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1 Statement of Intent
Health and Safety Policy Statement
1.1 In accordance with its duty under Section 2(3) of the Health and Safety at Work etc. Act 1974 and in
fulfilling its obligations to both employees and the public who may be affected by its activities, Bodmin
Town Council have produced the following statement of policy in respect of health and safety.
It is the aim of the Council to achieve a working environment which is free from work related accidents,
incidents and ill-health and to this end will pursue continuing improvements from year to year.
1.2 The Council will undertake to discharge its statutory duties by:
• Complying with legal requirements, industry best practice and with other requirements to which
the Council subscribes regarding occupational health and safety
• Identifying hazards in the workplace and on Council sites, assessing the risks related to them and
implementing appropriate preventative and protective measures
• Providing and maintaining safe work equipment
• Consulting and encouraging participation of our employees on matters affecting their health, safety
and wellbeing
• Establishing and enforcing safe methods of work
• Appointing personnel who have the skills, abilities and competence to undertake their roles safely
• Ensuring that tasks given to employees are within their skills, knowledge and ability to perform
• Ensuring that technical competence is maintained through the provision of training and refresher
training as appropriate
• Promoting awareness of health and safety and of good practice through the effective communication
of relevant information, ensuring that all persons within the organisation are made aware of their
individual occupational health and safety responsibilities
• Identifying opportunities and needs for continual improvement of occupational health and safety
performance and the prevention of injury and ill health through the reporting of near miss and safety
observations
• Providing sufficient funds and resources to meet these objectives
• Ensuring that health, safety and well-being will not be compromised for other objectives
• Engaging with employees and encouraging participation and consultation when setting objectives and
targets, developing safe systems of work, conducting and contributing towards risk assessments and
developing policy. This will be achieved by developing Key Performance Indicators (KPI’s) analysis to
measure strategy effectiveness
1.3 All employees on their part are encouraged to contribute actively to achieving a work environment
that is free of accidents, incidents and ill health for the continual improvement of the health and safety
systems. This includes formal engagement with the workforce, stakeholders and interested parties on
ways of improving techniques and the use of best practices as well as use of Key Performance Indicators
(KPI’s) to check strategy effectiveness.
1.4 The allocation of responsibilities for health and safety matters and the particular arrangements
which will be used to implement the policy are set out in part 2, Organization and Responsibilities, and
Part 3, Generic Risk Assessments and Procedures of this policy.
1.5 This policy will be kept up to date, taking into account any changes in the nature of the business,
the introduction of the new working methods, practices and statutory instruments. To this end the
policy and management systems will be reviewed at least annually by the Councils Policy Committee.
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1.6 Alternative formats
Disability Discrimination Act 1995 - copies of this document in large print (A3 format) or larger font size,
or recorded onto tape as a talking book can be made available for those with sight impairment on
request from the council office or by telephone in 01208 741549 or by emailing the Town Clerk at
info@bodmin.gov.uk
The council can also arrange to provide versions in other languages.
A large amount of health and safety related material is available in video and talking leaflet format at
the health and safety executive’s website www.hse.gov.uk/pubns/index.htm
1.7 Freedom of Information
in accordance with the Freedom of Information Act 2000, this document will be posted on the council's
website www.bodmin.gov.uk and copies of this document and the risk register will be available for
inspection on deposit in the council office.

