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BRERETON & RAVENHILL 

PARISH COUNCIL

Parish Hall, Ravenhill Park, Main Road, Brereton,  Rugeley, WS15 1DU
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GENERAL STATEMENT
The Health & Safety at Work Act 1974 and the Management of Health & Safety at Work Regulations impose statutory duties on employers and employees.

To enable these statutory duties to be carried out it is the policy of Brereton and Ravenhill Parish Council, so far as is reasonably practicable, to ensure that responsibilities for Health, Safety and Welfare are properly assigned, accepted and fulfilled. It is the responsibility of all employees and Parish Councillors within Brereton and Ravenhill Parish Council to assist in identifying areas of risk in order that all practicable steps can be taken to safeguard the health, safety and welfare of all Employees, Contractors and Visitors to the Parish who may be affected by operations and premises under our control.
1.
So far as it is reasonably practicable it is the intention of Brereton and Ravenhill Parish Council to provide sufficient risk assessments and adequate information to ensure that:-

· The provision and maintenance of plant, machinery, equipment and systems of work are safe and without risks to health

· The arrangements and precautions for the handling, storage, transport, use and disposal of articles and substances at work are safe and without risk to health.

· The provision of such information, instruction, training and supervision as is necessary to secure the health, safety and welfare at work of all employees.

· The working environment of all employees, and Parish Councillors, is safe, without risk to health and adequate facilities and arrangements are made for their welfare at work.

· The Health & Safety Policy is reviewed annually and updated as and when necessary after liaison with relevant people. Communication of any such changes will be made to all employees.

· Effective means of communication are encouraged and maintained throughout the organisation to promote all aspects of health, safety and welfare.

2.
It shall be the duty of all employees at work:-

· To take reasonable steps for the health and safety of themselves and other persons who may be affected by their acts or omissions at work.

· To co-operate with Brereton and Ravenhill Parish Council to promote all aspects of health, safety and welfare, with regards to any duty or requirement imposed on the employer or any other person by or under any of the relevant statutory duties
CONSULTATION

Health & Safety has to be dealt with on a day-to-day basis. 
The Parish Clerk will have the responsibility of arranging meetings for consultation between The Parish Council and employees, as and when the need arises.
Employees and Parish Councillors have the right to request such a meeting through the normal communication channels.

POLICY RESPONSIBILITIES

The Health & Safety at Work Act 1974 requires that the ultimate responsibility for Health & Safety in each workplace lies with the highest Management, but in practice duties have to be designated and it is the delegation that forms the administration and control of the Policy.

Certain individuals have been allocated specific responsibilities and are required to monitor their areas of control to ensure that acceptable standards are maintained.

THE PARISH CLERK AND THE DESIGNATED HEALTH AND SAFETY OFFICERS
· Shall be responsible with The Parish Council Chairman for the establishment of an effective Health & Safety Policy within the Parish Council.
· Will annually review the effectiveness of the policy and ensure that any necessary changes are made.

· Shall produce a plan for the continual Management of Health & Safety as part of the business objectives, which will regularly be monitored, reviewed and developed.

· Shall review the necessary resources to meet current Health & Safety requirements.

· Shall monitor and where necessary, correct the Safety performance of the Parish Council.

· Shall ensure that risk assessments are carried out when required.

· Shall ensure that the safety, organisation and first aid facilities are available, so far as is reasonably practicable, at all times.

· Shall ensure that any training needs for Health & Safety that are identified amongst the Staff or Councillors is carried out at the earliest opportunity.

· Shall ensure that all accidents/incidents causing injury to health or damage to property are evaluated and, where required by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR), reported to the enforcing authority.

· Shall ensure that all new employees and Parish Councillors receive Safety Induction Training, if required, as soon as possible on joining the Parish Council.

· Shall ensure that all current employees and Parish Councillors receive Safety    Training on an ongoing basis

· Shall be responsible for ensuring full compliance with this policy throughout      Brereton and Ravenhill Parish Council

· Shall be responsible for Fire Safety Checks  and Fire Risk Assessments as per the guidelines contained in The Guide to Arson and Fire Protection in Business Government Handbook

· Shall be responsible for periodic Fire and Safety Checks  as per Appendix ‘B’ 

ALL MEMBERS OF STAFF AND PARISH COUNCILLORS: -
· Shall familiarise themselves with and conform to the Health & Safety Policy at all times and to the safety rules at all times

· Shall wear appropriate safety equipment and use appropriate safety devices at all times necessary for the maintenance of Health & Safety.

