarded as suspicious if: -

(a)
The contents (in the case of an envelope) are stiffer than folded 
papers.

(b)
An unusually high postage has been paid because of excess 
weight, or 
the item is heavy for its size.

(c)
The contents have a feel of metal.

(d)
An inner envelope is lightly taped or tied with string.

(e)
Postmark or stamp indicates unusual place of origin.

(f)
Foreign style of writing.

(g)
Any springiness inside.

(h)
Any protruding wires.

(i)
Any small hole (e.g. pin hole).

(j)
Any external grease mark.

(k)
Any smell similar to boot polish, marzipan or almonds.

(l)
Any sound of loose metal.

A car containing explosives may be parked in such a position that an explosion can inflict maximum damage. No attempt should be made to move or shake a suspect car.



	21.4
	Action to be taken

	
	If a letter or package is suspected of containing a bomb or incendiary device, leave it where it is.   

Do not attempt to open the letter, package or bag.

The person believing the package, bag, letter or car to be suspicious should: -

(a)
advise any others present to vacate the room,

(b)
contact one of the CONTROL OFFICERS

Please see list of control Officer at Appendix 1 to 10


If a CONTROL OFFICER is not available then a SEARCH OFFICER must be contacted. The SEARCH OFFICER will then take over the duties of the CONTROL OFFICER.

If the CONTROL OFFICER thinks there are sufficient grounds to treat the letter, package or car (vehicle) as suspicious he will: -

(a)
Sound the fire alarm and start the evacuation of the building, 
ensuring that no person evacuates near where the suspect 
bomb is. This 
procedure is detailed in the 'Emergency 
Provisions in Case of Fire'.

(b) 
Through the Receptionist contact the Police.

No attempt should be made to put the suspect letter, bag or parcel in water or under sandbags, etc.

Two-way radios must not be used within 100 metres of the building until authorised by the emergency services.

If the letter, parcel or bag gives off smoke or there is a smell of burning, an explosion is likely at any time. Immediate evacuation is essential. No attempt should be made to extinguish the smoke or burning by any means.



	21.5
	Bomb Scares



	
	Usually bomb threats come in anonymous telephone calls, although they could be mailed or surreptitiously hand-delivered.

Any-one receiving a bomb threat message must notify the Police and a Control Officer confidentially and immediately.

As soon as it is clear that the caller is making a bomb threat the recipient should let him/her finish his message without interruption. If any response is essential, as to a statement such as 'This is about a bomb, are you listening?', keep it to one or two words. While the caller talks, get the message exactly and also listen for clues to: -

(a)
Caller's sex and approximate age.

(b)
Noticeable condition affecting speech, such as drunkenness, 
laughter, anger, excitement, incoherency.

(c) Peculiarities of speech, such as foreign accent, mispronunciations, speech impediment, tone and pitch of voice.


(d) Background noises audible during the call, such as music, traffic, talking, and machinery.


When the caller has given his message, try to keep him in conversation. The following are key questions and should be asked, if possible, after the caller has given his message.

(a)
where is the bomb located?

(b)
what time will it explode?


(c)
what does it look like?

(d)
when was it placed?

(e)
why was it placed?

(f)
who are you?

(g)
where are you?

Note whether the caller repeated his message or any part of it. Note the exact time of its receipt. Write the message down. Immediately after that, notify Police. Repeat the message exactly as you received it, and then fill in the other details you were able to get.



	21.7
	Searches for Suspected Bombs



	
	Responsibility for mounting a search lies with a Control Officer and not the Police.  

The Control Officer will organise a search of the building using volunteers.

Each volunteer will be assigned a search area to look for any obviously suspect package or anything which looks out of place.

Any suspect package or object must not be touched or moved.  Only if a suspect package is found can an evacuation take place.  Do NOT sound the fire alarm, but inform the building occupants to evacuate away from the location of the ‘bomb’, go to the Assembly Point.



	22.
	Suspected Biological/Chemical Threats by post

	
	There are practical steps that can be taken to minimise the risk of exposure and the possibility of harm.  The overall message is to remain calm.

	22.1
	General Mail Handling- What to look for

	
	· Look out for suspicious envelopes or packages (see below for some things that should trigger suspicion).

· Open all mail with a letter opener or other method that is least likely to disturb contents.

· Open packages/envelopes with a minimum amount of movement.

