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Workington Town Council

Workington Town Council Community Centre, Princess Street, 

Workington, Cumbria, CA14 2QG. 

Telephone: 01900 702986

Email: office@workingtontowncouncil.gov.uk

Website: www.workingtontowncouncil.gov.uk


Health and Safety Policy

Health & Safety Policy Statement

Workington Town Council considers the Health and Safety of its employees at work to be of the greatest importance and is committed to continual improvements in safety performance and compliance with all legal obligations. 

Hazard identification, risk assessments and adoption of adequate and appropriate control measures are central to our management of safety.

Written procedures and instructions form the basis of our safe working practice.

Training is given to all employees to impart an adequate understanding of the council rules, operating procedures and instructions, and codes of practice and to ensure that the required levels of competence are achieved. 

Employees are required to work safely, to comply with their training, and to wear personal protective equipment wherever stipulated. 

The effectiveness of the overall policy is regularly reviewed, and steps are taken to ensure any necessary corrective action is put in place. 

________________________________ 
 Date: _________________ 

Chief Officer/RFO
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1. Introduction
Workington Town Council has designed this Health and Safety Policy to protect all employees, members, visitors, contractors, facility users and attendees of events. This document provides the policy and systems within the Town Council to ensure compliance with safe working practices. 
The promotion of health, safety and welfare at work is an integral function and responsibility of the Town Council. Help and advice will be available, from supervisors and the Chief Officer/RFO to assist in health and safety queries. Where it is deemed necessary, guidance from external bodies and organisations will be sought. 

Ultimately, the Chief Officer/RFO is responsible for upholding Health and Safety within the Council this includes:

· The provision and maintenance of safe and healthy working conditions.

· Ensuring that suitable Risk Assessments are undertaken from which are developed safe and efficient work methods.

· Providing information, instruction, training and supervision where necessary to ensure the competence of individuals.

· Making available all necessary safety devices and protective equipment.

· Providing and maintaining equipment and materials that are safe and without risk to the health of our employees or others who may be affected by our business activities.

· Maintaining a constant interest of the Health and Safety Executive and keeping up to date in changes to regulations that may affect the activities of Workington Town Council.

Employees will be regularly consulted on this policy to maintain good practice in respect of health, safety and welfare. 
2. General Responsibilities 
This policy is set out into the specific areas of Health and Safety that require consideration. While the individual requirements and legal obligations of these sections must be met, the general responsibilities of the Town Council and its employees are detailed here.
Employees of all positions have a responsibility to ensure that any work undertaken does not adversely affect the health and safety of anyone else including other members of staff, visitors, contractors, and the general public.

In accordance with the Health and Safety (Information for Employees) Regulations 1989, Health and Safety information is displayed in all Town Council premises informing employees on what they need to know about health and safety. 

Workington Town Council encourages employees to make suggestions to any alternative methods of work that will reduce hazards, make the workplace a safer environment and benefit the welfare of its employees.
As standard working practice, the Council will actively review and provide any relevant information and training to employees in respect of Health and Safety, to ensure that all employees are working in a safe environment and are competent to undertake their duties in a safe manner. 
If any employee feels that they require additional training they must raise these concerns with their supervisor or the Chief Officer/RFO as soon as possible.
In accordance with the Management of Health and Safety at Work Regulations (1999) and Health and Safety Executive’s (HSE) Approved Code of Practice (ACOP), it is the policy of Workington Town Council to carry out a suitable and sufficient assessment of the risks to health and safety of their employees, in order to identify the measures and minimise risks. A programme of risk assessments will be carried out across all Town Council functions by the appropriate Officers, and risk assessments will be reviewed as necessary. 

Risk assessments should identify significant hazards arising from work activity under their control. The assessment should identify all persons who could be harmed, including staff, workers, members of the public and contractors. Extra consideration should be made to identify vulnerable individuals or groups.

In conjunction with this policy, other Town Council policies must be adhered to with regard to Health and Safety. In particular, this includes Lone Working, Home Working and Safeguarding Policies. 
3. Use of Equipment

Employees of Workington Town Council use a variety of different types of equipment. This can include office equipment, computer, cables, trollies, vehicles, manual equipment or plant hire. 

All equipment can pose a risk if not used in accordance with instructions or if a fault is not rectified. 

All staff must use equipment in a responsible manner that does not put themselves or anyone else at risk. 

