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INTRODUCTION 
 
 

Halewood Town Council is committed to ensure the health and safety 
of its employees and others who maybe affected by the Council’s 
undertaking.  This Health and Safety Policy document outlines that 
commitment. 
 

 
 
J K GREEN 
TOWN CLERK 
 
April 2008   
 
A copy of this statement will be issued to every employee.  Where this statement of Safety 
Policy is revised or modified each employee concerned with such changes will be notified. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
HALEWOOD TOWN COUNCIL 

STATEMENT OF  
HEALTH AND SAFETY POLICY 

 
1. Halewood Town Council recognises and accepts its responsibilities for providing, so far as is 

reasonably practicable, a safe and healthy place of work and environment for all its employees and 
other persons who may be affected by the Council’s undertaking. 

2.     In pursuance of the above statement the Town Council will pay particular attention to:-  
        (i) Ensuring compliance with all relevant statutory legislation and approved codes of 

practice. 
(ii) The provision of a safe and healthy place of employment with suitable  and   adequate 

welfare arrangements. 
(iii) Ensuring safe systems of work are adopted by employees and others   carrying out work 

on behalf of the Council. 
(iv) The provision of instruction, information, training and supervision as is necessary to 

ensure the health and safety of employees and others. 
(v) Providing and maintaining safe plant and equipment. 
(vi) The control, handling, storage, use and transportation of toxic and flammable liquids or 

substances. 
(vii) Ensuring that any emissions of dust, fumes, smoke or vapours are not harmful or noxious. 
(viii) Investigating accidents/incidents with a view to implementing effective measures to bring 

about a reduction of such incidents. 
3.  Without detracting from the primary responsibility of the Town Clerk and   Supervisors to ensure 

healthy and safe conditions, the Town Council will provide competent technical advice on health 
and safety matters where necessary.  To assist with this the Town Council retain the services of an  

 independent company as a professional Safety Advisor. 
4. The Town Council believes that accidents/incidents can be avoided by the joint efforts of both 

Management and Employees and it is in this belief that the Town Council will co-operate fully in 
all matters relevant to health and safety. 

5. The Health and Safety at Work etc Act 1974 and the Management of Health and Safety at Work 
Regulations 1992 place a legal responsibility on both the employer and the employee.  The main 
provisions of this legislation are outlined overleaf. 

6. This Policy Statement is supplemented with additional information outlining the Organisation and 
Arrangements for implementing the Council’s Health and Safety Policy. 

 
J K GREEN 

TOWN CLERK 
APRIL 2008 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
HALEWOOD TOWN COUNCIL 

 
HEALTH AND SAFETY at WORK ACT 1974   (GENERAL DUTIES) 
 
EMPLOYER DUTIES 
SECTION 2 

(1) IT SHALL BE THE DUTY OF EVERY EMPLOYER TO ENSURE, SO FAR AS IS REASONABLY PRACTICABLE 
THE HEALTH, SAFETY AND WELFARE AT WORK OF ALL HIS EMPLOYEES. 

 
(2) THIS INCLUDES IN PARTICULAR. 

(a) THE PROVISION and MAINTAINANCE OF PLANT and SYTEMS OF WORK THAT ARE SAFE AND 
WITHOUT RISKS TO HEALTH. 

(b) ARRANGEMENTS FOR ENSURING SAFETY and ABSENCE OF RISKS TO HEALTH IN 
CONNECTION WITH THE USE, STORAGE AND TRANSPORT OF ARTICLES and SUBSTANCES. 

(c) THE PROVISION OF SUCH INFORMATION, INSTRUCTION, TRAINING and SUPERVISION AS IS 
NECESSARY TO ENSURE THE HEALTH and SAFETY OF ALL EMPLOYEES. 

(d) AS REGARDS ANY PLACE OF WORK UNDER THE EMPLOYERS CONTROL, THE 
MAINTAINANCE OF IT IN A CONDITION THAT IS SAFE and WITHOUT RISKS TO HEALTH AND 
THE PROVISION AND MAINTAINANCE OF MEANS OF ACCESS AND EGRESS THAT ARE SAFE 
AND WITHOUT RISKS. 