SIGNED: Peter Martin, Town Clerk
DATE: 19/08/2021
REVIEW DATE: 10/12/2021
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Health and Wellbeing Policy Statement
Bodmin Town Council is committed to providing a working environment which promotes and maintains
the wellbeing and good health of its staff, its volunteers, supply chain and all other stakeholdersengaged
in work with them. The Council recognises that people are its most valued resource, and their health and
wellbeing is essential to effective work performance. This policy is declaration of the Councils intent to
ensure that ill health is neither caused nor exacerbated by work and to adopt a proactive approach to
employee wellbeing by actively promoting good health in the workplace, including the use of Key
Performance Indicators (KPI’s) and statistical analysis from ongoing gathered sampling & audit data.
The aim of this policy will be achieved by:
• Implementing a robust health risk management process to ensure that the health of all workers is
protected and maintained, irrespective of their existing health status.
• Ensuring that workers are fit to carry out their designated roles through the provision of medical
health surveillance, regardless of job role and a mandatory follow-up medical regime with an
occupational health nurse e.g. operatives, drivers, plant operators - annually, site supervision biannually and office staff every three years.
• Making accessible occupational health provisions, where advice on exercise, diet and work/life
balance will be available and should assist workers to make informed choices regarding lifestyle
issues.
• Providing suitable arrangements to employees who have notified the company through the
employment health questionnaire, results from health surveillance or by informing their line manager
of occupational health issues.
• Identifying and implementing mitigation measures to address the risks to health and safety that are
associated with fatigue.
• Acknowledging that work-related stress can also affect the health & wellbeing of our people and
managing, so far as is reasonably practicable, the risks which are within our control, with the aim of
helping to prevent workers from suffering foreseeable work-related stress.
• Actively support people identified with mental health related issues and provide a support network
utilising suitably trained Mental Health First Aiders.
• Encouraging our workforce to take responsibility for all aspects of their own health which are within
their own control. These include accepting and acting on advice provided by an occupational health
nurse, visiting their GPs to ensure that their health is regularly monitored; taking reasonably
practicable steps to minimise their own stress levels, and seeking assistance as early as possible if
symptoms of stress are experienced.
This policy will be reviewed annually to monitor its effectiveness and to ensure that it remains relevant
and appropriate to the organisation. This statement is to be read in conjunction with the
health and safety policy for the Council.
SIGNED: Peter Martin, Town Clerk
DATE: 19/08/2021
REVIEW DATE: 10/12/2021
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Environment & Sustainability Policy Statement
In accordance with its duty under current environmental legislation and guidance and in fulfilling its
obligations to the environment, employees, members of the public, regulators and other interested
parties who may be affected by its activities, Bodmin Town Council have produced the following
statement of policy in respect of the environment, eco-systems, flora and fauna and ethical business
sustainability.
It is our aim to achieve a working environment which prevents pollution to the environment and
provides as little impact as practicable to climate change and other environmental risks and to this
end, we will pursue continuing improvements from year to year.
We undertake to discharge our statutory duties by:
• Complying with applicable legal requirements, industry and regulator best practice and guidance and
with other requirements to which the company subscribes regarding the protection of the
environment.
• Identifying environmental and sustainability risks in the workplace and on our sites, assessing those
risks related and implementing appropriate preventative and protective measures or provide
opportunities from those risks.
• Ensuring that preventative actions are measured and effective.
• Ensure that reduction in emissions is measured the impacts & benefits understood.
• Ensuring that our decisions made, promote real sustainability to the marketplace, people, community
and the environment.
• Implement a sustainable and environmentally safe systems of work to promote short, medium and
long-term commitments to our clients, customers, communities and other stakeholders.
• Recruiting, appointing and developing personnel who have the skills, knowledge and ability to
perform.
• Introduction of alternate means of power and energy use reduction.
• Ensuring that tasks given to employees are within their skill set, knowledge and ability to perform.
• Ensuring that environmental and sustainable technical competence is maintained through the
provision of training, development and membership to corporate environmental bodies.
• Promoting environmental and sustainability awareness and good practice through the effective
communications of relevant information, ensuring all people within the organisation are made aware
of their individual environmental and sustainability responsibilities.
• Building trust, ethics and integrity with all our stakeholders and interested parties.
• Identifying opportunities and needs for continual improvement of environmental and sustainable
performance and practice and the prevention of an environmental incident through reporting and
near miss and environmental observations.
• Providing and leading environmental, sustainable and ethical stewardship and generating diversity
and inclusion in all our practices.
• Promoting and measuring impact, demonstrating a responsible organisation.
• Providing and supporting corporate social responsibility values in all our endeavors.
• Providing sufficient funds and resources to meet these objectives.
• Ensuring that environmental protection, sustainability and reducing our impact to climate change will
not be compromised for other objectives.
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All employees, including volunteers on their part are encouraged to contribute actively towards
achieving a working environment that is free of environmental incidents, accidents and impacts to the
environment and climate as well as share and promote opportunities where environmental risk is
identified.
Our Environment and Sustainability policy will be reviewed annually to monitor its effectiveness and to
ensure that it remains relevant and appropriate to the organisation.
SIGNED: Peter Martin, Town Clerk
DATE: 19/08/2021
REVIEW DATE: 10/12/2021
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Part 2 – Organisation & Responsibilities

Town Clerk
(Mr. Peter Martin)

Deputy Town Clerk
(Mr. Alex Harrod)

Estates Manger
(Mr. Andrew Banner)

Deputy Estates Manager
(Mr. Sam Lebbern)

Office Manager
(Mr. David Bidgway)

2.1

Overall responsibility

The Town Clark has overall and final responsibility for health and safety.