It is the responsibility of the driver of fleet vehicles to ensure that the vehicle is in a road worthy state and driven in compliance of The Road Vehicles (Construction and Use) Regulations 1986.
Any concerns with the condition of Workington Town Council vehicles must be reported to the Estate Team Leader or Chief Officer/RFO immediately. Full information on Workington Town Council Fleet can be found in the Vehicle Policy
Certain items of plant hire require statutory inspections on a frequency determined by relevant legislation. 

A suitable risk assessment for items of plant/equipment must be carried out by the procurer of the item prior to it being used. The assessment should also specify if pre-use checks are appropriate and these should be itemised where appropriate. If hazards are noted the risk assessment should be shared with relevant staff members.

Users of plant hire and equipment are responsible for carrying out any pre use checks.

Any fault or hazard found with plant hire or equipment must be reported before use.

4. Disclosure and Barring Service (DBS) Checks

The nature of the role of Workington Town Council, to the community of Workington, means that employees and members may have contact with vulnerable individuals and children from time to time. 
In order to safeguard these individuals and children, Workington Town Council requires all employees to complete DBS checks. 

Any employee who has a concern about the safety or welfare of a vulnerable adult or child must report this directly to the Safeguarding Officer. 

Please refer to the safeguarding policy for further information. 
5. Accidents and First Aid 
The Health and Safety (First Aid) Regulations 1981 place a general duty on employees to make or ensure that there is an adequate First Aid provision for their employees if they are injured or become ill at work. 

The Town Council will ensure, as is reasonably possible, that all accidents and dangerous occurrences are reported internally and, where appropriate, to the enforcing authority. 
All accidents and dangerous occurrences will be investigated and reasonable measures put in place to prevent recurrences. 

All accidents, near misses, cases of work-related ill health and dangerous occurrences are to be reported to supervisors or the Chief Officer/RFO. 
Details of the incident will be recorded in the accident book, which is located in the Council’s offices. The Chief Officer/RFO is responsible for periodically checking the accident book. 

In accordance with the requirements of the First Aid Approved Code of Practice, Workington Town Council has identified the requirement of employees that should be First Aid trained. Workington Town Council currently has 7 employees who are first aid trained; covering all premises, ensuring that adequate First Aid cover is always maintained and available. 

An appointed person is someone authorised to take charge of the situation if there is an injury or illness (and generally would have received Emergency First Aid training). 

The names of all such persons are displayed at strategic points and also on or beside any First Aid Box.

The Chief Officer/RFO is responsible for undertaking investigations following accidents, dangerous occurrences and work-related ill health absence. 

The Chief Officer/RFO is responsible for acting on investigation findings to prevent a recurrence. 

The Chief Officer/RFO is responsible for reporting notifiable accidents, diseases and dangerous occurrences to the enforcing authority, as required by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995. 

First aid kits are located in the front and back offices at the Council’s Offices and in Town Council vehicles. Mobile First Aid kits are also available to take off site when required. 
The Chief Officer/RFO or appointed Officer is responsible for ensuring that first aid boxes are regularly stocked with approved first aid material. 

6. Fire Procedure and Instructions
All properties occupied by Workington Town Council have a fire evacuation procedure and have received a fire risk assessment by either the property owner or Workington Town Council.

Officers are responsible for carrying out risk assessments on buildings owned by WTC. Where offices are occupied by WTC Officers, but not owned by the Council, the owner of the property is responsible for carrying out fire risk assessments. 
It is the responsibility of the Chief Officer/RFO to ensure fire evacuation procedures are available in buildings occupied by WTC staff and that staff are aware of the evacuation procedures.  
Fire exit signs are located around Town Council occupied buildings to direct members of staff to their nearest exit.

Fire extinguishers are located around Town Council occupied buildings. These are annually checked by specialised engineers.

Each building has designated and trained fire marshals. 

If you discover a fire:

· Raise the alarm from the nearest call point
· Ensure all person under your control evacuate 

· Do not tackle a fire, in any instance, if it is not safe to do so. Only use a fire extinguisher if it is likely to be effective. Alert the building of a fire and raise the alarm before trying to tackle any fire. 
· Report the location of the fire to the person in charge at the assembly point. 
Action of hearing the fire alarm:

· Evacuate the building using the nearest available exit, ensuring all persons under your control leave with you; 

· Do not collect personal belongings (e.g. coats and bags); 

· Move swiftly but calmly, do not run or panic

· If you are the last person to leave the room close the door behind you; 

· Proceed to the designated assembly point; 

· Do not re-enter or allow other persons to enter the building until told to do so by a person in authority. 

