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Health and Safety Policy 
 

Introduction 
 
1 Breckland Council recognises its duty under the Health and Safety at Work 

etc Act 1974 Section 2(3), to have a written statement of general policy with 
respect to the health, safety and welfare of employees.  Such policy should 
also determine the organisation and arrangements for implementing the policy 
and for ensuring that employees are made aware of the policy and revisions 
to it. 

 
2 The Council's framework for health and safety is through its policy that 

comprises: 
 
 Section 1 - Statement of Policy. 
 Section 2 - Organisational responsibilities. 
 Section 3 - The arrangements for implementing the policy. 
 
3 This policy is structured on the advice and recommendations set out in the 

Health and Safety Executive publication HSG 65 - Successful Health and  
Safety Management.  The principle aspects being: - 

 
(a) Establishing the policy. 
(b) Establishing the arrangements for implementing the policy. 
(c) Planning and implementing the policy. 
(d) Measuring performance. 
(e) Auditing and reviewing the policy. 

 
4 The policy will be brought to employees' notice through publishing it on the 

Council's Intranet and making paper copies available where necessary. 
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Breckland Council 
 

SECTION 1 
 

STATEMENT OF GENERAL HEALTH, SAFETY AND WELFARE POLICY 
 
 
1 GENERAL STATEMENT 
 
1.1 Breckland Council recognises and accepts its responsibility as an employer for 

providing a safe workplace and healthy working environment for all of its 
employees. 

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

particular attention to: - 
 
 (i) Plant, equipment and systems of work to ensure that these are safe. 
 
 (ii) Sufficient information, instruction, training and supervision to enable all 

employees to work safely and contribute positively to their own safety 
and health at work. 

 
 (iii) A safe place of work with safe access and egress to and from it. 
 
 (iv) A healthy working environment. 
 
 (v) Adequate welfare facilities. 
 
1.3 Without detracting from the primary responsibility of managers and supervisors 

for ensuring safe conditions of work, the Council will provide competent 
technical advice on Health, Safety and Welfare matters to support line 
management in its task. 

 
1.4 Consultation with employees will be an essential aspect in the effective 

implementation of this policy.  To achieve this, the Council will support the 
appointment of both trade union and non-trade union safety representatives. 

 
1.5 This policy will be reviewed on an annual frequency. 
 
 
 
Signed ……………………………… 
 
Name:  Trevor Holden 
 
Position: Chief Executive 
 
Date ………………………………. 
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SECTION 2 
 
ORGANISATION AND RESPONSIBILITIES 
 
2.0 INTRODUCTION 
 
2.1 Breckland Council is organised on a portfolio basis with the Chief Executive 

having overall responsibility for the health, safety and welfare of employees 
whilst at work, and where relevant, members of the public. 

 
2.2 ORGANISATIONAL RESPONSIBILITIES 
 
2.2.1 Chief Executive 
 
 The Chief Executive has overall responsibility for the implementation of policy.  

He/she will ensure that adequate resources are made available and that 
managers and employees are adequately trained to put the policy into effect.  
He/she will further ensure that managers have access to professional advice on 
matters relating to health, safety and welfare.  Apart from their own 
departmental responsibilities the Chief Executive delegates the performance of 
the policy, through their Operation Managers to the Service Managers. 

   
2.2.2 Operation Managers 
 
 Operation Managers are responsible to the Chief Executive for ensuring that 

the policy is implemented in their areas of responsibility.  They must ensure that 
their Service Managers establish and maintain procedures for managing health 
and safety within their service.  Operation Managers must ensure that their 
Service Managers are adequately resourced and trained to ensure that they 
can competently carry out their responsibilities. 

 
In particular they are to:- 

 
i. Ensure that all members of staff are encouraged to adopt a positive attitude 

towards the workplace and develop a simple method of quickly reporting 
defects so that the appropriate remedial action can be taken. 

 
ii. Ensure safety checks (sometimes called safety audits) are carried out of all 

the department’s accommodation or workplaces at least once a year or 
where ever there is a change in function or configuration.  These checks 
are to be performed by competent persons and ensure that any defects with 
health and safety implications are quickly attended to.  A record is to be 
maintained of all such inspections. 
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iii. Bring to the attention of all employees the arrangements for reporting 

accidents as contained in the guidance on Incident Reporting.  In the event 
of an accident, arrange for a speedy initial investigation into the 
circumstances and add appropriate comments to the accident report form 
prior to despatch to the Health and Safety Adviser for recording.  (In the 
case of serious accidents an independent investigation may also be carried 
out).      

