POLICY DOCUMENT

KEIGHLEY TOWN COUNCIL

STATEMENT OF HEALTH AND SAFETY POLICY

INTRODUCTION
In accordance with the requirements of Section 2 of the “Health and Safety at Work Act 1974” Keighley Town Council  (hereinafter referred to as KTC) publishes its policy statement.
1. GENERAL STATEMENT OF POLICY
1.1. Our policy is to provide and maintain safe and healthy working conditions, equipment and systems of work for all our employees, and to provide such information, instruction, training and supervision as they need for this purpose.
1.2. The allocation of duties for safety matters and the particular arrangements which we will make to implement the policy are set out below.

1.3. The policy will be kept up to date, particularly as the Council’s activities change in nature and size. To ensure this, the policy and the way in which it has operated will be reviewed every year by the Administration Committee of the Council.  Although risk assessment is a continuing process, it shall form part of the Committee’s annual review.

1.4. Keighley Town Council has a duty of care to ensure so far as reasonably practicable, the health, safety and welfare at work of all their employees.  The obligation includes amongst others, the maintenance of a place of work and working environment in a condition which is safe and without risks to health.  There is also a duty on employees to behave at work so as not to put at risk other employees or members of the public.
2. DEFINITION OF HEALTH AND SAFETY

For the purpose of this document safety and health include the following matters:

· A course of action that has its aim the prevention of personal injuries to anyone who is within the control of Keighley Town Council.

· A course of action that has as its aim the prevention of damage to any equipment whatsoever within the organisation’s control.

· A course of action that has as its aim the reduction of any possible prevention of sickness or illness of persons employed by KTC.

· A course of action that has as its aim the treatment of personnel who in spite of KTC policy are injured or who fall ill whilst at work and/or on premises owned or rented by KTC.

· Any course of action not included in the above four sub-paragraphs that has as its aim the elimination of all hazards to health and safety in the control of KTC.

· The maintenance of any documentation that may be required for any purpose in connection with these matters.

· The training of staff whether they be in management or other positions, to ensure positively that all safety requirements whether required by statute or by KTC are properly carried out.
· Employees mean anyone who is not a visiting member of the public.

3. ORGANISATION OF SAFETY FUNCTION

The Town Clerk will be responsible for the implementation of all safety functions at places of work.  These functions are subject to review at any time.  For the avoidance of doubt it is hereby stated that the KTC Town Clerk will have authority over any other member of the staff on health and safety matters and any dispute over this question will be open to arbitration.  The Arbitration Officer will either be a person accepted by each side to a dispute or in the absence of such agreement a representative from ACAS.
4. HEALTH AND SAFETY POLICY

(i) General Objective

The KTC Management & Staffing Committee regards the promotion of health and safety measures as a mutual objective for the Town Clerk, Management and Employees.

It is KTC policy to do all that is reasonably practical to prevent personal injury and damage to property and to protect the public in so far as they may be affected.

(ii) Safe conditions, training, safety equipment, monitoring.
KTC has a responsibility:

· To provide and maintain safe and healthy working conditions taking account of statutory requirements.

· To provide training and instruction to enable employees to perform safely and effectively;

· To make available all necessary safety devices and protective equipment and to supervise their correct use.

· To maintain a constant and continuing interest in health and safety matters;

· To set and example in safe behaviour.

(iii) Obligation of Employees

All employees have a duty under the law to co-operate in the safety objectives:

· By performing their work/training safety and efficiently;

· By using the protective equipment provided, and by means of meeting statutory obligations.

· By taking reasonable care of safety equipment provided;
· By preventing incidents that have led (or may lead) to injury or damage;

· By assisting in the investigation of accidents with the objective of introducing measures to prevent recurrence.

(iv) Organisation

· The Town Clerk of KTC has overall responsibility for the health and safety arrangements.

