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APPENDIX 1 
Breckland Council 

Health and Safety Action Plan 
 
 
 
 
1.0 Introduction 
 
1.1 Following the review of the management of corporate health and safety within 

Breckland Council, which was carried out by ICENI Safety and Stress 
Management Services, it was accepted that the short-term action plan needed to 
be put in place to ensure that the Council would meet its obligations under 
Corporate Governance and Health and Safety Regulation.  The action plan 
needed to incorporate the following 5 key elements: 

 

• Health and Safety Organisation 

• Health and Safety Training 

• Written Safe Systems of Work 

• Performance Management 

• Audit and Review 
 

 
2.0 Action Plan  
 
2.1 The following action plan is therefore put forward as the means of ensuring 

compliance in the first instance as a minimum requirement but eventually leading 
to best practice in the future. 

 
 
3.1 Health and Safety Organisation 
 
3.2 Organisations that are good at managing health and safety create an effective 

framework to maximise the contribution of individuals and groups.  Health and 
safety objectives are regarded in the same way as other business objectives.  
They become part of the culture and this is recognised explicitly by making health 
and safety a line management responsibility.  The approach has to start at the 
top and emphasised in the performance objectives of key managers. Visible and 
active support, strong leadership and commitment of senior managers is 
fundamental to the success of health and safety management. 

 
3.3 Breckland needs to create a robust framework for management activity and to 

develop the responsibilities and relationships, which will deliver improved 
performance.  This requires managers to take full responsibility for 
controlling factors that would lead to ill health, injury or loss.  A senior 
manager must be responsible for co-ordinating and monitoring policy 
implementation, with health and safety responsibility allocated to all line 
managers supported by the Council’s Health and Safety Adviser.  Unison 
Safety Representatives can also make an important contribution.  The emphasis 
should be on a collective effort to deliver and maintain systems of control before 
the event – not on blaming individuals for failures afterwards. 

 

Action – Agree Areas of Responsibility within 1 month 
 

• Chief Executive – overall responsibility for legal compliance. 
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Overall responsibility for their staff. 

• Deputy Chief Executive 
 

Responsibility for all health and safety issues associated with Policy/Business 
planning, HR, Finance, ICT and LSP. i.e. maintenance, equipment, layout, 
accident investigation, risk assessment and performance management.  
 
Overall responsibility for their staff. 

 

• Operations Manager (Environment) – overall responsibility for co-ordination 
and monitoring of policy implementation. 

 
Responsibility for all health and safety issues associated with Environmental 
Health, Housing, Building Control, Development Control, Street Scene and 
Environmental Planning. i.e. contractors on site, maintenance, equipment, 
layout, accident investigation, risk assessment and performance 
management.  

 
Responsibility for ensuring compliance with all aspects of health and safety in 
respect of the letting of contracts. 
 
Overall responsibility for their staff. 
 

 

• Operations Manager (People First) - Responsibility for all health and safety 
issues associated with Customer Services, Legal, Member Services, 
Press/PR and Marketing. i.e. contractors on site, maintenance, equipment, 
layout, accident investigation, risk assessment and performance 
management. 

 
Overall responsibility for their staff (including staff based in outlying offices 
e.g. Presence Offices). 

 
 

• Operations Manager(Community and Commercial) - Responsibility for all 
health and safety issues associated with Community Development, 
Community Safety, Health Improvement, Leisure/Culture, Asset 
Management, Economic Development and Revenues/Benefits/Anglia 
Revenues Partnership. Responsibility for all health and safety issues 
associated with the occupation of Elizabeth House i.e. contractors on site, 
maintenance, fire marshal training, first aid provision, equipment, layout, 
welfare arrangements, accident investigation, risk assessment (including all 
Council staff whilst on premises) and performance management. 

 
Responsibility for all health and safety issues associated with multi-occupied 
sites controlled by the Council e.g. Breckland House. 
 
Responsibility for landlord obligations in respect of let premises. 

 
Overall responsibility for their staff. 

