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1 GODMANCHESTER TOWN COUNCIL HEALTH & SAFETY POLICY 

Overview 

 

 This policy comprises general information about health & safety matters relevant to our 
activities, specific information about areas of particular relevance to our activities, and 
sets out clearly who is responsible for each aspect. It supports our Statement on Health 
& Safety, which is published on our website and in the Town Office. (A copy of this 
Statement is shown in Appendix 2.) 

 

 If you have any concerns that the policy is not being applied effectively, or that 
amendments to the policy or our practices are required, please notify the Town Clerk. 

Accountability & Responsibilities 

 

 ‘Accountability’ means that this person is ultimately answerable in law on this point, and 
must ensure those to whom responsibility is delegated carry out those tasks effectively. 

 

 ‘Responsibility’ means that this person is expected to do the specified tasks as part of 
their role. 

 

 Godmanchester Town Council will: 

 provide adequate control of the health and safety risks arising from our activities 
and seek to prevent accidents and cases of work-related ill health, ensuring 
appropriate risk assessments are carried out and appropriate actions taken to 
address any risks identified. 

 for our employees: provide and maintain safe and healthy working conditions, 
equipment and systems of work; consult with them on matters affecting their health 
and safety; provide training as necessary. 

 for those affected by our activities or using our facilities: provide and maintain safe 
and healthy facilities; provide information and instruction on health and safety 
considerations. 

 review this policy when there are changes to laws, when there are changes to our 
activities, if deficiencies are identified, and routinely every  year. 
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 The Town Clerk is: 

 accountable for our policy and all our practices in respect of health & safety; 

 responsible for ensuring that all Town Council employees receive suitable training 
and necessary equipment; 

 responsible for ensuring that both Town Council employees and councillors are 
aware of our policy and their responsibilities; 

 responsible for ensuring that all Town Council employees, councillors, contractors 
and users of our facilities are notified appropriately of identified risks; 

 responsible for ensuring the Town Council complies with relevant legislation, 
including timely recording and reporting of accidents that are notifiable under 
RIDDOR (see Appendix 11); 

 (Note: ‘Town Council employees’ includes the Town Clerk her/himself). 

 

 The town councillor with lead responsibility for Health & Safety is: 

 responsible for reviewing of this policy annually; 

 responsible for managing the Health & Safety Risk Management Plan, in 
conjunction with the Town Clerk; 

 responsible for providing an annual report to the Town Council and the Annual 
Town Meeting on the topic of Health & Safety, summarising activity throughout the 
year; 

 required to support the Town Clerk in regard to Health & Safety matters; 

 authorised to take urgent action to prevent serious risks to the health and safety of 
themselves or others in relation to Town Council activities if it becomes necessary. 

 

 The Deputy Town Clerk is: 

 responsible for ensuring that appropriate guidance on health & safety matters is 
provided in advance to hirers of our facilities 

 responsible for ensuring that risk assessments are completed by hirers in advance 
of their hire period and, for regular hirers, revised at suitable intervals or when 
circumstances change 

 required to support the Town Clerk in regard to health & safety matters 

 authorised to take urgent action to prevent serious risks to the health and safety of 
themselves or others in relation to Town Council activities if it becomes necessary 

 

 Town Orderlies are: 

 responsible for regular checks on the buildings in their care and identification of 
risks arising to the Assistant Town Clerk and Town Clerk; 
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 responsible for providing on-site guidance to hirers and contractors regarding any 
health & safety risks (e.g. to point out escape routes in case of emergency, or any 
minor hazards); 

 required to support the Town Clerk in regard to health & safety matters; 

 authorised to take urgent action to prevent serious risks to the health and safety of 
themselves or others in relation to Town Council activities if it becomes necessary. 

 

 

 All Town Councillors are: 

 responsible for carrying out risk assessments for Town Council activities in the 
areas they lead on (e.g. working party meetings they hold, activities they might 
arrange); 

 required to support the Town Clerk in regard to health & safety matters; 

 authorised to take urgent action to prevent serious risks to the health and safety of 
themselves or others in relation to Town Council activities if it becomes necessary. 

 

 All contractors engaged by the Town Council, hirers of our facilities and users of our 
facilities are: 

 required to support the Town Clerk in regard to health & safety matters; 

 required to carry out risk assessments and provide these in advance for any 
activities for which they hire Town Council facilities; 

 expected to alert an appropriate representative of the Town Council immediately to 
any urgent risks to health & safety and any accidents arising from use of Town 
Council facilities, or at the next opportunity for any non-urgent risks; 

 expected to comply with safety notices and warnings, and exercise good sense in 
their use of Town Council facilities, to ensure their own safety and that of others. 
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Risk Assessments 

 The diagram below summarises the process. The steps are explained in more detail 
further on in this section. 
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 Initial risk assessments will be carried out on new activities as they arise and before 

they take place, and on any activities where it is identified that an assessment is 
needed but has not previously been carried out. 

 
 Regular reviews of risk assessments will be carried out with a frequency 

appropriate to that Town Council activity, but at least annually. As part of the 
reviews any changes to relevant circumstances or legislation must be noted and 
their impact considered. 

 
 A calendar for risk assessments will be maintained in the Town Office and 

monitored to ensure regular reviews and actions are completed at the appropriate 
times. The calendar is shown in Appendix 3. 

 
 The template to be used for risk assessments is the HSE (Health & Safety 

Executive) green form. This is shown in Appendix 4. This provides a simple 
framework for the assessments and includes examples. 

 
 The completed risk assessments will be saved electronically (where they are 

completed on paper, they will be scanned to an electronic format) to facilitate 
archiving so that records can be kept for seven years. 

 
 Any risks (e.g. where an accident for example could arise) or issues (where a 

problem has already arisen, for example a fire exit is found to be blocked) will be 
recorded in the risk management register and action plan – see Appendix 5. For 
each risk or issue, appropriate actions will be identified along with action owners 
and action timescales. 

 
 The risk register and action plan will be reviewed every three months by the Town 

Clerk and the Town Councillor with responsibility for Health & Safety, who will 
ensure identified actions are being taken, and that the register is kept up to date. 

 
 In the event that an unforeseen problem occurs, immediate preventative action will 

be initiated, and the risk or issue registered as soon as possible afterwards. Action 
already taken will be noted retrospectively. 

 

 All significant activities carried out by or on behalf of the Town Council or on Town Council 
property require risk assessment. This includes review of risks associated with: 

 
 jobs and roles; 

 our buildings and other property; 

 use of our facilities by us, hirers, or other users; 

 activities we contract others to do on our behalf. 
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 Who will carry out the risk assessments? 

 
 for Town Council activities, the risk assessments will be carried out by the Town 

Council, usually by the person best-placed to understand the likely risks and in a 
position to take appropriate action. Examples include: 

 room hire for a working party – the working party lead will carry out the 

risk assessment and provide it to the Town Office; 

 a Town Council event – the councillor initiating and coordinating the 

event will carry out the risk assessment (e.g. the Mayor would do this for 

his/her charity events; the relevant WP lead would do this for his/her 

open meetings; the Town Clerk would do this for the Civic Service); 

 caretaking activities – the individual orderlies will carry out the initial risk 

assessments of their roles and this will be reviewed with the Town Clerk. 

 for activities run by another group making use of Town Council facilities, that group 
will carry out their own risk assessments and provide it to the Town Office ahead of 
the activity commencing. Examples include: 

 room hire – the hirer will carry out the risk assessment and provide it to 

the Town Office ahead of the hire period; 

 use of a public area for an organised activity – the organiser will carry 

out the risk assessment and provide it to the Town Office ahead of the 

activity taking place. 

 

 Where activities take place in the same way on a regular basis, a single risk assessment 
can be carried out to cover a specified period, such as each term. However, if there is 
any significant change to circumstances over time or on an individual occasion the risk 
assessment must be re-assessed. Examples might be: 

 a martial arts group uses a particular facility every week for classes with regular 
attendees. On an occasion where they were running a grading activity and bringing 
in a far larger number of attendees than usual from other locations, as well as 
observers, they would need to re-assess the risks; 

 a uniformed group uses a particular facility every week for meeting with regular 
attendees to carry out a varied programme of activities that include occasional 
cooking lessons. As this is part of the planned programme of events, the risks 
associated with the cooking activities would be included in the standard risk 
assessment and, unless a circumstance significantly changed, there would be no 
need to carry out a new risk assessment for occasions when they planned to cook; 

 a community group uses a public area every year for a regular event. This would 
require an individual assessment ahead of each instance. The previous year’s risk 
assessment could be used as a starting point but it would not be sufficient to simply 
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change the date. The new risk assessment would need to take account of the 
activities taking place as part of the event for that new instance. 
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Accidents and First Aid 

 In an emergency, dial 999 and call for help 

 First aid boxes, with basic first aid guidance booklets, are available to staff in each of our 
buildings and will be made available to councillors for working party meetings. 

 First aid boxes will not be provided for hirers or other users of our facilities. It is the 
responsibility of hirers and users of our facilities to carry out risk assessments and ensure 
they make any necessary provision of suitable first aid support.  