(e) PROVISION and MAINTAINANCE OF A WORKING ENVIRONMENT THAT IS SAFE and WITHOUT 
RISKS TO HEALTH and ADEQUATE AS REGARDS FACILITIES and ARRANGEMENTS FOR THEIR 
WELFARE. 

 
(3) TO PREPARE and AS APPROPRIATE REVISE A WRITTEN STATEMENT OF HIS GENERAL POLICY and THE 

ORGANISATION AND ARRANGEMENTS FOR CARRYING OUT THAT POLICY and TO BRING TO THE 
NOTICE OF HIS EMPLOYEEES. 

 
(4) TRADE UNIONS CAN APPOINT SAFETY REPRESENTATIVES, THE EMPLOYER MUST CONSULT WITH 

THEM AND IF REQUESTED TO DO SO ESTABLISH A HEALTH AND SAFETY COMMITTEE. 
 

SECTION 3 
(1) DUTY TO CONDUCT THE UNDERTAKING TO ENSURE, SO FAR AS IS REASONABLY PRACTICAL, THE 

HEALTH AND SAFETY OF PERSONS WHO ARE NOT HIS EMPLOYEES. 
SECTION 4 

(1) DUTY OF EACH PERSON WHO HAS TO ANY EXTENT CONTROL OF THE PREMISES, TO PERSONS WHO 
ARE NOT HIS EMPLOYEES BUT USE THE PREMISES AS A PLACE OF WORK OR WHERE THEY MAY USE 
PLANT OR SUBSTANCES.  TO ENSURE SAFE ACCESS and EGRESS AND ENSURE PLANT and SUBSTANCES 
ARE SAFE and WITHOUT RISKS TO HEALTH. 

SECTION 5 
 (1) DUTY TO PREVENT EMISSIONS OF NOXIOUS or OFFENSIVE SUBSTANCES. 
 
SECTION 6 

(1) DUTY OF ANY PERSON WHO DESIGNS, MANUFACTURES, IMPORTS or SUPPLIES ANY ARTICLES FOR USE 
AT WORK, TO ENSURE IT IS SO DESIGNED and CONSTRUCTED AS TO BE SAFE and WITHOUT RISKS 
WHEN PROPERLY USED. 

 
EMPLOYEE DUTIES 
SECTION 7 

(a) TO TAKE CARE OF HIMSELF and OTHERS WHO MAY BE AFFECTED BY HIS ACTS OR OMISSIONS. 
(b) TO CO-OPERATE WITH THE EMPLOYER TO ENABLE STATUTORY REQUIREMENTS TO BE COMPLIED 

WITH. 
SECTION 8 
 NOT TO INTERFERE WITH or MISUSE ANYTHING PROVIDED IN THE INTERESTS OF HEALTH AND SAFETY. 
 
MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATION 1992 (MAIN PROVISIONS) 
 
EMPLOYER DUTIES 
MAKE SUITABLE AND SUFFICIENT RISK ASSESSMENTS. 
MAKE ARRANGEMENTS FOR THE PLANNING, ORGANISATION, CONTROL, MONITORING AND REVIEWING OF HEALTH AND 
SAFETY. 
PROVIDE APPROPRIATE HEALTH SURVIELLANCE. 
APPOINT ONE OR MORE COMPETENT PERSONS. 
ESTABLISH EMERGENCY PROCEDURES. 
PROVIDE COMPREHENSIBLE AND RELEVANT INFORMATION and TRAINING. 
TAKE ACCOUNT OF EMPLOYEES CAPABILITIES. 
PROVIDE TEMPORARY WORKERS WITH INFORMATION ON ANY SPECIAL SKILLS OR QUALIFICATIONS REQUIRED AND OF 
HEALTH SURVEILLANCE REQUIREMENTS. 
 