· The Town Clerk has particular day to day responsibilities to ensure that Health and Safety arrangements are applied effectively.  Steps should be taken to review accident prevention reports with staff and ensure action where necessary.

· All “reportable accidents” should be reported, and the injured person should be interviewed.  Accidents shall be reported to the Town Clerk who will record them in the Accidents Record Book.
· Staff should apply the safety rules and procedures, make frequent inspections of their equipment and areas of responsibility and take prompt corrective action where necessary and logged.

· The Town Clerk must not allow any unsafe practice to occur in his/her area of responsibility, even though this may mean a temporary stop to the activity.  All defective equipment must be withdrawn from use until faults are rectified.

· The Town Clerk has the function of helping staff to meet their various responsibilities for safety.

· Details of any accident notified where there is absence for 3 days or more will be notified to the Health and Safety Executive or as otherwise required by law.
(v)

Arrangements
· Good housekeeping is considered to be the foundation of the KTC safety programme in which everyone must play an active part.
· KTC will ensure that there are adequate arrangements for the proper storage of equipment and materials, the provision of adequate work areas, and clean washing, toilet, eating and first aid facilities.
(vi)

 Instruction/Training of New Staff
Instruction of new staff in safe working methods and maintenance of these methods will be a fundamental part of the induction programme.  Suggestions to improve safety practices are welcomed and encouraged.
(vii)
Budgets for Health and Safety
A general budget for safety equipment will be included in the financial planning of the organisation.  However, any urgent purchase or work necessary to ensure health and safety of staff will be dealt with as a priority by the Town Clerk.
(viii)
Health and Safety Materials
Appropriate information will be issued to staff to disseminate up to date information about new and good quality safe practice.  Every effort will be made to ensure the contents are thoroughly explained and understood.
(ix)

Working Environment
KTC will provide and maintain a working environment that is so far as reasonable practical, safe, without risks to health, and adequate as regards facilities and arrangements for their welfare at work.
(x) 

Use of Premises
Where use is made of premises which do not belong to KTC a risk assessment will be undertaken.  Staff must ensure that they adhere to the health and safety arrangements of the host organisation.  It is important everyone in a room must be able to reach an exit quickly and easily.  No room must be allowed to become overcrowded.  All shelving racks and cabinets must be strong enough for their intended use.

(xi) General Hygiene
All staff are expected to demonstrate a good standard of personal hygiene.
(xii) Infectious Diseases
The Town Clerk must be informed of serious infectious diseases.  Carriers of infectious diseases are not permitted on premises used by KTC until the period of incubation is past.  This should be confirmed by a doctor’s note.
(xiii) Fire Safety
Staff must know the fire drill instructions of the building in which they are working.  Access to escape doors, extinguishers and fire hoses must not be obstructed.  The position of fire fighting equipment and how to operate it must be known.
(xiv) Control of Substance Hazardous to Health
The Town Clerk will have overall responsibility for ensuring that KTC policy and that of any host organisation, for the Control of Substances Hazardous to Health is adhered to.  Staff will be responsible for the checking of materials being used or brought onto any premises used by KTC.  Staff should be aware of the need to take precautions when using hazardous substances in confined spaces, particularly toxic or flammable materials etc, or use of adhesives.  Staff handling such substances will be trained as per COSH regulations.
(xv) Display Screen Equipment
KTC and its staff will abide by the guidance of the Health and Safety (Display Screen Equipment) Regulations 1992, outlined by the Health and Safety Executive.  All display screen equipment used will be monitored to determine compliance with the regulations.  All workstations will be assessed whenever their configuration is altered or any changes affected by the regulations are made.  New equipment will be assessed as soon as possible after installation.  All KTC staff will be assessed to determine the extent to which the regulations apply whenever their work involving display screen equipment changes.  Assessments will be carried out for all new staff as part of their induction procedure.
(xvi) Miscellaneous, Plant and Equipment

Relevant training will be provided where appropriate.