2.2

In particular, he will ensure that:
•
•
•
•
•

Bodmin town council’s health and safety policy is effectively implemented
Adequate resources are available for the provision of appropriate health, safety and welfare
The policy is regularly reviewed and when necessary amended
That competent persons are nominated to provide assistance on health and safety and that external
health and safety advice is sought when necessary
Notifiable injuries, diseases and dangerous occurrences are reported to the enforcing authorities as
required by the reporting of injuries diseases and dangerous occurrences regulations 2013

The council will ensure that suitable training is provided so this role is effectively discharged.

2.3

The town clerk or deputy town clerk in the absence of the town clerk, will have a general duty of care
for the staff including volunteers and the responsibility for ensuring that Bodmin Town Council’s health and
safety policy and procedures are effectively implemented.
This will include:
• Registering work equipment such as ladders, hoists, pressure vessels, local exhaust ventilation etc.
and ensuring statutory inspections are carried out by competent persons
• Ensure all staff received the appropriate induction training at the start of employment and further
appropriate training information and instruction relevant to their duties
• Regularly reviewing training requirements and arranging appropriate training as necessary
10 | P a g e

•
•
•
•
•

2.4

Ensuring that risk assessments and safe working practices are reviewed regularly and updated when
necessary
Ensuring that safety inspections are undertaken monthly and that all defects are promptly
rectified
Encouraging consultation and staff input on matters relating to health, safety and welfare
where appropriate
Ensuring that all accidents and incidents are promptly reported and thoroughly investigated
Arranging the distribution of health and safety information

As Fire Officer the Town Clerk with due regard to advice from the Council's Fire Safety
Consultant will:
• Ensure compliance with the regulatory reform fire safety order 2005
• Ensure that correct fire plant is available and maintained at Bodmin Town Council premises
• Ensure that fire safety manuals are prepared and maintained at all Bodmin Town Council
premises
• Ensure the appointment of appropriately trained fire wardens as necessary
• Ensure compliance with fire certificates, test alarms, undertake fire drills, inspect and arrange
maintenance of equipment and provide fire awareness training to staff
• Ensure implementation of the fire section of the safety policy throughout Bodmin Town Council

2.5

Where additional advice is required, this will be obtained from appropriate external agencies
including the Health and Safety Executive, British Safety Council, the councils insurers and fire
safety consultant

2.6
General Safety Responsibilities of Line Managers and Supervisors
Line Managers and Supervisors have a general duty of care for the staff and volunteers under their
control and the responsibility for ensuring that health and safety policy arrangements are effectively
implemented within Bodmin Town Council. The attitudes and actions will affect the safety ethos of the
whole council.
They would ensure that statutory risk assessments e.g. as required by
•
•
•
•
•
•

The Control of Substances Hazardous to Health Regulations
The Display Screen Equipment Regulations
The Manual Handling Operations Regulations
The Noise at Work Regulations
The Regulatory Reform Fire Safety Order
The Management of Health and Safety at Work regulations are carried out and the content
communicated to any staff affected

In addition, line managers/supervisors will ensure that:
•
•
•
•
•
•
•
•
•

Statutory risk assessments are compiled and reviewed as necessary
Significant risks in the workplace are adequately controlled before starting work
Safe working practices are reviewed regularly and updated when necessary
All incidents and accidents are promptly reported recorded and investigated
Input is given to the safety committee on matters relating to health, safety and welfare
That the department areas are kept tidy and safe
Regular inspections of the storage use and maintenance of personal protection equipment is
carried out and recorded
Adequate supervision is given to operations involving significant risk e.g. lifting operations
Have such information, instruction, training and supervision as is necessary is provided
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2.7
In addition to the above, line managers and supervisors will ensure that so far as is reasonably
practicable
•