EMPLOYEES DUTIES 
 
TO USE EQUIPMENT ETC AS INSTRUCTED AND TRAINED. 
TO INFORM THE EMPLOYER OF ANY SERIOUS IMMEDIATE DANGER OR ANY SHORTCOMINGS IN THE PROTECTION 
ARRANGEMENTS. 
  

 
 
 
 
 
 
 



 
 

MANAGEMENT OF HEALTH AND SAFETY 
 

Health and Safety Strategy 
 

Halewood Town Council recognises that the health and safety of its employees and any others who may be affected by the 
Council’s undertaking is of prime importance and is committed to compliance with the statutory requirements applicable to each 
activity and working environment.  The Council outlines this commitment in its Key Aims and its General Statement of Health 
and Safety Policy.  In order to achieve these objectives it is necessary to:- 
 

 Ensure the health and safety of employees and others who may be affected by the Council’s 
undertaking 

 Ensure a safe and healthy working environment 
 Identify and control hazards and risks 
 Develop a health and safety culture 
 Control accidental loss 

 
The Health and Safety Executive “Five Steps to successful health and safety management” will be used as the general principles 
to good management and are required to be adopted at all levels of management:- 
 

• Set your Policy 
• Organise your staff 
• Plan and set standards 
• Measure your performance 
• Audit and review 

 
The effectiveness of its implementation will require the combined effort of all employees.  A structured, co-ordinated and 
properly managed approach to health and safety is required throughout the Council to ensure its obligations and the requirements 
of legislation are complied with. 
 
Based on the belief, “Nothing we do is worth getting hurt for” and that all injuries are preventable, basic principles throughout 
the Council with a view to achieving that belief. 
 
• Total compliance with health and safety legislation 
• Health and safety to be an integral part of quality management systems 
• Development and continual review of meaningful Health and Safety Policies 
• Establish effective and pro-active health and safety management procedures and arrangements 
• The provision of competent health and safety personnel and resources 
• A workforce competent for the work activities to be undertaken 
• Training that reflects legislative, work related and employee’s personal requirements 
• Effective communication arrangements to disseminate health and safety information 
• Consultation with employee’s and employee health and safety representatives 
• Removal of any unnecessary hazards and effectively ensure the control of risk 
• Monitor and measure performance to promote improvement in health and safety 
• Investigation of incidents and accidents and the analysis of trends to implement measures that will prevent recurrence 

of similar incidents 
• The consideration of any environmental issues for each work activity 
Aim for a total quality approach to achieve “an injury free working environment” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Organisational Arrangements for Health and Safety 

 
Organisation 
The “organisation” is principally concerned with employees and their responsibilities for health and safety and:- 

(a) clearly defines the hierarchy of health and safety responsibilities,  
(b) outlines the health and safety responsibilities of individuals or groups, recorded in a clear and 

logical way, with each employee knowing who and what they are responsible for, and to whom 
they are responsible, 

(c) identifies the knowledge and training required at each level of employee to ensure health and 
safety competence for the particular work activity. 

(d) Any revisions to the documents will be signed by designated Senior Management. 
 
Arrangements 
The “arrangements” outline how the Employer’s responsibilities are carried out to ensure the activities and the 
working environment is safe and healthy.  These include:- 
 (a) general and specific procedures eg. 

• accident reporting 
• first aid 
• first aid emergency procedures 
• smoking policy 
• visitors and contractors on site 
• violence to staff 
• transport 

(b) the safe systems of work and precautions for the activities undertaken eg. 
• display screen equipment 
• manual handling 
• working with asbestos 
• construction activities 
• outdoor activities 
• working with chemicals 

(c) risk assessments identifying the associated hazards and risks and   precautions 
(d) inspection and maintenance arrangements for plant, equipment and buildings 
(e) arrangements for identifying training needs and implementing training to ensure employee 

competence 
(f) communication procedures for health and safety information to employees 
(g) communication procedures with outside agencies 
(h) consultation arrangements with employees and their representatives 
(i) monitoring arrangements to ensure the effectiveness of the arrangements and that set standards are 

achieved. 
 