Alarms on Council owned or controlled premises will be tested weekly according to risk assessments and the Regulatory Reform (Fire Safety) Order 2005.
Any concerns about fire hazards or escape routes should be directed to designated fire marshals or the Chief Officer immediately. 

Fire evacuation procedures will be rehearsed at least twice per year. Fire evacuation procedures will be given to visitors and temporary or new employers during inductions. 
All staff and visitors must sign in and out of Town Council occupied premises to enable fire marshals can carry out building checks effectively.

7. Control of Substances Hazardous to Health (COSHH)

Workington town Council uses, and has access to, a number of substances that fall into the category “Hazardous to Health” e.g. cleaning materials; weed killer, solvents, adhesives, toner etc. In line with the Classification, Labelling and Packaging of substances and Mixtures Regulation (CLP Regulation 2009), these products use the UN Globally Harmonised system of pictograms. Pictograms are on these products are identified with a red diamond frame and white background; within the frame a black hazard symbol indicates the specific hazard of e.g. corrosive, environmental.
Under COSHH guidelines Workington Town Council will assess the risk to health arising from any substance and the precautions needed to store and use such substance and ensure:

· To introduce appropriate measures to prevent or control any risk

· Ensure that control measures are used and that equipment that uses hazardous substances is properly maintained. 

· Those employees are instructed and trained about the risks and the precautions to be taken when using such substances. 
In order to establish the extent of risk, assessment will include:
· What substances are present and in what form? 

· What harmful effects are possible? 

· Where and how are the substances actually used? 

· What harmful substances are given off as a by-product of use? 

· Who could be affected, to what extent and for how long? 

· Under what circumstances? 

· How likely is it that exposure will happen? 

All relevant information on substances used at work must be obtained from suppliers. This information, along with assessment findings, will be formulated onto a hazard data sheet. Hazard data sheets show the safe system of use and all the necessary protective measures to ensure safe use of the substance. 

This data must be made available to all employees likely to use or come into contact with the substance. 

8. Electricity 

Workington Town Council uses and operates equipment with electricity in a number of locations. In accordance with the Electricity at Work Regulations (1989) it is the Town Council’s responsibly to ensure that systems that use electricity are used and maintained to prevent danger.

Most portable electrical equipment, such as computers, printers, power tools etc., are plugged into a fixed electrical installation. 
When a fixed electrical system is first installed, the electrical supply authority requires a "Certificate of Compliance" before it can be connected to the mains supply. This is a Certificate issued by a qualified electrician, stating that certain tests have been carried out, and that the system is in a fit state to be connected. 

A copy of this Certificate should be available for all of the buildings which the Council uses. 

After this initial Certification the fixed wiring should need re-testing at least every 5 years, unless any assessments show otherwise. 
When an appliance is purchased, it should be PAT tested (portable appliance testing) every 1- 4 years as recommended. 
A register of portable electrical appliances will be kept. All such equipment should be regularly checked and a record of such checks should be kept. 

Electrical equipment which has not been checked and recorded should not be connected to the Council's electrical supply circuitry. 
Contractors and/or performing artists should provide, for inspection, up to date documentary proof of the electrical integrity of their electrical equipment. 
Employee’s personal electrical equipment should not be connected to the Council's electrical supply without express permission having first been given and the equipment tested and recorded as it would have been had it been the Council's property.
9. Display Screen Equipment (DSE) 

The Display Screen Equipment Regulations apply to all individuals who use a computer/laptop, monitors etc. as part of their day-to-day role. In accordance with these regulations, a suitable assessment of workstations will be provided to all new or temporary employees in order to identify and health and safety risks that individual employee may be exposed to in consequence of using DSE equipment. 

Assessments will be reviewed if either the employee or supervisor feels that they are no longer valid, or there has been a significant change to the location or set up of the environment that employee works in. 

