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Briefing Note for Lead Members of Housing & Planning

4th May 2006

Directorate Health & Safety Policy 2006

A Health & Safety Policy for the directorate has been produced that explains our commitment to the safety and well being at work of all employees whether directly managed or seconded to Urban Vision Partnership Ltd and any others who may be affected by our work activities.

The policy has been presented to the senior managers of the directorate and signed off by the directorate’s Strategic Director, Malcolm Sykes.

The policy now needs to be signed by both lead members to finalise our commitment and allow the policy to be rolled out across the directorate to all employees.

Action :- Statement of Intent needs to be signed by both Lead Members.
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Section 1 - Health and Safety Policy - Statement of Intent


It is the policy of the Housing and Planning Directorate to ensure so far as is reasonably practicable, the health, safety and welfare at work of all employees whether directly managed or seconded to Urban Vision Partnership Ltd and any others who may be affected by its work activities.


The Strategic Director for Housing and Planning is ultimately responsible for all health and safety matters within the Directorate and considers Health & Safety to be a prime management function.  Operational control of Health and Safety is the responsibility of the Heads of Service and their Senior Managers, including Senior Managers seconded to Urban Vision managing seconded employees.


Ensuring the wellbeing of all people affected by our undertaking requires the determination and positive attitude of everyone. This Directorate is committed to creating an environment where safe work practices and a safe workplace are the norm and we undertake to comply with all relevant Health & Safety legislation and industry best practice where possible. The methods used to achieve a safe and healthy workplace and workforce are detailed in the arrangements section of the policy, which addresses the following matters:


· Ensuring all employees understand their responsibilities


· Provide adequate information, instruction and training to ensure their competence. 


· Provide and maintain suitable and sufficient Risk Assessments and Safe Working procedures for all work activities.


· Adequate resources are provided to monitor and control the implementation of the Health and Safety Policy.


· The policy is under continuous review and is updated to ensure its currency with company practice and compliance with Health and Safety Legislation.


This Directorate accepts that it is its duty to ensure that everything reasonably practicable is done to safeguard employees and others from personal injury in all work activities and continually seeks to improve on current Health and Safety standards to maintain a safe and healthy workplace. It is committed to complying with the Salford City Council Corporate policy and guidance.


It is the duty of all employees to act responsibly and to do everything they can to prevent injury to themselves, their fellow workers and members of the public and assist with the development of Health and Safety management.


The policy defines key responsibilities by job titles for Health & Safety and reporting structures to provide points of reference for Managers.


This commitment to the Health and Safety Policy will be communicated to all employees through induction, training and the intranet, which will be monitored, reviewed and updated as is required.


Signed





Date:











Malcolm Sykes


Strategic Director Housing and Planning



Signed











Councillor Derek Antrobus



Councillor Peter Connor



Lead Member for Planning



Lead Member for Housing


Date:






Date:


Section 2 – ORGANISATIONAL ROLES & RESPONSIBILITIES


2.1 - RESPONSIBILITY OF THE STRATEGIC DIRECTOR


The Strategic Director for Housing and Planning shall have ultimate responsibility for health and safety on issues undertaken by his directorate, and shall so far as reasonably practicable:


· Utilise the resources that are made available to ensure healthy and safe working practices comply with health and Safety at Work legislation.


· Arrange for the implementation of the Housing and Planning safety policy via Heads of Service.


· Ensure that health and safety responsibilities are properly assigned, understood and accepted at all levels.


· Ensure through a comprehensive monitoring programme that the Joint Venture Partnership, Urban Vision complies fully with its legal duties in respect of the health and safety of its seconded employees and those who may be affected by its activities.


· Set a personal example for the overall importance of health and safety within the Directorate including wearing the appropriate personal protective equipment and clothing as required when visiting sites.


· Allocate responsibilities for health and safety to all levels of management within the directorate.


· Ensure that all employees are adequately trained and instructed to enable them to carry out their roles and fulfil their responsibilities with regard to health and safety.


2.2 - RESPONSIBILITY OF HEADS OF SERVICE 


The Heads of Housing, Planning and Partnership and Business Support shall so far as is reasonably practicable:


· Ensure that the Housing and Planning Directorate’s Policy, Codes of Practice and Arrangements are implemented at all times as well as the Corporate Policy and Guides


· To revise as necessary the Directorate’s Health and Safety Policy; and to ensure its implementation and monitor its effectiveness


· Ensure that health and safety responsibilities are properly assigned, understood and accepted at all levels.


· Allocate adequate resources for health and safety to facilitate safe working conditions within the directorate.


· Ensure that suitable and appropriate protective clothing is provided for employees who require it, and ensure that it is suitable, serviceable and worn when necessary.


· Ensure that accidents are recorded, and where necessary investigated, and reported through the accident reporting system.  In the event of a major injury, the Health and Safety Officer for Housing and Planning shall be informed without delay.


· Ensure that Assistant Directors interpret and implement fire and emergency procedures in line with council policy.


· Ensure, as appropriate, that fire equipment, fixtures and exits are checked periodically and maintained in working order.


· Ensure that periodic safety inspections are carried out on their area of work


· Where appropriate seek the advice of the Senior Safety Officer when undertaking new projects, activities, or using new articles or substances which may effect its employees and others


· Ensure that there is consultation with Safety Representative’s on matters of health, safety and welfare where appropriate


· Ensure that in his/her absence, health and safety duties are delegated as appropriate.


· Ensure that there is an annual appraisal of their sections health and safety performance.


2.3 - RESPONSIBILITY OF ASSISTANT DIRECTORS


The Assistant Directors of Strategy and Renewal, Community Housing Services, Spatial Planning and Planning Regeneration shall so far as is reasonably practicable:


· Ensure that the Housing and Planning Directorate’s Health and Safety Policy, and the Council’s Safety Policy is implemented at all times. 


· Ensure that health and safety responsibilities are properly assigned, understood and accepted at all levels.


· Allocate adequate resources for health and safety and to facilitate a safe working environment


· Ensure that all employees under their supervision receive adequate information, instruction, training and supervision, whilst working at the office and/or other remote work areas as appropriate; particularly where disabled, younger, inexperienced or wilful persons use or work with potentially dangerous machinery, materials, substances or in potentially dangerous workplaces.


· Ensure that all plant, machinery, appliances and work equipment used by seconded employees conforms to a British, European or International standard; is used in the manner that it was designed for; and is periodically examined, tested and maintained as appropriate; guards and safety devices are fitted, properly adjusted and in good working condition.


· Shall insist on the use of safe working procedures / practices, and where necessary draw up and/or issue written codes of health and safety practice.


· Lead by example, and ensuring that suitable and appropriate protective clothing is provided for employees who require it, and ensure that it is suitable, serviceable and worn when necessary.


· Ensure that adequate first aid treatment is available, and ensure that first aid boxes are kept fully stocked.


· Ensure that accidents are recorded, and where necessary investigated, and reported through the accident reporting system.  In the event of a major injury, the Health and Safety Officer for Housing and Planning shall be informed without delay.


· Ensure that fire procedures are planned and are rehearsed in line with council policy, ensuring that all persons under their control know how to evacuate from the premises.


· Ensure that adequate welfare facilities are provided and maintained for all employees.


· Ensure that periodic safety inspections are carried out on their area of work, and monitor their safe systems of work.


· Ensure that there is consultation with Safety Representative’s on matters of health, safety and welfare.


· Ensure that in his/her absence, health and safety duties are delegated as appropriate.


· Ensure that there is a periodic annual appraisal of their sections health and safety performance.


2.4 - RESPONSIBILITY OF SENIOR MANAGERS AND MANAGERS


The Senior Managers within Housing and Planning shall so far as is reasonably practicable:


· Ensure that the Housing and Planning Directorate’s Health and Safety Policy, and the Council’s Safety Policy is implemented at all times. 


· Be responsible for the health and safety of employees and others under their control.


· Ensure that all employees under their supervision receive adequate information, instruction, training and supervision, whilst working at the office and/or other remote work areas as appropriate; particularly where disabled, younger, inexperienced or wilful persons use or work with potentially dangerous machinery, materials, substances or in potentially dangerous workplaces.


· Ensure that Risk assessments for all work activities with significant risks are undertaken


· Ensure that all plant, machinery, appliances and work equipment used by employees conforms to a British, European or International standard; is used in the manner that it was designed for; and is periodically examined, tested and maintained as appropriate; guards and safety devices are fitted, properly adjusted and in good working condition.


· Shall implement and insist upon the use of safe working procedures / practices, and where necessary draw up, revise as necessary and communicate to employees detailed Directorate health and safety procedures. 


· Lead by example, and ensuring that suitable and appropriate protective clothing is provided for employees who require it, and ensure that it is suitable, serviceable and worn when necessary.


· Ensure that accidents are recorded, investigated, and reported through the accident reporting system.  In the event of a major injury, the Health and Safety Officer for Housing and Planning shall be informed without delay.


· Ensure that fire procedures are planned and are rehearsed in line with council policy, ensuring that all persons under their control know how to evacuate from the premises.


· Ensure that periodic safety inspections are carried out on their area of work, and monitor their safe systems of work.


· Ensure that in his/her absence, health and safety duties are delegated as appropriate.


