RYE TOWN COUNCIL

GENERAL STATEMENT OF POLICY FOR THE HEALTH AND SAFETY AT WORK
OF THE TOWN COUNCIL’S EMPLOYEES
The Town Council requires all Council Members, Officers and all other employees to show a high regard for all measures required to secure a high standard of health and safety at work.

Whatever standards and/or requirements applicable to Rye Town Council are established under statute or approved codes of practice will be met and adhered to, but the absence of statutory standards will not be regarded as grounds for failing to promote a desirable standard.

The Town Council will promote health and safety training; encourage a high concern for safety among all employees through consultation; and develop and promulgate information on safe working practices, healthy employees and healthy workplaces.

At the same time the Town Council will expect employees to show a proper personal concern for their own and others’ safety and the safety of equipment, by exercising due care and attention and observing authorised codes of practice and advice.

Where specific hazards exist, the dangers and safety procedures to be observed are detailed in Codes of Practice or advice which are prepared by the Town Clerk.

This statement will be reviewed from time to time and may be modified to meet new regulations or changing circumstances within the Authority.

The organisation
1. The overall responsibility for the health and safety of its employees and any member of the public who may be affected by the way the Authority carries on its business, rests with Members of the Town Council.

To meet this responsibility, the Members have agreed the foregoing General Policy Statement and instructed the preparation of effective Codes of Practice for the guidance of staff and others who might need to know.

The Town Clerk is directly responsible to the Town Council for the health and safety performances of the Authority and will monitor the various arrangements set up.

The Town Clerk (the Supervisor) has special day to day responsibility to ensure that the health and safety arrangements detailed in the Codes are applied effectively. They review accident and situation reports and progress action where appropriate. In the case of new operations they ensure that all proper safety precautions have been taken. The Supervisor is also responsible for providing all necessary training for employees and facilities, as appropriate, for employees to consult management on health and safety matters.

The Supervisor is charged with the responsibility for applying the established safety rules and procedures. The Supervisor instructs new employees in particular hazards or processes and control accidents by effective supervision, accident investigation and the introduction of safe systems of work to prevent recurrence.

General advice and practices

2. It is the policy of Rye Town Council to ensure, so far as is reasonably practicable, the health, safety and welfare at work of all its employees and this will extend in particular to the following matters:

i) the provision and maintenance of systems of work that are safe and without risks to health,

ii) the arrangements for ensuring safety and minimum risk to health in connection with the use, handling, storage and transport of articles and substances,

iii) the provision of such information, instruction, training and supervision as is necessary to promote the health and safety at work of all employees,

iv) the maintenance of the premises in a condition that is safe and without risk to health and the maintenance of means of access to and egress from the premises that are safe,

v) the provision and maintenance of a working environment for employees that is safe, without risks to health and adequate as regards facilities and arrangements for their welfare at work,

3. Employees are required to fulfill their obligations under the Health and Safety at Work Act 1974 in the following respects:

i) take reasonable care for the health and safety of him/herself and of other persons who may be affected by his/her acts or omissions at work,

ii) co-operate with the management as regards any duty or requirement imposed on the management or any other person by the Health and Safety at Work Act 1974 so far as it is necessary to enable that duty or requirement to be performed or complied with,

iii) not interfere intentionally or recklessly with or misuse anything provided in the interest of health, safety or welfare in pursuance of the requirements of the Act.

4. A Safety Representative may be appointed by employees who will be able to consult the Town Clerk on matters relating to the health, safety and welfare of employees.

Arrangements for carrying out the general policy

5.
a)
The Town Clerk will be responsible for the following:-

1) conducting regular safety checks in conjunction with any appointed safety representative,

i) identifying specific hazards and the giving of such information and instruction to staff concerning them as is necessary to avoid risks to health and safety,

ii) ensuring that all employees and all new employees are given such information, instruction, training and supervision as is necessary to ensure health and safety at work,

iii) the provision and maintenance of adequate first-aid requisites,

iv) investigation of all accidents and hazardous occurrences involving or likely to involve personal injury, and the taking of such action as is considered necessary to remove the cause of any such incident.

b)
Each member of staff is individually responsible for reporting to the Supervisor any hazardous condition which becomes apparent. (Such conditions may include faulty electrical switches or wires, broken steps or loose handrails etc.)

Safety complaints procedure

5. This procedure is to be adopted by employees making a safety complaint:

i) The employee is to approach the Supervisor with the complaint,

ii) If the problem is not rectified within a reasonable period of time, a joint approach may be made by the employee and with the Safety Representative to the Supervisor,

a) If the employee remains dissatisfied, he/she or the Safety Representative should submit the complaint in writing to the Chairman of the Council.
iv) where a complaint about a safety matter is considered to be urgent it may be referred in all cases directly to the Town Clerk and, in the Clerk’s absence, to the Chairman of the Town Council.