All employee workstations and assessments of workstations will meet the requirements of The Health and Safety (Display Screen Equipment) Regulations 1992 – regulation 3, which states the minimum requirements for the condition of workstation equipment, chairs, keyboards, display screens, office environment (including noise, heat, space and lighting). 
Employees, who regularly use DSE equipment, are advised to have regular eye examinations. 
Where an employee has experienced visual difficulties, which may reasonably be considered to be caused by work on display screen equipment, Workington Town Council will ensure that the employee is provided with a suitable eye examination, covering that cost. 
Following any eye examination, in accordance with HSE guidelines, employees that require ‘Normal’ corrective appliances are to be paid from the employees own expense. Any employee that requires prescribed eyewear/contact lenses, for display screen work, will be provided with the cost of the basic corrective appliance, i.e. of a type and quality adequate for the user’s work. Where bifocal or varifocal spectacles are prescribed as special corrective appliances the employer is required to meet the costs associated with providing a basic frame and the prescribed lenses.

If users wish to choose a corrective appliance that exceeds basic costs (for example with designer frames, or lenses with optional treatments not necessary for the work), the employer is not obliged to pay for these. In these circumstances employers may either provide a basic appliance as above or may opt to contribute a portion of the total cost of the additional expenses equal to the cost of a basic appliance.
10. Personal Protective Equipment (PPE)
Workington Town Council will supply suitable Personal Protective Equipment to all employees where a risk to health and safety has been identified.

Wherever possible, systems of work shall be selected which avoid the use of Personal Protective Equipment, PPE shall be regarded as the last resort to protect against risks to health and safety.
When PPE is required, it shall be supplied free of charge.
Where PEE is supplied the employee will be provided with the information, instruction and training required to use the equipment appropriately, this will include:

· the risk or risks which the personal protective equipment will avoid or limit

· the purpose for which and the manner in which personal protective equipment is to be used

· any action to be taken by the employee to ensure that the personal protective equipment remains in an efficient state, in efficient working order and in good repair 

Supervisors will periodically monitor the condition of PPE equipment to ensure that it is being maintained, cleaned and in an effective condition. 
Any defects found in PPE equipment must be reported to supervisors or the Chief Officer/RFO immediately. No PPE equipment should be used if it is believed to be in disrepair. 
11. Working at Height
Workington Town Council recognises the significant risk posed from working at height and seeks to manage risks in accordance with the requirements if the Work at Height Regulations 2005 (as amended). 
When working at height, supervisors must ensure that:
· All work at height is appropriately planned and organised and includes arrangements for dealing with emergencies and potential rescue. 

· Suitable and sufficient risk assessments are completed, to identify the best equipment for the job and, adequately control the risk of falls from height. 

· The most appropriate access equipment for the job is identified and selected. 

· Employees are appropriately trained in the selection, use and storage of access equipment. 

· Only competent persons are allowed to use access equipment or are adequately supervised. 

· Periodic inspection and maintenance of all access equipment are carried out to meet the requirements of this policy. 
· The work is carried out only when the weather conditions do not jeopardise the health or safety of persons involved.
When working at height, employees must be alert and ensure that:
· Anything provided for health and safety is used appropriately 

· The controls measures identified in all relevant hazard management arrangements are complied with. 

· Any hazardous situation, including non-compliant ladders, must be reported to supervisors immediately as in accordance with this policy. 
· Ladders have been inspected within the preceding 6 months and are in compliance with this policy and associated procedures. 

12. Manual Handling Operations Regulations

12.1 Workington Town Council recognises its responsibilities to comply with the Health and Safety at Work Act (1974) and the Manual Handling Operations Regulations (1992) as well as other related legislation in regard to the manual handling of loads for all employees of the Council. 
12.2 The Council recognises that also musculoskeletal disorders (MSD) pose a significant risk of injury to employees and the responsibility to ensure all measures are taken to provide and maintain working conditions that are safe, healthy and comply with Statutory requirements and Approved Codes of Practice (ACOP). 
12.3 Risk assessments are essential in motioning safe systems of work/handling plans that involve, where appropriate and so far, as is reasonably practicable, the use of appropriate mechanical or automated equipment, in accordance with the Lifting Operations & Lifting Equipment Regulations 1998 (LOLER).
12.4 The Council will ensure that: 

a) Suitable and sufficient assessments are completed of any hazardous manual handling operations that cannot be avoided and taking account of all factors: task, load, individual capacity, environment and equipment. 

b) Reduce the risk of injury from these operations as far as is reasonably practicable and using an ergonomic approach. 
c) Ensure systems are in place to identify all staff involved in manual handling activities and ensure that they receive adequate training (including temporary and relief staff). 

