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1.0 General Statement of Intent 
1.1 This is the Council’s Health and Safety policy, as required by the Health and Safety at Work Act etc Act 1974.  
1.2 As part of the Council’s commitment to Health and Safety, it will:

1.2.1   Comply with its obligations to make adequate provision for the health, safety and welfare of employees and its wider health and safety obligations in relation to the councillors, contractors, the public and others affected by its activities. 

1.2.2   Ensure that any buildings and land belonging to the Council are properly managed and that appropriate Health and Safety policies and procedures are maintained for the protection of employees, the public and relevant other persons. This may include suitable contractual arrangements for asset management with the requisite risk management and insurance arrangements.
1.2.3   Establish and monitor policies, procedures and risk assessments as needed to reduce any risks identified.
1.2.4   Consult with employees on matters affecting health and safety.
1.2.5   Provide and maintain safe plant and equipment.

1.2.6   Ensure safe handling and use of substances.

1.2.7   Provide information, instruction and supervision for employees

1.2.8   Ensure employees are competent to perform their tasks and give them adequate training.

1.2.9   Prevent accidents and cases of work-related ill health

1.2.10 Maintain safe and healthy working conditions

1.2.11 Provide training and support as relevant to the performance of roles, to ensure the fulfilment of health and safety obligations. 
1.2.12 Review this policy and any risk assessments annually and when there is significant organisational or legislative change.

2.0 Working Environment
2.1 Employees must have a safe working environment including when working at home. They have a responsibility to ensure that they are working in a safe working environment and should alert the Council to any concerns. This includes observing the legal recommendations for safe handling, the use of computer equipment, and workstation design.
2.2 The Council will ensure that particular account will be taken of the need to manage risks where employees are placed in a position of increased vulnerability e.g. where lone working or at increased risk of violent attack, and in the specified special cases of employees being pregnant, disabled or under 18.  
2.3 The Council will conduct relevant risk assessments to help manage health and safety and staff must cooperate with this process. 
3.0 Employees, Contractors and Volunteers
3.1. References to the Clerk in this policy shall include any other relevant person nominated to deal with Health and Safety matters.

3.2The Council will ensure that any contractors or volunteer workers conducting work for the Council have adequate and suitable arrangements for Health and Safety management  and adequate and suitable Public Liability insurance in their own right where obliged by contract, law or policy, or  under the Council’s own insurance where appropriate. 

3.3 Contractors and volunteer workers must report to the Clerk any hazard or situation encountered during their work which may affect members of the public. 
3.4 Employees, Councillors, contractors and volunteers should: 

a) Seek advice on safety and health matters, when needed, from the Clerk. 

b) Make proper use of protective clothing and safety equipment provided. 

c) Report immediately to the Clerk any defects in plant, structures, equipment or safety procedures which come to their notice. 
d) Report promptly to the Clerk any incidents which have led or might lead to injury or damage and co-operate with any investigation which might be undertaken with the object of preventing accidents or re-occurrence of incidents. 

3.5 Employees, Councillors, contractors and volunteers are reminded that they have a duty to care for their own safety and that of other workers and other persons who might be affected by their activities and to co-operate with the Council so as to enable it to carry out its own responsibilities successfully. However, the final level of responsibility is that of each and every individual. 

3.6 All Council employees and Councillors will be notified of this policy.
3.7 This policy will be revised, added to or modified from time to time, including where there is a significant change in the law or the activities or structure of the organisation
4.0 Environment
4.1 The Council will ensure that, as far as possible, its assets remain a safe and pleasant environment for its residents. 

4.2 The Council will obtain specialist technical and Health and Safety advice for any projects or pieces of work that could affect the general public. 

4.3 The Council will ensure that any work activities carried out on its behalf do not unreasonably jeopardise the Health and Safety of the general public. 

5.0 Council Safety Officer
5.1 The Clerk, as the appointed Safety Officer, will: 

a) Assume the day to day responsibility for ensuring this policy is reviewed, maintained, regularly reviewed and adhered to. 

b) Ensure that regular risk assessments are carried out of working practices, with subsequent consideration and review of any necessary corrective/protective measures. Maintain a file of risk assessments with due record in Council minutes that they have taken place. 

c) Make effective arrangements to ensure those contractors or voluntary helpers working for the Council comply with all reasonable Health and Safety at Work requirements. All contractors will be given a copy of the Council’s Health & Safety at Work Policy. 

d) Maintain a record of notified accidents. 

e) When an accident or hazardous incident occurs, take immediate action to prevent a recurrence or further accident and to complete the necessary accident reporting procedure. 

f) Act as the contact and liaison point for the Health and Safety Inspectorate and obtain specialist technical advice and assistance on matters of Health and Safety where necessary.
g) Review and ensure appropriate insurance policies are in place as part of the Council’s risk management.