2.5 - RESPONSIBILITY OF HEALTH AND SAFETY OFFICER


Shall:    


· Support the Strategic Director, Heads of Service,  Assistant Directors, Senior Managers,  Managers and all other employees in fulfilling their own health and safety responsibilities.


· Promote a positive attitude towards health and safety matters and advise on the development and implementation of the Directorate health and safety policies, procedures and guidance notes


· Maintain accident/incident records and produce statistical analysis.


· Report any injury, disease or dangerous occurrence falling within the scope of the reporting of Injuries, Disease and Dangerous Occurrence Regulations 1995 to the Health and Safety Executive where required


· Advise on legal requirements with regard to health and safety at work and will advise each individual section of the Directorate in order to assist them to fulfil their legal duties.


· Have the authority and discretion to take appropriate action as may be required to prevent serious injury or death arising from any Directorate or Urban Vision work activity or procedure.


· Monitor Urban Visions and New Prospect Housing’s activities in relation to safety management and performance.


· Provide guidance when requested to the Urban Vision Safety Adviser


2.6 - RESPONSIBILTY OF OFFICE BASED EMPLOYEES


Shall: -


· Read and understand the Directorate’s health and safety policy and employee health and safety handbooks and ensure that work is carried out in accordance with their requirements.


· Ensure that the clothing and footwear you wear, which is not personal protective equipment, is suitable to wear at work from a safety viewpoint.


· Not try to use, repair or maintain any office work equipment or machinery, or carry out any work activity, which may be hazardous to their health and safety, for which they have not received full training to do.


· Report any defects in office work equipment or machinery immediately to their supervisor or line manager.


· Ensure they know the location of the first aid box and the names and locations of designated first-aiders.


· Ensure they know and fully understand the procedures to be followed in the event of a fire.


· Report any accident or damage, however small to their supervisor or line manager.


· Ensure that corridors, office floors, fire doors, other doorways etc are kept clear and free from obstruction.


· Ensure that visitors are fully briefed in accordance with the relevant safety standard.


2.7 - RESPONSIBILITY OF ALL EMPLOYEES OF (AND ALL OTHER PERSONS ENGAGED IN WORK ON BEHALF OF) HOUSING AND PLANNING


Other persons engaged in work on behalf of the Directorate include: -


Employees


Temporary Staff.


Volunteers.


Work experience & Trainees/Apprentices.


Training assessors.


Company representatives.


Consultants, Specialist Contractors and subcontractors including their employees


Police Officers working on Traffic Signal and Speed Cameras


Shall: -


· Read and understand the health and safety policy, and make themselves familiar with appropriate procedures ensuring that work is carried out in accordance with their requirements.


· Take reasonable care for the health and safety of their self and of other persons who may be affected by his acts or omissions at work.


· Co-operate with the Directorate so far as is necessary to enable any duty or requirement placed on it to be performed or complied with.


· Not intentionally or recklessly interfere with or misuse anything provided in the interest of health, safety and welfare.


· Use any machinery, work equipment, dangerous substance, transport work equipment, means of production or safety device provide to him/her by the business in accordance both with any training in the use of the work equipment that has been provided and in accordance with any instructions regarding that use in compliance with the requirements and prohibitions imposed upon the Directorate by or under any relevant statutory provisions.


· Inform their supervisor or any other employee that has specific responsibility for the health and safety of any work situation, which, in accordance with the employees training and instruction would reasonably represent serious and immediate danger to their health and safety or the health and safety of others.  Also any matter which an employees training and instruction would lead that employee to reasonably consider that there is a shortcoming in the business arrangements for health and safety.


· Observe safety rules, procedures and safe systems of work at all times and pay due attention to any instruction on health and safety codes of safe working practice and risk assessments and conform to them.


· Wear the appropriate safety equipment and personal protective work equipment provided and use appropriate safety devices at all times.


· Report all accidents, incidents and damage to their supervisor whether persons are injured or not. Co-operate in any investigation.


· Make suggestions to improve health and safety matters in the company to the supervisor concerned and/or their safety representative.


· Report all hazards, defective work equipment and unsafe conditions and practices to their supervisor immediately.


· Carry out their duties in a tidy systematic way.


· Abide by this and any other Council policy or procedure adopted relating to health and safety.


· Attend health and safety training courses when instructed to do so.


· Attend occupational health and medical surveillance appointments.


Section 3 – SAFETY STANDARDS


Scope of the Standards


The Safety Standards (Arrangements) have been developed to reflect the safety management of directly managed employees within the Housing and Planning Directorate. For those employees seconded into Urban Vision, the Urban Vision Safety management system and corresponding documentation should be followed.


The Housing and Planning Directorate will monitor so far as is reasonably practicable the health, safety and welfare of its employees under the management control of Urban Vision. 


SECTION 3 - SAFETY STANDARD No 01

RISK ASSESSMENT


PURPOSE


To provide a basis for safe systems of work and to meet the risk assessment requirements of the Management of Health and Safety at Work Regulations 1999


To explain the process to be used for assessing risks that may be present in the workplace and to ensure that any significant hazards are identified, and control measures implemented to reduce the risks to their lowest reasonably practicable level.

SCOPE


This safety standard applies to directly managed employees in all Service Areas throughout the Housing and Planning Directorate. 


REFERENCES


The Health and Safety at Work etc. Act 1974


The Management of Health and Safety at Work Regulations 1999


Salford City Council Policy Guide 17

POLICY


It is the policy of the Housing and Planning Directorate to ensure that all work activities comply with the Management of Health and Safety at Work Regulations 1999 (MHSW Reg’s 1999). 


All activities undertaken by the Directorate shall have a suitable and sufficient risk assessments in place to ensure that, company employees, contractors and sub contractor employees and any other person who may be affected by our activities are not exposed to excessive risk. Risk assessments are to be carried out and in place prior to work being undertaken.


DEFINITIONS


Hazard: 


A hazard is something with the potential to cause harm.


Risk: 
A risk is the likelihood that the hazards in the work activity will actually cause harm.


Significant Risk: 

Where there is a possibility of a serious outcome. For example


· Where there have been a number of minor accidents


· Where the event could cause multiple injuries


· If an accident could result in major injuries or death


· Where exposure could lead to serious ill health conditions


Control Measures: 
These are the steps currently in place to prevent the hazards harming people, e.g. procedures, training, protective clothing, warning signs, machine guards, lifting devices, supervision, etc.


Further Action:

These are the steps that need to be taken to control the hazards properly, if it is believed that the current control measures are not adequate.


RESPONSIBILITIES


Assistant Directors, Senior Managers, Managers, are responsible for ensuring that the requirements of this safety standard are met.


Managers are responsible for ensuring all tasks under their control are covered by a risk assessment and the necessary control measures implemented. 


METHODS


At least one person undertaking the risk assessment must be trained in risk assessment procedures and be conversant with the operation under assessment.


A risk assessment can be defined as the identification of the hazards present and an estimate of the extent of the risks involved.


Risk assessment itself is basically using the above terms to categorise the activities in the workplace.


1. Identify the hazards in the workplace


2. Evaluate the risks

3. Devise and implement control measures to eliminate the hazard or control the risks.

Risk assessment types


The emphasis is on Senior Managers and Managers to identify hazards of the activities under their control and assess the potential risks of injury from that activity.  Where aspects of the operation are covered adequately by generic risk assessments then the generic assessments will be utilized and followed during the operation. However, where a generic assessment does not cover all the aspects of the task, or where no generic assessment exists, a specific or new risk assessment will be required.


Generic Risk Assessments


Generic Risk Assessments are assessments of tasks where the hazards and risks connected with the task are the same whenever or wherever the task is performed. They are based on best practice derived from legislation, approved codes of practice or guidance and form the basis of a safe system of work. The Generic assessments are procedures to be adopted and are general. The content of these assessments is to provide information on generic hazards and risks.  


Specific Risk Assessment 


Where it is identified that a generic risk assessment does not fully cover all the hazards connected with the task, Managers are required to ensure the generic assessment is amended by adding additional specific information on hazards, risks and control measures making the assessment specific.  

Operational risk assessments for an entire work process may comprise of a mixture of assessments including initial risk assessment supported by generic/specific assessments and/or totally new risk assessments. 


Where a specific risk assessment is to be used in future as a generic assessment it must first be approved by the Health and Safety Officer before being entered into the generic assessment file.


The Risk Assessment Process


1. Identify whether the assessment is generic or specific, the person completing it and the date    of the assessment.


2. Describe the work activity for which the risk assessment is being carried out.


3. Identify the hazards associated with the activity (a hazard being the ability to cause harm). Consider the premises/workplace, plant and substances, procedures and people.


4. Assess the likelihood that these hazards could injure or affect the health of employees or others;


5. Detail existing control measures already in place at the time of the assessment. Such as safety barriers or guards, safety training undertaken, permits to work or personal protective equipment etc.


6. If the control measures are not adequate, plan more effective control measures; 


7. Put this in a written form; and communicate this to appropriate employees.


Re - Assessment


Any assessment such as referred to above shall be reviewed by the employer or self employed person who made the initial assessment if:


1. There is reason to suspect that it is no longer valid; or


2. There has been a significant change in the matters to which it relates.


A review may be required after any of the following:


· New technology is introduced


· A change in work systems


· A change in control measures


· A change in legislation; or


· Following an accident 


Where, as a result of any such review, changes to an assessment is required the Managers, concerned shall make them.