The use, handling, storage and transport articles and substances are safe and without risks to
health
• Flammable liquids are stored in metal cupboards or controlled lockers
• Flammable materials are kept to a minimum
• Employees and pedestrians are segregated from any traffic movements
• Adequate machine guarding is in place at all times including when in use
• Employees are trained in the Town Councils stacking and storage policy including manual
handling
• Equipment is stacked safely and remains accessible
• Machinery has sufficient space around it for correct cleaning
2.8

Employees including Volunteers
No health and safety program can be successful without full cooperation and participation of
employees and arrangements are in place to provide for employees to be consulted on matters
of health and safety.
Employees are encouraged to put forward ideas and suggestions to improve the health and
safety performance. Suggestions should be made to the Town Clerk or the Estates Manager.
Employees have a legal duty to take reasonable care for their own health and safety and that of
others that may be affected by the acts or omissions. They also have a legal duty to cooperate
with their employer on matters of health and safety, under duty not to interfere with or misuse
anything provided in the interests of health safety or welfare.

2.9

Employees will ensure that they:
•
•
•
•

•
•

Work in accordance with the training and instructions given
Follow the safety arrangements and procedures established for their work activities and comply
with any steps taken by their line manager or supervisors
Make use of all safety equipment, guards and personal protective equipment provided
Advise line managers have any deficiencies in the health and safety arrangements that come to
their attention including faults or defects in machinery, P PE, guards and other control measures.
Staff should cease using machinery which is unsafe and advise the foreman or line manager as
soon as possible
Bring to the attention of their line manager any issues or work-related illness that they feel is
having an effect on them including when they are experiencing increased levels of pressure
Accept opportunities for counselling and or advice from the occupational Health advisors where
recommended

In this way employees can play their part in making the workplace healthier and safer for themselves
and their colleagues.
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2.10

Breaches of the safety rules or interfering with safety equipment will be treated as a serious
disciplinary offence

Responsibility for overall health and safety – The Town Clerk – Mr. Peter Martin
Day to Day responsibility for health and safety – The Town Clerk – Mr. Peter Martin
The Deputy Town Clerk – Mr. Alex Harrod
The Estates Manager – Mr. Andrew Banner
The Office Manager – Mr. David Bidgway
First Aid
–
Shire Hall –
Estates Dept. Fire Wardens

–
–

Shire Hall States Dept. -

Estates Manager has responsibility for
• Evaluating regular health and safety reports from appointed persons and preparing
summary for Councillors
• Ensuring site specific risk assessments are prepared
• Accident investigations & work related ill-health
• Employee inductions and training
• Employee consultations
• Fire Wardens
Estate Manager has responsibility for Estates Dept.
• Ensuring site specific safe systems of work are prepared and implemented
• Initial Accident investigations & work related ill-health
• Employee toolbox talks, training and employee consultations
• Monitoring and supervision of procedures
Deputy Estates Manager has responsibility for Parks team
• Ensuring site specific safe systems of work are implemented
• Monitoring and supervision of procedures
• First Aid facilities
• Maintenance of Plant and equipment
Estates Manager has responsibility for Offices and Premises
• Ensuring site specific workplace Risk Assessments are prepared
• Accident investigations & work related ill-health
• Employee inductions, training and employee consultations
• Fire and evacuation plans
• Fire alarm/emergency lighting & portable appliance testing
• Asbestos monitoring
• Legionella monitoring
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All Employees, Volunteers and visiting Contractors have responsibility for:• Co-operating with managers and supervisors on all matters of health and safety
• Taking all reasonable care to maintain their own health and safety and to encourage their
colleagues to do likewise
• Immediately reporting all health and safety concerns to the appropriate person listed above.
Part 3 – Arrangements
Generic Risk Assessments and procedure notes are contained in part 3, further copies available in the
Deputy Town Clerks office and Estate Managers office along with site-based copies.
Section No.
3.01
3.02
3.03
3.04
3.05
3.06
3.07
3.08
3.09
3.10
3.11
3.12
3.13
3.14
3.15
3.16
3.17
3.18
3.19
3.20
3.21
3.22
3.23
3.24
3.25
3.26
3.27
3.28
3.29
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Title
Hazard Identification And Risk Assessment
Monitoring Procedures
Consultation Arrangements
Accident Reporting And Investigation
Safety Training
First Aid
Fire Procedures
Work Safety Procedures
Personal Protective Equipment
Lifting And Manual Handling Of Loads
Control Of Substances Hazardous To Health Regulations
Electrical Safety
Display Screen Equipment
Housekeeping
Asbestos
Legionella
Contractors On Council Property - CDM Compliance
Lone Working
Violence To Staff
Public Events /Activities on Council Land
Safe Driving at Work
Operation Of Grass Cutting /Strimming Machinery
Operation Of Tractors and Accessories /Attachments
Sun Exposure to Outside Workers
Grave Digging
Memorial Safety
Work at Height
Weils Disease
Young Persons