 All accidents arising from Town Council activities must be recorded, as must all accidents 
arising from use of Town Council facilities or on Town Council property.  

 Accidents may need to be reported to the HSE in line with regulations – see Appendix 
11 which explains about RIDDOR requirements. (Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 2013) 

 Accident reporting books are available in each of the Town Council buildings. In line with 
latest guidance these have tear-off sheets. The accident form should be completed by 
an appropriate individual, and provided as a matter of urgency to the Town Clerk via the 
Town Office. 

 Any necessary steps to make a dangerous situation safe should be carried out as far as 
it is possible so to do, and the Town Council notified of any urgent risks to health and 
safety of their staff, hirers or their guests, or other users. 

 During a hire period the appropriate caretaker/orderly should be alerted – 
contact details will have been provided. 

 The Town Office number is 01480 388 870. The Town Office is open 8 am-
1.30 pm Monday to Friday, except Bank Holidays and Public Holidays. An 
answering machine message can be left outside of these hours. 

 Assistance of the Police or another emergency service may be required. 
This can be obtained by calling 999 for emergency response or 101 for less 
urgent assistance. 

Town Council Employees and Councillors and Contractors 

 The Town Council has a number of areas of statutory responsibility as an employer. 

 

 We will provide staff with a safe and healthy working environment. This includes such 
factors as: 

 a safe workplace; 

 suitable equipment; 

 personal protective equipment; 

 suitable first aid facilities; 

 provision of suitable checks for staff whose work puts them at increased risk. 
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 We will ensure that staff are competent for the activities they are asked to undertake by 
providing appropriate training. 

 

 We will maintain a suitable Health & Safety policy and make staff aware of their 
responsibilities under the Health and Safety at Work Act 1974. 

 

 We will have an accident book and report relevant incidents. 

 

 We will carry out risk assessments for the activities we carry out, and act appropriately 
on the findings to mitigate any risks. 

 

 Those acting on behalf of the Town Council are required to support the policy and help 
us meet these statutory requirements. 

 

 Further information is available in the appendices which cover, inter alia: 

 

 Manual handling (Appendix 12); 

 Display screen equipment (Appendix 13); 

 COSHH, including cleaning products and office supplies (Appendix 14); 

 Asbestos in Buildings (Appendix 15) 

 Fire safety, precautions and evacuation (Appendix 16); 

 Legionella Testing & Legionnaires Disease (Appendix 17); 

 Lone working (Appendix 18); 

 Home working (Appendix 19); 

 Personal protective equipment (Appendix 20); 

 Electrical equipment checks/PAT (Appendix 21); 

 Working at height (Appendix 22). 

 

Town Council Buildings, Facilities and Environment 

 As a provider of facilities, the Town Council has statutory responsibilities for maintaining 
a healthy and safe environment with regards to those areas of our activity. 

 

 We must display certain basic statutory information. These notices must be displayed in 
each of our buildings. 
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 We will carry out regular inspections to help identify any potential problems in a timely 
manner so they can be addressed promptly. As well as helping to minimise risks to health 
& safety, this is also important to meet the requirements to ensure our public liability 
insurance is valid. 

 

 More detail is provided elsewhere in this policy and its appendices, but in carrying out 
regular risk assessments, factors for consideration include: 

 First aid; 

 Fire safety & evacuation; 

 Tree safety http://www.hse.gov.uk/lau/lacs/23-22.htm; 

 Refuse including dog mess; 

 The river including the Recreation Ground, Mill Steps and lifebuoys; 

 Play equipment. 

 

 The Town Council is responsible for drawing attention to potential risks, and ensuring 
that risk assessments are completed. For example, by making it clear for what age range 
certain play equipment is intended, and that we are responsible for the equipment. 
Regular inspections of Town Council facilities will be carried out and identified risks 
suitably addressed. 

 

 Users are required to exercise good sense in their use of facilities, paying heed to 
warning notices. Users are asked to alert the Town Council to any concerns that may 
arise, for example if they believe that a significant new risk has arisen. 

 

 

NOTE: For numbering clarity, Appendix 1 has not been used. Thus section numbering for Appendices 2 

onwards relate directly to the number of the Appendix invoked (eg Para 4.1.1 is found in Appendix 4). 

http://www.hse.gov.uk/lau/lacs/23-22.htm
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APPENDIX 2: STATEMENT ON HEALTH & SAFETY 

Godmanchester Town Council 

 

 

GENERAL STATEMENT OF SAFETY POLICY 

Godmanchester Town Council recognises and accepts its responsibility as an employer and as a 

service provider for ensuring, so far as is reasonably practicable, workplaces, premises and 

environments that are safe for employees and all other users.  The promotion of Health, Safety and 

Welfare measures is considered a mutual objective for the Council and its employees at all levels. 

 

The Council will take all reasonable steps within its power to meet this responsibility, paying particular 

attention to the provision and maintenance of: 

 

 Safe plant, equipment and systems of work. 

 Safe arrangements for the use, handling, storage and transport of articles and substances. 

 Sufficient information, instruction, training and supervision to enable employees to avoid hazards and 
contribute positively to their own safety and health at work. 

 A safe place of work and safe access to and from it. 

 A healthy working environment, insofar as it is within the power of the Council to provide it. 

 Adequate welfare facilities at work. 
 

ORGANISATION & ARRANGEMENTS 

 

1. Council members will ensure that sufficient resources are made available to its Officers to implement and 
manage the policy of positive promotion of Health, Safety & Welfare for its management, staff and 
members of the public who may be affected by its activities or are users of its services. 

2. The Town Clerk is responsible for the management of Health, Safety & Welfare. She/he will ensure the 
effective communication of arrangements to all management, staff and members of the public affected by 
the Council’s activities. 

3. Employees at all levels have a duty to take reasonable care for the Health and Safety of themselves and 
other persons who may be affected by their acts or omissions whilst at work.  They will co-operate with 
management so as to enable the Council to comply with duties and requirements imposed by current 
legislation.  Finally they will bring to the attention of management any concerns about unsafe conditions 
at work which require remedial action. 

 
For details of arrangements for health & safety, contact the Town Clerk.  

 
Signed………………………….(Town Clerk)  Signed…………………….(Mayor) 
 
Date…………………………….                        Date……………………… 

Town Clerk 
Madelaine Crampton 
Deputy Town Clerk 

Vicky Pryce 

 

e: townclerk@gmccouncil.com 

Town Hall 
1 Post Street 

Godmanchester 
PE29 2NB 

t: 01480 388870 
www.gmccouncil.com 
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3 APPENDIX 3: RISK ASSESSMENT CALENDAR 

Weekly Checks:  Inspect play equipment – 
Orderlies 

 Test Fire alarm systems in all 
3 buildings - Orderlies 

  

Monthly Checks:  Play Equipment – Orderlies 

 Lifebouys and mooring cleats - 
Orderlies 

  

JANUARY FEBRUARY MARCH APRIL 

 Quarterly test of emergency lighting - 
Orderlies 

 Risk Assessment 3 buildings - Town 
Clerk/CLLR 

 Risk Assessment play areas - Town 
Clerk/CLLR 

 Risk Assessment trees – Town 
Clerk/CLLR 

 Risk Assessment cemetery paths – 
Town Clerk/CLLR 

 Follow up action points from annual 
inspections - Town Clerk 

 New Flame fire alarm check – contractor 

 Quarterly review of risk register - Town 
Clerk/CLLR 

 Clear gutters QES and Town Hall – 
contractor 

 Check first aid boxes - Town 
Clerk/Orderlies 

 Prepare annual report on Health & Safety 
– CLLR 

 Request risk assessments from regular 
hirers for half-year – Deputy Town Clerk 

 Annual inspection of play-equipment by 
independent ROSPA expert. 

 Quarterly test of emergency lighting - 
Town Clerk/Orderlies 
 

MAY JUNE JULY AUGUST 

 Quarterly review of risk register - Town 
Clerk/CLLR 

 Annual review of Health & Safety 
policy – CLLR/Town Clerk 

 Clear gutters QES and Town Hall – 
contractor 

 Check first aid boxes - Town 
Clerk/Orderlies 

 Quarterly test of emergency lighting - 
Town Clerk/Orderlies 
                                                                                    

 New Flame fire alarm check – contractor 

 Quarterly review of risk register - Town 
Clerk/CLLR 

SEPTEMBER OCTOBER NOVEMBER DECEMBER 

 Clear gutters QES and Town Hall – 
contractor 

 Book PAT testing all 3 buildings 

 Check first aid boxes - Town 
Clerk/Orderlies 

 Request risk assessments from 
regular hirers for half-year – Deputy 
Town Clerk 

 Follow up action points from annual 
inspections - Town Clerk 

 New Flame fire extinguisher checks 3 
buildings – contractor 

 Quarterly test of emergency lighting - 
Town Clerk/Orderlies 

 Follow up action points from annual 
inspections - Town Clerk 

 Quarterly review of risk register - Town 
Clerk/CLLR 

 Clear gutters QES and Town Hall – 
contractor 

 Check first aid boxes - Town Clerk/ 
Orderlies 
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4 APPENDIX 4: RISK ASSESSMENT TEMPLATE (HSE GREEN FORM) 

 This form can be found at: http://www.hse.gov.uk/risk/. More details of factors to consider during risk assessments and 
examples can be found there too.  