Provision of Information


All employees must be inducted on the findings of the risk assessments, (including where appropriate COSHH assessments, manual handling assessments, noise, DSE and written safe working procedures, working at height, high risk areas, etc) relevant to their job.  Such induction’s must be recorded.


Monitoring and Auditing Arrangements 


The Regulations require risk assessments not only to be “suitable and sufficient” but also to be maintained to ensure that they remain valid. This means they must be kept under review and updated as required. 


A suitable monitoring programme taking corrective or additional action where there is a need best achieves this goal and Senior Managers are required to carry out risk assessment monitoring as part of their general Inspection and monitoring duties in accordance with the relevant company standards.


The Health and Safety Officer will review the risk assessments periodically in accordance through audits and also on an ad-hoc basis. Managers will be informed if they are lacking any assessments required by the law and/or Directorate policy.


Contractors and Sub-Contractors


Where applicable, contractors and sub-contractors will be required to submit risk assessments 

SECTION 3 - SAFETY STANDARD No 2


SITE SAFETY MONITORING


PURPOSE


To provide an internal and external assessment of compliance against statutory obligations, company policies and procedures.  


SCOPE


This company standard applies to all Departments and contracts throughout Urban Vision Partnership Ltd. Employees seconded Urban Vision should refer to the relevant Urban Vision Company Standard


REFERENCES


Management of Health and Safety at Work Regulations


Salford City Council – Measuring Safety Performance Policy Guide 19

POLICY


It is the policy of the Housing and Planning Directorate to ensure that all its work activities and the activities of contractors and subcontractors are subject to regular monitoring. Senior Managers are required to ensure both active and re-active monitoring is undertaken within its work activities.


DEFINITIONS


Site Inspection – a systematic inspection of site safety procedures and activities


Continuous Active Monitoring  – Continuous monitoring to ensure workplace precautions are working effectively


Periodic Formal Active Monitoring – A formal check to ensure that safety performance is at an adequate level.


Re-active Monitoring – Monitor when things go wrong in order to learn from mistakes.


RIDDOR – Reporting of Injuries, Diseases and Dangerous Occurrences Regulations


RESPONSIBILITIES


The Strategic Director is responsible for the management and control of all matters relating to day-to-day Health and Safety issues within the Directorate. He will ensure that this safety standard is adhered to, and that competent persons carry out inspections and audits as required. 


METHODS


Active Monitoring:


· Is intended to measure the achievement of objectives and specified standards before things go wrong.


· Involves regular inspection and checking to ensure that standards are being maintained and that management controls are working properly. 


· Can involve inspecting the location, documentation and records as well as observation of activities.


· Identify any shortfall in the standards required and implement corrective action.

· Document results of checks carried out together with any corrective actions implemented. 


Documents to be checked during active monitoring include:


· Maintenance Schedules

· Repair Records


· Incident Reports


· Inspection Results


· Safety Policy


· Safe Systems of Work


· Codes of Practice


· Safety Procedures & Standards


Periodic Active monitoring should be carried out at least once every 12 months


Reactive Monitoring


Reactive monitoring should be carried out when:


· near misses occurs


· any dangerous occurrences occurs


· any RIDDOR reportable accidents takes occurs


PURPOSE: To ensure concerns over safety performance are communicated to operational directors for management review and action


SECTION 3 - SAFETY STANDARD No 3


FIRST AID


PURPOSE


To provide guidance on ensuring all employees are provided with adequate first aid provision both in terms of equipment and competent first aiders and to comply with the Health and Safety (First Aid) Regulations 1981.


SCOPE


This safety standard applies to directly managed employees in all Service Areas throughout the Housing and Planning Directorate. Employees seconded Urban Vision should refer to the relevant Urban Vision Company Standard


REFERENCES


The Health and Safety (First Aid) Regulations 1981


Salford City Council – First Aid Policy Guide 5

POLICY


It is the policy of the Housing and Planning Directorate to ensure all premises/work sites will comply with Health & Safety (First Aid) Regulations1981. All Service Areas will have an adequate number of trained first aiders and/or appointed persons to cover the particular requirements.


DEFINITIONS


First aid -- is any treatment aimed at preserving life or minimising the consequences of an injury until medical assistance can be rendered, or the treatment of minor injuries which do not need professional medical assistance.


First aid equipment -- in this company standard the definition covers first aid kits, eyewash bottles and kits and other such equipment.


First Aider - a person trained to the appropriate standard and recognised by the council as such. (usually requires a 4 day training course)


Appointed Person – a person trained to a lesser level than a First Aider but able to administer emergency treatment and take charge of a situation (and recognised as such by the council.) 


RESPONSIBILITIES


Assistant Directors, Senior Manager and Managers are responsible for ensuring there are sufficient numbers of first aiders or competent persons available within their work areas


METHODS


First Aiders / Appointed Persons 


The level of first aid cover will be determined through the risk assessment process for each office and site.


The following will be displayed in a prominent position at all sites under the directorate’s control. 


· Name/s and locations of qualified first aiders and appointed persons 


· Location/s of first aid kits and other first aid equipment


All first aiders will attend refresher training within 3 years of certificate issue.

First Aid Boxes/Kits


First aid boxes will be provided and maintained as per current legislation and according to local risk assessment at all company premises/work sites.


First aid boxes MUST NOT contain any proprietary tablets or medicines.


It is the responsibility of the appointed person or first aider to ensure that the first aid box contents are replenished regularly. 


Periodic random checks of first aid kits will be carried out during workplace monitoring programme.


SECTION 3 - SAFETY STANDARD No.04


COMMUNICATION AND CONSULTATION 

PURPOSE


To provide guidance in respect of methods of employee communication and consultation throughout the Directorate


SCOPE


This safety standard applies to all Departments throughout Housing and Planning 


REFERENCES


Salford City Council - Safety Representatives And Safety Committees Policy Guide (15)

POLICY


It is our policy to achieve and maintain high safety standards, by involving personnel at all levels and ensuring that effective two-way communication exists. We adopt an ‘open door’ approach to matters of health and safety. Employees are encouraged to bring to the attention of management any health and safety issues which cause concern. Where line management cannot resolve a health and safety issue the Housing and Planning Safety Officer can be consulted for advice.


It is our policy to comply with the requirements of the Safety Representatives and Safety Committees Regulations 1977 and the Health and Safety (Consultation with Employees) Regulations 1996.  


DEFINITIONS


None


RESPONSIBILITIES


The Strategic Director, Heads of Service, Assistant Directors, Group Leaders, Senior Managers and Managers are responsible for ensuring that this company standard is followed and that the necessary safety information is disseminated as required 


METHODS


Health and Safety Working Group


Regular Health and Safety Group meetings will be arranged. 


The Group shall comprise a health and safety officer and a representative from across the Directorate.  


The employee representatives will be involved in the development and review of company policies and procedures regarding all aspects of occupational health and safety and risk management


An agenda shall be structured to involve all group members.


Minutes of meetings will be taken and distributed to members on completion and will be posted on the Intranet following their approval.


Additional meetings at a local level will be arranged to suit the business needs. These may be weekly, bi-weekly or monthly as required within the different business units of the company. These meetings may be part of the team meetings with health and safety being a regular agenda item.


Notice-Board Information


All offices whether they are site based or static should have health and safety notice boards to allow all information to be prominently displayed.


Statutory Information


· Employers Liability Insurance Certificate


· Health & Safety Law poster


· Company Health & Safety Policy statement


· Emergency Fire Action Procedures 


· Name and location of first aiders


Company Information


· Minutes of safety meetings


· Safety Alerts


· Safety Bulletins


· Any other relevant information


The numbers and positioning of notice boards will depend on the size of the premises, the working patterns and the number of employees.


Managers, Team Leaders and Supervisors should check notice boards at frequent intervals and all unwanted posters and out of date information removed.


SECTION 3 - SAFETY STANDARD No 05


OCCUPATIONAL HEALTH


PURPOSE


To provide guidance on occupational health issues, including the health surveillance requirements of statutory provisions such as the Management of Health And Safety at Work Regulations 1999, Noise at Work Regulations and the Control of Substances Hazardous to Health Regulations 2002


SCOPE


This safety standard applies to all Housing and Planning Departments 


REFERNECES


The Management of Health And Safety at Work Regulations 1999


The Noise at Work Regulations 1989 


The Control of Substances Hazardous to Health Regulations 2002


The Control of Vibration at Work Regulations 2005


POLICY


The Housing and Planning Directorate regards employees’ health equally as important as their safety. It is therefore our policy to provide health-screening/surveillance where employees’ health is potentially affected by their work as required by legislation and best practice.  


DEFINITIONS


None 


RESPONSIBILITIES


The Business Support team shall ensure that arrangements are made with the Council’s Occupational Health and Safety Unit, for new employees to receive a medical questionnaire and/or medical prior to being offered a contract of employment.


METHODS


New Employee Screening

All potential new starters will be required to complete a health questionnaire at interview stage.


On completion, the prospective employees questionnaire shall be sent directly to the Council’s Occupational Health and Safety Unit, who may require the person to attend a full medical/screening.


Ongoing Health Surveillance/Screening


Confidentiality


The findings of the health surveillance are confidential; they shall only be discussed with the employee.