· Will conform to all instructions relating to Health and Safety provided by the Parish Council and all others with a responsibility for Health & Safety.

· Will report all accidents/injuries in the Accident/incident books provided AND to the Designated Health and Safety Officers whether persons have been injured or not

· Will report any risks and dangers to health and safety to the Designated Health and Safety Officers.

· Will help identify any risks to health within their areas of responsibility and take any necessary action to eliminate or control those risks

· Shall ensure that they are trained for the task(s) they are to perform, in particular that they are not exposed to danger by unsafe working procedures or practices.

· Shall familiarise themselves with procedures to be followed in the case of fire/explosion or similar incident, and know the location of, and how to use, the fire fighting equipment provided, when necessary.

· Shall familiarise themselves with the location of first aid facilities.
· Shall complete Accident Report forms for all accidents they are involved in.

· Shall ensure that all defects in areas of responsibility are reported to the Designated Health and Safety Officers, recorded and rectified. Where defects involve the safety of machinery, it is to be immobilised until repaired
ALL OTHER PERSONS WORKING ON OR VISITING PARISH COUNCIL PROPERTY

· Shall observe the Brereton and Ravenhill Parish Council Health & Safety Policy at all times and any instructions given to them in writing or verbally by the member of staff responsible for the area in question

· Shall not work on Parish Council property unless relevant safety rules are read, understood and accepted.

· Shall not work on Parish Council property unless covered by Insurance against risk.

· Shall make themselves familiar with the emergency evacuation procedure in the event of fire.

· Hirers of the Parish Council Pavilion Centre must observe the safety rules laid down by the Parish Council at all times and must at no time carry out practices that may compromise the Health and Safety of both Parish Council employees or members of the public.
PROCEDURES 
Action on discovering a fire Raise the Alarm

1. Dial 999 to call the Fire Brigade if it is safe to do so

2. Attack the fire if it is safe to do so using the appliances provided

3. On hearing the fire alarm leave the building by the nearest exit route

4. Close all doors behind you

5. Report to the assembly point

6. Do not take risk, do not re-enter the building for any reason until authorised to do so.

Health and Safety Rules
These rules are important. Please read them carefully to ensure that you understand what is expected of you. If you do not understand please contact the Parish Clerk.

Working Practices
· You must not operate any machine, plant or equipment unless you have been trained or authorised to do so.

· You must make full and proper use of all machine guarding.

· You must report to the Parish Clerk immediately any fault, damage, defect or malfunction of any machinery, plant, equipment, tools or guard.

· You must not clean any moving machinery, plant or equipment unless authorised to do so.

· You must not leave any machinery, plant or equipment in motion whilst unattended unless authorised to do so.

· You must not make any repairs or carry out any maintenance work of any description unless authorised to do so.

· You must use all substances, chemicals, liquids etc in accordance with all written and verbal instructions.

· You must return all substances, chemicals, liquids etc to their designated safe storage area when not in use.

Notices and written instructions
· You must comply with all hazard warning signs, notices and instructions displayed on all Parish Council property.

Working conditions/environment
· You must make proper use of all safety equipment and facilities provided.

· You must keep work areas clear and in a clean and tidy condition

· You must clear up any spillage of liquids as soon as is practicable.

· You must not pollute watercourses, sewers or drains with chemicals, oils or other hazardous substances.

Protective clothing and equipment
· You must use all items of protective clothing and equipment provided, as instructed.

Accidents and incidents 
· You must seek medical treatment for injuries you sustain, no matter how slight and ensure that appropriate records are entered in one of the Accident Books, located in the Parish Office
· You must report all accidents and dangerous occurrences to the Parish Clerk as soon as is practicable.

· You must notify the Parish Clerk of any incident in which damage is caused to property.
· All accidents and/or injuries must be reported using the Accident/Incident Books provided

Fire Precaution
· You must conform with all emergency procedures.

· You must not obstruct any fire escape routes, fire equipment or fire doors.

· You must report any use of fire equipment to the Parish Clerk or one of the Designated Safety Officers.
Security
Nothing may be taken from the premises without permission. 

Smoking
Smoking and vaping are NOT permitted in any areas within Parish Council premises and only permitted in the designated area outside the Parish Council premises.
CONTRACTORS HEALTH & SAFETY INFORMATION
In order to show that the Council has taken reasonable steps to ensure the safety of persons on its land/premises, the Council’s Safety Information must be brought to the attention of any contractor when tenders are being sought for work.