6.0 Health and Safety Consultants 
6.1 The Council has appointed C&C Consulting Services Ltd to advise on matters relating to safety and health, i.e., relevant legislation, Codes of Practices and guidance material, fire precautions, the suitability of sub-contractors, safety equipment and accident reporting procedures. 

6.2 Health and Safety Inspections: Where instructed, monitor by inspection of the workplaces and operations, workshops and accommodation, the safety and health performance of employees and to provide regular feedback on such inspections and other monitoring activities to the Clerk. 

6.3 Statistical Analysis: To prepare statistical analysis in accidents and causation classification, with recommendations on preventative measures. 

6.4 Investigate and Report Accidents: To investigate and report on major injuries, notifiable dangerous occurrences, serious occupational ill-health, other accidents, and incidents and to attend and report on legal proceedings in which the Council or Sub-Contractors working on its behalf may be involved. 

6.5 Promoting Safety: To promote good working relations with the Health and Safety Executive and other enforcing Authorities and to always strive to achieve with the co-operation of the Council, compliance with current Legislation.
7.0 Responsibilities
7.1 Overall and final responsibility for health and safety is that of Lowestoft Town Council.
Day-to-say responsibility for ensuring this policy is effected into practice is delegated to the Clerk.
7.2 To ensure health and safety standards are maintained/improved, the following person has responsibility in the following areas:

Officer:



Responsibility:
Town Clerk

              Policy development and implementation 




Overall management of health and safety 





Reporting of Injuries, Diseases and Dangerous Occurrences (RIDDOR
reports)

7.3 All employees and Councillors must:

· Co-operate with the Clerk and other persons on health and safety matters

· Not interfere with anything provided to safeguard their health and safety

· Take reasonable care of their own health and safety

· Report all health and safety concerns to the Clerk or an above-named appropriate person
The Incident Reporting Procedure can be found in a separate document Appendix 1.
The Incident Form for Persons can be found in a separate document Appendix 2.

The Incident Form for Property can be found in a separate document Appendix 3.

The Incident Investigation Form can be found in a separate document Appendix 4.
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	Revisions

	Date
	Amendment

	February 2021
	Clarified that references to the Clerk shall include any other nominated person responsible for health and safety matters.

	February 2021
	Amendments throughout to clarify that policy applies to Councillors also.

	February 2021
	Added that all Council employees and Councillors will be notified of this policy.

	February 2021
	Added that ‘The Council will ensure that any contractors or volunteer workers conducting work for the Council have adequate and suitable arrangements for Health and Safety management’.

	February 2021
	Added that the policy will be amended including where there is a significant change in the law
or the activities or structure of the organisation.

	November 2021
	At point 6.2 removed reference to the Town Clerk by name and replaced with job title instead

	November 2021
	Incorporated the Incident Reporting Procedure and forms as appendices

	November 2021
	Added Section 6.0 ‘Health and Safety Consultants’
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INJURY, DAMAGE OR NEAR MISS REPORT FOR PERSONS



ACCIDENTS/INCIDENTS/NEAR MISSES







GENERAL INFORMATION:



By ticking this box you consent to Lowestoft Town Council retaining your information.



By filling in this form or agreeing to your details being put on this form you are consenting that your details will be kept on file. Lowestoft Town Council will not share your details with anyone other than if required to by law. 



		Date, Time and Location of Incident:   



		Description of incident or occurrence, precisely where did it take place and how did it happen.  Please establish primary cause:

IT WAS REPORTED THAT:







		Witnesses to the occurrence, OR those first on the scene:



		1.



		2.



		3.



		4.



		



		DETAILS OF INJURED EMPLOYEE OR THIRD PARTY (INCLUDING THEIR PROPERTY):



		



		Type of Report:	 Employee            Injury to member of public            Damage to any property

 Injury, including contractors, vehicles or environmental incidents



		Name & Title                                         Occupation: 





		Address and Telephone No:  





		Date of Birth:

              

		Male / Female             



		Employee/Visitor/Contractor/Public





		Part(s) of body injured / extent of injury:



		Description of property lost or damaged:





		Nature of treatment: 



		Use of:     Medical Centre              Hospital                 Sent Home              First Aider            None

                  MEDI                               HOSP                      SENT                         FIRST                     N/A

(Please CIRCLE/HIGHLIGHT  one or more)