 
 

• Service Managers – Responsibility for supporting Operations Managers in 
meeting their health and safety responsibilities, carrying out specific risk 
assessments for staff working away from base, induction training of staff and 
identification of training needs. 
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• Health and Safety Adviser - Responsibility for providing advice and 
assistance on all health and safety issues. 

 
Keeping senior managers up to date on health and safety issues. 

 
Auditing and monitoring the health and safety performance of Operations 
Managers and service managers. 
 
Review health and safety related policies/guidelines. 

 
Assisting in the investigation of incidents. 

 

• All Staff - Responsibility for following health and safety rules and taking 
reasonable steps to ensure health and safety of themselves and others. 

 
 
4.0 Health and Safety Training 
 
4.1 If all employees are to make a maximum contribution to health and safety, there 

must be proper arrangements in place to ensure that they are competent.  This 
means more than simply training them.  Experience of applying skills and 
knowledge is another important ingredient and needs to be gained under 
adequate supervision.  Managers need to be aware of relevant legislation and 
how to manage health and safety effectively.  All employees need to be able to 
work in a safe and healthy manner. 

 
4.2 Training helps people acquire the skills, knowledge and attitudes to make them 

competent in the health and safety aspects of their work.  It includes formal off-
the-job training, instruction to individuals and groups and on-the-job coaching and 
counselling. 

 
4.3 Identifying Training Needs 
 
There are three main types of training need: 
 
Organisational, job related and individual. 
 
4.3.1 Organisational Needs 
 
Everybody in the organisation needs to know about: 
 

• Breckland’s health and safety policy and the philosophy underlying it. 

• The structure and systems for delivering the policy. 
 
Staff will also need to know which parts of the system are relevant to them, to 
understand the major risks in the organisation’s activities and how they are 
controlled. 
 
4.3.2 Job Needs 
 
These fall in to two main types, management needs and non-management needs.   
 
Management needs include: 
 

• Communication skills. 
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• Training, instruction, coaching and problem solving skills relevant to health 
and safety. 

• Understanding of the risks within the manager’s area of responsibility. 

• Knowledge of relevant legislation and appropriate methods of control 
including risk assessment. 

• Knowledge of the organisation’s planning, measuring, reviewing and auditing 
arrangements. 

 
 
Non-management needs include: 
 

• An overview of health and safety principles. 

• Detailed knowledge of the health and safety arrangements relevant to an 
individual’s job. 

• Communication and problem solving skills to encourage effective participation 
in health and safety activities. 

 
4.3.3 Individual Needs 
 
Individual needs are generally identified through performance appraisal.  They may 
also arise because an individual has not absorbed formal job training or information 
provided as part of their induction.  Training needs vary over time and an assessment 
should cover: 
 

• Induction of new starters including part time and temporary workers. 

• Maintaining or updating the performance of established employees. 

• Job changes, promotion or when someone has to deputise. 

• Introduction of new equipment or technology. 

• Follow up action after an incident investigation. 
 

Action: Arrange Training Programmes within 3 months 
 

• Arrange external training for Chief Executive, Deputy Chief Executive, 
Operations Managers and Service Managers covering general principles of 
health and safety including risk assessment. 

 
 
5.0 Written Safe Systems of Work 
 
5.1 The ultimate goal of any health and safety management system is to prevent 

injury and ill health in the workplace.  Adequate workplace precautions have to be 
provided and maintained to prevent harm to people at the point of risk.  
Workplace precautions to match the hazard and risks are needed at each stage 
of activity.  They can include machine guarding, local exhaust ventilation, safety 
instruction and systems of work. 

 
5.2 Risk control systems are the basis for ensuring that adequate workplace 

precautions are provided and maintained. 
 
5.3 The control of risks is necessary to ensure compliance with the Health and Safety 

at Work etc Act 1974 and the relevant statutory provisions.  There are three basic 
stages in establishing workplace precautions: 

 

• Hazard identification – identify hazards that could cause harm. 

• Risk assessment – assessing the risks that may arise from the hazard. 

• Risk control – deciding on simple measures to eliminate or control risk. 
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5.4 Hazard Identification 
 
The essential first step in risk control is to seek out and identify hazards.  Relevant 
sources of information include: 
 

• Legislation and supporting of Approved Codes of Practice, which give 
practical guidance and include basic minimum requirements. 