3.2 Policies and Procedures
To demonstrate Bodmin Town Council’s commitment to fulfilling their obligations under the Health and
Safety at Work Act 1974, the following Policies dated 31/03/2020 are established:1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
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Sickness and Absence Management
Disciplinary & Grievance
Maternity & Paternity
Training and development
Equal Opportunities
Bullying and harassment
Annual Leave and Absence
Data protection
Employee consultation
Premises – Notices & Signs, Asbestos, Legionella, Fire Plans, Electrical
Welfare, First aid provision
Work and Lifting equipment
Display Screen equipment
Personal Protective equipment
Manual Handling
Work at Heights
Risk assessments
Hazardous substances and Waste management
Permit to Work
Lone Person Working
Young Persons
Traffic and vehicle management
Stress
Contractor management, CDM compliance
Excavations
Use of Biocides

1. Sickness and Absence Management

2. Disciplinary & Grievance

3. Maternity & Paternity

4. Training and development: Health and Safety (Training for employment) Regulations

5. Equal Opportunities: Equality Act 2010

6. Bullying and harassment:

7. Annual Leave and Absence

8. Data protection: Data Protection Act 2018

9. Employee consultation: Health and Safety (Consultation with Employees) Regulations
1996
10. Premises – Notices & Signs, Asbestos, Legionella, Fire Plans, Electrical

11. Welfare, First aid provision: The Health and Safety (First-Aid) Regulations 1981

12. Work and Lifting equipment: Lifting Operations and Lifting Equipment Regulations 1998
(LOLER)
13. Display Screen equipment: Health and Safety (Display Screen Equipment) Regs 1992
14. Personal Protective equipment: Personal Protective Equipment at Work Regs 1992

15. Manual Handling: Manual Handling Regs 2005

16. Work at Heights: The Work at Height Reg 2005
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17. Excavations: The Construction (Design and Management) Regs 2015
17.1 All excavation activities will be undertaking following the production of a ‘site
specific’ Risk assessment and associated safe systems of Work
17.2 Prior to commencement of all excavations, the possibility of existing LIVE Services
will be research and the outcomes recorded
17.3 All excavations will be suitably guarded and warning signage displayed to prevent
access by unauthorised people
17.4 Entry by Personnel into the excavation subject to installation of temporary supports
installed by suitably, skilled, trained and experienced Person
17.5 Temporary Works to be recorded in the Temporary Works Register

18. Risk assessments: Management of Health and Safety at Work Regs 1999

19. Hazardous substances and waste management:
Control of Substances Hazardous to Health Regs 2002
Landfill (England & Wales) Regs 2002
Hazardous Waste (England & Wales) Regs 2005
20. Permit to Work: Management of Health and Safety at Work Regs 1999
Regulatory Reform (Fire Safety) Order 2005

21. Lone Person Working: Management of Health and Safety at Work Regs 1999

22. Young Persons: Management of Health and Safety at Work Regs 1999

23. Traffic and vehicle management: Management of Health and Safety at Work Regs 1999

24. Stress: HSE Management Standards

25. Contractor management: Construction (Design & Management) Regs 2015
24.1 Bodmin Town Council will ensure their compliance as Clients for Projects as when
they occur.
24.2 By prior evaluation, suitably trained, skilled and experienced Designer(s) will be
appointed under the direction of a Principal Designer followed by the
appointment of a CDM Regs compliant Principal Contractor.
24.3 BTC will undertake all Client duties and responsibilities as detailed by the HSE.