The following paragraphs should be inserted into all standard conditions of contract which are used by the Council;

‘It is a condition of contract that contractors comply with all applicable Health and Safety legislation including the safety rules of ‘Contractors Safety Information’, which is a part of the Safety Policy. A copy is available on request.’

‘Contractors must have insurance cover for General Third Party to an agreed minimum limit. Evidence of cover is required as is a 30 day notice of cancellation’.

Safety Information  
This information (which is part of the Health and Safety Policy) applies to all contractors and others under their control, engaged to carry out specific work on the Councils land/premises and forms part of the terms of the contract.

It is our intention to secure a high standard of safety in all areas under our control. Therefore, the following conditions are an integral part of the contract.

Contractors shall:

1.
Familiarise themselves and their personnel with the work site and any hazards that may be encountered.

2. 
Conduct their activities in accordance with safe practices, taking precautions to protect the work site, all employees and others that may be affected by the activities.

3.
Comply with our Safety Policy.

4. 
Comply with all Health and Safety Laws applicable to the work being undertaken.

5. 
Provide their own personnel with suitable equipment, where not provided by the Council, and protective clothing at their (the contractors) expense.

6. 
Engage on the contract only such persons as are skilled, experienced and competent in the performance of their tasks.

7.
Provide evidence of risk assessment prior to the commencement of any work.

Contractors are not relieved of any of their duties and obligations under Statute or Common Law.

Any breach of the Health and Safety Rules or legal requirements may lead to the suspension at the Contractor’s own expense or termination of the contract.  

APPENDIX ‘A’
BASIC HEALTH AND SAFETY IN FOOD HANDLING RULES

TO BE FOLLOWED BY ALL FOOD HANDLERS
Health and Safety in Food Handling is important.  It is law that you make yourself aware of these precautions

· You must not handle food if you have any skin, nose, throat or bowel problems.

· Do not smoke or vape in the kitchen or within the premises
· Wash your hands thoroughly in the stainless steel sink provided
· Do not cough or sneeze over food
· Please wear clean clothes and protective apron.

· Use waterproof dressings of the correct colour on cuts, sores or abrasions and keep the dressing clean. Wear a thin rubber glove if necessary

· Whenever possible use food grade disinfectants as well as detergents to ensure that preparation surfaces are clean
· Always use clean utensils.  Use a clean utensil in preference to your hands

· Do not use chipped or cracked crockery: put it on one side to be destroyed or replaced

· Clean up as you go and wipe up spillages as they occur

· Keep prepared foods covered until they are to be served

· Do not place uncooked meat, poultry or fish near cooked preparations unless securely wrapped

· Keep fish, meat, vegetable or dairy products and foods containing them either below 8C or, if they are cooked and waiting to be eaten hot, above 63C

· Keep the waste bin properly covered at all times
· When you have finished your preparations, please wash and dry everything you have used. Clean the sink, work surfaces and any spills.

APPENDIX ‘B’

This is not intended to take the place of the Parish Pavilion Fire Risk Assessment, OR Health and Safety Assessments, but lists those areas considered necessary to check as a means of ensuring that safety standards, established after the Fire Risk Assessment and Health and Safety Assessments, are being maintained.


Electrical Equipment 

· All appliances will be tested by a competent electrician annually (PAT) 

· Hall hirers/users must provide certification (PAT) as appropriate for equipment brought into the building prior to the event.

· The electrical installation for the building will be tested in accordance with regulations every 5 years (insulation) 

· Emergency lighting/exit signs will be tested monthly 

· The fire alarm system will be tested weekly (a different operating point each time).
· Regular users of the hall will be instructed in the use of fire extinguishing equipment e.g., kitchen users in respect of fire blankets 
· All Firefighting equipment will be given an annual maintenance check by a competent person 

· A visual check will be carried out weekly.  
Fire Evacuation Routine 
· The evacuation plan/action to be taken will be displayed throughout the building in prominent positions 

· All Hirers/Users will be made aware of policy and its implementation as a condition of hire 

· A periodic evacuation drill will be carried out

· A list of “valuable” items should be maintained to pass to the Fire Brigade for salvage purposes e.g., Computer 

Means of Escape 
· Fire doors will be checked weekly as to their functionality with a daily check to ensure they are not wedged open by users 

· A daily check will be undertaken to ensure corridors/ escape routes are maintained clear of obstructions 
· Daily checks of bins and storage should be carried out to avoid the accumulation of rubbish 

· Hazardous materials (such as certain cleaning materials) will be identified, stored safely and records to be kept 
· Any discrepancies during daily checks 

· All other tests and checks recorded 

· All discrepancies to be logged together with the remedial action taken 
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