 

 Broadly, the risk assessment should cover all groups of people who might be harmed by the activities: 

 Workers affected by risks associated with the particular jobs they do, such as cleaning, breakdown/repair and maintenance. 
Contractors and shift-workers may not be familiar with what we do and the controls we have in place and so require 
briefing. 

 New workers, young workers and migrant workers. They may be inexperienced, and/or lack maturity/experience to 
recognise risks. They may not be familiar with our workplace culture – what is and what is not acceptable. 

 Workers with poor literacy skills, including both migrant and indigenous workers. If staff can't read, write or add up, this can 
affect their ability to read, understand and follow guidance and instructions. 

 Those who may be more prone to health related risks (physical, biological or chemical risks), including new or expectant 
mothers, and younger or older people. 

 People with disabilities that may require reasonable adjustments to enable them to do the work and to minimise risks to 
them and others. 

 Any other groups who share our workspace, such as members of the public. 

 

 For Town Council activities: 

 make use of any lessons learnt from the current risk register (see example at Appendix 5) and previous experiences (e.g. 
any near misses, accidents, injuries, or work-related diseases – also see RIDDOR guidelines in Appendix 11). 

 remember to consider risks where manual handling is involved, such as for Town Orderly activities (see Appendix 12). 

 where staff are computer-based, consider risks associated with display screen equipment (see Appendix 13). 

http://www.hse.gov.uk/risk/
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 consider the additional risks in activities that involve use of chemicals, such as printing, cleaning, or removing graffiti; give 
specific thought to COSHH considerations (see Appendix 14) including the use of protective clothing. 
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5 APPENDIX 5: EXAMPLE RISK MANAGEMENT REGISTER & ACTION PLAN 

 Example risks relevant to Godmanchester Town Council are shown to illustrate how it should be completed. 

 

Risk register 

Date Location or 
General 

Issue Risk 
H/M/L 

Action By whom current position Target 
Date 

Last Update 

Jan-12 QES uneven floor M 

undertake  survey and 

get approval of GTC  Town Clerk 

Review at next Council 

meeting Apr-12 

12/04/2016 

23:25 

Apr-12 JD Coat Hooks H Get hooks removed  Town Clerk Removed May-12 

High - 1 month 

to resolve 

Dec-11 Town Office 

Temperature too 

cold in winter. Staff 

will get depressed  

and go sick M 

Talk to senior Citizens  

about turning heating 

on earlier Alan Welton 

Still to talk to Senior 

Citzens Club Mar-12 

Medium - 3 

months to 

resolve 

Mar-12 Grave stones Risk of falling over L Monitor  David Taylor 

Will reassess at next Safety 

visit Aug-12 

Low - 6 months 

to resolve 

                Completed 

                Progress 

                Overdue 
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6 APPENDIX 6: GUIDANCE FOR STAFF (PART-TIME OR FULL-TIME, 
PERMANENT OR TEMPORARY) 

 

 The Town Council as your employer has a responsibility for providing you 
with a safe working environment. Depending on your role, this may include 
relevant training and equipment, including personal protective equipment 
(PPE). It also includes provision of suitable first aid facilities. 

 

 Under the Health and Safety at Work Act 1974 you also have a responsibility 
for helping to ensure your own safety and that of others in relation to the role 
you carry out on behalf of the Town Council. For example, you must follow 
the procedures set out to minimise risks to health and safety. Information can 
be found on the HSE website, http://www.hse.gov.uk/legislation/hswa.htm, 
and a summary of key points at http://www.hse.gov.uk/pubns/law.pdf . 

 

 Ensure that as part of your induction you review the risks relating to your role 
and are happy that you understand the actions required to minimise those 
risks, for example through following appropriate procedures and by using the 
correct equipment. 

 

 Ensure that you understand the part you play in relation to carrying out 
regular risk assessments. Your input is important to ensure these 
assessments remain valid. 

 

 This policy is due for annual review but will be updated in between times as 
required to take account of any regulatory changes or as a result of any policy 
improvements required. It should be brought to your attention that changes 
have been made and what the implications are. If you ever wish to review the 
policy or to check up on anything, a copy will be available in the Town Office. 

 

 If you have any concerns regarding health or safety issues, report them to 
the Town Clerk, as the responsible officer. If urgent action is required to 
prevent a serious risk to you or to others, you must take immediate action to 
make the situation safe, and alert the Town Clerk at the earliest opportunity. 

 

http://www.hse.gov.uk/legislation/hswa.htm
http://www.hse.gov.uk/pubns/law.pdf
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7 APPENDIX 7: GUIDANCE FOR COUNCILLORS 

 

 The Town Council has a statutory responsibility as an employer for providing 
a safe working environment for its staff, and it must ensure the safety of users 
of its facilities. It is important that you understand this responsibility and 
support the Town Clerk in their role as the responsible officer of the Town 
Council in regard to Health & Safety. 

 

 Ensure that you are familiar with this policy, especially any areas for which 
you have taken a lead on behalf of the Town Council. 

 

 A councillor will be expected to act as the lead on Health & Safety to provide 
support to the Town Clerk. All councillors are required to follow the published 
Health & Safety policy. 

 

 Councillors leading on specific activities will need to take appropriate actions 
to ensure the safety of others in relation to those activities, for example: 

 carrying out risk assessments ahead of setting up working party 
meetings / specific events 

 taking responsibility for health and safety during those working party 
meetings / specific events, including ensuring suitable first aid 
provision is available 

 ensuring that others present at the working party meeting / event 
follow the Town Council procedures, including reporting of accidents. 

 

 This policy is due for  annual review, but will be updated in between times as 
required to take account of any regulatory changes or as a result of any policy 
improvements required. All reviews will be effected by two councillors (or the 
lead councillor and the Town Clerk). It should be brought to your attention 
that changes have been made and what the implications are. If you ever wish 
to review the policy or to check up on anything, a copy is available in the 
Town Office. 

 

 If you have any concerns regarding health & safety issues, report them to the 

Town Clerk, as the responsible officer. If urgent action is required to prevent 
a serious risk to you or others, you must take immediate action to make the 
situation safe, and alert the Town Clerk at the earliest opportunity. 
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8 APPENDIX 8: GUIDANCE FOR HIRERS 

 

 The Town Council lends or rents out parts of its facilities from time to time; 
these include the Town Hall, Queen Elizabeth School, Judith’s Field Pavilion, 
Judith’s Field itself, Post Hill and the Recreation Ground among other 
locations. The Town Council has a statutory responsibility for providing a safe 
environment for users of its facilities, and thus will ensure that ‘normal’ 
preventative measures are in place, such as fire-fighting equipment and safe 
gas, electricity and water supplies.  

 

 It is the duty of all those hiring or using these facilities to ensure that they 
operate in a safe manner, since the Town Council cannot be expected to 
supervise those activities. Hence, all those hiring/using Town Council 
facilities must: 

 carry out risk assessments ahead of their events, and provide a copy 
to the Town Office – the form is obtainable from the Town Office 

 take responsibility for health and safety during their event, including 
ensuring suitable first aid provision is available 

 ensure that all present at their event follow correct procedures, 
specifically actions identified in the risk assessment 

 report any accidents etc. to the Town Office so that appropriate action 
(eg accident report, damage rectification) can be effected. 

 

 The Town Office staff are responsible for drawing attention to any potential 
risks, and ensuring that hirers/users have provided a risk assessment for their 
activities. 

 

 In some cases, individuals or groups hire/use Town Council facilities on a 
regular basis, in which case they may refer to an earlier risk assessment, 
which will be held on file. However, all risk assessments must be renewed at 
least 6-monthly, both to ensure that any new risks are captured, and to 
provide for environmental changes – eg moving from summer to winter 
activities. 
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9 APPENDIX 9: GUIDANCE FOR CONTRACTORS 

 

 Contractors are required to abide by Health & Safety provision while on 
Council property. The Town Council has a statutory responsibility for 
providing a safe environment for users of its facilities, and thus will ensure 
that ‘normal’ preventative measures are in place, such as fire-fighting 
equipment and safe gas, electricity and water supplies. However, all 
contractors should complete a risk assessment, define appropriate method 
statements prior to undertaking work on Council premises, and provide the 
signed certificate at Appendix 9.2 (below) to the Town Clerk. 

 

 It is the duty of all contractors working within these facilities to ensure that 
they operate in a safe manner by: 

 carrying out risk assessments ahead of their work, and providing a 
copy to the Town Office (Note: in most cases, contractors will have 
suitable generic risk assessments/method statements for their normal 
activities) 

 taking responsibility for health and safety during their work, including 
ensuring suitable first aid provision is available 

 ensure that all their operatives follow correct procedures, specifically 
actions identified in the risk assessment 

 report any accidents etc. to the Town Office so that appropriate action 
(eg accident report, damage rectification) can be effected. 