Where its is considered by the nurse that an employees health or medical condition may affect his/her health and safety at work, or the health and safety of other employees or members of the public may be put at risk, the nurse will immediately inform the employee, the Occupational Health and Safety Manager and Human Resources. 


Further Medical Assistance


Where, during the health surveillance process an employee’s health or medical condition gives cause for concern, the Occupational Health and Safety Unit will make arrangements for him/her to receive medical support.


SECTION 3 - SAFETY STANDARD No 06


COSHH ASSESSMENTS


PURPOSE


To provide guidance for ensuring the Control Of Substances Hazardous to Health (COSHH) Regulations 2002 are complied with and to minimise the risks posed to health by hazardous substances used or worked with within Housing and Planning

SCOPE


This company standard applies to service areas throughout the Directorate 


REFERENCES


The Control of Substances Hazardous to Health Regulations 2002


Salford City Council – COSHH Policy Guide 7

POLICY


It is the policy of the Housing and Planning directorate to ensure the health of employees and others potentially affected by hazardous substances used as part of our undertaking in accordance with the requirements of the Control of Substances Hazardous to Health Regulations 2002. 

DEFINITIONS


Hazard: 
The hazard presented by a substance is its potential to cause harm.


Risk: 
The risk from a substance is the likelihood that it will harm a person when it is used.


Identification: 
This involves a systematic search throughout a building to seek out and record all chemical substances within that building.



Assessment: 
This means evaluating the risks to health of a chemical substance and then deciding on the action needed to remove or reduce those risks.


Classification: 
Chemical substances have the ability to cause injury in a variety of ways according to their properties e.g., explosive, oxidising, flammable, highly flammable, extremely flammable, toxic, very toxic, irritant, harmful and/or corrosive.


· Substances with a Workplace Exposure Limit (WEL) 


· Any dust at a substantial concentration in air.


· Any substance not listed above, but which creates a health hazard comparable to any of them.


RESPONSIBILITIES


The Strategic Director, Heads of service, Assistant Directors, Senior Managers and Managers are responsible for ensuring the requirements of this safety standard are followed and implemented in their areas of work.


METHODS


COSHH Assessment Procedure – See Flowchart


The basic principles of occupational hygiene underline the COSHH Regulations; they are.


· Assess the risk to health from work and what precautions are needed.


· Introduce appropriate measures to prevent or control the risk.


· Ensure that the control measures are used and that equipment is properly maintained and procedures observed.


· Where necessary, monitor exposure of workers and carry out health surveillance.


· Inform, instruct and train employees about the risks and the precautions to be taken.


Assessment of Health Risks


COSHH assessments will be carried out for all substances that employees are likely to be exposed to whilst at work. Where new substances are used which have not been subject to a specific COSHH assessment the procedure as outlined below MUST be followed. 


Prevention or control of Exposure to Substances


It is the employers responsibility to select the method of controlling exposure. However it must be remembered that COSHH limits the use of PPE as a means of protection to those situations ONLY where other measures cannot be adequately control exposure. In deciding what control measures may be appropriate given the nature of use and the environment the substance will be used in knowledge of local operating practices will be required and may require assistance from Management

Monitoring Exposure


In certain cases where employees are exposed to hazardous substances, COSHH requires this exposure to be monitored i.e.


· Where there could be serious risk to health if control measures were to fail or deteriorate.


· If you cannot be sure that the exposure limits are not being exceeded.


· Where you cannot be sure that particular control measures are working properly.


All records related to monitoring of exposure are required to be kept for at least 5 years.  Where the records relate to an individual employee the records must be kept for 40 years.


Health Surveillance


Where it is appropriate to protect the health of employees exposed to substances hazardous to health, the manager must ensure that such employees are under suitable health surveillance.  This could include annual check ups by the Occupational Health Specialists.


Again records are required for all health surveillance carried out on employees, these records should be kept for at least 40 years. 
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SECTION 3 - SAFETY STANDARD No 07


THE CONSTRUCTION (DESIGN AND MANAGEMENT) REGULATIONS 1994 [AS AMENDED]


PURPOSE


To ensure the Directorate complies with the requirements of the Construction (Design And Management) Regulations 1994 as they apply to the company’s undertaking.


SCOPE


This safety standard applies to all Directorate activities falling within the remit of the CDM Regulations


REFERENCES


The Construction (Design and Management) Regulations 1994 as amended 
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POLICY


It is the policy of Housing and Planning ensure that any construction work (as defined in the CDM Regulations) either as Clients or Designer, is carried out in compliance with the Construction (Design & Management) Regulations 1994 [as amended].


APPLICABILITY OF REGULATIONS


If Construction work is expected to last for more than 30 days or more than 500 person days then the Health and Safety Executive  (HSE) must be notified in writing using the form F10.


The Regulations will apply where there are 4 or more persons at work on a project even if it is not notifiable.


Urban Vision does not act as ‘Client Agent’ under CDM. Responsibility and therefore liability for the Client functions under the Regulations remains with Salford City Council. Urban Vision may assist the Client in fulfilling their duties under the regulations. Salford City Council will carry out an auditing and monitoring role to ensure that ‘assisted’ functions are carried out correctly.


NOTIFICATION OF PROJECTS TO THE HEALTH AND SAFETY OFFICER


When a CDM project has been commissioned, it is the responsibility of the Section’s  Manager to ensure the Housing and Planning Safety Officer is informed of the project using form CF007. 


KEY APPOINTMENTS


The following appointments are defined and are a requirement of the CDM Regulations.


· Client


· Designer


· Planning Supervisor


· Principal Contractor


· Contractors


Below is a summary of the duties and responsibilities of the key appointees, however, it is recommended that this is read in conjunction with the Construction (Design and Management) Regulations and ‘Managing Construction for Health and Safety’ ACOP.


Clients and Agents of Clients

Where works are not sourced via Urban Vision, the Client (Housing and Planning Directorate) may wish to appoint a ‘Client Agent’. Where Urban Vision is appointed to carry out works, the Housing and Planning Directorate will retain the Clients duties and responsibilities. Where CDM works are carried out by New Prospect Housing Ltd. (NPHL), NPHL will act as ‘Clients Agent’.  This hands over the Client's duties to NPHL including provision of adequate resources. NPHL make a formal declaration of this appointment to the Health and Safety Executive (HSE). 


Clients are responsible for making the following appointments: 


· Appointing a competent Designer


· Appointing a competent Planning Supervisor


· Appointing a competent Principal Contractor


Clients must also ensure that sufficient resources are made available by the above parties to ensure that the construction of a project can be completed efficiently, effectively and safely.


Clients must also provide information regarding any existing structure which they can ascertain after making reasonable enquiries and referring to the structures Health and Safety File.  This includes information on underground services, previous work done, construction and maintenance information. 


Designers

Designer’s duties apply to all "construction" projects no matter how small. They also apply to work carried out for domestic clients, unlike most of the rest of CDM.


The Designer's first duty is to alert the Client to the Client's CDM duties. This is usually the starting point, which establishes the requirements for CDM application, Declaration and Notification. 


Designers have a duty to carry out health and safety risk assessments of their designs. These can be summarised as follows:


· Recognise hazard


· Evaluate risks


· Control by best means


· Review effects



a)
It is important to remember that this process is interactive and should be carried out at all stages of design from concept through scheme to detail.



b)
It is important to remember that it is not just the hazards and risks of the main construction phase that should be considered but also those of maintenance, cleaning and demolition, whether during or after the Construction Phase, and include risks to persons visiting or working on the site (i.e. street cleaning on a highway scheme).


Designers then have a duty to provide adequate information about health and safety risk connected with the design and construction of the project to those people who need it such as the principal Contractor. In the extreme case all risks can be designed out. More usually the need to balance risks against costs and aesthetic considerations or the need to balance risks in construction with risks in maintenance, mean that certain residual risks cannot be designed out.  


A short list of unusual risks or dangerous activities included in the pre-tender health and safety plan may be more useful than a formal document for term maintenance contracts, while a major project will require greater input and more formal output.


Planning Supervisors


The Planning Supervisor is not necessarily an individual but a function; in all cases the HSE require a contact name, address and telephone no to be included on the F10 Notification form. 


The project Planning Supervisor and, where appropriate, the team must be competent in relation to:



a)
The project; and



b)
The scope of their duties within the project under the Regulations


Where Urban Vision is managing the project, Urban Vision will be appointed as the Planning Supervisor. Almost all the Planning Supervisor's duties are to ensure that something is done. Some of this can only be done effectively, by including responsibilities for action in the contract scope of works, or by agreeing the processes formally at the start of a project.


Examples of the Planning Supervisors duties are;


a) Ensure notification of the project (if applicable) is made to the enforcing authority. 



b)
Ensure that designers co-operate when producing their designs 



c)
Ensure that the pre-tender Health and Safety Plan is written



d)
Provide advice to the Client when required to



e)
Ensure the Health and Safety File is prepared


Principal Contractors

The Principal Contractor is responsible for health and safety management during the construction phase of a project. This duty is extremely onerous and is covered by a great deal of legislation outside CDM as well as the requirements of the regulations themselves. 


