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MADELEY TOWN COUNCIL    
HEALTH AND SAFETY AT WORK ACT 1974

Section 1

STATEMENT OF GENERAL POLICY WITH RESPECT TO THE HEALTH AND SAFETY AT WORK OF ALL EMPLOYEES

1. The Council recognises its responsibility as an employer for providing a safe and healthy work place and working environment for all its employees, whether paid or voluntary.

2. The Council will take all steps within their power to meet this responsibility, paying particular attention to the provision and maintenance of:-

a. Plant equipment and systems of work that are safe and without risks to health.

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

c. Sufficient information, instruction and supervision to ensure, so far as is reasonably practicable, the health and safety at work of all employees and volunteers.

d. Safe places of work with safe access and egress, and a healthy working environment.

e. Reasonable facilities and procedures for affording protection and care to the health of individual employees and volunteers.

f. Adequate welfare facilities.

3. The Council has designated the Clerk as the responsible Officer for fulfilling the overall policy, reporting to the Chair 

4. The Council recognises that their health and safety policy can only be translated into effective action with the understanding, advice and help of all employees. The Council is anxious that there should be involvement consultation and participation by all employees, and will provide training, instruction and expert advice when appropriate, to ensure the successful attainment of the aims of the health and safety policy.

5. A copy of this statement will be issued to all employees. It will be reviewed, added to or modified from time to time through consultation with employees, and Councillors, and ratified through Council.

MADELEY TOWN COUNCIL

HEALTH AND SAFETY AT WORK ACT 1974

Section 2

RESPONSIBILITIES 

The Council

The Council is responsible for implementing the policy for securing the health, safety and welfare of all personnel employed by Madeley Town Council.

Clerk
The Council has designated the Clerk as the responsible Officer for fulfilling the overall policy, reporting to the Chair 

The Clerk shall take all reasonable steps to ensure all employees know and understand their duties under the Act and that they fully implement the policy.

She will advise the Council as to the staff, funds, and materials she considers necessary to meet health and safety requirements, will review the effectiveness of the policy and when necessary, implement procedures to modify and develop the policy.  

Employees 

In accepting their responsibilities for providing healthy and safe working conditions and arrangements, the Council reminds all their employees of their own duties under section 7 and 8 of the Health and Safety at Work Act. Employees must take care for their own safety and that of other workers, co-operate with the Council so as to enable them to carry out their own responsibilities successfully, and to report any shortcomings to the Clerk or Councillors.


MADELEY TOWN COUNCIL

HEALTH AND SAFETY AT WORK ACT 1974

Section 3

ARRANGEMENTS

1. Safe Systems of Work

a. The Council will display its Employer’s Liability Insurance Certificate, and will provide its employees with appropriate Health and Safety Training, as determined through discussion with the Clerk, 

b. The Clerk, in consultation with employees, will carry out risk assessments to identify hazards that may be present in that employee’s work, and the work of other persons who are not employees. All employees will be expected to attend any training and receive instruction that may be recommended in order to minimise risks at work, and to enable them to carry out their tasks safely.

c. Safe systems of work will be regularly discussed, reviewed and developed through staff meetings and one to one discussions with the Clerk.

d. Only substances assessed and approved by the Council under the COSHH regulations must be used.

e. All employees must be, and remain aware of hazards that may arise from improper use of substances, in any form, which they may use or come into contact with in the course of their work. If in doubt, advice should be sought from the Clerk or the named Councillors.

f. All records relating to safe systems of work, accidents and hazards will be kept in the Health and Safety file in the Office.
2. The Workplace

a. All employees must make themselves aware of the evacuation procedure applicable to their place of work and act accordingly in the event of fire or other emergency.

b. All storage areas will be kept orderly, safe and provided with easy access.

c. The premises will be cleaned to an acceptable standard on a daily basis

d. Hygiene standards in the kitchen and toilets will be of the highest attainable.

e. All efforts are to be made to eliminate obstructions, slipping and tripping hazards.

f. Any spillage must be cleaned and the area made safe immediately.

g. Fire exits must be kept clear and safety signs maintained and updated.

h. In the event of an evacuation, priority must be given to the safe evacuation of people with a disability.

i. All tenants of Jubilee House must make themselves aware of, and comply with conditions of tenancy that ensure the health safety and welfare of all persons using the building. 

3. Transport

a. The Council vehicle must be kept in a clean and tidy state.

b. Unauthorised staff must not drive the Council vehicle.

c. Any defects in the vehicle must be reported immediately to the Clerk.

d. Other private transportation used for work purposes must have adequate insurance cover.

4. Manual Handling

a. Equipment provided to assist with the lifting and moving of objects and equipment must always be used.

b. Staff must not attempt to lift heavy objects without assistance.

c. All lifting and manual handling should be assessed and carried out in accordance with instruction. 

5. Electrical equipment

a. Electrical equipment belonging to Madeley Town Council will be inspected annually.

b. Defects in plugs, cables or power points must be reported immediately to the Clerk.

c. Any electrical equipment that is known to be defective must not be used.

d. Portable power tools must never be left unattended in any place to which the general public has access.

e. No power tool should be used to do a job other than the one for which it was intended.

f. Tenants of Jubilee House must ensure, as a condition of their tenancy, that electrical equipment is inspected annually.

6. Accidents and Emergencies

a. All accidents, dangerous occurrences or near misses must be reported to the Clerk as soon as practicable. All records will be kept in the Health and Safety file in the Office.

a. An accident report form must be completed and submitted to the Clerk within 24 hours of the accident.

b. Following an injury employees are required to report to the First Aider for treatment.

c. The Clerk will investigate all accidents, incidents and near misses.

d. Fire alarm systems and equipment will be tested regularly and recorded.

e. The premises will be inspected annually by a competent person.

f. Security systems will be regularly reviewed and tested.

g. All access and escape routes must be clearly indicated and kept free from obstruction at all times.

h. Notices displaying the names of First Aiders will be displayed. First Aid boxes will be made available for staff, tenants and hirers.  

k:\office\policies\health & safety 2016.doc