17 | P a g e

3.4

Accident Reporting & Investigation including RIDDOR

Reporting
All accidents, however minor the injury, must be reported to Line managers and recorded in departmental
accident books, which are located as follows:
o Estates Managers Office, Shire Hall
o Machinery Shed, Priory Park
o Community Services reception, Shire Hall
Whether personal injury results from an accident event is often a matter of luck. Many accidents result in a damage
or a ‘near miss’. All these events should be reported to Supervisors or Line Managers so that they might be
investigated and action taken to prevent a recurrence that may have more serious consequences. Line Managers
responsible for the service in question will investigate these incidents and submit a report to the Town Clerk as
appropriate.
The Town Clerk, or Deputy Chief Executive in his absence, will be responsible for reporting accidents and ill health
at work in accordance with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013
(RIDDOR).
There is a legal duty to report:
o Deaths
o Specified Injuries
o Certain serious dangerous occurrences
o Certain diseases contracted at work
o Accidents resulting in more than 7 days off work
o Accidents to members of the public who are taken from the scene to hospital.
Death or specified Injury
If there is an accident connected with work where one of the Council’s employees, or a self-employed person
working on Council premises is killed or suffers a specified injury (including as a result of physical violence); or a
member of the public is killed or taken to hospital, the Town Clerk or Deputy Town Clerk, in his absence, will notify
the enforcing authority without delay.
Reportable specified injuries are:
•
•
•
•
•

•
•
•

fractures, other than to fingers, thumbs and toes
amputations
any injury likely to lead to permanent loss of sight or reduction in sight
any crush injury to the head or torso causing damage to the brain or internal organs
serious burns (including scalding) which:
o covers more than 10% of the body
o causes significant damage to the eyes, respiratory system or other vital organs
any scalping requiring hospital treatment
any loss of consciousness caused by head injury or asphyxia
any other injury arising from working in an enclosed space which:
o leads to hypothermia or heat-induced illness
o requires resuscitation or admittance to hospital for more than 24 hours
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Over seven day incapacitation of a worker
Accidents must be reported where they result in an employee or self-employed person being away from work, or
unable to perform their normal work duties, for more than seven consecutive days as the result of their injury.
This seven day period does not include the day of the accident, but does include weekends and rest days. The
report must be made within 15 days of the accident.
Over three day Incapacitation
Accidents must be recorded, but not reported where they result in a worker being incapacitated for more than
three consecutive days. If you are an employer, who must keep an accident book under the Social Security
(Claims and Payments) Regulations 1979, that record will be enough.

Non-fatal accidents to non-workers (e.g. members of the public)
Accidents to members of the public or others who are not at work must be reported if they result in an injury and
the person is taken directly from the scene of the accident to hospital for treatment to that injury. Examinations
and diagnostic tests do not constitute ‘treatment’ in such circumstances.
There is no need to report incidents where people are taken to hospital purely as a precaution when no injury
is apparent.
Occupational Diseases
Employers and self-employed people must report diagnoses of certain occupational diseases, where these are
likely to have been caused or made worse by their work: These diseases include (regulations 8 and 9):
•
•
•
•
•
•
•
•

carpal tunnel syndrome
severe cramp of the hand or forearm
occupational dermatitis
hand-arm vibration syndrome
occupational asthma
tendonitis or tenosynovitis of the hand or forearm
any occupational cancer
any disease attributed to an occupational exposure to a biological agent.

Dangerous occurrences
Dangerous occurrences are certain, specified near-miss events. Not all such events require reporting. There are
27 categories of dangerous occurrences that are relevant to most workplaces, for example:
•
•
•

the collapse, overturning or failure of load-bearing parts of lifts and lifting equipment
plant or equipment coming into contact with overhead power lines
the accidental release of any substance which could cause injury to any person.