The Principal Contractor also has the following duties under the CDM Regulations


a) To develop the Health and Safety Plan for the construction stage of the project


b) To ensure co-operation between sub contractors during the project


c) Ensure that all sub contractors comply with site rules


d) To ensure only authorised personnel are allowed onto the construction site


e) Display F10 on site


f) Provide Planning Supervisor with relevant health and safety information


g) Give reasonable directions to sub contractors


h) Bring site rules to the attention of those who are affected by them


i) Provide contractors with health and safety information


j) Ensure arrangements exist for the co-ordination of employees views


k) Pass relevant information to the planning supervisor for inclusion in the health and safety file


Contractors


Urban Vision may act as a Contractor but only if the following has been supplied:



a)
The name of the Planning Supervisor for the project



b)
The name of the Principal Contractor for the project



c)
The Health & Safety Plan or such parts of it as relate to Urban Vision work


Most of the Contractor's duties for health and safety management are covered by other legislation, which is wide ranging. Managers will need to be sure that staff in such roles are competent in the appropriate health and safety law and best practice.


Duties under CDM are to;


a)
Cooperate and communicate with the Principal Contractor on matters of health and safety.


b)
Provide information to the Principal Contractor about risks to others created by their work


c)
Comply with directions from Principal Contractor


d)
Inform Principal Contractor about RIDDOR accidents


e)
Provide information for the health and safety file


f)
Provide information and training to their employees


The Health and Safety Plan during the Construction Phase


This document is a further development of the pre-tender stage health and safety plan.  It is the responsibility of the nominated Principal Contractor to develop the health and safety plan before work starts and then keep it up to date throughout the construction phase.


It is the responsibility of the Manager to ensure that the Construction Phase Health and Safety Plan is prepared and suitably developed.  Where necessary, the Manager shall contact the Urban Vision Health and Safety Advisor for advice and assistance in formulating the Health and Safety Plan.


What should the document cover?


The document should set out the arrangements for the health and safety of everyone carrying out the construction work and all others who may be affected by it.


What should the Health and Safety Plan contain?


a) The document will start with the pre-tender stage health and safety plan

b) Arrangements should be set out in the health and safety plan for managing and organising the project, they should include:


c) Management - Structure, responsibilities, communications.


d) Standards - The health and safety standards to which the project will be carried out.  This may be to statutory requirements or higher standards if the client so requires.


e) Information for contractors - Risk and COSHH assessments.  Rules for permits to work, hot work, confined spaces.


f) Existing Information regarding the site/project such as utility service drawings, and information regarding adjacent structures etc supplied by the client  


g) Selection procedures - How we select the contractors. Ensure that machinery and equipment is properly selected, used and maintained.  Operators are competent.  Suppliers of material provide relevant information to support their products.


h) Communication and co-operation - Procedures and systems for the passage of information.  Arrangements for securing co-operation between all parties concerned.  Arrangements for dealing with design work carried out during the construction phase.


i) Activities with risks to health and safety - Risks including sub-contractors assessments.  Method statements, trade specific and general.  Must include any safety provisions for the general public.


j) Emergency procedures - Set procedures for dealing with and minimising the effects of injuries, fire and dangerous occurrences.  Arrangements for the reporting of accidents under RIDDOR.


k) Welfare - What arrangements have been made on site for welfare facilities, are they shared, who maintains them etc.


l) Information and training - The Principal Contractor needs to ensure that everybody on site has been provided with the relevant health and safety training and information for the site.  This includes any operation, which could affect their health and safety. Records of training and toolbox talks should be included in the plan


m) Consultation with people on site - What arrangements have been made for consulting with the workforce and co-ordinating their views


n) Monitoring procedures and monitoring records


o) Site rules - A copy of site rules and an explanation of how they were brought to the attention of the workforce.


p) Records of permits to work, excavation inspections etc


THE HEALTH AND SAFETY FILE

The Health and Safety File should be handed over to the client on completion of the contract and should contain such information as will allow the Client to manage periodic maintenance and cleaning, as well as any subsequent construction work in a safe manner.


It is the planning Supervisors responsibility to ensure the Health and Safety File is prepared and passed to the Client on completion of a project.


The following information could be included in the Health & Safety File.


· ‘Record’ or ‘As Built’ Drawings and Plans used and produced throughout the construction process

· Design criteria


· General details of construction methods and materials used including hazard data sheets


· Details of equipment and maintenance facilities within the structure


· Details of how and where the site waste was disposed.


· Maintenance procedures and requirements for the structure


· Manuals produced by specialist contractors and suppliers that detail operating and maintenance procedures for the installed plant and equipment.


· Details of the location and nature of utilities and services including emergency and fire fighting systems. 


· Details of the condition the site has been left in.

 

SECTION 3 - SAFETY STANDARD No 08


FIRE PREVENTION


PURPOSE


To provide guidance on the measures required for the provision of fire prevention and fire fighting measures


SCOPE


This safety standard applies to all Departments throughout this Directorate 


REFERENCES


The Fire Precautions Act 1971


Fire Precautions (Workplace) Regulations 1997


HSG 168 – Fire Safety in Construction Work


The Construction (Health, Safety and Welfare) Regulations 1996
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POLICY


It is the policy the Housing and Planning Directorate to ensure all practicable measures are taken to prevent and control fire risks and that adequate fire risk assessments will be carried out for all premises and fire evacuation procedures will be practiced on a regular basis. We will ensure that sufficient fire training is given to all employees.  


DEFINITIONS


None


RESPONSIBILITIES


The Strategic Director, Heads of Service and Senior Managers have the responsibility for ensuring that this safety standard is complied with and that its requirements are implemented so far as they relate to their individual contracts or office base.


Directors and managers shall:


· interpret the council’s policy guide (4) for fire procedures and fire risk assessment within their Directorate, directors and managers;


· draw up and communicate a Directorate  directors and managers for policy guide for fire;


· appoint a senior member of staff to act as the Directorate fire co-ordinator;


· ensure that sufficient employees are appointed and trained to carry out their duties under this policy guide;


· ensure that sufficient resources are made available for fire safety;


· ensure that fire safety is monitored and reviewed as necessary.


Fire coordinators shall act on behalf of the director or manager on matters of fire safety;



· ensure that all premises have an appointed and trained fire control officer and sufficient fire search officers and deputies as appropriate;


· encourage the most senior officer in each premises as the fire control officer;


· liaise with surveyors, safety officers and the Fire Service as necessary;


· make an annual report to the director or manager on the effectiveness of fire prevention, fire protection, fire procedures, fire evacuation and fire risk assessment. A copy should be sent to the safety section.


METHODS


All premises occupied by Housing and Planning personnel will comply with the Fire Precautions Act 1971 and Fire Precautions (Workplace) Regulations 1997.


Where a fire certificate has been issued for a premise it must be made available at all times 


Risk Assessment 


The Facilities Management Team within Urban Vision are responsible for carrying out annual Fire Risk Assessments for CORPORATE Council buildings only.  Where Directorate employees are not working in a corporate building, it is the responsibility the Director and Senior Managers to ensure Fire Risk assessments are carried out for their workplace. See CF08 – Fire Risk Assessment Form.


From the assessment/s adequate provision will be made for:


· The arrangement of facilities to minimise fire risk


· Fire exits and escape routes


· Fire detection and alarm systems


· Storage and operational protocols to minimise the risk of fire


· Fire fighting equipment and training in its use


· Emergency response measures and the level of training required in these


Where applicable this will include suitable provision for non-employees, such as visitors. 


Fire risk assessments will be reviewed on an annual basis or following any fire to establish where further controls are required. An earlier review may be required and prompted for example by a change of use in the premises or additional offices/staff being accommodated within the premises. 

Where the results of the assessment show that measures are required which are the responsibility of the landlord the premises manager or fire coordinator must copy the assessment to the relevant landlord or their representative requesting their assistance in implementing the required measures. 


A copy of the fire risk assessment is to be kept readily available at the premises it applies to 


Fire Fighting Equipment


The appropriate type of equipment will be selected and positioned in suitable locations in accordance with statutory requirements or in accordance with the risk assessment findings.


Where Urban Vision are not undertaking the Fire Risk assessments, it is the responsibility of the Fire Co-ordinator to ensure that fire extinguishers are regularly checked, serviced and records kept. Where appliances are located under normal conditions i.e., offices then an annual inspection will be carried out.  

Where fire fighting equipment is provided it is the Managers responsibility to ensure that employees who may be expected to use the equipment have received adequate training and instruction in order for them to use the equipment safely if required. 


Fire Prevention


· Accumulation of waste must be avoided and cleared on a regular basis.


· Ashtrays should be provided in smoking areas and "no smoking" signs erected in prohibited areas.


· Heaters must be positioned in safe locations and suitably guarded.


· Electrical circuits must not be overloaded with temporary wiring adequately protected.


· Flammable material, liquids and gas cylinders must be correctly stored and separated.


· Flame cutting and welding should have suitable arrangements.


Alarms


· The fire drill procedure should be displayed and brought to the attention of everyone.


· Fire alarms must be effective, regularly tested and logged.


· Fire drills should be periodically carried out and recorded in the fire log. It is recommended that fire drills for offices and depots are carried out at least twice per year.


Escape routes


· Fire exits must be clearly identified and be unobstructed.  


· Fire escape routes should be marked and clear of obstruction.


· Staff must assemble at the identified assembly point and confirm presence. 