d) Where equipment has been identified as required to reduce manual handling risks to acceptable levels this shall be provided, recorded and appropriately maintained as per the regulations.
e) Ensure that written risk assessments are kept and updated to identify appropriate control measures to minimise manual handling risks as far as is reasonably practicable.
12.5 Employees have responsibility to

a) Co-operate with safe systems of work and follow Health and Safety instructions 

b) Participate in training and to report defects.

c) Utilise appropriate equipment, where provided, in order to reduce the risks associated with a manual handling operation. The equipment should be used for its intended purpose and in line with any information and instruction the employee has received. 

d) Inform their immediate supervisor of any condition from which they are suffering that could affect the ability to comply with the requirements of this policy or carry out their duties safely. 

e) Identify and alert managers or any new activity, equipment or change in circumstances that may require a risk assessment.
12.6 Legislation requires that all manual handling operations that may present a risk of injury must be the subject of a risk assessment.
12.7 The purpose of a risk assessment is to: 

a) Identify all hazardous moving and handling tasks carried out at work and determine the likelihood and severity of any injury or harm arising from these tasks and to whom 

b) Identify control measures that will reduce the risk of injury to acceptable levels 

c) Identify all employees who may be at risk of injury from moving and handling tasks in the performance of their duties 

13
New and Expectant Mothers

13.1
Workington Town Council recognises the potential risks that can be posed to expect and new mothers. In line with The Management of Health and Safety at Work Regulations 1999, risk assessments will be carried out on all expectant and new mothers, which is relevant and applicable to their role in the council. 

13.2
If the risks cannot be avoided, the Town Council will make changes to the working conditions or hours of a new or expectant mother; offer her suitable alternative work, or if that is not possible suspend her for as long as is necessary to protect her health and safety and that of her baby. This includes any recommendations made by the mother or expectant mothers GP or midwife. 

13.3
In accordance with the Workplace (Health, Safety and Welfare) Regulations 1992, the Town Council will provide a suitable facility for new and expectant mothers to rest or breast feed. 
14
 Contractors

14.1
The Council expects all contractors to meet, as a minimum, the standards of health, safety and welfare laid out in this policy.

14.2
The Council will employ only competent contractors who must supply on request copies of their:

a) Health and Safety Policy;

b) details of the organisation and arrangements for meeting the objectives of the policy;

c) risk assessments;

d) method statements;

e) records of any health and safety incidents;

f) evidence of public liability insurance.

14.3
If there is any doubt about the competence or commitment to health and safety of any particular contractor, the contractor will not be used.

14.4
Before starting work on any site, contractors and sub-contractors will be given clear guidance by their sponsors on the working arrangements to be followed, to include but not limited to:

a) emergency procedures;

b) accident reporting.

14.5
Relevant officers will monitor work conditions to ensure safety standards are being maintained and will check completed work.

14.6
If the conduct of a contractor or sub-contractor’s employee endangers their own safety, or the safety of their fellow employees, council staff or visitors, that person may be refused permission to work on any further contracts or council premises.

14.7
Where appropriate, building work undertaken will meet the requirements of the Construction (Design and Management) Regulations 2007.

15
Young Persons at Work
15.1
Whilst precautions taken to protect the health and safety of the workforce as a whole will, in many cases, also protect young persons, there are occasions when different and/or additional measures will be necessary due to their lack of experience, knowledge or absence of awareness of potential risks.

15.2
A ‘young person’ is defined as one who is below the age of 18 years. To ensure the safety of young persons’ Workington Town Council will:

a) carry out risk assessments to cover the activities of young persons

b) implement the actions determined by the risk assessment process

c) inform the young persons of any risks associated with their work and the control measures taken to protect them

d) provide a copy of the risk assessment to the parent/guardian of any young person below the school leaving age

e) provide additional appropriate information
16
Visitors

16.1
In the interest of safety and security, The Council will take the necessary measures to protect staff and visitors from any accidents or incidents that may occur during visiting.

16.2
Employees hosting visitors much ensure that:

a) they are authorised to enter the premises or are accompanied

b) they adhere to applicable health and safety instructions and rules during their visit

c) adequate information is passed to ensure their safety including emergency information

d) any protective clothing required is provided and worn

e) any accidents / incidents involving visitors are reported through the accident reporting arrangements

16.3
Employees aware of people on the premises who may be unauthorised should report these to their supervisor immediately.