 

 The Town Office staff are responsible for drawing attention to any potential 
risks within their facilities, specifically those which could impact directly on 
the contractor and their staff. For example, if the contractor would be working 
in an area where asbestos might be present, this will be made clear to them. 
Town Office staff will only employ contractors having appropriate 
qualifications and training (as far as can be determined under trade 
qualifications – eg 18th Edition-qualified electricians, Gas Safe plumbers etc) 
– and will also verify that such contractors have appropriate Employee and 
Third Party Insurance cover. 
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9.2     Appendix 9 Section 2 – Contractor’s H&S Certification  
 

For Godmanchester Town Council to comply with Health and Safety (H&S) Legislation, all 
outside contractors employed to do work on Council Premises are to be made aware of the 
expected requirements related to health and safety. All contractors, including sole tradesmen, 
accepting a contract from the Council shall be deemed to have agreed to comply with the 
following requirements :- 

 

1.      As a contractor, you will supply and ensure that you and your employees wear and 

use appropriate protective equipment, or anything provided in the interest of health, 

safety or welfare relevant to any statutory H&S provisions. 
 

2. You and your employees will ensure that all equipment, plant machinery and 

apparatus brought onto, or used on, the Council premises are safe and without risk 

to health, and are maintained to a standard that will not constitute an offence under 

the Act or any of the relevant statutory provisions. 
 

3.   You and your employees will conform, in all respects, to your legal duties and 

responsibilities as laid down by the Health and Safety at Work Act 1974, and relevant 

statutory provisions. 
 

4.    The Council retains the right to halt any operation, plant or equipment, or the action 

of any of your employees if it is considered that there is a hazard to the safety and 

health of any persons. The Council will not accept any responsibility for any 

increased costs arising out of such preventative action. 
 

5.   In the event of the Council taking this action, your site representative will be notified 

verbally, and will have confirmation in writing, by the Council's representative to order 

such a stoppage. 
 

6.    The Council will be indemnified by you or your insurers in respect of any claims, costs 

or expenses arising out of any H&S incidents on Council premises involving you, 

your employees, members of staff, or other persons. 
 

7.     The Council may notify an H&S inspector, appointed under the Authority of the Act, 

of any breach of the Regulations. 
 

8.  Please sign and return a copy of this document, as acknowledgment of your 

responsibilities. 

 

Signed....................................................      Date.................. 

 

Name (in Caps): …………………………     Company Name: ………………….. 
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10 APPENDIX 10: GUIDANCE FOR OTHER VISITORS / USERS OF 
TOWN COUNCIL FACILITIES 

 

 The Town Council is responsible for ensuring facilities open to the public and 
other users/visitors are safe, and that attention is drawn to relevant risks. For 
example, on play equipment by making it clear what age range it is intended 
for, and who is responsible for the equipment. Regular inspections of Town 
Council facilities will be carried out and any identified risks suitably resolved. 

 

 Users are required to exercise good sense in their use of facilities, and to pay 
heed to warning notices. Users are asked to alert the Town Council of any 
concerns that may arise, for example if they see that a significant new risk 
has arisen. 
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11 APPENDIX 11: RIDDOR 

Detailed and up-to-date information can be found at: http://www.hse.gov.uk/riddor/ 

All staff and councillors need to be aware of these regulations and the 
implications. 

 RIDDOR - Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 1995 - puts duties on employers, the self-employed and people 
in control of work premises (the Responsible Person) to report serious 
workplace accidents, occupational diseases and specified dangerous 
occurrences (near misses). 

 

 Key features of these regulations are: 

 Reporting or deaths or injuries due to work-related accidents, including 
those where a member of staff is injured for more than seven days 
(weekends count towards the seven days) 

 Reporting of dangerous occurrences or near-misses; 

 Reporting of occupational diseases; 

 Reporting of gas incidents. 

Deaths and injuries  

 If someone has been injured, or has died because of a work-related accident 
within the past 12 months, this must be reported.  

Work-related accidents 

 The accident that caused the death or injury must be connected to the work 
activity (see the HSE web-site for further advice). 

Types of reportable injury 

 Deaths; 

 Major specified injuries; 

 Over-seven-day injuries; 

 Injuries to members of the public or people not at work where they are taken 
from the scene of an accident to hospital for treatment. 

Reportable major specified injuries: 

 fracture, other than to fingers, thumbs and toes;  

 amputation;  

 loss of sight (temporary or permanent);  

 chemical or hot metal burn to the eye or any penetrating injury to the eye;  

http://www.hse.gov.uk/riddor/
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 injury resulting from an electric shock or electrical burn leading to 
unconsciousness, or requiring resuscitation or admittance to hospital for 
more than 24 hours;  

 any other injury leading to hypothermia, heat-induced illness or 
unconsciousness, or requiring resuscitation, or requiring admittance to 
hospital for more than 24 hours;  

 unconsciousness caused by asphyxia or exposure to a harmful substance or 
biological agent;  

 acute illness requiring medical treatment, or loss of consciousness arising 
from absorption of any substance by inhalation, ingestion or through the skin;  

 acute illness requiring medical treatment where there is reason to believe that 
this resulted from exposure to a biological agent or its toxins or infected 
material.  

Over-seven-day injuries 

 As of 6 April 2012, the over-three-day reporting requirement for people 
injured at work changed to ‘more than seven days’. 

 

 Now you only have to report injuries that lead to an employee or self-
employed person being away from work, or unable to perform their normal 
work duties, for more than seven consecutive days as the result of an 
occupational accident or injury (not counting the day of the accident but 
including weekends and rest days). The report must be made within 15 days 
of the accident. 

Over-three-day injuries 

 You must still keep a record of the accident if the worker has been 
incapacitated for more than three consecutive days. If you are an employer, 
who must keep an accident book under the Social Security (Claims and 
Payments) Regulations 1979, that record will be enough. 

Occupational diseases 

 Employers must report listed occupational diseases (eg RSI, dermatitis, 
tendonitis) when they receive a written diagnosis from a doctor that they or 
their employee is suffering from these conditions and the sufferer has been 
doing the work activities listed. (Check the HSE site for an up-to-date list).  

Dangerous occurrences 

 Dangerous occurrences are certain listed near-miss events. Not every near-
miss event must be reported. A list of those reportable can be found on the 
HSE website, most of which (relating to explosives, pipelines, wells etc) 
would not apply to Godmanchester.  
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 The following dangerous occurrences are reportable: 

 unintended collapse of:  

 any building or structure under construction, alteration or demolition 
where over five tonnes of material falls;  

 a wall or floor in a place of work;  

 any false work; 

 explosion or fire causing suspension of normal work for over 24 hours;  

 sudden, uncontrolled release in a building of flammable liquid or gas; 

 accidental release of any substance which may damage health. 

Gas incidents 

 If we employ a gas engineer registered with the Gas Safe Register, they must 
provide details and complete an HSE form for any gas appliances or fittings 
that they consider to be dangerous, to such an extent that people could die 
or suffer a 'major injury', because the design, construction, installation, 
modification or servicing could result in: 

 an accidental leakage of gas;  

 inadequate combustion of gas or;  

 inadequate removal of products of the combustion of gas. 
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12 APPENDIX 12: MANUAL HANDLING 

For more information go to http://www.hse.gov.uk/contact/faqs/manualhandling.htm 

 

 All staff and especially town orderlies need to be familiar with this. In some roles training 
is advised. All councillors should also make themselves familiar with it since it is just as 
applicable in the home environment. 

 

 In general, if you think you might struggle to lift or move an item, don’t do it. Find 
someone to help and / or find another way to approach the activity, e.g.: 

 find a device to do the job for you 

 don’t overload devices 

 split a larger load in to smaller sections 

 adjust your position to minimise the risk of injury 

 remember to consider the risk to others in the vicinity as well as yourself. 

 

Is there a maximum weight a person can lift during their work? 

 The Manual Handling Operations Regulations 1992 (as amended) set no specific 
requirements such as weight limits. 

 

 The ergonomic approach shows clearly that such requirements are based on too simple 
a view of the problem and may lead to incorrect conclusions. Instead, an ergonomic 
assessment based on a range of relevant factors is used to determine the risk of injury 
and point the way to remedial action. 

 

 The Regulations establish the following clear hierarchy of control measures: 

 
 Avoid hazardous manual handling operations so far as is reasonably practicable, 

for example by redesigning the task to avoid moving the load or by automating or 
mechanising the process. 

 Make a suitable and sufficient assessment of any hazardous manual handling 
operations that cannot be avoided. 

 Reduce the risk of injury from those operations so far as is reasonably 
practicable. Where possible, you should provide mechanical assistance, for 
example a sack trolley or hoist. Where this is not reasonably practicable, look at 
ways of changing the task, the load and working environment. 