Dangerous occurrences guidance
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How to make a RIDDOR report
Responsible persons should complete the appropriate online report from the link listed below. The form will then
be submitted directly to the RIDDOR database. You will then have the option to download a copy for the BTC
records.
Online Report

Telephone
All incidents can be reported online but a telephone service is also provided for reporting fatal/specified
incidents only - call the Incident Contact Centre on 0345 300 9923 (opening hours Monday to Friday 8.30 am to 5
pm).

References/Further Details
1. Reporting accidents and incidents at work (PDF)
2. Accident book

20 | P a g e

3.5

Safety Training

Line Managers will arrange for induction training for all new members of staff in the contents of the Council’s
Health and Safety Policy, safe working procedures, responsibilities and arrangements including information about
fire procedures.
Where additional training is identified as being necessary for the health, safety and welfare of staff, it will be
provided in house or by outside agencies as appropriate.
The Responsible Finance Officer will arrange that appropriate provision is made in the Council’s Budget for Health
and Safety Training.
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3.6

First Aid

Bodmin Town Council is committed to providing sufficient numbers of first aid personnel to deal with incidents,
injuries and ill health occurring at work.
To this end, the Council will provide information and training on first- aid to employees to ensure that statutory
requirements and the needs of the organisation are met.
The Council will ensure, so far as is reasonably practicable, that there are sufficient first aid personnel and facilities
within the workplace so that immediate assistance is available to casualties of illness or injury, and an ambulance
or other professional help may be summoned.
Application
This policy applies to all Council operations, employees and establishments.
This policy applies to:
o
o

injuries sustained out of, or in connection with, work activities
persons taken ill while at work

The Policy includes first-aid cover for:
o service users
o agency & temporary staff
o contractors on Council premises; and
o visitors and members of the public.
Requirements
The Council will, in consultation with employees and their representatives:
o carry out an assessment of needs regarding first aid resources for all its
workplaces
o provide sufficient first-aid personnel and facilities as identified by the assessment of
needs
o identify and consider any required actions resulting from the assessment process;
and ensure any incidents are reported and recorded using the Council’s reporting
procedures.
Responsibilities
Town Clerk and Responsible Finance Officer
Have responsibility to:
o
o
o
o

ensure that the requirements of this policy are fulfilled
complete an assessment of needs for first aid
appoint an appropriate number of first aid trained personnel; and
ensure adequate resources are made available to comply with this policy.

Line Managers and Supervisors
Have a responsibility to:
o
o
o
o
o
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ensure that the requirements of this policy are fulfilled
ensure that employees are familiar with the identity and location of their nearest
first-aider and first-aid box
provide adequate equipment
ensure, in so far as is reasonably practicable, that first- aiders are complying with
their requirements; and
ensure any incidents or ill health is reported using the Council’s procedures
(Health and Safety Policy Section 3.4 – Accident Reporting & Investigation refers).

First-Aiders
Have a responsibility to:
o
o

treat casualties in accordance with the training they have received
inform the Council when the training certification period is
nearing expiry
attend periodic re-training to ensure skills are maintained
update contact details if they move premises or change usual working location
ensure that the contents of their first-aid box are regularly
checked to establish that supplies are sufficient to meet requirements
request replacement supplies after equipment has been used or has passed a use
by date; and
ensure any incidents are reported and recorded using the Council’s reporting
procedures including details of any treatment provided (Health and Safety Policy
Section 3.4 – Accident Reporting & Investigation refers).

o
o
o
o
o
o

Employees Volunteers and Agency/Temporary Employees
Have a duty to:
o
o
o
o

comply with the Council’s policy
comply with any instructions provided for reasons of health and safety
attend or complete any training provided for health and safety
report any incidents or ill health using the Council’s reporting
procedures(Health and Safety Policy Section 3.4 Accident Reporting & Investigation
refers).

Training

The Council will provide information, instruction and such training as necessary to ensure that first aid personnel
are appropriately qualified in accordance with the Health and Safety Executive requirements, this includes periodic
retraining, to ensure compliance with legal requirements and that their skills are maintained.
Monitoring Arrangements
The Council will establish appropriate information and monitoring systems to assist the effective implementation
of this Policy. Where monitoring identifies shortcomings, the Council will develop an action plan to address the
problems.
The training and responsibilities of individuals will be monitored by the Council through its management and
appraisal processes.
Committee responsibility for overseeing the Council’s First Aid arrangements is the Policy & Resources Committee.
Review
This policy will be reviewed if:
o
o
o
o
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New legislation is published, or existing legislation is updated
New guidance is published, or existing guidance is updated
Research, monitoring or auditing suggests that a review may be required
Incident investigation suggests that a review may be required.