16.4
In the event of the fire alarm sounding, all visitors should be escorted to the assembly point by their host. Visitors should not leave the area before notifying the senior person present.

17
Violence and Aggression
17.1
The Council recognises that in certain situations violent behaviour towards staff may occur and therefore will take all reasonable measures to protect staff from violence and aggression.

17.2
Violence and aggression can be defined as:

a) actual or threatened physical assaults on staff

b) psychological abuse of staff

c) verbal abuse which includes shouting, swearing and gestures

d) threats against employees

17.3
In order to prevent violent and aggressive behaviour towards staff, the Town Council will:

a) carry out risk assessments of potential conflict situations to determine the control measures necessary to protect staff

b) ensure that premises are kept secure

c) not tolerate violence or challenging behaviour towards our employees

d) train employees who may be exposed to violence or challenging behaviour situations

e) support the employees involved in any incident

f) support their decisions regarding the pressing of criminal charges

g) provide any counselling or post-incident assistance required by the employees

h) keep records of all incidents of violence and aggression
18
Stress

18.1
The Health and Safety Executive define stress as “the adverse reaction people have to excessive pressure or other types of demand placed on them”. This makes an important distinction between pressure, which can be a positive state if managed correctly, and stress which can be detrimental to health.

18.2
Stress at work can come about for a variety of reasons. It may be excessive workload, unreasonable expectations, or overly demanding work colleagues. 

18.3 
Workington Town Council will work to identify all workplace stressors and conduct risk assessments to eliminate stress or control the risks from stress.

18.4
Risk assessments will be regularly reviewed 

18.5
Where necessary, the Council will provide access to confidential counselling for employees affected by stress caused either by work or external factors and provide training for all managers and supervisory staff in good management practices

18.6
Employees who experience unreasonable stress which they think may be caused by work should raise their concerns with their supervisor or through the Council’s grievance procedure.

18.7
Following action to reduce the risks, they shall be reassessed. If the risks remain unsustainable by the employee concerned, efforts shall made to reassign that person to other work for which the risks are assessed as tolerable. This will be coordinated in conjunction with the Sickness and Absence Policy. 

19
Smoking

19.1
Exposure to second-hand smoke, also known as passive smoking, increases the risk of lung cancer, heart disease and other illnesses.

19.2
It is the policy of Workington Town Council that all of its workplaces are smoke-free and that all employees have a right to work in a smoke-free environment.

19.3
Smoking is prohibited throughout the entire workplace with no exceptions. This includes Council vehicles. This policy applies to all employees, councillors and visitors.

19.4
All staff are obliged to adhere to and facilitate the implementation of the policy.

The Council will ensure that all employees and contractors are aware of the policy on smoking. 

20
Noise

20.1
The Council will take all reasonable steps necessary to ensure that the risk of hearing damage to employees who work with noisy equipment or in a noisy environment is reduced to a minimum.

20.2
The Council will carry out regular noise exposure assessments of noisy areas, processes and/or equipment as appropriate.

20.3
Assessments will be used as the basis for formulating action plans for remedial measures when necessary. Assessments will be recorded and updated regularly, particularly when changes in work practice cause changes in noise exposure levels of employees.

20.4
The Council will, as far as is reasonably practicable, take all steps to reduce noise exposure levels of employees by means other than the use of personal protection, as a last resort, and is committed to continuing to seek and introduce alternative methods for reducing noise exposure levels whenever possible in the future.

20.5
All employees who are subject to high levels of noise will be provided with:

a) information, instruction and training about the harmful effects of noise

b) information and training on what they must do in order to protect themselves and meet the requirements of the law 

c) Where a problem arises as a result of noise in the workplace, the employee must inform their supervisor or Chief Officer/RFO immediately.

21
Infection Control

21.1
For some work activities staff may be at risk of infection or of spreading infection. Exposure to infections may arise at work from a number of situations, including:

a) contact with blood and bodily fluids (e.g. Tetanus, Hepatitis B or C, HIV)

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

c) contact with animals or animal faeces/urine (e.g. Weils disease)

21.2
The Council aims to prevent the spread of infection through work-based activities by adopting suitable control measures. This includes:

a) assessments to identify tasks or situations that may expose individuals or groups to potential infection

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

c) providing information, instruction and training to those identified at risk

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

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

f) arrange for safe disposal of any infected materials

g) adopt good hygiene practices

21.3
The risk assessment will also identify whether the staff involved in a particular task should be offered vaccinations against Hepatitis B and Tetanus. Where this is identified, vaccinations shall be offered to individuals without charge.