The Town Clerk has the principal responsibility for the health and safety of all the employees that work for the 
Town Council and of other persons who could be affected by the work activity.  He will ensure that all reasonably 
practicable arrangements are in place to ensure that the activities and the areas in which employees work are safe 
and healthy.  Risk assessments must be undertaken and used as the basis for developing safe working methods and 
procedures. 
 
When the Council employs contractors then a similar duty of care will be shown to the contractors employees, this 
applies even if the contractor has been engaged to undertake work because they may have a specialist knowledge.  
The working arrangements and procedures will be agreed and approved prior to initiation of the proposed work. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Responsibilities and Duties of the Individual 
The principal duties of employers and employees are imposed by the Health and Safety at Work etc. Act 1974 and 
the Management of Health and Safety at Work Regulations 1992.  There are, however, duties outlined in other 
associated Regulations.  
 
Where an individual has specific health and safety responsibilities these, together with their responsibilities 
towards other employees, will be clearly defined in writing.  Employees who are “duty holders” have specific 
health and safety responsibilities under specific legislation.  These responsibilities will be clearly defined together 
with the general duties of the particular post. 
 
It is necessary to identify and clearly define individuals’ responsibilities in order 
to ensure that the employers undertaking is managed in a healthy and safe manner, a co-ordinated management 
approach being the most effective. 
 
The principal responsibilities of the Council have been outlined previously in this document, the following 
information outlines the general responsibilities for other levels of employee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



TOWN CLERK 
 

POLICY – HEALTH AND SAFETY POLICIES 
 

• Shall be the responsible for the effective implementation of the Safety Policy. 
• Shall clearly define systems of work, training programmes and instructions, ensuring they are known and 

understood. 
 
ORGANISATION – ORGANISE SYSTEMS, PROCEDURES AND PEOPLE 
 

• Ensure they are familiar with the general requirements of the health and safety legislation that is applicable 
to the areas for which they have responsibility. 

• Implement arrangements for the dissemination of health and safety information. 
 
PLANNING – PLAN AND SET STANDARDS TO ACHIEVE THE AIMS 
 

• Fully consider all safety reports with a view to ensuring appropriate action is taken. 
• Ensure that all personnel are conversant with and accept their responsibilities for health and safety, and 

that they are properly trained, competent and equipped to carry out those responsibilities. 
• Fully consider the health and safety aspects of:- 

• current day to day work methods 
• new work methods which are being planned 
• purchasing or designing new of modified equipment 
• housekeeping standards 

 
PERFORMANCE – MEASURE PERFORMANCE 
 

• Monitor the effectiveness of health and safety arrangements in their areas 
• Examine accident reports ensuring defined procedures and accident investigations are implemented.  

Identifying cause and progressing the necessary action required to prevent recurrence. 
 
AUDIT AND REVIEW 
 

• Ensure that the statutory requirements are complied with 
• Make assessments of safety training requirements to ensure the competence of employees under their 

control. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SUPERVISION 
FINANCE/ADMINISTRATIVE CONTROLLER 

 
POLICY – HEALTH AND SAFETY POLICIES 

• Ensure they are familiar with the Council’s Health and Safety Policy. 
 
ORGANISATION – ORGANISE SYSTEMS, PROCEDURES AND PEOPLE 
 

• Notify the Town Clerk of Employees who are off due to an incident at work and the date they return to 
work. 

• Ensure that any relevant systems of work, risk assessments etc. are known, available, understood and 
implemented by employees.  Such systems to be continually reviewed and where appropriate fully 
discussed with employees. 

• Report to the Town Clerk, any health and safety matters requiring his attention. 
 
PLANNING – PLAN AND SET STANDARDS TO ACHIEVE THE AIMS 
 

• Ensure that employees under their control are properly trained, competent and fully aware of the hazards 
and risks associated with their job and within their working areas. 

• Maintain a good standard of housekeeping in all areas under their control, ensuring means of access and 
egress to and from the place of work are properly maintained. 