· Fire exits and escape routes are checked during safety inspections

Maintenance of Fire Precaution Equipment


The Fire Co-ordinators will ensure that:


· Fire fighting equipment is checked and tested as appropriate 


· Fire detection and alarm systems are tested as appropriate (where applicable) 


· Where emergency lighting is provided it is maintained in a serviceable condition and tested regularly 


All of the above must be recorded where applicable in the fire log and kept at the premises.


SECTION 3 - SAFETY STANDARD No 09


DISPLAY SCREEN EQUIPMENT


PURPOSE


To provide guidance for ensuring the health, safety and welfare of employees who use display screen equipment at work


SCOPE


This safety standard applies to all Departments throughout Housing and Planning where computer workstations are used


REFERENCES


The Health and Safety (Display Screen Equipment) Regulations 1992.
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POLICY


It is the policy of the Housing and Planning Directorate to ensure that Display Screen Equipment (DSE) and workstations comply with the requirements of the Health and Safety (Display Screen Equipment) Regulations 1992.


DEFINITIONS


User - an employee who habitually uses display screen equipment as a significant part of his normal work.


DSE – Display Screen Equipment


VDU – Visual Display screen


Workstation - an assembly comprising:


· Display screen equipment (whether provided with software determining the interface between the equipment and its operator or user, a keyboard or any other input device).


· Any optional accessories to the display screen equipment.


· Any disk drive, telephone, modem, printer, document holder, work chair, work desk, work surface or other item peripheral to the display screen equipment.


· The immediate work environment around the display screen equipment.


Display screen equipment refers to any alphanumeric or graphic display screen, regardless of the display process involved.  As well as the typical office visual display terminals, non-electronic display systems such as microfiche are covered, but not screens used to show television or films, unless the main purpose is to display text, numbers and/or graphics.


RESPONSIBILITIES


Line Managers are responsible for users/operators of DSE, and shall ensure that a workstation assessment is carried out for each such workstation. 

All DSE users/operators are required to complete preliminary self-assessment checklists (Form CS09a) in order to establish quickly if problems with the workstation exist. 

Secondary assessments will be required where there are changes to hardware or office layout. Users experiencing problems should consult their Line Manager for further advice. 


Where equipment or operating software fails to meet the requirements of the DSE regulations, or where problems are identified during the self-assessment the Managers are responsible for implementing corrective actions. Guidance is available from the Housing and Planning Safety Officer or the Occupational Health and Safety Unit.


METHODS


Upon starting work the Directorate all employees who are required to work at a workstation within an office or site office will be required to complete a DSE self assessment


Upon completion of the self-assessment if any problems exist with the workstation set up which cannot be rectified by the employee a full DSE assessment will be arranged. The results of which shall be communicated to the relevant manager who will arrange for the rectification work to be carried out 

Training, Information and Consultation


Appropriate training and information shall be provided where employees are or about to become a DSE user/operator.  The provision of information and training enables effective consultation and active participation of users/operators in the assessment process. 


Eye and Eyesight Testing


Eye and eyesight tests shall be provided for DSE. Please refer to your Human Resources Department for further guidance. 

SECTION 3 - SAFETY STANDARD No 10


LONE WORKING & PERSONAL SAFETY

PURPOSE


To provide guidance on the management of lone workers and employees personal safety whilst at work


SCOPE


This safety standard applies to all Departments throughout Housing and Planning where lone working is required


REFERENCES


The Health and Safety at Work etc. Act 1974.


IND (G) 73L – Working alone in Safety


POLICY


It is the policy of this directorate to ensure the health, safety and welfare of all employees at work giving additional attention to employee’s personal safety especially where they are lone or isolated workers.


DEFINITIONS


Violence:  The Health and Safety Executive definition of violence at work includes:


1.
Verbal and mental abuse


2.
Discrimination


3.
Harassment


4.
Bullying, and even ostracism


5.
Threats assault and attack



Therefore violence at work is any incident in which an employee is verbally or physically abused, threatened or assaulted in circumstances arising out of the course of his/her employment. It therefore includes aggression not just actual or threatened violence.


RESPONSIBILITIES


The Strategic Director, Heads of Service, and Senior Managers are responsible for implementing this and other safety standards and procedures derived from them. It is also the Managers responsibility to ensure that reasonable steps are taken to maintain and where necessary, improve health and safety standards and provide a safer workplace for their staff. 


It is the relevant Managers responsibility to monitor the effectiveness of the action taken as a result of a risk assessment for lone working and personal safety, to ensure that risks are eliminated or adequately controlled.


All employees have a responsibility to co-operate with their employer and to abide by this and other safety standards and any decisions arising from their implementation. They also have a responsibility to report any potential risks to their own personal safety to their Line manager.


Every employee has a part to play in personal safety and a legal duty to take care of their own safety and that of others.  Even employees who do not normally deal with potentially violent people have a role to play, from acting as back up or cover for employees that do, to not allowing strangers easy access to company premises unchallenged. 


Employees should familiarise themselves with the procedures that operate in their work area and ensure that they adhere to them. If they find something is unworkable or can think of a way to improve personal safety they should let the manager know. 


An employee in a situation who senses tension and anger rising should not wait for threats to be expressed or for the first signs of violence before considering whether to leave. The matter should be reported to their Manager as soon as possible.


METHODS


Risk assessment and safe working procedures


Managers are responsible for conducting risk assessments which must ensure that lone working and personal safety are considered. 


The following questions should be considered by the assessing Manager/Supervisor:


1.

Do we have a record of where our employees are working? 


2.

Is there a system whereby they can contact someone in an emergency? 


3.

Would we know if an employee didn't return to the office, or got home safely? 


4.

Do employees assess the situations they are required to go to? 


5.
Is there a procedure for employees to raise concerns about personal safety when they are out and about? 


6.

Could the business reduce lone working away from the office?


Training

Employees have the right to be properly trained so that they have the skills to avoid or defuse potentially violent or aggressive situations as far as possible. 


Training is seen as an essential control measure as it can be very effective in preventing violence or aggression occurring.


Managers are required to keep a record of all training given and a copy of the training record provided to the Human Resources department to be held on file.


Working Away from Base


All areas the Directorate should have a clearly understood booking out, calling in and reporting back procedure. This may be by entering an employee’s itinerary on a visible board. Each area of the business is required to have a similar workable procedure for keeping in touch with employees whereabouts whilst away from base. 


Everybody has a responsibility to see that the procedure is followed. An employee who refuses to follow the agreed procedure should not go out. A wide range of communication aids are available e.g. phones, pagers, radios etc. Managers should regularly assess the relevance of these to their needs and ensure that employees know how to make full use of the equipment available. Whilst useful for summoning assistance these should not be seen as a substitute for training and taking action to prevent incidents occurring in the first place.


Visitor Reception facilities  


First impressions count, being welcomed professionally in well thought out surroundings can go a long way toward reducing the risk of aggression. Consider the reception facilities from the customers view point and ensure that the overall impression is of a place where they are welcome and will be helped. 


Meeting room facilities


A room should be provided to allow a customer to discuss his/her affairs in private with an employee from whom she/he is seeking help or advice. The general furnishing should reflect the need for a relaxed atmosphere whilst at the same time providing a safe environment for the employee.  


Monitoring


It is important to regularly review the systems in place to control risks of violence and aggression and check that they are being followed. 


It is useful for the Managers to run through procedures at regular intervals, e.g. at liaison meetings, with their staff, taking on board and acting on their suggestions and passing on ideas etc.


Post-Incident Response


Incidents should be rare, particularly if control measures are followed but if an assault does occur, the principal considerations are:-


The person is more important than property or procedure, so it is the injured or abused person on whom attention should be focused. Sensitive handling is vital.


As a manager:-


· Arrange first aid or medical treatment as needed.


· Inform the police or other agencies about the incident.


· Ensure that the injured party has a colleague or friend who can look after them. (The injured party may need some time off)


· De-brief the colleagues as soon as possible after the incident, to put together an accurate account of what happened. Listen carefully and sympathetically to colleagues.


· Obtain statements from any witnesses.


· Consider the relationship between the perpetrator and the affected colleague, this may mean re-allocating work loads either on a temporary or permanent basis.


· Disseminate any learning points for the organisation.


· Inform the Housing and Planning Safety Officer


· Decide what action should be taken to make plain to the perpetrator that his or her behaviour was completely unacceptable.


· Overall, attempt to balance the necessary administration, completion of documentation and establishing a proper account of what happened as soon as possible whilst, at the same time, being understanding and supportive to the employee who has been the subject of the incident.


Support arrangements


· The Council accepts its responsibility to support employees who are the victims of verbal or physical aggression in connection with their work. Counselling facilities, separate from line management, will be made available to employees upon request who have been abused.  


· Note that any counselling service offered is in addition to, not as a substitute for, the support to be given by the line manager.


· It is the Managers responsibility to take appropriate follow up action after incidents of violence. Action may be specific to the assailant, the victim, the procedures involved, or alterations to facilities. Risk assessments must be reviewed in the light of any incident and amendments made if necessary. Any action taken should be reviewed one month after implementation. 

Police involvement and legal action


· Following violence to an employee or the threat of violence the company may report the incident to the police in order that they might proceed with a criminal prosecution. An employee may exercise their right to make a formal complaint to the police or pursue civil action.