 

 Modern medical and scientific opinion accepts the scale of the problem and stresses 
the importance of an ergonomic approach to remove or reduce the risk of manual 
handling injury. Ergonomics is sometimes described as 'fitting the job to the person, 

http://www.hse.gov.uk/contact/faqs/manualhandling.htm
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rather than the person to the job'. The ergonomic approach looks at manual handling 
as a whole. It takes into account a range of relevant factors, including the nature of the 
task, the load, the working environment and individual capability and requires worker 
participation. 

 

 When a more detailed assessment is necessary it should follow the broad structure set 
out in Schedule 1 to the Regulations. The Schedule lists a number of questions in five 
categories: 

 the task; 

 the load; 

 the working environment; 

 individual capability (this category is discussed in more detail under regulation 
4(3) and its guidance); and 

 other factors, for example use of protective clothing. 

 

 Each of these categories may influence the others and none of them can be considered 
on their own. However, to carry out an assessment in a structured way it is often helpful 
to begin by breaking the operations down into separate, more manageable items. 

 

References 

 There are a number of useful publications listed on the HSE website 
(http://www.hse.gov.uk/pubns/manlinde.htm). All of the publications referred to are 
available from HSE Books PO Box 1999, Sudbury, Suffolk CO10 2WA. Tel: 01787 
881165, Fax: 01787 313995. There are also a number of free information leaflets 
available on the website: 

 Getting to grips with manual handling: A short guide INDG143(rev3) 

 Aching arms (or RSI) in small businesses INDG171(rev2) 

 Mark a parcel - save a back INDG348 

 Manual handling assessment charts INDG383 (rev2) 

 Are you making the best use of lifting and handling aids? INDG398 

Is there a guide to help with manual handling assessments? 

 HSE have produced the manual handling assessment chart (MAC) to assist employers 
with their manual handling assessments. The following information has been taken from 
the leaflet Manual handling assessment charts (INDG383 rev2): 

 Work-related musculoskeletal disorders (MSDs), including manual handling injuries, 
are the most common type of occupational ill health in the UK and their prevention is a 
priority for HSC/E. 

http://www.hse.gov.uk/pubns/manlinde.htm
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 Staff will be given manual handling training as required, and a record of such training 
will be held in the Town Office as part of an individual’s employment documentation.  
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13 APPENDIX 13: DISPLAY SCREEN EQUIPMENT (DSE) / VISUAL DISPLAY 
UNIT (VDU) 

For up-to-date information, go to http://www.hse.gov.uk/msd/dse/ or access the HSE guide 
at http://www.hse.gov.uk/pubns/indg36.pdf. A summary is provided below: 

 Computer workstations or equipment can be associated with neck, shoulder, back or 
arm pain, as well as with fatigue and eyestrain. 

 Surveys have found that a high proportion of DSE workers report aches, pains or eye 
discomfort. These aches and pains are sometimes called upper limb disorders (ULDs), 
which can include a range of medical conditions such as RSI. Most of these conditions 
do not indicate any serious ill health, but it makes sense to avoid them as far as possible. 

 The Health and Safety (Display Screen Equipment) Regulations 1992 aim to protect the 
health of people who work with DSE. The Regulations were introduced because DSE 
has become one of the most common kinds of work equipment. All staff required to use 
computers as part of their role need to be familiar with this. 

 The Regulations require employers to analyse workstations, and assess and reduce 
risks. Employers need to look at: 

 the whole workstation including equipment, furniture, and the work environment; 

 the job being done; 

 any special needs of individual staff 

 Where risks are identified, employers and staff must take steps to reduce them: 

 Ensure workstations meet minimum requirements; 

 Plan work so there are breaks or changes of activity; 

 On request, arrange eye tests, and provide spectacles if special ones are needed 
(this may be repeated annually); 

 Provide health and safety training and information. 

  

http://www.hse.gov.uk/msd/dse/
http://www.hse.gov.uk/pubns/indg36.pdf
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Display Screen Equipment (DSE) – General Guidelines 

 

 
 The diagram above shows some of the major considerations which should be given to 

the correct use of DSE. For a more complete list of considerations, refer to the latest 
guidance given on the HSE website (http://www.hse.gov.uk/pubns/manlinde.htm).  

http://www.hse.gov.uk/pubns/manlinde.htm
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14 APPENDIX 14: CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH 
(COSHH) 

For more detail and up-to-date information, go to http://www.hse.gov.uk/coshh/ 
 

 COSHH - Control of Substances Hazardous to Health Regulations 2002 - covers 
substances that are hazardous to health. Substances can take many forms and include: 

 chemicals; 

 products containing chemicals; 

 fumes; 

 dusts; 

 vapours; 

 mists; 

 nanotechnology; 

 gases and asphyxiating gases and 

 biological agents (germs). If the packaging has any of the hazard symbols then it 
is classed as a hazardous substance; 

 germs that cause diseases such as leptospirosis or legionnaires disease and 
germs used in laboratories. 

 

 All staff need to be aware of COSHH risks and familiar with the regulations. Councillors 
need to be aware of the need to ensure that any substances used are handled 
appropriately. COSHH assessments need to be carried out and reviewed regularly. It is 
particularly relevant to the Town Council with regards to printing and cleaning activities. 

 Printer toner presents a danger through inhalation and contact; 

 Cleaning materials present a variety of hazards; 

 Always read the safety warnings and look out for COSHH information about risks 
and safe methods of disposal; 

 Use protective equipment where appropriate, or find methods to avoid use of 
hazardous materials where possible; 

 Remember to consider the risks to yourself and others. 

 

 We are required to carry out COSHH assessments and, because we have five or more 
employees, we must record them. The assessments must be reviewed annually, and 
specifically whenever a new chemical is brought into use. This can be done alongside 
the wider risk assessment for an activity, but the COSHH assessments must be a 
distinct part that’s easily identifiable. 

 

http://www.hse.gov.uk/coshh/
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 A detailed step-by-step guide to COSHH assessments is available free online, at 

http://books.hse.gov.uk/hse/public/saleproduct.jsf?catalogueCode=9780717627851 

 

 COSHH does not cover: 

 lead,  

 asbestos or  

 radioactive substances. 

which have their own specific regulations. 

 COSHH is the law that requires employers to control substances that are hazardous to 
health. You can prevent or reduce workers exposure to hazardous substances by: 

 obtaining COSHH details from suppliers of products; 

 otherwise finding out what the health hazards are; 

 deciding how to prevent harm to health (risk assessment); 

 providing control measures to reduce harm to health; 

 making sure they are recorded, briefed and used ;  

 keeping all control measures current;  

 providing information, instruction and training for employees and others;  

 providing monitoring and health surveillance in appropriate cases;  

 planning for emergencies.  

http://books.hse.gov.uk/hse/public/saleproduct.jsf?catalogueCode=9780717627851
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 Most businesses use substances, or products that are mixtures of substances. Some 
processes create harmful substances, and other operations may create harmful 
substances if used together – eg using bleach with an acid (eg vinegar) gives off 
chlorine gas, while using it with ammonia-based cleaners can produce a number of toxic 
gases. These could cause harm to employees, contractors and other people.  

 

 Some substances are easily recognised as harmful but others - often common 
substances such as paint, bleach or dust from natural materials - may also be 
harmful.High concentrations of dust in the air is not only dangerous to eyes and lungs, 
but can also be explosive. 

 

 Before you start your COSHH assessment, you need to think about 

 What do you do that involves hazardous substances? 

 How can these cause harm? 

 How can you reduce the risk of harm occurring? 

 

 Always try to prevent exposure at source. For example: 
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 Can you avoid using a hazardous substance or use a safer process – preventing 
exposure, eg using water-based rather than solvent-based products, applying by 
brush rather than spraying? 

 Can you substitute it for something safer – eg swap an irritant cleaning product for 
something milder, or using a vacuum cleaner rather than a brush? 

 Can you use a safer form, eg can you use a solid rather than liquid to avoid 
splashes or a waxy solid instead of a dry powder to avoid dust? 

 Check your trade press and talk to employees. At trade meetings, ask others in 
your industry for ideas. 

 

 If you can't prevent exposure, you need to control it adequately by applying the 
principles of good control practice. Control is adequate when the risk of harm is ‘as low 

as is reasonably practicable'.  This means: 

 All control measures are in good working order; 

 Exposures are below the Workplace Exposure Limit, where one exists; 

 Exposure to substances that cause cancer, asthma or genetic damage is reduced 
to as low a level as possible. 
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15 APPENDIX 15: ASBESTOS – INCLUDING MAPS OF WHERE WE MIGHT 
HAVE IT 

For more information, see http://www.hse.gov.uk/asbestos/ 

 

 All staff and councillors should ensure they are familiar with this information as we have 
asbestos in some of our buildings. The presence of asbestos alone should not be a 
cause for concern. Asbestos only becomes a risk to human health when it is released 
into the air and breathed in. Until relatively recently, asbestos was seen as a sort of 
‘wonder material’ – it is workable, resists water, is fireproof – and was employed in many 
everyday items: eg ironing boards, draining-board stiffening, toilet cisterns, roof tiles, 
Artex plaster, seals in flues, enclosed fire surrounds etc. Hence, there is a lot of 
asbestos-based items around. 