• Ensure all tools and equipment are maintained to a satisfactory standard. 
 
PERFORMANCE – MEASURE PERFORMANCE 
 

• Ensure that adequate supervision is available at all times, taking account of the age and experience of the 
employees concerned. 

• Ensure that safety rules are observed and where appropriate protective equipment or clothing is used or 
worn. 

• Maintain a good standard of housekeeping in all areas under their control, ensuring means of access and 
egress to and from the place of work are properly maintained. 

• Ensure that all employees under their control are aware of and understand their role in implementing 
emergency procedures. 

• Ensure that all employees are aware of the “Procedure in Case of Fire” and the type and location of 
fighting equipment and how to use them. 

• Ensure employees are familiar with “Bomb Threat” procedures. 
• Ensure employees are familiar with the procedure for reporting accidents and where they can obtain first 

aid. 
 
AUDIT AND REVIEW 
 

• Investigate fully all accidents as soon as possible with a view to discovering their cause and eliminating 
recurrence. 

• Ensure the accident book and accident forms are completed for all accidents involving injury, damage or 
lost time and notify the Town Clerk of any specific injuries or dangerous occurrences as outlined in the 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995. 

• Monitor working practises to ensure they conform with any laid down procedures and that they 
are as far as is reasonably practicable safe and without risks. 

• Ensure that any relevant systems of work, risk assessments etc. are known, available, 
understood and implemented by employees.  Such systems to be continually reviewed and 
where appropriate fully discussed with employees. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



EMPLOYEE 
 

POLICY – HEALTH AND SAFETY POLICIES 
 

• Ensure they are familiar with the Council’s health and Safety Policy. 
• Make any suggestions or recommendations to improve health and safety. 

 
ORGANISATION – ORGANISE SYSTEMS, PROCEDURES AND PEOPLE 
 

• Ensure they understand the arrangements and procedures for reporting incidents and accidents 
during working hours. 

• Report all incidents and accidents to the Supervisor whether or not persons are injured or cease 
work. 

• Ensure they understand the emergency procedures for Fire and Bomb Threats. 
• Report any health and safety hazards, defective tools, equipment, material etc to their 

Supervisor. 
 
PLANNING – PLAN AND SET STANDARDS  TO ACHIEVE THE AIMS 
 

• Undertake job instruction and health and safety training as required by supervisory staff.   
• Plan the work to reduce health and safety hazards to themselves or others. 

 
PERFORMANCE – MEASURE PERFORMANCE 
 

• Shall take all reasonable care for the health and safety of themselves and other persons affected 
by what they do at work. 

• Shall co-operate with the employer on matters of health and safety. 
• Shall make themselves familiar with and conform to specific risk assessments, safety rules and 

systems of work at all times. 
• Shall wear appropriate safety equipment and or clothing and use appropriate safety devices as 

required. 
• Assist in maintaining good housekeeping standards. 

 
AUDIT AND REVIEW 
 

• Regularly inspect your work area and equipment. 
• Regularly review systems of work that you are required to implement. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Health and Safety Risk Management 

 
Introduction to Risk Management 
It is the risks to Employee’s (or others who could be affected by our work activities), that need to be managed with the aim of 
developing a “health and safety culture”.   This can be achieved by the implementation of risk management arrangements 
including, risk assessment, the implementation of safe working procedures, instruction and training and ensuring a safe and 
healthy working environment.  This needs to be done in conjunction with the development of the correct Employer and 
Employee “attitude “, as without this, any arrangements may well be ineffective. 
 
A Risk Management strategy for employee’s health and safety can be established using fundamental criteria that should be 
implemented at different stages:- 
 
Before Employment 
Include Health and Safety responsibilities in the job description.  Undertake medical assessments which should incorporate 
any occupational requirements, ensuring the applicant is capable of undertaking the work required both physically and 
mentally.  Consider any training requirements that are essential, establishing at the outset a programme for achievement. 
 