 
iv. Promote health and safety within the department by circulating widely 

relevant information on the subject including Codes of Practice, the safety 
policy and guidance notes. 

 
v. Initiate the appropriate disciplinary action in respect of any member of staff 

who jeopardises his/her own safety or the safety of other persons by his/her 
actions. 

 
vi. Maintain adequate first aid equipment and bring to the attention of all 

members of staff its location and the identities of qualified first-aiders. 
 

vii. Make all members of staff aware of the procedures for the emergency 
evacuation of their workplace or other accommodation they regularly use. 

 
viii. Provide such health and safety training or instruction for staff as is 

necessary for the safe performance of their duties and ensure that 
adequate arrangements exist for the briefing of new members of staff on 
their arrival, e.g. location of first aid, fire exits, safe use of equipment, etc. 

 
ix. Provide additional appropriate specialist training for those working in 

potentially hazardous situations and in conjunction with the Facilities 
Manager ensure that systems of work are introduced so that safe working 
practices are developed. 

 
x. Ensure that hazardous substances, such as poisons, insecticides, print 

materials etc. are safely and securely stored. 
 

xi. Control the provision, use and disposal of all hazardous and potentially 
hazardous substances in accordance with the requirements of the Control 
of Substances Hazardous to Health (COSHH) Regulations. 

 
xii. Ensure that staff are issued with the appropriate safety clothing and 

equipment as is necessary for the safe performance of their duties and, by 
regular inspection and maintenance that all such equipment is in safe 
working condition when in use. 

 
xiii. Include in all tender documents suitable provisions for health and safety 

and co-ordinate the safety activities of contractors and subcontractors 
operating under the instructions of the Council. 
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xiv. Consult with the Health and Safety Adviser when proposing alterations to 
officer accommodation, public areas or working practices when such 
proposals have health and safety implications. 

 
xv. Appoint an officer to co-ordinate health and safety matters within the 

department, encouraging staff in safe practices, commending initiative but 
reprimanding general disregard to safety matters. 

 
 

2.2.3  Service Managers 

 
i. Service Managers are responsible through their Operation Managers to the 

Chief Executive for the successful implementation of the policy within their 
service area. 

 
ii. They must prepare and maintain procedures that set out organisational 

responsibilities and procedures for the managing of health and safety within 
their services. 

 
iii. They must ensure that their line managers and supervisors are adequately 

trained and resourced to enable them to implement their service 
procedures. 

 
iv. They must, in so far as is reasonable practicable, ensure that working 

conditions within their area of responsibility are safe, free from risk and are 
properly supervised. 

 
v. They must ensure that risk assessments are completed for all their service 

activities and are reviewed at regular intervals to ensure such assessments 
remain current. 

 
vi. They must ensure that when appointing independent contractors to 

undertake work on their behalf that the conditions set out in the Council's 
Procurement Strategy are complied with in respect to appointing competent 
contractors. 

 
2.2.4 Line Managers and Supervisors 
 

All staff with managerial and supervisory responsibilities are to support their 
Operations Managers in achieving the Council’s Health and Safety aims by 
being familiar with all safety requirements, ensuring that staff under their control 
are employed under conditions which are, as far as is reasonably practicable, 
safe, by encouraging staff in safe practices, commending initiative but 
reprimanding general disregard to safety matters. 
 
More specifically Managers and supervisors are to:- 
 
i. Participate in periodic safety inspections, record such inspections and 

report to the Operations Managers all defects or hazards. 
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ii. Report and/or remedy any defect brought to their attention. 
 

iii. In liaison with the Health and Safety Adviser institute investigations into the 
cause of any accident brought to their attention and also ensure that the 
correct procedure for accident reporting is carried out. 

 
iv. Ensure that adequate supervision is available at all times, particularly where 

young or inexperienced staff are concerned, and prevent any person under 
their control, including contractors or sub-contractors, from taking 
unnecessary risks whilst in the course of their work. 

 
v. Direct methods of work, which are as safe as is reasonably practicable and 

discourage any improvisation if safety is put at risk. 
 

vi. Liaise with the Health and Safety Adviser in the development of safe 
systems of work and Codes of Practice. 

 
vii. Ensure that adequate training in safety is given to all existing staff and that, 

on arrival, all new staff are made aware of safety procedures. 
 

viii. By regular checks ensure that all safety devices, guards and equipment are 
available and properly maintained and that any defective item of equipment 
is withdrawn from use pending its satisfactory repair or replacement. 

 
ix. Ensure that all staff are provided with the necessary safety clothing. 