21.4
It is important to remember that infection can also be passed onto people from staff. Staff should notify their manager if they develop any infectious disease that may affect work or people around them, such as skin infections, severe respiratory infection (e.g. pneumonia, TB), COVID, severe diarrhoea, Hepatitis Chicken Pox, Measles, Mumps, Rubella etc.

21.5
Managers will need to discuss with the individual suitable controls. In some cases, employees may need to be referred to an Occupational Health Practitioner or their GP for advice.

21.6
Staff should also report any illness or disease which has been contracted through work. In some circumstances if a staff member contracts a disease whilst at work, this is reportable under RIDDOR. Certain diseases including Leptospirosis, Hepatitis, TB, and Tetanus are specifically required to be reported.

22
Drugs and Alcohol

22.1
Alcohol

a) Employees must not drink alcohol on the Council’s premises or the premises of its customers or clients without express permission from the Chief Officer/RFO and The Mayor or Deputy Mayor. 
b) Any employee who is found consuming alcohol on the Council’s premises or the premises of its customers and clients without permission or is found to be intoxicated at work will face disciplinary action on the grounds of gross misconduct under the council’s disciplinary procedure.
22.2
Drugs and medication

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

b) Any employee who is prescribed medication, that may affect their ability to perform their work, should advise their supervisor immediately. 

c) If the Council suspects there has been a breach of this policy or your work performance or conduct has been impaired through substance abuse, the Council reserves the right to conduct appropriate investigations and pursue the disciplinary process. 

23
Asbestos

23.1
The Council will protect employees and other persons potentially exposed to asbestos as far as is reasonably practicable. No one will be allowed to start any work that could disturb asbestos unless the correct procedures are to be employed.

23.2
The premises will be surveyed to determine whether asbestos-containing materials are present. It will be presumed that materials contain asbestos unless there is strong evidence to the contrary.

23.3
The amount and condition of the asbestos-containing material will be assessed and measures will be identified to ensure that airborne asbestos fibres are not present or formed in the workplace.

23.4
Access to asbestos-containing materials in the premises will be controlled so as to prevent inadvertent disturbance of the material and the release of asbestos fibres. Systems will be put in place to ensure that anyone liable to disturb asbestos-containing materials is made aware of their location.

23.5
The condition of all asbestos-containing materials or materials suspected of containing asbestos will be inspected at agreed intervals to ascertain that there has been no damage or deterioration. Where damage or deterioration is found the asbestos-containing material will be reassessed and repaired or removed as appropriate.

24
Hard Hats

24.1
Hard hats must be worn whenever employees are exposed to the hazards of falling or flying objects, electrical shock or burn. The purpose of this is to minimise the frequency and severity of head injuries incurred by employees by establishing a policy for wearing hard hats.

24.2
The policy applies to all employees who are exposed to the hazards of falling or flying objects, electrical shock or burn, or moving vehicles while working on or adjacent to roads and highways.

24.3
Specific areas where hard hats must be used include, but are not limited to:

a) Construction areas designated as “Hard Hat Areas;”

b) Areas where any crane, hoist, or other overhead lifting device is in operation;

c) Areas where there is a possibility of falling objects;

d) Areas on or adjacent to roads or highways where construction or maintenance activity is being performed; 

24.4
Hard hats need not be worn when the hazard created by wearing them offsets the benefits of protection created by their use. Determinations under such circumstances will be left up to the supervisor’s discretion, not the involved employee(s).

24.5
It is the employee’s responsibility to wear a hard hat as determined in this policy. Although a hard hat may not be required at a particular job site, it is the employee’s responsibility to maintain one at the site (in a vehicle, etc.), so that it will be readily available should it be needed.
24.6
It is the supervisor’s responsibility to see that employees have been issued and wear hard hats when required. Disciplinary action may be taken against employees who fail to wear hard hats when required.

24.7
If hard hats are damaged during use or sustain a blow, they should be discarded and a new one obtained. The shell or suspension of the hard hat should not be altered or modified.
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