 We are required to actively manage any asbestos in buildings. This provides a practical 
way to identify, prioritise and properly plan the actions that need to be taken to manage 
the risks. Where asbestos containing materials are assessed as being in good condition 
and not in a position where they are likely to be disturbed or damaged they should be 
left in place and monitored. 

 However, where asbestos is in poor condition or is likely to be damaged during the 
normal use of the building, it should be sealed, enclosed or removed, as appropriate. 
Those considered most at risk of exposure to asbestos fibres are tradesmen and 
maintenance workers who disturb the fabric of buildings during the course of their work. 
Precautions must be taken to ensure that trades people don't put themselves or others 
at risk by disturbing asbestos. 

 The Control of Asbestos Regulations 2012 came into force on 6 April 2012, 
updating previous asbestos regulations to take account of the European Commission's 
view that the UK had not fully implemented the EU Directive on exposure to asbestos 
(Directive 2009/148/EC). 

 In the majority of cases, work with asbestos needs to be done by a licensed contractor. 
This work includes most asbestos removal, all work with sprayed asbestos coatings and 
asbestos lagging and most work with asbestos insulation and asbestos insulating board 
(AIB). The Town Council must always employ a licensed contractor if work is to be 
carried out on asbestos. An asbestos assessment is to be in place before any major 
works are to be carried out on our buildings. 

 Training is mandatory for anyone liable to be exposed to asbestos fibres at work. This 
includes maintenance workers and others who may come into contact with or disturb 
asbestos (e.g. cable installers), as well as those involved in asbestos removal work.  

Judith’s Field building   

 There is asbestos in the ceiling panels between the gents’ toilets and the old changing 
rooms. There is asbestos in the roof tiles. So long as they remain undamaged, there is 
no significant risk.  

http://www.hse.gov.uk/asbestos/
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Queen Elizabeth School building   

 there may be asbestos in the fire doors. So long as they remain undamaged, there is 
no significant risk. 
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Town Hall building  

 There is asbestos in the cistern for the ladies’ toilet. There may be asbestos in the fire 
doors. So long as they remain undamaged, there is no significant risk. 
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16 APPENDIX 16: FIRE SAFETY 

For more information go to http://www.hse.gov.uk/fireandexplosion/workplace.htm or contact the 

local fire and rescue authority for advice. This is just a summary. 

 

 All staff must ensure they are familiar with this information, and the Town Clerk is the 
designated Fire Safety Coordinator. Councillors should also ensure they are aware of 
the requirements to reduce fire risk. A fire risk assessment must be undertaken for all 
our premises, as part of the general risk assessment required under health and safety 
law. This will enable us to identify - and then take steps to eliminate, reduce or control 
- risks from fire. The Fire Safety Coordinator is required to: 

 identify fire hazards; 

 identify any ignition sources and sources of fuel at your workplace (see ‘The 
hazards’); 

 identify people at risk; 

 if there is a fire, all people in and around the premises are at risk, however, some 
people may be at greater risk. This includes night staff or lone workers; people 
who are unfamiliar with the premises, such as visitors or customers; and children, 
the elderly and the disabled. 

 

 For fire to start, three things are needed: a source of ignition (heat), a source of fuel 
(something that burns) and oxygen. The risk assessment must evaluate the risks and 
determine the actions needed to reduce the risks and protect people: 

 Think about how a fire could start; 

 Keep ignition sources (e.g. heaters, lighting, naked flames, electrical equipment, 
hot processes (such as welding or grinding), smokers’ materials (cigarettes, 
matches etc), and anything else that can get very hot or cause sparks) and 
sources of fuel (eg flammable liquids (petrol, paint, varnish, white spirit etc), wood, 
paper, plastic, rubber or foam, liquefied petroleum gas (LPG), loose packaging 
materials, waste rubbish, furniture) apart; 

 Avoid accidents, e.g. do not put heaters where they could be knocked over; 

 Fires can also be caused deliberately, so do not leave potential sources of fuel 
around, e.g. check outside that rubbish is correctly stored and frequently 
removed. 

 

 The local fire and rescue authority is responsible for enforcing general fire safety and 
should be approached for advice where Town Council staff have concerns. In 
undertaking a fire risk assessment, the following general points need to be considered:  

 How will a fire be detected, particularly in infrequently used areas? 

 If a fire does start, how will people be warned? Are fire alarms checked regularly. 
Can it be heard everywhere over normal background noise? 

http://www.hse.gov.uk/fireandexplosion/workplace.htm
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 Is appropriate fire-fighting equipment available, e.g. enough fire extinguishers of 
the right type - properly serviced - to deal with small outbreaks? 

 Will people be able to escape before the fire puts them at risk, e.g. are there 
enough clearly marked, unobstructed escape routes and fire doors that can be 
opened easily from the inside? Fire doors should never be obstructed or wedged 
open; 

 Are there arrangements for elderly or disabled people? 

 Who will check that everyone gets out safely, and who will call the local fire and 
rescue authority? Where should evacuees gather? 

 Are regular, no-notice fire drills carried? 

 Does everyone know what to do in the case of a fire? Are there clear instructions, 
and regular fire drills to test procedures? 
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17 APPENDIX 17: LEGIONELLA & LEGIONNAIRES DISEASE 

For more information, go to http://www.hse.gov.uk/legionnaires/ and to 

http://www.hse.gov.uk/healthservices/legionella.htm. This is a summary. 

 

 Legionella bacteria is commonly found in water. The bacteria multiply where 
temperatures are between 20-45°C and nutrients are available. However, the bacteria 
are dormant below 20°C and do not survive above 60°C. 

 Legionnaires’ disease is a potentially fatal type of pneumonia, contracted by inhaling 
airborne water droplets containing viable Legionella bacteria. Such droplets can be 
created, for example, by: hot and cold water outlets (eg showers); atomisers; wet air 
conditioning plant; and whirlpool or hydrotherapy baths. 

 Anyone can develop Legionnaires’ disease, but the elderly, smokers, alcoholics and 
those with cancer, diabetes or chronic respiratory or kidney disease are at more risk. 

 HSE’s Legionnaires’ disease page provides information on managing the risks. Under 
general health and safety law, we have to consider the risks from legionella that may 
affect our staff or members of the public and take suitable precautions. As an employer 
we must: 

 identify and assess sources of risk; 

 prepare a scheme (or course of action) for preventing or controlling the risk; 

 implement and manage the scheme – this is the Town Clerk, as the ‘responsible 
person’; 

 keep records and check that what has been done is effective. 

 

 Controlling risks in Town Council buildings: 

 The primary method used to control the risk from Legionella is water temperature 
control. Water services are to be operated at temperatures that prevent Legionella 
growth: 

 Hot water storage cylinders (calorifiers) should store water at 60°C or 
higher 

 Hot water should be distributed at 50°C or higher (thermostatic mixer 
valves need to be fitted as close as possible to outlets, where a scald 
risk is identified). 

 Cold water should be stored and distributed below 20°C. In practice, 
feeding off a ‘rising main’ meets this requirement. Wherever possible, 
‘tanked’ water systems should be avoided 

 Stagnant water favours Legionella growth. To reduce the risk we will 
remove dead legs/dead ends in pipe-work, and flush out infrequently 
used outlets. 

 

http://www.hse.gov.uk/legionnaires/
http://www.hse.gov.uk/healthservices/legionella.htm
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 A competent person will routinely be employed to check, inspect and clean our 
water systems, in accordance with the risk assessment(s), paying particular 
attention to any cold-water storage tanks which should be cleaned periodically, 
and draining hot water cylinders to check for debris or signs of corrosion. Water 
samples must be analysed for Legionella to demonstrate that bacteria counts are 
acceptable. The frequency should be determined by level of risk, in accordance 
with the risk assessment. 

 

 Any building renovations or new build should design systems to minimise Legionella 
growth, by: 

 keeping pipe work as short and direct as possible; 

 adequately insulating pipes and tanks; 

 using materials that do not encourage the growth of Legionella; 

 avoiding tanked water sources in new builds and, where tanks exist, preventing 
contamination, e.g. by fitting tanks with lids and insect screens. 
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18 APPENDIX 18: LONE WORKING 

18.1 Lone workers are those who work by themselves without close or direct supervision. 
There is no legal requirement indicating that lone working must not happen but a great deal 
depends upon the Risk Assessment which should be undertaken as part of our broad duties.  

18.2 As elsewhere, regulations require identifying the hazards found at work, assessing the 
risks arising from these hazards, and then putting measures in place to control the risks. In 
the case of lone working, this is particularly important since, by definition, there is no one else 
present to mitigate the risk. 

18.3 Risk Assessment must identify the correct level of supervision or backup required, 
such as those for working in confined spaces, which state that communication and rescue 

arrangements need to be in place where at least one other person needs to be present. 
Control measures may include training, instruction, communications, supervision and 
personal protective equipment.  