		



Extent of Injury –   IS THIS A REPORTABLE ACCIDENT / INCIDENT?             Yes / No  

(RIDDOR)



		Names of Manager or Supervisor of the area: 







INVESTIGATION and ACTIONS



For each injury, damage or near miss, the following details must be complete and are essential to proper investigation and actions:



		Is there a specific written safe system of work for the operation/activity?   Yes      No      N/A  



		Did those involved follow the understood safe working method?                  Yes      No      N/A  



		Was the equipment used in a safe working condition?                                     Yes      No      N/A  



		Was proper personal protective clothing and equipment used?                     Yes      No      N/A  



		Describe the working conditions:





		Detail actions to prevent recurrence if any (continue on separate page if necessary).  All actions to be followed up and signed off.

		Who to action?

		When By?



		1. 

		

		



		2.

		

		



		3.

		

		



		4.

		

		







Notes: In the case of any reportable (RIDDOR) injuries/near misses:

 Written statements should be obtained from those involved and witnesses. 

  Include photographs or sketch of scene where possible.  

























COSTS CHART:



		ELEMENTS OF PROPERTY LOSS OR DAMAGE

		COSTS



		Parts Replaced/Repaired and Labour Costs Incurred

		£



		Stock Lost or Damaged

		£



		Fire Fighting Equipment Used and Recharged

		£



		Other Clean-Up Costs

		£



		Business Interruption 

		£



		TOTAL COST TO DATE

		£













		

Person Time Off - Yes/No

		

Number of Days

		

Comments:



		



		

		









Signature of Town Clerk:

(to show that the form has been seen and actions taken agreed):





…………………………………………………………………………..

												

		Incident Reporting Form For Persons

		Date adopted:

		July 2018



		

		Review dates:

		May 2019, November 2019, May 2020, February 2021, May 2021 and November 2021



		

		Next Review date:

		May 2022
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PROPERTY DAMAGE, ‘FIRES’, DANGEROUS 



OCCURRENCE/INCIDENTS/NEAR MISSES 







GENERAL INFORMATION:



By ticking this box you consent to Lowestoft Town Council retaining your information.



By filling in this form or agreeing to your details being put on this form you are consenting that your details will be kept on file. Lowestoft Town Council will not share your details with anyone other than if required to by law. 



		Date and time of incident:



		Description of incident or occurrence, where did it take place and how did it happen.  Please establish the primary cause:

IT WAS REPORTED THAT:





		Witnesses to the occurrence, OR those first on the scene:



		1.



		2.



		3.



		4.



		





INVESTIGATION AND ACTIONS



Whether referring to property damage, fire, or dangerous occurrence/incident, the following details must be complete and are essential to proper investigation and actions:





		Is there a specific written safe system of work for the operation/activity?  Yes       No      N/A 



		Did those involved follow the understood safe working method?                 Yes       No      N/A 



		Was the equipment used in a safe working condition?                                    Yes       No      N/A 



		Was proper personal protective clothing and equipment used?                    Yes       No      N/A 



		Describe the working conditions:  















		Detail actions to prevent recurrence (continue on separate page if necessary).  All actions to be followed up and signed off.

		Who to action?

		When By?



			1.



		

		



		       2.



		

		



		       3.



		

		









COSTS CHART:



		

ELEMENTS OF PROPERTY LOSS OR DAMAGE:



		

COSTS:



		Parts Replaced / Repaired and Labour costs incurred:



		£





		Stock lost / damaged:



		£



		Fire extinguishers used and recharged:



		£





		Other clean-up costs:



		£



		Business interruption:



		£



		

TOTAL COST TO DATE:



		

£





















Notes: In the case of any Reportable (RIDDOR) Dangerous Occurrence, Fires, Near Misses: Written statements should be obtained from those involved and witnesses. Include photographs or sketch of scene where possible.



		

Property Out of use/Off Line Yes/No

		

Number of Hours/Days

		

Comments:



		





		

		









Signature of Town Clerk

(to show that the form has been seen and actions taken agreed)                





……..….………………………..…………………………………………………………………..


Incident Reporting Form For Property	Date adopted:	July 2018
	Review dates:	May 2019, November 2019, May 2020, February 2021, May 2021 and November 2021
	Next Review date:	May 2022
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Lowestoft Town Council


Incident Investigation Form


For investigating Incidents, Accident and Near Misses


Incident Details



By ticking this box you consent to Lowestoft Town Council retaining your information.