On starting the work 
Induct the new Employee in the general and the emergency health and safety arrangements for the working environment and 
the work activities to be undertaken, informing them of the associated risks and the precautions they must take to minimise 
that risk.  Establish if there is a shortfall in the essential training requirements and implement the necessary additional 
precautionary measures, including instruction, information and supervision. 
 
Ongoing 
Implement a programme of necessary refresher training incorporating the health and safety requirements for the work 
activities and the working environment. 
 
Ensure suitable and sufficient information and instruction is provided, undertake monitoring to ensure satisfactory standards 
are achieved and review arrangements as and when necessary. 
 
Where health screening is a requirement of legislation, ensure programmes are in place and that the results are carefully 
monitored. 
 
Consider other forms of health care, such as general health screening and fitness monitoring that could be beneficial to the 
Employees health.  Both the Employee and the Employer will benefit from “healthy workforce”. 
 
Risk Assessment 
It is a requirement under the Management of Health and Safety at Work Regulations 1992 that all work activities are risk 
assessed thus providing the main framework on which all safe systems of work can be developed.  Other specific legislation 
also requires risk assessments to be undertaken.  Where these have already been undertaken, this particular requirement in the 
Management of Health and Safety at Work Regulations 1992 need not be repeated. 
 
Risk assessments are required to be recorded and once completed, the appropriate information, instruction and training must 
be given to employees who are considered to be a risk.  
 
Risk Assessments of the two main Town Council establishments are undertaken by an independent 
Company acting as a professional Safety Advisor, on an annual basis. 

 
 
 

A good risk assessment should:- 
 

• describe the activity or situation, 
• list the hazards (noting serious or imminent risk), 
• indicate who is at risk, 
• identify the possible outcomes, 
• make a judgement of the potential of any occurrence, 
• indicate acceptability or otherwise of the risks, 
• identify existing controls and procedures and evaluate, 
• identify existing information and evaluate, 
• identify existing training and evaluate, 
• identify best practice, 
• detail actions to be taken which are 

• specific 
• measurable 
• achievable 
• realistic 

• establish target dates 
• indicate when it will be reviewed. 

 
Undertaking Risk Assessments 
 



1. Familiarise yourself with the Legislation that is applicable to, 
  (i) the areas you work in and 
  (ii) the type of work you undertake. 
2. Establish what is required, 

• a suitable and sufficient assessment of the risk to the health and safety of employees 
and others. 

• for the purpose of identifying measures needed to be taken 
• review if no longer valid or if there is significant change 
• record findings, identify persons especially at risk 

3. Identify the work tasks undertaken and the working environment eg. Hot – cold etc., the building structure may also 
present hazards eg. Asbestos, glazing, fragile roof etc. 

4. Identify what groups undertake similar tasks of work in similar areas. 
 Identify individuals who undertake specific or specialist work. 

5. Identify the HAZARDS associated with the area or type of work. 
     6. Establish the actual working procedures. 
     7. Identify the precautions and control measures adopted. 
     8. Identify the RISKS. 
     9. Determine the risk rating. 
   10. Complete the standard proforma to record findings. 
   11. Prioritise and implement any necessary action starting with higher risks.  Priorities for action, could 

include:- 
• modifications to the existing work methods 
• introduction of additional systems 
• substitution of substances being used 
• modifications to plant or equipment 
• modification to the building or exterior 
• additional equipment being provided 
• training for employees 
• as a last resort, the provision of personal protective equipment. 

 
12. Review if there are any significant changes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Responsibilities of the Contractor 
 
Halewood Town Council is committed to achieving a safe and healthy place of work, that commitment is outlined 
in its general “Statement of Health and Safety Policy”.  Contractors are required to adhere to the principles 
outlined in that Policy. 
 
1.    Contractors must not start any work until a formal agreement has been signed or 
       in cases where there are no written contracts, until   permission to start on specific date has been given by the 

person initiating the contract. 
2. Contractors must comply with their own Company Safety Policy, undertaking the arrangements necessary for 

implementing that policy.  The main contractor undertakes responsibilities for any sub-contractors. 
3.    Contractors must comply with all statutory legislation, in particular the Health and Safety at Work etc. Act 

1974, with special regard to Sections 2, 3 and 4.  There must also be compliance with the Management of 
Health and Safety at Work Regulations 1992, other Regulations and Approved codes of Practice and 
Guidance issued by the Health and Safety Executive. 