· Do not blow into envelopes

· Do not  shake or pour out contents

· Keep hands away from nose and mouth while opening mail

· Wash hands after handling mail

	22.2
	POLICE 999

	
	Some items that can trigger suspicion:

· Discolouration,crystals or surface, strange odours
· Envelope with powder or powder-like residue
· Excessive tape or string
· Unusual size or weight given size
· Lopsided or oddly-shaped envelope
· Postmark that does not match return address
· Restrictive endorsements such as “Personal” or
· Excessive postage
· Hand-written, block-printed or poorly typed
· Incorrect titles
· Misspelling of common words
· No return address
· Addressed to individual no longer with the organisation

	22.3
	General mail handling – what to do

	
	· Close all fire doors in the building
· Close all windows in the rest of the building
· If there has been a suspected biological contamination, ensure that personnel outside the room are evacuated as soon as possible and ensure individuals in the contaminated room are evacuated to an adjacent unoccupied room away from the hazard

· If there has been a suspected chemical incient ensure personnel leave the room as quickly as possible. Possible signs that people have been exposed will be streaming eyes,coughs and irritated skin.  Seek medical advice

	22.4
	If you suspect a package outside a building

	
	· Do not touch it or move it
· Inform a manager clearly stating why you believe a biological/chemical material is involved.

	22.5
	A Manager should

	
	· Notify the police immediately using the 999 system
· Switch off the buildings air conditioning system
· Close all fire doors in the building
· Close all windows in the building
· Move people away from the hazard and await instructions from the emergency services

	22.6
	If anyone believes they have been exposed to biological/chemical material

	
	· Remain calm

· Do not touch eyes, nose or any part of the body

· Wash your hands in ordinary soap where facilities are provided, but staff movement outside contained locations should be avoided as much as possible

· Notify the police immediately using the 999 system

· Keep all persons exposed to the material separate from others and available for medical attention

· Other people should be assemble at a safe distance from the incident and continue to be guided by the police and other emergency services


Appendix 1


FIRST AID

PLEASE CONTACT :-

	NAME
	DIRECTORATE/DIVISION
	LOCATION

	MICHAEL COOK


	I T SERVICES – Ext. 3909
	CIVIC CENTRE (PHASE II)

	LINDA BENSON


	I.T. SERVICES Ext. 3944
	CIVIC CENTRE (PHASE III)

	SUE SPEAKMAN


	PERSONNEL - Ext. 3501
	CIVIC CENTRE (PHASE II)

	NEIL ASHMALL


	DEVELOPMENT SERVICES –Ext. 3829
	CIVIC CENTRE (PHASE III)

	KENNETH DYSON


	DEVELOPMENT SERVICES –Ext.3038
	CIVIC CENTRE (PHASE II)

	NICK HARRISON


	DEVELOPMENT SERVICES –Ext.3786
	CIVIC CENTRE (PORTACABINS)

	DON ISHERWOOD


	DEVELOPMENT SERVICES - Ext. 3807
	CIVIC CENTRE (PHASE III)

	COLIN SPARROW


	DEVELOPMENT SERVICES –Ext.4015
	THE DEPOT 

SWINTON HALL ROAD


	TALET ZERIA


	DEVELOPMENT SERVICES –Ext.4039
	THE DEPOT SWINTON HALL ROAD

	PATRICK BEVIN


	DEVELOPMENT SERVICES –Ext.
	THE DEPOT 

SWINTON HALL ROAD

	PAULA LEVER


	CUSTOMER SERVICES - Ext. 3367
	CIVIC CENTRE GRD FLOOR (PHASE III)

	MARLENE BRENT


	CUSTOMER SERVICES - Ext. 2140
	CIVIC CENTRE, GRD. FLOOR (PHASE III)

	VICKY YEARSLEY


	CUSTOMER SERVICES - Ext. 3281
	CIVIC CENTRE, CASH OFFICE (PHASE III)

	PAUL GIBSON


	CUSTOMER SERVICES - Ext. 3342/3326
	CIVIC CENTRE, 1ST FLOOR (PHASE III)

	SHARON WILLIAMSON


	CUSTOMER SERVICES – Ext. 3465
	CIVIC CENTRE (PHASE III)

	JANE SIMMS


	FINANCE –Ext. 3997
	7 WESLEY STREET SWINTON

	STEVEN CLARE
	FINANCE –Ext. 3116
	7 WESLEY STREET SWINTON
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