18.4 If a Risk Assessment shows it is unsafe to work alone, then arrangements must be put 
in place for providing help or backup. Safe working arrangements for lone workers are no 
different to organising the safety of other employees: 

 it must be identified if the lone worker can adequately control the risks of the job  

 precautions must be in place for both normal work and for emergencies such as fire, 
equipment failure or sudden illness. 

18.5 Other considerations: 

 does the lone worker have a safe way in and out of the workplace?  

 can one person handle temporary access equipment, plant, goods or substances?  

 is there a risk of violence to our employee?  

 are women especially at risk?  

 young people should not work alone. 

18.6 Lone workers in some situations may also face greater risks from violence and 
aggression. In Godmanchester’s case, this might include late-night duties at remote 
locations, such as locking up Judith’s Field Pavilion at night. 

18.7 Training is particularly important where there is limited supervision: 

 lone workers need to be sufficiently experienced to fully understand the risks and 
precautions required  

 the Town Council should set limits of what may and may not be done whilst working 
alone  

http://www.healthyworkinglives.com/advice/Legislation-and-policy/Workplace-Health-and-Safety/risk-assessment
http://www.healthyworkinglives.com/advice/work-equipment/ppe
http://www.healthyworkinglives.com/advice/Legislation-and-policy/employee-issues/violence-aggression
http://www.healthyworkinglives.com/advice/Legislation-and-policy/employee-issues/violence-aggression
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 lone workers should be competent to deal with unusual or new circumstances beyond 
their training, and know when to stop and seek advice. 

The extent of supervision depends on the risk and the ability of the lone worker to identify 
and handle health and safety issues. 

18.8 Employees new to a job should be accompanied until competencies are achieved, and 
supervisors may periodically visit to observe the work being done.  

 there should be regular contact by radio, telephone or mobile phone  

 automatic warnings should be activated if specific signals are not received at base  

 other warnings that raise the alarm in the event of an emergency may need to be 
devised  

 check that the lone worker has returned to base, or home, on completion of the work. 

18.9 In practice, the major lone working risks are for female staff working alone in the Town 
Hall when the outer door is unlocked, and for Street Orderly staff with a wide geographical 
remit for grounds maintenance and street patrol duties. In the former case, the risk is 
mitigated by having CCTV coverage of the outer lobby, by having two sets of lockable doors 
between the lobby and the office. Furthermore, as a public area there may be a constant 
passage of pedestrians in the vicinity. In the case of the Street Orderly, he/she should advise 
the office staff of his/her movements, and report in periodically. 
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19 APPENDIX 19: HOME WORKING 

19.1 This Home Working Health and Safety Policy has been written for a staff who work 
principally from home. While it is not intended to cover staff who occasionally work from 
home (eg because of illness or transport limitations), Godmanchester Town Council will seek 
to apply an equivalent level of care as for full-time homeworkers, where the requirement to 
safeguard their employees' health, safety and welfare is the same as if they were in the 
office. There will be obvious differences between the two workplaces, and while the Town 
Council cannot control what goes on in their employee’s home, they are still required to make 
sure that certain aspects of the working environment have been considered. 

19.2 It is an employer’s responsibility to carry out a risk assessment to check whether the 
proposed home workplace’s ventilation, lighting, working space, and the chair and desk (or 
any other kind of work station) and possibly even the computer are suitable for the tasks the 
home-worker will be asked to do. 

19.3 While an employer is responsible for the equipment it supplies, it is the responsibility 
of the employee to rectify any flaws in the home highlighted by the assessment. It is 
advisable that the employer should not allow home-working until any problem has been 
resolved. 

19.4 Once the home workplace is passed as safe, it is the responsibility of the home-worker 
to keep it that way and take reasonable care of their health and safety. However, they should 
tell the employer if any precautions turn out to be inadequate. 

19.5 This policy has been written to comply with the requirements of the Health and Safety 
at Work etc Act 1974 which sets out employers’ health and safety duties. 

19.6 In the event that a member of the Godmanchester Town Council staff is authorised to 
work from home for a significant period, this would be dependent on their allowing the Town 
Clerk and a Councillor to make an on-site risk assessment of the proposed home-working 
environment. 
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20 APPENDIX 20: PERSONAL PROTECTIVE EQUIPMENT 

20.1 Godmanchester Town Council aims to meet fully the requirements of the Health and 
Safety (Personal Protective Equipment) Regulations (PPE) 1992 which requires employees 
to be provided with suitable and effective personal protective equipment (PPE) and clothing. 
Such provision will be defined by the relevant Risk Assessments. The Town Council 
recognises that PPE is a final element in reducing and preventing risk, and other measures 
should be considered prior to the issue of PPE. 
 
20.2 Employees must co-operate with the Council in the use of PPE and must wear such 
PPE if instructed to do so. Employees will be given training in the correct use of PPE 
including the reasons for it being worn. 
 
20.3 Employees must abide by the rules in relation to PPE and must not misuse or 
damage any PPE. Employees must report any damaged, worn, or defective PPE 
immediately to the Town Clerk who will arrange replacement(s). Failure to comply with the 
PPE requirements could lead to avoidable injury, and may lead to disciplinary action if 
flagrantly ignored. 
 
20.4 PPE which is provided to be worn may be stored at the employee’s home or within the 
Council buildings. PPE is provided free of charge on the basis that it is used only for the 
purpose for which it is provided. Damaged, worn, or defective PPE will be replaced by the 
Council as soon as it is reported. 
 
20.5 PPE will be provided in accordance with European Standards and carry the 
appropriate CE mark for PPE: 
 

 Head protection should generally be worn when there is a risk of a head injury due to 
falling objects or for use in confined spaces where there is a risk of hitting the head. 

 

 Eye protection will be provided in accordance with the PPE Regulations 1992 and for 
any situation where there is a risk of eye injury, particularly the use of machinery which 
can transmit hazardous particles (eg power tools or gardening equipment) or for areas 
where hazardous substances are used. Any employees who require eye protection 
should ensure that they use the correct protection for the task, and task training is 
given relevant to the risks involved. 

 

 Hearing protection will be provided to employees using noisy machinery for Council 
purposes (eg power tools, including gardening apparatus. Employees who wish to 
wear ear protection in other areas may do so as long as it does not affect health and 
safety in any way; in this respect, caution should be exercised when using personal 
stereos and headsets, which could mask the approach of vehicles, for example. 

 

 Safety footwear will be provided for those employees whose work involves a 
significant risk of injury to the foot. Normally safety footwear will be provided to those 
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employees working in grounds maintenance; all employees need to be aware of the 
importance of wearing strong footwear with a good grip to prevent slips  

 

 Suitable protective clothing will be provided for those staff who work outdoors in  
inclement weather. 

 

 Protective gloves will be provided to employees for various tasks. The particular type 
will be decided by means of Risk Assessment. 
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21 APPENDIX 21: ELECTRICAL EQUIPMENT CHECKS 

21.1 Godmanchester Town Council will comply with the Electricity at Work Regulations  
1989 and the guidance form contained in HS (R) “Memorandum of Guidance of the 
Electricity at Work Regulations 1989”. In addition, the Council will also comply with other 
codes of practice, guidance and the current edition of the IEE Regulations (currently 18th 
Edition). 
 
21.2 Electrical work and installation will only be carried out by those persons deemed to be 
competent so to do. Electrical hazards arise from poor design, construction or installation, 
inadequate standards of maintenance, or misuse and incorrect operation. The Council will 
reduce these hazards to a minimum by the use of competent persons, using safe systems of 
work, approved materials and equipment, and through regular testing and inspection. 
 
21.3 Staff who use electrical equipment must report any fault or defect immediately to the 
Town Clerk. Staff must not attempt to carry out any repairs or interfere with any equipment 
unless they are designated competent so to do. 
 
21.4 As soon as staff become aware of any defect they should stop using and isolate the 
equipment by removing the power source. They should then report the defect. All staff will be 
given documented training to ensure that this procedure is followed. 
 
Portable Appliance Testing (PAT) 
 
21.5 All electrical equipment must have at least a visual inspection before it is used. 
Routine inspection and preventative maintenance are essential if accidents are to be 
avoided. All Council-owned portable apparatus, including extension leads, will be recorded in 
a register. The register will indicate how often each item should be recalled for routine 
inspection and maintenance. The frequency of the recall will depend on the type and use of 
the apparatus based on an assessment of risk. In addition, all Council electrical equipment 
will be tested annually by an external firm. 
 
21.6 In relation to electrical equipment Council employees must have regard, in particular, 
to the following: 
 

 Strength and capability of the equipment. 

 Adverse or hazardous requirements or circumstances. 

 Earthing and other precautions. 

 Connections. 

 Means of protection from excess of current, and means of cutting off the supply. 

 Suitability of the work space, including access and lighting. 

 The competence of users to prevent danger and injury. 
 