By filling in this form or agreeing to your details being put on this form you are consenting that your details will be kept on file. Lowestoft Town Council will not share your details with anyone other than if required to by law by statute the Health and Safety Executive (HSE) in conforming to prevailing Data Protection Regulations.

		Date of Incident:




		Time of Incident

		Location of Incident



		Reported by:






		Person injured / Injury details:






		Property Damage:








Part 1 – Investigation Details


		Date of Investigation:




		Incident Number:



		Activity at the time of the incident: What was being done? How? Authorised? Un-authorised?


Correct methods being used? Anyone else involved?






		Equipment in use: Tools, Ladders, Electrical Equipment, Mechanical Devices, Vehicles


Identification numbers, Correct for the task?






		Personal Protective Equipment (PPE) / Clothing: Gloves, Mask, Goggles, Eye Protection, Footwear. Condition PPE or clothing? Correct for the Task?





		Training for the activity: Requirement, Trained, Not trained, Refresher training? 


When trained?








Part 1 – Investigation Details - Continued


		Environmental Conditions: Lighting, Ventilation, Temperature, Noise

Underfoot Conditions: Smooth, slippery, worn, wet, dry, sloped, stairway





		Distractions and Hazards: Noise, people, Trip Hazards, Bad Housekeeping





		Supporting Evidence: Broken or damaged items, Marks on the floor or walls, Failure of equipment





		Other factors:






		Witness Statements: Summary (Attach any statements, photos)






		Work instructions for activity:  Exist and being followed? Exist but not followed? Exist but not revised? Exist but not available? Do not exist? (Attach a copy)





		Risk Assessment for activity: Exist and being followed? Exist but not followed? Exist but not revised? Exist but not available? Do not exist? (Attach a copy)







Part 2 – Consideration of causes and Remedial Action


		Unsafe Acts: Running, Not looking, not wearing PPE





		Unsafe conditions: Wet floor, Loose hand rail, Poor lighting, Trailing cables, Bare electrical cables





		Immediate causes: Slipped on wet floor, shock from electrical cable etc.





		Underlying or Root Causes: No system to check electric cables etc.





		What could have been done to prevent a re-occurrence:






		Recommendations and/or Remedial action to prevent a re-occurrence:








		Name of Investigator:




		Job Title:

		Location:



		Signature:




		Date:

		Contact Number:



		Review by:




		Job Title:

		Location:



		Signature:

		Date:

		Contact Number:






		Action Plan to prevent a re-occurrence:








DmC 05/2018/V1

		Incident Investigation Form

		Date adopted:

		July 2018



		

		Review dates:

		May 2019, November 2019, May 2020, February 2021, May 2021 and November 2021



		

		Next review date:

		May 2022
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[bookmark: _GoBack][image: L:\Lowestoft Town Council\logo & letterhead\LTC logo square format small.jpg]				Complete Incident Report Form within 24 hours and provide to Town Clerk.  Form can be completed by another employee if injured employee is incapable. Enter in Accident Book

Accident or near-miss incident occurs to employee, or other person on company premises

Copy of both forms retained by Town Clerk

 Town Clerk ensures investigation takes place using Incident Investigation Form, within 10 days

Town Clerk ensures investigation takes place using Incident Investigation Form, within 24 hours

Notify Town Clerk immediately in person or by phone

Incident Reporting Procedure

TOWN

CLERK

Action

NO

YES

Arrange First Aid or medical care if required

Town Clerk notifies the HSE Incident Contact Centre

Is

the Incident serious or

involves sick absence?

Has the

employee

returned

to work?

NO

YES

YES

Action for any remedial work to prevent a re-occurrence is initiated if required

No further action

Is the

Incident reportable immediately under RIDDOR?

Town Clerk monitors absence

NO

Town Clerk considers whether RIDDOR reportable

Complete Incident Report Form within 48 hours and provide to Town Clerk. Enter in Accident Book

A serious accident is:

· Any fracture other than to fingers, thumbs or toes

· Any amputation

· Dislocation of the shoulder, hip or spine

· Loss of sight

· Chemical, hot metal or penetrating injury to the eye

· Electric shock leading to unconsciousness, or to hospital for 24 hours +

· Any injury leading to hypothermia, heat-induced illness, unconsciousness

· Any injury requiring resuscitation

· Any injury leading to admittance to hospital for more than 24 hours

· Loss of consciousness due to asphyxia or exposure to a substance

· Acute illness or loss of consciousness

































		Revisions



		Date

		Amendment



		February 2021

		References to Manager amended to Town Clerk



		November 2021

		Incorporated into Health and Safety Policy as an Appendix
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