· If the incident complained of is sufficiently serious to warrant criminal proceedings, then it is almost certain that the police would want to take action on the complaint. If the police are not prepared to take action there is a good reason but even so reporting of the incident is of value as it helps build up a picture of events. 


Incident Reporting 


If an incident is significant in the eyes of the employee then management must also treat it as such.  Reporting the incident does a number of things:


· It assures the employee that people care.


· It provides a mechanism for taking a systematic look at what happened.


· It provides valuable information that allows an overview of the pattern of incidents to be built up so that resources can be targeted effectively.


· Reporting of incidents is a professional response, not an admission of failure.


Two important points to remember:-


(1)
Individuals come first, the procedure second 


(2)
Sensitivity is more important than keeping to deadlines.


Reporting Procedure


All employees must be made aware of the procedure that they need to follow in the event of a violent or aggressive incident. Initially this should be part of the induction process and thereafter discussed regularly at liaison meetings, staff meetings, team briefing etc.


Sequence of events: -


Employee reports incident to their Line Manager/Supervisor who takes steps to prevent immediate repetition, calling the police if necessary, and then notifies the Human resources Manager and Health and Safety Officer.


If an injury has occurred first aid must be given and/or medical care arranged as a priority. Major injuries must be reported as soon as possible to the Health and Safety Officer who will in turn report it by telephone to the Health and Safety Executive (HSE). 


All major injuries and those that result in an employee being off work for more than 3 days must also be reported to the HSE on form F2508 within 10 days (as for accidents). The Manager is responsible for ensuring the incident is reported on the Accident Database and the Health and Safety Officer will report it to the HSE under RIDDOR


The appropriate Manager will interview the employee, who may wish to be accompanied by a colleague, or T.U. representative. The aim of the interview is to establish what controls were already in place to prevent such an incident, identify what further measures need to be taken and discover what support, if any, the employee needs. 


Wherever possible this interview should take place within 48 hours of the incident, delaying beyond this will probably be seen as paying lip service to personal safety. The employee may wish to make a detailed record of the incident a copy of which can be attached to the report.


Statements should be obtained from any witnesses and attached to the accident report as soon after the event as possible as the lapse of time may result in fact being replaced unintentionally with supposition.


SECTION 3 - SAFETY STANDARD No 11


ACCIDENT/INCIDENT/NEAR MISS REPORTING

PURPOSE 


To define the steps required to ensure all accidents and incidents are reported, investigated and recorded accurately and in good time, to ensure the company complies with the Reporting of Incidents, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR). 


SCOPE


This Safety Standard shall apply to all Departments.


REFERENCES


The Reporting of Incidents, Diseases and Dangerous Occurrences Regulations 1995
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POLICY



It is the policy of the Directorate to encourage all persons to report any accident or incident no matter how minor it appears to be and to investigate all such reports by an appropriate person.


It is also our policy to eliminate accidents and incidents so far as is reasonably practicable by investigating all such events to determine the underlying cause(s) and taking appropriate action to prevent a recurrence. We will collect accurate accident/incident data in a consistent manner to allow statistical analysis to be carried out to monitor performance and highlight trends.


DEFINITIONS


Accident – Unplanned, unexpected, random event, which may cause harm, injury damage or loss


RESPONSIBILITIES


The Strategic Director, Heads of Service, Senior Managers, and Managers are responsible for ensuring the requirements of this safety standard are implemented and followed in their areas of work and for ensuring that individual responsibilities are clearly assigned and understood.


The Occupational Health and Safety Unit is responsible for maintaining the company accident/incident database, reporting accidents/incidents to the relevant enforcing authority in compliance with RIDDOR 95, where applicable, for monitoring trends and performance within the company. The Housing and Planning Safety officer is also responsible for providing statistical information for the Director as requested. 


Heads of Service, Senior Managers and Managers are responsible for ensuring the recording and reporting of all accidents, incidents, dangerous occurrences and near misses no matter how minor on the Intranet Accident Report form.


All accidents must be reported to your Manager to ensure an investigation can be undertaken


METHODS


Reporting Major Accidents/Incidents and Dangerous Occurrences


Any serious accident/incident scene shall not be disturbed until approval has been given via the Health and Safety Officer. The only exception to this rule shall be to rescue persons and/or make the place safe.


The following are considered major:-


· Fatalities to any person on company premises or to company employees whilst at work either on or off site


· Major injuries as defined by RIDDOR 95 (Consult H&S Officer)


· Dangerous occurrences as defined by RIDDOR 95 (Consult H&S Officer)


· Fires, which cause a stoppage of the normal operations of the plant (or part of the plant) for more than 24 hours


· Prohibition Notices issued by the HSE causing interruption to the operation/activity. 


Senior Managers and Managers shall report any of the above immediately, by telephone or fax to the Health and Safety Officer 


Minor Accidents/Incidents and Near Misses


The methods for reporting an accident are:

· If your service has a procedure for reporting accidents on the SAP system you should continue to use this method


· You or a person acting on your behalf can use the online web form located on the Health, safety & support web page


· Telephone the call centre on 0161 909 6550 to give details of the accident.  You will be prompted by the call centre staff for the necessary information needed to complete the report


Reportable Diseases

If there is the slightest suspicion that an employee has contracted a reportable industrial disease, contact should be made with the Health and Safety Officer. 


The employee will be offered independent advice from the Occupational Health and Safety Unit where applicable.  It is the duty of the Health and Safety Officer to report the incident to the HSE.


Accident Reports


All accidents shall be entered on to the accident database and their immediate Line Manager informed.  


SECTION 4 – CONTROL FORMS


COSHH ASSESSMENT  


		PRIVATE 
COSHH assessment number: 

		Date: 



		

		Review date: 



		Substance: 



		Routes of entry in to body:                      Inhalation  Ingestion  Absorption  Injection 



		Hazards/ ill health effects:


 



		WEL: 



		Quantity involved: 



		Persons exposed: 






		Precautions/Control measures 






		Air Monitoring required:                   Yes/No

		Training Required:                        Yes/No 



		Equipment Maintenance required:   Yes/No

		Health surveillance required:        Yes/No



		Spillage Procedure: 






		First Aid treatment:


 





		Warning Signs:






		PPE Requirements:
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		Storage Location and Arrangements: 






		Comments /further action:






		Overall Assessment of Risk:






		Assessment carried out by:


Name:  ................................  Position:  ..................................


                             Signature:  ...........................................








		Client Directorate

		Housing and Planning



		Client Contact Name:

		

		Telephone Number

		



		Who is Managing the Project


Please delete as appropriate

		* Urban Vision

		* New Prospect Housing

		* Other: Please Specify

		



		Project Managers Contact Name:

		

		Telephone Number

		



		Details of Project



		Location of Project:

		



		Is the Project Capital Works

		Yes

		No



		Do you require safety input at design stage from the Council’s Safety Team? 

		Yes

		No



		Estimated Project Cost

		



		Date planned for pre-start meeting:

		



		Date planned for start of Construction phase:

		



		Type of project:  (Please provide a brief summary of project)



		



		Planned duration of project:

		



		Architect / Designer Name:

		



		Planning Supervisor Name:

		



		Contract Administrator Name:

		



		Any Comments:



		



		Form completed by:

		

		Date:



		Salford City Council Safety Section Use only



		Received By:

		

		Date of Receipt

		



		Passed To:

		

		Date




		





CF07 - Client Notification to the Health and Safety Unit


CF08 – FIRE RISK ASSESSMENT


The Management of Health and Safety at Work Regulations 1999 requires a fire risk assessment to be made for all workplaces. This includes those workplaces which hold an existing fire certificate issued under the Fire Precautions Act 1971. The following pages contain a checklist to enable the assessment to be made.


FIRE RISK ASSESSMENT (SELF ASSESSMENT)


LOCATION RELATING TO ASSESSEMENT:


FIRE RISK ASSESSMENT CARRRIED OUT BY:


NAME:


POSITION:


DATE


		SUMMARY OF FINDINGS: 



		



		



		



		



		



		



		



		



		



		



		



		



		



		



		



		



		



		





		FIRE RISK ASSESSMENT



		FIRE PREVENTION



		

		Yes

		No

		N/A

		Action Required



		General Housekeeping



		Are premises kept clear of refuse and waste?




		

		

		

		



		Are areas around the building kept clear of combustible waste?




		

		

		

		



		Heating and Lighting:



		Are heating appliances at a safe distance from woodwork and combustible materials?




		

		

		

		



		Is care taken that nothing is placed or left on heaters?




		

		

		

		



		Are heating appliances fixed, not portable?




		

		

		

		



		If portable heaters have to be used are they securely guarded and positioned so they cannot be kicked over?




		

		

		

		



		Electrical Items:



		Are all defects in electrical equipment reported and repaired at once?




		

		

		

		



		Have all portable electrical appliances been registered and on the text schedule?




		

		

		

		



		Is the use of adapter plugs reduced to a minimum?




		

		

		

		



		Is temporary extension wiring kept to a minimum and care taken not to overload the circuits?




		

		

		

		



		FIRE PREVENTION continued



		Electrical Items continued

		Yes

		No

		N/A

		Action Required



		Are more electrical points needed to reduce the use of adaptor plugs or extension leads?




		

		

		

		



		Smoking:



		Is there adequate provision of non-combustible receptacles for cigarette ends in the smoking area?