(xvii) Smoking
Smoking is not allowed in offices.
(xviii) Use of Vehicle
· Supply of a working hand torch (for the roadside and meetings) and a first-aid kit.

· Take a first-aid kit to the first-aid officer for checking and replacement as necessary.

· Check when the vehicle was last serviced and consider a winter check if the service was some time ago.

· Tyres need to be checked and should not be allowed to deteriorate to the legal limit.

· Ensure that you have a valid insurance certificate and any breakdown cover with you in the vehicle.

Agreed and adopted at Town Council on 6.9.07
Amendments proposed by September 24.02.10

POLICY DOCUMENT

KEIGHLEY TOWN COUNCIL

DRAFT PERSONAL SAFETY POLICY

KTC is keen to promote awareness of personal safety at all times.  The following guidelines have been adopted from information given by the Suzy Lamplugh Trust:

1. Improving Personal Safety
Whenever members of staff are on duty and particularly when away from the normal “office” environment, simple steps to personal safety can be taken so that work can be done with confidence and the avoidance of risk:

Improving your personal safety is easy if you use the word PLAN as a reminder:

PLAN..
your journey, know your route and tell someone where you are going

LOOK..
confident when you are out and about

ALWAYS..
avoid taking unnecessary risks – keep valuables out of sight and lock the doors

NEVER..
assume that it will not happen to you – park somewhere safe and always lock your vehicle even when leaving it for a few moments.

KTC officers will sometimes travel as part of their work and may visit isolated locations.  KTC will endeavour to minimise the risks to officers associated with its work.  However, it is up to individual officers to plan their work to minimise the risks and prepare for any problems.  Although there are risks associated with the work, steps can be taken to minimise these and officers should not feel they ever have to put themselves in an uncomfortable situation.

2. Diary Information
All officers must fill in the work diary.  This should include the start time, exact location and a contact name (and telephone) for each meeting.  It should be noted if you are using public transport, especially in the evening.  The purpose of the diary is primarily safety and all information must remain confidential.  If a member of staff is recorded as being ‘in’ for a session, they will be expected at 10am unless they have given a different time of arrival – action will be taken if the person does not arrive within one hour of that time.  Staff should be sure to notify the appropriate person if they are unlikely to arrive at the expected time.

Where an officer reports a change to their planned schedule, it is the responsibility of the person receiving the call to update the diary as soon as possible.

Where officers work from a different base, they must be aware of procedures for recording in and out of office.

3. Out of Hours Working
When officers have to attend meetings outside normal working hours, it is their responsibility to ensure that someone checks that they arrive home safely (the buddy system).  For most people, this will be someone they live with.  This person will be able to follow up if they do not return home as expected.  People loving alone (permanently or when others are away) need to ensure that they have someone else to report to on their return.  This can be either by telephone call or SMS text message.

The person responsible needs to be aware of the details of the meeting, including:

· Start time and expected return time
· Location of meeting

· Expected route taken, if appropriate

· Contact name and telephone number

Those responsible must ensure they have all the contact telephone numbers necessary.  In the event that an officer does not return home as expected and cannot be contacted, those responsible should take appropriate action including:

· Try to contact the officer

· Try to contact the meeting venue

· Notify the Town Clerk
· If the officer is missing for some time or there is a serious problem the local police should be contacted

4. Motor Vehicles
Officers should ensure that their vehicle is serviced, maintained and repaired in accordance with the manufacturer’s recommendations and should check oil, water and tyre pressure levels on a regular basis.  Officers should also consider carrying sufficient fuel for each journey and plan to avoid having to stop to re-fuel at night.
5. Mobile Phones

Officers should consider carrying a mobile phone and keep it switched on whenever they are away from the office during business hours (if necessary switched to silent settings during meetings).  Telephones should not be left in a vehicle but taken into meetings at all times.  Officers should consider using their phone to report their arrival at a meeting or home in the evening or when necessary.