Accident procedures

6. Accidents and injury, no matter how small, must be reported.  The information required is:

a) name of injured person and address if a member of the public;

b) the date, time and place of accident;

c) 
what the injured person was doing at the time of the accident;

d) 
how the injury/accident occurred;

e) 
what injuries were observed at the time of the accident;

f) 
hours worked by the injured person, if a member of staff, on the day of the accident;

g) names of any witnesses and address, if a member of the public.

When this has been obtained it must be handed to the Supervisor at the first available opportunity, who must sign it and enter the injury details into the accident book.

Tidiness

7. Floors, passageways and stairs should be kept clear of obstruction and litter.  Place litter bins in positions where they cannot be fallen over. Put waste paper in bins, do not throw it.

Dangerous or hazardous waste, eg broken glass etc, should not be dropped into the office waste bin where it may be found by accident. Arrangements must be made for safe disposal.

Stairs

8. When using stairs, whenever possible you should use the handrail and not carry so much that you are unable to do so.

It is very dangerous to carry articles or equipment up or downstairs which obscure your vision.

At all times look where you are going. Don’t run – walk, it is safer for everyone. Use care in opening doors outwards.

Equipment

9. Most office equipment is not particularly dangerous, as working parts are usually well enclosed.

Office machinery must be treated with caution, particularly guillotines and machines with moving parts.

When an electrically operated machine breaks down, do not tinker with it.  Report it to your Supervisor.

Do not try to repair broken switches, loose connections, damaged cables etc.  these are jobs for an electrician.

Switch off electrical machines after use and remove plugs from their sockets before leaving the office.

Lifting

10. Lifting relies on skillful use of the right muscles – not just brute force. Before lifting check that there will be no obstructions in the direction you are going.  Obtain assistance for a load that is too heavy, too large or too awkward. Take up position, feet hip-breadth apart, one foot slightly forward and pointing in the direction you intend to move. Bend the knees and get a good grip on the load, lift keeping the back straight, arms close to body with leg muscles taking the strain. Do not carry a load which obscures your vision. Keep a straight back and bend the knees when putting the load down.

Fire precautions and procedures

12
a)
General
If you discover a fire immediately operate the nearest fire alarm.

Attack the fire, if possible, with the appropriate appliance provided but without taking personal risk.

b) On hearing the alarm

Members of staff with access to a telephone will immediately dial 999 and call the Fire Brigade.

Shut windows and doors, if possible.

Whilst leaving the building, help out all members of the public.

Proceed to the area allocated to your place of work.

USE THE NEAREST AVAILABLE EXIT.

DO NOT STOP TO COLLECT PERSONAL BELONGINGS

DO NOT RE-ENTER THE BUILDING

IT IS IN YOUR OWN INTERESTS

To study this section to know what to do in the event of fire and how to use the fire appliances. A copy of this section will be displayed at all fire alarm points.

To make yourself familiar with the means of escape in case of fire and to avoid any obstruction to staircases, landings and other routes at all times.

Employees at the Town Hall will evacuate to the Adult Education Centre gateway.

Employees will remain at the area allocated until a roll call has been made.

c) Fire drills
Tests will be carried out from time to time to ensure that the system is working efficiently. These will be test alarms and, in such cases, an announcement will be made to this effect prior to the actual sounding of the alarm. On these occasions no action is called for. However, on any other occasion, staff should evacuate the building as expeditiously as possible.

d)
Fire extinguishers
All fire extinguishers on Council property are clearly marked and should be used as follows:

	i)
	Water
	For use on any “freely burning” fires but NOT for fires involving electrical appliances or flammable liquids.

	Ii)
	Dry Powder
	Whilst mainly for use against electrical and flammable liquid fires, can also be used for all other types of fires. Whilst extinguishing freely burning fires of paper, wood, etc, does not have the cooling action of water and care should be taken that the fire does not break out again.

	Iii)
	CO2
	For use on fires involving electrical equipment and flammable liquids.


Fire blankets are situated where kitchen facilities are provided and should be used to smother flames.

First Aid

13. First Aid facilities are available at your workplace and will be shown to you by your Supervisor. MAKE SURE YOU KNOW WHERE THESE FACILITIES ARE. There will be a contents list with the First Aid facilities. If, for some reason, there is a shortage, tell your Supervisor straight away. Provision will be made for all employees dealing on a regular basis with members of the public for a substantial part of their working day to take a basic first aid course.

14. Eye and Eyesight Tests
Employees who are users of VDUs (users being staff who use or will use display screen equipment, including new employees) are entitled to an eye test without charge to them. Tests will normally be approved at not less than 2 year intervals. In order for the cost of the test to be reimbursed, written authority must first be obtained from your Supervisor.

15. General
The Safety Policy will be revised as and when necessary or appropriate to keep it up to date.

Any queries about this policy, or suggestions for how it might be improved, should be made to: The Town Clerk, Rye Town Council, Town Hall, Market Street, Rye TN31 7LA t 01797 223902 f 01797 227706 

e townhall@ryetowncouncil.gov.uk.