21.7 Any electrical shocks suffered by any employee, contractor or visitor on Council 
property must be reported immediately and entered into the accident book. 
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21.8 In some cases (eg on building sites) 110v equipment will be used in place of 240v 
equipment, since the lower voltage is intrinsically safer. Although the risks of harm are 
reduced, care must still be taken to ensure that plant, transformers and tools are properly 
maintained, inspected, and tested at regular intervals. Care must also be taken to ensure 
that correct voltage routings are used, and that 110v equipment is not connected directly to a 
240v supply. 
 
21.9 No personal electrical equipment may be connected into Council circuits (ie QES, 
Judith’s Field or the Town Hall) until it has been PAT tested. This also applies to those hiring 
these locations. 



                                                                         
 

 

GMCTC: Health & Safety Policy  February 2019 

2019 Policy and Procedure 56 Review January 2020 

 

 

 

22 APPENDIX 22: WORKING AT HEIGHT 

22.1 Working at Height Regulations apply to all work at height where there is a risk of 
falling that is liable to cause personal injury. There is no minimum height at which this 
applies, as the risk is related to what the person could fall onto (or into) as well as the height 
of the fall. The regulations also concern protection of persons from being struck by falling 
objects or persons.  

22.2 Planning:  Work at height must be properly planned and organised, and take into 
account elements such as weather conditions that could endanger a person's health and 
safety. A risk assessment must be carried out for all such activities. 

22.3 Access Equipment Selection:  The safest and most appropriate work equipment 
must be used for the task. A ladder may only be used for work at height where the risk 
assessment demonstrates that the use of more suitable work equipment is not justified 
because of the relatively low risk and short duration, or there are existing features on work 
area that cannot be altered. Despite rumours to the contrary, there is no ban against using 
ladders for various tasks, but their use must be correctly controlled – eg ensure that the 
ladder is correctly ‘footed’, that there is assistance on hand (usually bracing the ladder), that 
the worker is not carrying heavy loads up the ladder etc – see section on the following page. 

22.4 Competence and controls:  All persons involved in working at height should be 
trained and competent. Controls - such as guard rails and working platforms - must be 
chosen before other measures which may only mitigate the distance and consequences of a 
fall (such as nets or airbags) or which may only provide personal protection from a fall.  

22.5 Access equipment maintenance: Access equipment and associated safety 
equipment must be on a local inventory and must be routinely inspected by a competent 
person. This applies to all ladders and steps belonging to Godmanchester Town 
Council. Similarly, any equipment used for work at height that is obtained from another 
organisation or company (eg hired in) must be covered by an inspection certificate.  

22.6 Roofwork: Safe access to and working on roofs must be carefully assessed. Where 
work on fragile surfaces is unavoidable this must be properly controlled, and should normally 
be contracted out to specialist workers. In practice, Godmanchester Town Council has few 
buildings where we might need to work on the roof – Judith’s Field Pavilion is one possibility, 
and the extension to QES another. 

  



                                                                         
 

 

GMCTC: Health & Safety Policy  February 2019 

2019 Policy and Procedure 57 Review January 2020 

 

 

 

USE OF LADDERS   

22.7 The law says that ladders can be used for work at height when a risk assessment has 

shown that using equipment offering a higher level of fall protection is not justified because 

of the low risk and short duration of use; or there are existing workplace features which 

cannot be altered. Short duration is not the deciding factor in establishing whether use of a 

ladder is acceptable or not – you should have first considered the risk. As a guide, if your 

task would require staying up a leaning ladder or stepladder for more than 30 minutes at a 

time in one location, it is recommended that you consider alternative equipment.  

22.8 You should only use ladders in situations where they can be used safely, eg where 
the ladder will be level and stable, and where it is reasonably practicable to do so, the ladder 
can be secured. As a guide, only use a ladder:  
 

 on firm ground; 

 on level ground – refer to the manufacturer’s pictograms on the side of the ladder. Use 
proprietary levelling devices, not ad-hoc packing such as bricks, blocks, timbers etc; 

 on clean, solid surfaces (paving slabs, floors etc). These need to be clean (no oil, 
moss or leaf litter) and free of loose material (sand, packaging materials etc) so the 
feet can grip. Shiny floor surfaces can be slippery even without contamination;  

 where they will not be struck by vehicles (protect the area using suitable barriers or 
cones) 

 where they will not be pushed over by other hazards such as doors or windows, ie 
secure the doors (not fire exits) and windows where possible; 

 where the general public are prevented from using it, walking underneath it or being at 
risk because they are too near (use barriers, cones or a person standing guard at the 
base); 

 where it has been secured. 
 
 

22.9 Before starting a task, you should always carry out a ‘pre-use’ check to spot any 
obvious visual defects to make sure the ladder is safe to use. A pre-use check should be 
carried out by the user; at the beginning of the working day; or after something has 
changed, eg the ladder has been dropped or moved from a dirty area to a clean area 
(check the state or condition of the feet). 
 

 Check the stiles – make sure they are not bent or damaged, as the ladder could 
buckle or collapse. 

 Check the feet – if they are missing, worn or damaged the ladder could slip. Also 
check ladder feet when moving from soft/dirty ground (eg dug soil, loose 
sand/stone, a dirty workshop) to a smooth, solid surface (eg paving slabs), to make 
sure the foot material and not the dirt (eg soil, chippings or embedded stones) is 
making contact with the ground.  

 Check the rungs – if they are bent, worn, missing or loose the ladder could fail. 
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 Check any locking mechanisms – if they are bent or the fixings are worn or 
damaged the ladder could collapse. Ensure any locking bars are engaged. 

 Check the stepladder platform – if it is split or buckled the ladder could become 
unstable or collapse. 

 Check the steps or treads on stepladders – if they are contaminated they could  

 be slippery; if the fixings are loose on steps, they could collapse. 
 
If you spot any of the above defects, don’t use the ladder and notify the Town Clerk.  
 
22.10 When using a leaning ladder to carry out a task:  
 

 only carry light materials and tools – read the manufacturers’ labels on the ladder and 
assess the risks; 

 don’t overreach – make sure your belt buckle (navel) stays within the stiles; make sure 
the ladder is long enough or high enough for the task 

 don’t overload it – consider the workers’ weight and the equipment or materials they 
are carrying before working at height. Check the pictogram or label on the ladder for 
information;  

 make sure the ladder angle is at 75° – you should use the 1 in 4 rule (ie 1 unit out for 
every 4 units up);  

 always grip the ladder and face the ladder rungs while climbing or descending – don’t 
slide down the stiles; 

 don’t try to move or extend ladders while standing on the rungs; 

 don’t work off the top three rungs, and try to make sure the ladder extends at least 1 m 
(three rungs) above where you are working;  

 don’t stand ladders on moveable objects, such as pallets, bricks, lift trucks, tower 
scaffolds, excavator buckets, vans, or mobile elevating work platforms;  

 avoid holding items when climbing (consider using a tool belt); 

 don’t work within 6 m horizontally of any overhead power line, unless it has been 
made dead or it is protected with insulation. Use a non-conductive ladder (eg 
fibreglass or timber) for any electrical work; 

 maintain three points of contact when climbing (this means a hand and two feet); 

 where you cannot maintain a handhold, other than for a brief period (eg to hold a nail 
while starting to knock it in, starting a screw etc), you will need to take other measures 
to prevent a fall or reduce the consequences if one happened;  

 for a leaning ladder, you should secure it (eg by tying the ladder to prevent it from 
slipping either outwards or sideways) and have a strong upper resting point, ie do not 
rest a ladder against weak upper surfaces (eg glazing or plastic gutters);  

 you could also use an effective stability device.  
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Stepladders  
 
22.11 When using a stepladder to carry out a task:  
 

 check all four stepladder feet are in contact with the ground and the steps are level; 

 only carry light materials and tools; 

 don’t overreach; 

 don’t stand and work on the top three steps (including a step forming the  
very top of the stepladder) unless there is a suitable handhold; 

 ensure any locking devices are engaged; 

 try to position the stepladder to face the work activity and not side on. However, there 
are occasions when a risk assessment may show it is safer to work side on, eg when 
you can’t engage the stepladder locks to work face on because of space restraints in 
narrow aisles, but you can fully lock it to work side on;  

 try to avoid work that imposes a side loading, such as side-on drilling through solid 
materials (eg bricks or concrete); 

 where side-on loadings cannot be avoided, you should prevent the steps from tipping 
over, eg by tying the steps. Otherwise, use a more suitable type of access equipment;  

 maintain three points of contact at the working position. This means two feet and one 
hand, or when both hands need to be free for a brief period, two feet and the body 
supported by the stepladder.  

 
22.12 When deciding if it is safe to carry out a particular task on a stepladder where you 
cannot maintain a handhold (eg to put a box on a shelf, hang wallpaper, install a smoke 
detector on a ceiling), this needs to be justified, taking into account: 
 

 the height of the task;  

 whether a handhold is still available to steady yourself before and after the task; 

 whether it is light work; 

 whether it avoids side loading;  

 whether it avoids overreaching;  

 whether the stepladder can be tied (eg when side-on working).  
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