6. Routes and Weather Conditions

Plan the route and, if necessary, make sure that this is recorded in the diary or that someone else is aware of it.

Consider the dangers of driving through and stopping in built-up areas at night.  Consider keeping the car doors locked and any hand luggage out of sight when travelling.  If necessary call the venue before setting off for a meeting to check weather conditions and whether the meeting is still on.  KTC does not expect staff to attend meetings is severe weather is forecast.

Prepare for different weather conditions as appropriate for example:
· Be aware of drifting snow across unfenced or open stretches of road, and of gritting patterns, which often follow journey-to-school routes rather than main roads.  These are usually available from the county or unitary council.

· Fog can be very localised, so, if there is a risk, check the local conditions with a meeting contact.

· Local radio stations can also be valuable for local weather reports.
7.
Public Transport and Car Parking

Officers using public transport should note this in the diary.  It is necessary to be aware of the implications of unstaffed and unlit stations and make arrangements accordingly.
Always carefully choose a safe place to park:

· At night, choose a well-lit place to park.  If parking in daylight, consider what the area will be like in the dark.

· Whenever possible, choose an attended car park and park as close as possible to the attendant.

· In a multi-storey, park as close to the exit as possible, near the ground level and away from pillars.

· Reverse into the space to give you a quick and easy getaway.

· Lock valuables in the boot so that they are out of sight.

When you leave your vehicle:

· Always note where the vehicle is parked, so that it can be found again easily.

· A woman on herself should consider leaving something ‘male’ in an obvious place, such as a man’s hat on the front seat.

· Keep car keys, small torch and mobile phone in a pocket and not in a bag – that way, if the bag is lost or stolen, the driver can still get home safely.

When returning to the vehicle:

· Have keys ready to open the door, check the back seat and get in quickly.

· Once in the vehicle, lock the doors immediately and drive away as soon as possible.

· If the vehicle has been broken into, report the details to the police and ask them for a crime reference number for the insurance claim.

· If the vehicle must be left after it has been broken into, try to ensure it is secure enough to deter further opportunist theft.

8.
Isolated Locations and Private Houses

Try to arrange meetings at public and open venues.  Carry some form of identity with you at all times.  Be especially careful when visiting someone at home for the first time.  Try to find out who else will be present.  Consider going with another person.  Meetings should only take place in a private house in exceptional circumstances.  Only arrange to meet on a one-to-one basis if there are no other options.  If it is felt necessary, an officer should consider arranging for a colleague to telephone part way into the meeting, to check that the officer is safe.
Br clear about the purpose of a meeting before going and whether KTC can or cannot provide advice.  Take time to get to know the layout of the building, taking note of any escape routes.  Treat people and their homes with respect.  Only enter when invited to do so and allow your host to lead the way.

If at any time an officer does not feel comfortable, they should leave and report the occurrence to KTC.

9. Dealing with an Emergency on the Road

Ensure that the appropriate person has emergency contact details, including partner’s work numbers.

In the event of a break-down:

· Pull as far off the road as possible and switch on hazard lights if necessary.  Do not go so far off the road that further risk is incurred – remain visible.

· If possible drive to the next emergency telephone.

· Use a mobile telephone or an emergency telephone if nearby.

· Stay with the vehicle but, on a motorway, stand behind the crash barrier.

· If trapped in the vehicle, write on the back window with a black washable marker or lipstick.

· Inform your appropriate contact as soon as possible.

10. Safety of Volunteers

Not only should officers consider their own safety but also that of other volunteers in getting to and from a venue used by KTC.  Much of this information applies equally to volunteers.
This information provides a starting point for officers working for KTC.  The Suzy Lamplugh Trust has provided much of the information here.  It also has a website at www.suzylamplugh.org
Officers should bring any issues of concern to KTC which accepts that it has a responsibility to ensure that officers are planning their work to minimise risk and protect themselves.
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