 
  
2.2.5 Each Employee 
 

Section 7 of the Health and Safety at Work Etc. Act 1974 places a duty on all 
employees whilst at work to take reasonable care for the health and safety of 
themselves and of other persons who may be affected by their acts or 
omissions at work. 

 
i. Familiarise themselves with and conform to the Council’s Safety Policy, 

Codes of Practice, Systems of Work and other Health and Safety 
instructions. 

 
ii. Respond to all instructions issued by any Operations Manager, Senior 

Officer of the Department or Health and Safety Adviser who has been 
allocated health and safety responsibilities. 

 
iii. Participate in any emergency evacuation of Heath and Safety drill or 

training exercise when required and be familiar with all means of escape 
from the building in which they are or may be employed. 

 
iv. Wear any safety clothing provided and always use the correct safety 

equipment when applicable. 
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v. If working on behalf of the Council on premises other then those 
controlled by Breckland Council comply with the Health and Safety 
requirements in force on those premises. 

 
vi. Report to a senior officer of their department any defect or hazard likely 

to affect the health and safety of any employee, contractor or member of 
the public. 

 
vii. Report and record all accidents in accordance with the procedure 

outlined in the Incident Reporting Guidance, whether a person is injured 
or not. 

 
 
2.2.6 Health and Safety Adviser 
 
 The Council's Health and Safety Adviser is based in Environmental Health.  

The main purpose of the post is to advise the Council and its officers in 
achieving compliance with health and safety legislation applicable to Council 
operations and to develop a programme of health care and welfare services for 
employees.  His main duties are to: - 

 
i. Carry out inspections of Council premises and sites. 
 

ii. Produce Guidance Notes in reaction to new legislation. 
 

iii. Monitor accident reports, carry out accident investigations and report to 
the Health and Safety Executive as required. 

 
iv. Liaise with outside bodies as required, eg Health and Safety Executive, 

Fire Prevention Officers etc. 
 

v. Maintain up to date information and knowledge of all relevant Acts, 
Regulations and Codes of Practice in as far as they affect the Council. 

 
 
2.2.7 Medical Adviser 
 
 The Council retains the services of a Consultant Occupational Health 

organisation.  Its responsibility extends to providing advice, when requested, on 
all matters relating to occupational health.  It will, when requested, carry out 
medical assessments as part of any medical surveillance required by health 
and safety legislation. 
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2.2.8 Safety Representatives 
 

i. These are employees appointed by their trade union to promote and 
monitor health and safety standards in the workplace.  They are 
accountable to their Trade Union for the performance of their 
responsibilities, as defined in the Safety Representatives and Safety 
Committees Regulations 1977. 

 
ii. Non trade union safety representatives appointed in compliance with the 

Health and Safety (Consultation with Employees) Regulations 1996 are 
responsible for compliance with Regulation 6 of the subject regulations. 

 
2.2.9     Elected Members 
 

Elected members have a responsibility for ensuring that the Chief Executive is 
adequately resourced and supported in achieving compliance with the legal 
requirements of the Health and Safety at Work Act 1974 and regulations made 
under it. 
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SECTION 3 - ARRANGEMENTS 
 

3.1 RISK ASSESSMENT 
 
3.1.1 The Health and Safety at Work etc Act 1974 places a legal obligation on 

employers to, 'in so far as is reasonably practicable’ provide systems of work 
that are safe and without risks to health. 

 
 The term 'reasonably practicable' implies making a balance between the degree 

of risk and the cost of overcoming it. 
 
3.1.2 The Management of Health and Safety at Work Regulations 1999 place a legal 

obligation on employers to establish safe systems of work by carrying out risk 
assessments on all work activities to identify: 

 
i. The risks to the health and safety of employees that they might be 

exposed to. 
 

ii. The risks to the health and safety of persons not in their employment 
arising out of or in connection with their conduct or undertaking. 

 
3.1.3 Risk assessment is the process of identifying the hazards and risks associated 

with an activity: 
 

i. A 'hazard' is the potential for a substance, equipment or method of work 
to cause harm. 

 
ii. The 'risk' from the hazard is the likelihood of the hazard causing harm. 