4. Contractors shall upon arrival at the site report to the Council Officer responsible for the work area and if the 
work is to be undertaken within the precincts of an establishment he should read and sign the 
Visitors/Contractors Register. 

5. Contractors shall agree, with the officer in charge, his work area, the location of welfare arrangements and the 
safe access and egress arrangements throughout the Contract.  He shall confine all work activities to the 
designated areas. 

6. Contractors shall take all appropriate shall take all appropriate measures to ensure unauthorised persons do 
not enter the agreed work areas and will report any encroachment to the officer in charge. 

7. Contractors shall seek information from the Officer in Charge as to any hazards in the work area which may 
affect his employees or others. 

8. Contractors shall inform the Officer in Charge of any hazardous material he intends to work with or any 
hazardous substances he intends to use, outlining the precautions to be adopted to remove or minimise the 
risk. 

9. Contractors shall make employees under his control aware of any existing emergency arrangements and 
establish any additional arrangements as necessary. 

10. Contractors shall carry out his work in such a manner as to minimise the risk to the health and safety of:- 
 (a)    his own employees and sub contractors; 
 (b)    the Council’s employees; 
 (c) persons invited onto Council premises; 
 (d) members of the general public. 
11. Contractors shall ensure employees under his control are provided with comprehensible and relevant 

information, together with adequate health and safety training. 
12. Contractors shall ensure that full and meaningful liaison take place with the Officer in Charge or his 

nominated liaison officer throughout the Contract. 
13. Contractors shall on completion of the contract ensure that the work areas are left in a clean and safe 

condition. 
14. Prior to leaving the site he should report to the Officer in Charge with a view to a joint inspection of being 

undertaken to establish satisfactory completion. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Responsibilities of the Council Officer on Site 
 
Halewood Town Council is committed to achieving a safe and healthy place of work, that 
commitment is outlined in its general “Statement of Health and Safety Policy”; as a Council 
employee with particular responsibilities for work area, you are required to ensure that arrangements 
are in force to comply with that general polity and any other relevant policies. 
 
1.   Before Contractors are allowed to start work you must ensure that a proper            formal agreement 

has been signed or in cases where there are no written contracts, that permission to start on a 
specific date has been given by the person initiating the contract. 

2.     On arrival at site, Contractors should report to you as the Officer in Charge  
        indicating the work to be undertaken. If another person is to act as the Liaison  
        Officer, this arrangement should be clarified. 
3.   Establish the actual work area, the location of welfare facilities and the safe      access and egress 

arrangements throughout the contract.      
4.  Ensure all appropriate measures are adopted with a view to preventing unauthorised access to the 

work areas. 
5.    Inform the Contractor of any hazardous materials, substances or equipment that could affect his or 

others health and safety. 
6. Request information from the Contractor concerning any hazardous materials, substances or 

equipment he intends to use. 
7. Inform the Contractor of any existing emergency arrangements and if necessary establish any 

alternative or additional arrangements. 
8. Ensure employees or others under your control do not encroach into the defined work area without 

your authorisation. 
9. If in your opinion the Contractor is working in an unsafe manner or is not co-operating with you or 

your nominated liaison officer bring the matter to his attention.  Should the appropriate action not 
be taken to your satisfaction, report the matter to the person initiating the Contract.  If the matter is 
not resolved to your satisfaction within a reasonable time period, and it is considered to constitute 
an unacceptable risk, having exhausted routine procedures YOU must take all reasonable 
measures, this may involve you stopping the work until appropriate measures are adopted.  Under 
these circumstances consult with the Town Clerk. 

10. On completion of the contract ensure the work areas are in a clean and safe condition and free of 
any hazards.  

 