		

		

		

		



		Are any ‘NO SMOKING’ rules strictly observed and enforced in other areas of the building?




		

		

		

		



		Building Security:



		Are security arrangements sufficient to prevent unauthorised access to the building or enclosed external areas?




		

		

		

		



		Storage Areas:



		Are storage areas secure?




		

		

		

		



		Are goods/items stored clear of the floor and kept tidy and fully accessible?




		

		

		

		



		Is there adequate ventilation where flammable liquids are stored or used?




		

		

		

		



		FIRE ESCAPE ROUTES



		Is there a clear escape route from all parts of the building?




		

		

		

		



		Are fire escape routes kept clear form obstruction?




		

		

		

		



		Are fire doors/exits kept unobstructed and unlocked whilst people are in the building?




		

		

		

		





		FIRE ESCAPE ROUTES cont’d

		Yes

		No

		N/A

		Action Required



		Are fire doors kept closed particularly after hours?




		

		

		

		



		If self-closing doors are fitted, is closure equipment checked regularly and not overridden 




		

		

		

		



		Are stairways kept clear at all times?




		

		

		

		



		Are regular checks made of these areas?




		

		

		

		



		Are all fire doors, exits and escape routes signed correctly?




		

		

		

		



		Are alarm automated fire doors fitted?




		

		

		

		



		If so, are the door controls in working order?




		

		

		

		



		Is emergency lighting provided on escape routes?




		

		

		

		



		If emergency lighting is provided, is it tested regularly and records kept?




		

		

		

		



		FIRE DETECTION AND WARNING



		Are automatic fire detection and warning systems installed (i.e. smoke heat/flame detectors and fire/smoke alarms?




		

		

		

		



		Are automatic fire detection points regularly checked and checks recorded? (where applicable).




		

		

		

		





		FIRE DETECTION AND WARNING cont’d

		Yes

		NO

		N/A

		Action Required



		Is there a system for regularly checking manual fire alarm points in existence?




		

		

		

		



		Is the fire alarm system audible in all parts of the building? 




		

		

		

		



		Is there adequate fire alarm warning for staff who through a hearing difficulty may not hear an audible alarm?




		

		

		

		



		EVACUATION PROCEDURES



		Is there a member of staff with overall fire safety responsibility?




		

		

		

		



		Are staff clear on how to raise the alarm in the event of a fire?




		

		

		

		



		Is there a designated fire assembly point?




		

		

		

		



		Have staff received fire evacuation training and is it recorded.




		

		

		

		



		Are there a sufficient number of Fire Search Officers and do they all know their responsibilities?




		

		

		

		



		Are fire evacuation skills carried out at least twice a year and records kept?




		

		

		

		



		Are all scenarios considered in your procedures (people with disabilities, night, meetings etc)?




		

		

		

		



		FIRE SIGNAGE



		Are fire exit signs legible and un-obscured?




		

		

		

		



		FIRE FIGHTING EQUIPMENT

		Yes

		No

		N/A

		Action Required



		Are fire evacuation procedure notices displayed at every fire alarm point?




		

		

		

		



		Is fire fighting equipment signage identifying the type of equipment and its correct usage provided?




		

		

		

		



		Is there a water or AFFF extinguisher at every final exit?




		

		

		

		



		Are CO2 fire extinguishers available for electrical/electronic equipment?




		

		

		

		



		Is there a dry powder extinguisher and/or fire blanket in the kitchen?




		

		

		

		



		Are all extinguishers checked regularly to ensure that they are available?




		

		

		

		



		Are fire extinguishers inspected by a contractor annually?




		

		

		

		



		What was the date of the last fire extinguisher inspection by a contractor?




		

		

		

		





ACTION PLAN




		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





CF09a - Display Screen Equipment Self-Assessment Checklist


		Name:




		



		Location/Dept:




		



		Date:




		





You have been defined as a ‘user’ of Display Screen Equipment and completion of this checklist will enable you to carry out a self-assessment of your own workstation.  Your views are essential in order to enable us to achieve our objective of ensuring your comfort and safety at work.  Please choose the answer that best describes your opinion, for each of the questions listed below.  A copy of the completed form should be returned to the Health and Safety Department as soon as you have completed the assessment process.


ENVIRONMENT


1 Lighting


		Describe the lighting at your workstation




		Too Bright

		Too Low

		About Right



		Do you get distracting reflections on you screen




		Sometimes

		Never

		Constantly



		What control do you have over local lighting




		Full 

		None

		Some





2 Temperature and Humidity


		At your workstation is it usually




		Too Warm

		Too Cold

		About Right



		Is the air around your workstation




		Comfortable

		Too Dry

		Too Humid





3 Noise


		Are you distracted by noise from work equipment




		Occasionally

		Never

		All the time





4 Space


		Describe the amount of space around your workstation




		Inadequate

		Adequate





5 Seating


		Can you adjust the height of your seat?




		Yes

		No



		Can you adjust the height and angle of the backrest




		Yes

		No



		Is the chair stable




		Yes

		No



		Does it allow movement




		Yes

		No



		Is the chair in a good state of repair




		Yes

		No





6 Desk


		Is the desk in a good state of repair




		Yes

		No



		Is the height of the desk suitable




		Yes

		No



		Does the desk have a non-reflective surface




		Yes

		No





7 Footrest


		If you cannot place your feet on the floor whilst keying, has a footrest been provided




		Yes

		No

		N/A





8 Document Holder


		If it would be of benefit to use a document holder, has one been supplied




		Yes

		No





9 Display Screen


		Can you easily adjust the brightness and contrast between the characters on screen and the background




		Yes

		No



		Does the screen tilt and swivel freely




		Yes

		No



		Is the screen image stable, clear and free from flicker




		Yes

		No



		Is the screen at a height that is comfortable for you




		Yes

		No





10 Keyboard


		Is the desk key board separate from the screen




		Yes

		No



		Can you raise and lower the keyboard height




		Yes

		No



		Can you easily see the symbols on the keys




		Yes

		No



		Is there enough space to rest your hands in front of the keyboard

		Yes

		No





11 Software


		Do you understand how to use the software




		Yes

		No





12 Training


		Have you been trained in the use of your workstation




		Yes

		No



		Have you been trained in the use of the software




		Yes

		No



		If you had a problem relating to display screen work, would you know the correct procedure to follow

		Yes

		No



		Do you understand the arrangements for eye and eyesight tests

		Yes

		No





		Any other comments:








Please send to your Manager upon Completion


ELIMINATE OR SUBSTITUTE SUBSTANCE







 NO







YES







 NO







COMPLETED ASSESSMENT RETURNED TO RESPONSIBLE MANAGER (S)







IMPLEMENTATION OF CONTROL MEASURES AND PRODUCTION OF METHOD STATEMENT WHERE REQUIRED







CAN THE NEED FOR THE SUBSTANCE BE ELIMINATED



(Or substituted for a less hazardous substance)







ASSESSMENTS REVIEWED BY UV H&S ADVISOR



(Either as a result of feedback or bi-annually)







YES







NO







FEEDBACK TO H&S MANAGER 







MONITOR WORK OPERATIONS FOR UNFORSEEN CHANGES







COMMUNICATE COSHH ASSESSMENT 



(To interested parties including employees, subcontractors and visitors as applicable using Toolbox talks/briefings & inductions)







DOCUMENT AND RECORD



Additional control measures if required







ADDITIAADDITIONAL CONTROLS



Identify additional controls specific to the operation, location and personnel 











IS ASSESSMENT VALID?







REVIEW COSHH ASSESSMENT 



Consider the way the substance will be used & the environment







COSHH ASSESSMENT UNDERTAKEN (CF006)



Control measures identified







ACQUIRE HAZARD SAFETY DATA SHEET FOR SUBSTANCE 



Complete COSHH assessment 







PREVIOUSLY ASSESSED SUBSTANCE







IDENTIFY HAZARDOUS SUBSTANCE



(Toxic, Very Toxic, Corrosive, Harmful, Irritant from substance label)







NPHL act as ‘Client Agent’ and manage project on behalf of Client







Client Monitoring of projects to be undertaken periodically







Client to Inform Housing and Planning Safety Officer using Form CF07







Designer input via design risk assessment.



 H&S details passed to Planning Supervisor for H&S plan   







H&S File compiled and passed to Planning Supervisor







Plan Approved via Planning Supervisor UV







Planning Supervisor assesses plan on behalf of the Client







Principal Contract develops Construction Phase Health and Safety Plan







Client Appoint Urban Vision to Manage project to include



Planning Supervisor



Designer



Principal Contractor







Principal Contractor input to scheme











Planning Supervisor Prepares Pre-tender H&S Plan 







Planning Supervisor identification and input to scheme







NPHL Appointed to manage Project







Client identifies individual scheme or project







YES







YES







 NO







Periodic H&S Plan review and feedback 







Planning Supervisor completes H&S File passes to Client







Principal Contractor develops H&S plan throughout scheme







Construction Phase Starts























































Flammable







Corrosive







Harmful







 Irritant







 Toxic







Very Toxic































































Face Shield







 Overalls







Dust Mask







   Gloves







Head 



Protection







    Safety 



   Boots







Hearing 



Protection







Date Completed & Signature:







Person Responsible For Action:







Target Completion Date:











What Needs To Be Done:
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