 
3.1.4 A person is deemed capable of carrying out risk assessments when they have 

sufficient training, experience, knowledge or other qualities to enable them to 
assist with or undertake the assessment to establish a safe system of work. 

 
3.1.5 Service Managers are responsible for incorporating risk assessments into their 

procedures manual and for ensuring that they are brought to the attention of 
employees. 

 
3.1.6 Risk assessments must be completed on: 
 

i. Current work practices and work areas. 
 

ii. New or proposed work practices. 
 

iii. Whenever a female employee informs their line manager that they 
are pregnant. 

 
iv. Whenever a young persons (under 18 years of age) is employed. 

 
v. Whenever young people are on work experience programmes. 
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3.1.7 Risk assessments must be reviewed: 
 

i. When there is reason to believe that they are no longer valid for the 
activity they refer to. 

 
ii. Whenever the work activity changes or new procedures are proposed. 

 
iii. As part of any accident investigation to ensure that the risk assessment 

is suitable and sufficient and the cause of the accident is addressed. 
 
3.1.8 Where risk assessments have identified issues that have a corporate impact 

the Council's policy is to produce guidance to address these issues.  A list of 
the current guidance is shown at Appendix "A". 

 
 
3.2 SAFETY TRAINING 
 
3.2.1 The Health and Safety at Work etc Act 1974 places a general duty on 

employers to provide such information, instruction, training and supervision as 
is necessary to ensure, so far as is reasonable practicable, the health and 
safety at work of employees.  This general duty is made more specific in 
regulations made under the Act where specific training requirements are stated. 

 
3.2.2 The Council's policy is to provide safety training to meet its operational 

requirements and to encourage employees to achieve a high standard of health 
and safety wherever possible. In particular: - 

 
1. Managers and Supervisors will be provided with specialised courses or 

training as is necessary to ensure that they have the necessary skills to 
carry out their organisational responsibilities. 

 
2. As a minimum standard the policy will be that: 

 
  (i) Executive Members will attend a one-day Health and Safety 

Awareness course. 
 
  (ii) Operation/Service Managers and other officers as deemed 

appropriate will attend a Managing Health and Safety course. 
 
  (iii) Supervisors, duty managers and similar will attend a one day 

Working safely course. 
 

The courses referred to above will be based on the standard set by the 
Institution of Occupational Safety and Health (IOSH). 

 
3. All employees will receive appropriate induction training, which will 

include making them aware of their statutory duties, emergency 
procedures and explanation of work procedures and guidance where 
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applicable.  Some employees will be required to attend specialist training 
before they are allowed to undertake certain categories or work.  Any 
such requirements will be notified to employees at service level.  Service 
Managers are responsible for ensuring that their procedures manual 
identifies specialist training requirements.  Specialist training is 
mandatory before undertaking the following categories of work:- 

 
(a) Chainsaw operation 
(b) Mounting of Abrasive wheels 
(c) Operation of wood working machines 
(d) Maintenance and adjustment of wood working 

machines 
(e) Application of pesticides 
(f) Erection and operation of specialist leisure 

equipment such as trampolines 
 

4. Safety training is viewed as an ongoing requirement, attendance at that 
will be mandatory with Service Managers being responsible for 
maintaining training records.  Employee Annual Appraisal Reports will 
also be monitored by the Human Resources to identify training 
requirements. 

 
5. Trade Union appointed Safety Representatives can request through their 

full time official to attend relevant trade union organised safety courses.  
Taking into consideration operational requirements and sufficient notice 
being given, approval to attend such training will not be unreasonably 
withheld. 

 
 
3.3 SAFETY AND MANDATORY INSPECTIONS 
 
3.3.1 Safety Inspections 
 
 All areas of the Council's operations where employees are located will be 

subject to periodic inspections to ensure that standards of health, safety and 
welfare are being maintained and that the safety policy is being complied with.  
In particular these inspections should be carried out as follows: - 

 
i. Regular inspections by first line managers and supervisors throughout 

their areas of responsibilities. 
 

ii. Formal safety audits by the Health and Safety Adviser who will forward 
reports of all audits to the department's Service Manager and Operations 
Manager and report to the Safety Committee. 
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iii. Safety Representatives are entitled under Regulation 5 of the Safety 

Representatives and Safety Committee Regulations 1977, to inspect the 
workplace providing they give the Service Manager written and adequate 
notification of their intention to do so and a minimum of three months has 
elapsed since the last inspection.  Any observations they make must be 
put in writing to the Service Manager and the following Safety Committee 
Meeting.   The Safety Representative may request that the Health and 
Safety Adviser be present at any inspection. 