• HSE guidance. 

• Product information. 

• Relevant British and International standards. 

• Industry or Trade Association guidance. 

• Personal knowledge and experience of managers and employees. 

• Accident, ill health and incident data. 
 
5.5 Risk Assessment 
 
There is a general requirement to carry out risk assessments under the management 
of Health and Safety at Work Regulations 1999. 
 
Assessing risks to help determine workplace precautions can be qualitative or 
quantatitive.  In the simplest cases you can refer to specific legal limits for example, 
people are liable to fall a distance of 2 metres from an open edge or they are not.  In 
more complex situations, you may need to make quantitative judgements within a 
framework set by legal standards and guidance.  Risk assessment should be done 
by competent people. 
 
5.6 Risk Control 
 
When risks have been analysed and assessed you can make decisions about 
workplace precautions.  All final decisions about risk control methods must take into 
account the relevant legal requirements, which establish minimum levels of risk 
prevention or control.  Some of the duties imposed by the Health and Safety at Work  
etc Act 1974 and the relevant statutory provisions are absolute and must be complied 
with.  Many requirements are, however, qualified by the words ‘so far as is 
reasonably practical’ or ‘so far as is practicable’.  These require an assessment of 
cost along with the information about relative costs, effectiveness and reliability of 
different control measures.  
 

Action: Review Risk Assessments within 6 months 
 

• Deputy Chief Executive (has responsibility but in practice is likely to 
delegate to the relevant Service Managers) - Carry out a review of health and 
safety risk assessments covering all aspects of health and safety in their 
portfolio relating to: 

 

• Fire safety (liaising with Asset Management). 

• First aid (liaising with Asset Management). 

• Machinery/Equipment. 

• Display screen equipment. 

• Welfare arrangements 

• Public safety 

• Staff whilst on premises. 

• Staff working at outlying offices. 

• Staff out on site/travelling 
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• Operations Manager (Environment) (OMs have responsibility but in practice 
are likely to delegate to the relevant Service Managers) - Carry out a review 
of health and safety risk assessments covering all aspects of health and 
safety in their portfolio relating to: 

 

• Fire safety (liaising with Asset Management). 

• First aid (liaising with Asset Management). 

• Machinery/Equipment. 

• Display screen equipment. 

• Welfare arrangements 

• Public safety 

• Staff whilst on premises. 

• Staff working at outlying offices. 

• Staff out on site/travelling 
 
 

• Operations Manager (People First) (OMs have responsibility but in practice 
are likely to delegate to the relevant Service Managers) - Carry out a review 
of health and safety risk assessments covering all aspects of health and 
safety in their portfolio relating to: 

• Fire safety (liaising with Asset Management). 

• First aid (liaising with Asset Management). 

• Machinery/Equipment. 

• Display screen equipment. 

• Welfare arrangements 

• Public safety 

• Staff whilst on premises. 

• Staff working at outlying offices. 

• Staff out on site/travelling 
 

 

• Operations Manager (Community and Commercial) (OMs have 
responsibility but in practice are likely to delegate to the relevant Service 
Managers) - Carry out a review of health and safety risk assessments 
covering all aspects of health and safety relating to their portfolio to include: 

 

• Fire safety. 

• First aid. 

• Machinery/Equipment. 

• Display screen equipment. 

• Welfare arrangements 

• Public safety 

• Staff whilst on premises. 

• Staff working at outlying offices. 

• Staff out on site/travelling 
 
 

• Service Managers to produce and review risk assessments and: 
 

• Amend accordingly 

• Identify training needs of individual staff. 

• Identify personal protective equipment.  

• Identify specific equipment used away from base. 
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• Health and Safety Adviser 
 

• Review Health and Safety Policy. 

• Review incident reporting procedures. 

• Produce generic risk assessments (where applicable). 

• Monitor the provision and training of first-aiders and fire wardens. 

• Provide necessary advice and guidance to Operations Managers and 
service managers. 

