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Billingham Town Council’s statement of general policy is to: 
 

● ensure the health, safety and welfare of all persons at work; 
● protect visitors, contractors and the general public who attend our premises or who             

are affected by our undertakings, from risks to their health and safety which may              
arise from such activities; 

● identify hazards and provide adequate control of the health and safety risks arising             
from our work activities; 

● consult with our employees on matters affecting their health and safety; 
● provide and maintain safe plant and equipment; 
● ensure safe handling and use of substances; 
● provide information, instruction and supervision for employees; 
● ensure all employees are competent to do their tasks, and to give them adequate              

training; 
● maintain safe and healthy working conditions; 
● review and revise the Health and Safety Policy as necessary at regular intervals. 

 
Responsibilities 
 
The Council in conjunction with the Town Clerk has overall responsibility for health and              
safety in accordance with the Health and Safety at Work Act 1974. The Town Clerk is                
responsible for this policy being carried out within all of the Council's premises and staffing               
team, and ensuring that all accidents and incidents are appropriately reported and recorded.  
 
 
Employees Responsibilities 
 
All Council employees are responsible for actively cooperating in the application of this             
Health and Safety Policy and particularly: 
 

● For taking reasonable care for the health and safety of themselves and of others who 
may be affected by their acts or omissions; 

 
● For informing their supervisor or manager immediately of any situation that comes to 

their attention, together with any shortcomings they find in any health and safety 
measures: 

 
● Not to misuse anything (including equipment and documentation) that has been 

provided by law in the interest of health and safety: 
 

● For following safe working practices applicable to their work at all times and taking              
reasonable care of their own health and safety; 

 
● Attending training courses which are necessary for them to be competent with            

Council policies and statutory duties. 
 
 
 
 
 
 

 

2 
 



 
Personal Protective Equipment (PPE) Regulations 2002 & Equipment at Work 
Regulations 1992 (as amended) 
 
In accordance with the above act and regulations, PPE will be supplied and used at work                
wherever there are risks to health and safety that cannot be adequately controlled in other               
ways. 
 
The Regulations require that PPE is: 
 

● properly assessed before use to ensure it is fit for purpose. Products used should be               
CE marked, in accordance with the Personal Protective Equipment Regulations          
2002; 

● chosen to suit the user and the size, fit and weight is considered. If more than one                 
item of PPE is worn at the same time, make sure they can be used together, eg                 
wearing safety glasses may disturb the seal of a respirator, causing air leaks; 

● maintained and stored properly; 
● provided with instructions on how to use it safely; and 
● used correctly by employees. 

 
Other advice on PPE 
 

● Never allow exemptions from wearing PPE for those jobs that ‘only take a few              
minutes’; 

● Check with a supplier on what PPE is appropriate – explain the job to them; and  
● if in doubt, seek further advice from a specialist adviser. 

Health and Safety Risk Assessments 

Risk assessments will be undertaken by the Facilities Coordinator on a regular basis. The 
findings of the risk assessments will be reported to the Town Clerk and all employees.  Any 
action required to remove/control risks will be approved by the Town Clerk. 
 
The Facilities Coordinator is responsible for implementing and monitoring actions to remove 
or reduce the risk to an acceptable level. 
 
Risk assessments will be reviewed annually or when the work activity changes, whichever is 
the soonest. 

Safe Plant and Equipment 

The Facilities Coordinator is responsible for: 

● identifying all equipment/plant needing maintenance; 
● ensuring effective maintenance procedures are drawn up; 
● ensuring that all identified maintenance is implemented. 
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Any problems found with plant/equipment should be reported to any employee of the Town 
Council.  All employees of the Town Council will also check that new plant and equipment 
meets appropriate health and safety standards before it is purchased. 

Safe Handling and Use of Substances 

The Facilities Coordinator is responsible for: 

● identifying all substances which need a COSHH assessment; 
● undertaking COSHH assessments; 
● ensuring that all actions identified in the assessments are implemented; 
● ensuring that all employees are informed about the COSHH assessments. 

All employees of the Town Council will check that new substances can be used safely before 
they are purchased.  COSHH assessments will be reviewed annually or when the work 
activity changes, whichever is the soonest. 

Information, Instruction and Supervision 

All premises managed by Billingham Town Council display the Health and Safety Executive 
(HSE) Health and Safety Law poster. 

The Facilities Coordinator is responsible for: 

● ensuring all employees working at premises managed by Billingham Town Council 
are given relevant Health and Safety information; 

● provide induction training for all employees in relation to Health and Safety matters. 

Health and safety training is arranged and monitored by the Town Clerk. 

Accidents, First Aid and Work Related Ill Health 

First Aid boxes are kept at all premises managed by Billingham Town Council. 

All accidents and cases of work related ill health are to be recorded in the accident book. 

The Town Clerk is responsible for reporting accidents, diseases and dangerous occurrences 
to the enforcing authority. 
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Monitoring Health and Safety 

The Town Clerk has responsibility for: 

● undertaking health and safety inspections, investigation of accidents or near miss 
incidents to continually monitor working practices; 

● undertake an annual review of all accidents or near miss incidents to establish trends 
to consider service enhancements and improvements. 

Emergency Procedures - Fire and Evacuation 

The Facilities Officer is responsible for ensuring the fire risk assessment is undertaken and 
implemented, checking all escape routes and arranging a fire drill annually. 

An approved contractor maintains and checks all fire extinguishers and alarms annually. 

 
Community Events 
 
The Council is conscious of the need to ensure adequate standards of health and safety in                
respect of community events taking place using Council facilities or in whose organisation             
the Council plays a significant part. This is the case whether the event is organised primarily                
by the Council itself or by third parties. Most events will be required to prepare an event                 
management plan using a standard format which contains a Risk Assessment section. In             
some cases additional risk assessment details are required. 
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