 
 
3.4 SAFETY REPRESENTATIVES 
 
3.4.1 For the purpose of consultation with employees on health and safety issues the 

Council recognises the rights of trade unionists under the Safety 
Representatives and Safety Committees Regulations 1977 to appoint Health 
and Safety Representatives and be consulted on health and safety issues. 

 
3.4.2 Likewise the Council acknowledges the rights of non-trade unionists under the 

Health and Safety (Consultation with Employees) Regulations 1996 to be 
consulted on health and safety issues through either direct consultation with all 
employees or acknowledging employees appointed on behalf of others. 

 
3.4.3 In addition to representing employees in consultation with the employer, a 

safety representative has the following functions: 
 

i. To investigate potential hazards, dangerous occurrences and examine 
the cause of accidents at the workplace. 

 
ii. To investigate complaints by an employee he/she represents relating to 

that employee's health, safety or welfare. 
 

iii. To make representations to line managers on matters arising out of the 
above. 

 
iv. To make representations to line managers on general matters relating to 

health, safety and welfare of employees in the workplace. 
 

v. To carry out inspections of the workplace, following notifiable accidents 
and, if relevant to the inspection, see certain documents. 

 
vi. To represent the employees in consultation with Health and Safety 

Executive Inspectors. 
 

vii. To receive information from inspectors. 
 

viii. To attend safety committee meetings. 
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3.4.4 Following consultation with his Service Manager, a safety representative may 
request such time off, without loss of pay, as shall be reasonably necessary for 
performing his/her functions or undertaking appropriate training. 

 
3.4.5 For the purpose of trade union consultation the Council recognises UNISON.  

The Council acknowledges and is grateful to UNISON that trade union 
appointed Safety Representatives represent non trade union employees within 
their area of responsibility. 

 
3.4.6 The arrangements for consultation are set out in the following section. 
 
 
3.5 CONSULTATION PROCEDURES 
 
3.5.1 The consultation procedure for health and safety issues are through the Local 

Joint Consultative and Safety Committee. 
 
3.5.2 Objectives 
 

The main objective of the Health and Safety function within the remit of the 
Local Joint Consultative and Safety Committee is the promotion of co-operation 
between Members, Officers of the Council and its employees in matters relating 
to the health, safety and welfare of employees while at work. 

 
3.5.3 Functions 
 
 Without detracting from management's prime responsibility for safety, the 

function of the Committee will primarily be to keep under review the measures 
taken to ensure the health, safety and welfare of employees while at work.  In 
particular they will:- 

 
i. Be consulted on the development of works safety rules and safe systems 

of work. 
 

ii. Consider reports submitted by the Health and Safety Adviser. 
 

iii. Consider reports from Safety Representatives. 
 

iv. Where appropriate discuss or comment on safety audit reports. 
 

v. Discuss the implications of new or existing safety legislation. 
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3.5.4  Health and Safety Function 
 

The Council recognises the Local Joint Staff Consultative and Safety 
Committee as the ‘de-facto’ Safety Committee and the appropriate forum for 
formal discussion with the employers on safety matters and for the adjudication 
of matters which cannot be resolved elsewhere.  Nevertheless, the Council 
recognises its responsibility in accordance with the Health & Safety 
(Consultation with Employees) Regulations 1996 and will respond to any 
request accordingly. 
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         Appendix 'A' 
 

 Current Guidance. 
 
  

Guidance No 1 
 

Incident Reporting 

Guidance No 2 
 

Risk Assessments 

Guidance No 3 
 

Dealing with Violence and Aggression 

Guidance No 4 
 

Safety of Outside Officers 

Guidance No 5 
 

Safe use of VDU’s 

Guidance No 6 
 

Fire Safety  

Guidance No 7 
 

New and Expectant Mothers 

Guidance No 8 
 

Manual Handling 

Guidance No 9 
 

Managing Stress in the Workplace 

Guidance No 10 
 

Driving at Work 

Guidance No 11 
 

Safe use of Access Equipment 

Guidance No 12 
 

Working with Asbestos 

Guidance No 13 Handling and Disposal of Hypodermics 
(Sharps) 

Guidance No14 
 

Managing Contactors 

Guidance No 15 Home working 
 

 
 -   
 
  

  