 
 
6.0 Performance Management 
 
6.1 The primary purpose of measuring health and safety performance is to provide 

information on progress and current status of strategies, processes and activities 
used by Breckland to control risks to health and safety. 

 
6.2 Performance information helps to develop health and safety management 

systems and therefore controls the risks by: 
 

• Providing information on how the system operates in practice. 

• Identifies areas where remedial action is required. 

• Provides a basis for continuous improvement. 

• Provides feedback and motivation. 
 
6.3 Two types of system are required: 
 

• Active systems, which monitor management arrangements, risk control 
systems and workplace precautions. 

• Reactive systems, which monitor accidents, ill health, incidents and other 
evidence of deficient health and safety performance. 

 
6.3.1 Active Monitoring Systems 
 
Active monitoring will give Breckland feedback on its performance before an 
accident, incident or ill health situation occurs. 
 
Active monitoring would include: 
 

• Routine procedures to monitor specific objectives, e.g. quarterly or monthly 
reports or returns; 

• Periodic examination of documents to check that systems relating to the 
promotion of the health and safety culture are complied with. 

• The systematic inspection of premises, plant and equipment. 

• Direct observation of work and behaviour by service managers to assess 
compliance with risk control systems and associated procedures and rules. 

• Consideration of reports on health and safety performance by Operations 
Managers. 

 
6.3.2 Reactive Monitoring Systems. 
 
Reactive systems by definition are triggered after an event and included identifying 
and reporting: 
 

• Injuries and cases of ill health (including monitoring of sickness absence 
records). 
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• Other losses such as damage to property. 

• Incidents including those with the potential to cause injury, ill health or loss. 

• Hazards. 

• Weaknesses or omissions in performance standards. 
 

Action – Identify and agree standards within 3 months 
 

• Operations Manager (Environment) through the Health and Safety Adviser to 
draw up standards for: 

• Monitoring of pre contract risk management (with asset management). 

• Incident reporting 

• Inspection of workplaces 

• Absence management 

• Audit of compliance with health and safety targets. 
 

 
7.0 Auditing and Review 
 
7.1 Auditing and performance review are the final steps in the health and safety 

management control cycle.  They constitute the ‘feedback loop’ which enables 
Breckland to reinforce, maintain and develop its ability to reduce risks to the 
fullest extent and to ensure the continued effectiveness of the health and safety 
management system. 

 
7.2 The aims of auditing should be to establish that: 
 

• Appropriate management arrangements are in place. 

• Adequate risk control systems exist, are implemented and consistent with the 
hazard profile of Breckland. 

• Appropriate workplace precautions are in place. 
 
7.3 The auditing process involves: 
 

• Collecting information about health and safety management systems and  

• Making judgements about its adequacy and performance. 
 
7.4 Reviewing is the process of making judgements about the adequacy of 

performance and taking decision about the nature and timing of the actions 
necessary to remedy deficiencies. 

 
7.5 Reviews will need to examine: 
 

• The operation and maintenance of the system as designed; and  

• The design and development of the health and safety management system in 
changing circumstances. 

 
7.6 Reviewing should be a continuous process undertaken at different levels within 

the organisation.  It includes responses: 
 

• by managers to remedy workplace problems which are observed in the 
course of routine activities. 

• by managers to remedy substandard performance identified by active and 
reactive monitoring. 

• to the results of audits. 
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Action: Introduce Audit and Review Process within 12 months 
 

• 3 monthly review of compliance by Service Managers/Operations Managers. 

• Annual review by Health and Safety Adviser. 
 
Key Performance Indicators: 
 

• Assessment of the degree of compliance with health and system 
requirements. 

• Identification of areas where the health and safety system is absent or 
inadequate. 

• Assessment of the achievements, specific objectives and plans. 

• Accident, ill health and incident date accompanied by analysis of both the 
immediate and underlying causes, trends and common features. 

 
Benchmark by comparing: 
 

• Accident rate with similar local authorities. 

• Management practices and techniques with other organisations to provide a 
different perspective and new insights on health and safety management 
systems. 

 
Report annually in the Performance Plan. 
 
 