Alternative Formats
The Equality Act 2010 – copies of this document in large print (A3 Format) or larger font size, or recorded onto
tape as a ‘talking book’ can be made available for those with sight impairment on request from the Council Office
or by telephoning 01208 74159 or e- mailing the Town Clerk at info@bodmin.gov.uk
The Council can also arrange to provide versions in other languages.
Freedom of Information
In accordance with the Freedom of Information Act 2000, this Document will be posted on the Council’s Website
www.bodmin.gov.uk and copies of this document will be available for inspection on deposit in the Council Office.
Annex 1
Annex 2
Annex 3

Health and Safety Executive – Basic advice on first aid at work
Location of First Aid Boxes and List of Appointed Persons
List of contents of First Aid Boxes

Annex 1
Health and Safety Executive – Basic advice on first aid at work
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Annex 2 – Location of First Aid Boxes and List of Appointed Persons

Shire House & Suite
HSE Risk Category (INDG214)
Location of First Aid Boxes

EFAW Trained Persons

Low Risk – offices and meeting rooms
Medium risk – Catering kitchen in function suite
Kitchen – Top Floor, Shire House
Reception Office – Ground Floor, Shire
House Caretakers Office – Adj Shire House
Suite Receptionist

Shire Hall
HSE Risk Category (INDG214)

Low Risk – offices and meeting rooms

Location of First Aid Box
EFAW Trained Persons

Parks & Open Spaces
HSE Risk Category (INDG214)
Location of First Aid Boxes
EFAW Trained Persons
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Back Office – Ground Floor
Senior Community Services
Officer

Higher Risk – light engineering, workshop and machinery and
equipment
Welfare Room, Machinery Shed Cemetery Chapel
All Council Vehicles (excluding ride-on mowers) 3
park staff (volunteers)

Annex 3 - List of contents of First Aid Boxes

o a leaflet giving general guidance on first aid (HSE: Basic advice on first aid at work
o 20 individually wrapped sterile plasters (assorted sizes), appropriate to the
type of work
o two sterile eye pads
o four individually wrapped triangular bandages
o six safety pins
o two large, individually wrapped sterile unmedicated wound dressings
o six medium-sized, individually wrapped sterile unmedicated wound dressings
o a pair of disposable gloves
It is recommended that tablets and medicines are not kept in first aid boxes.
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3.7

Fire Procedures, including the Regulatory Reform (Fire Safety) Order 2005

The Regulatory Reform (Fire Safety) Order 2005 placed a duty on the ‘responsible person,’ or in the case of a
workplace, the employer, to comply with the Fire Safety Order.
A Fire Safety Risk Assessment was produced by an independent Fire Safety Consultancy Service for the following
premises:

o
o
o
o
o

The Shire Hall
The Shire House Complex (including the Suite)
Estates Department Machinery Compound
Narisa Hall
Mary Kendall Pre-school

Copies of the Fire Safety Manuals produced following this independent risk assessment are held in the Office
Manager’s office, Shire Hall. All Town Council staff, and appointed volunteers will be required to attend a fire
safety awareness training session to ensure that their roles and responsibilities in a fire situation are known and
clear.
Key staff in each of the Council’s buildings will be trained to act as Fire Marshalls to ensure that buildings are
vacated appropriately during fire alarm activations.
Refresher training will be provided as and when necessary and in line with recommendations from the
independent Fire Safety Consultancy Service. All new members of staff will be given fire safety awareness training
as part of their induction process.
The Office Manager is responsible for programming and arranging review dates for risk assessments and regular
fire evacuation drills at the Shire House, Shire Suite and Shire Hall and the Deputy Estates Manager is responsible
for the Estates Department Machinery Compound in Priory Park.
The Council operates a Hot Work Policy for works involving welding, cutting, grinding or any other activity involving
open flames, sparks or other ignition sources (largely applicable to external contractors). Copies of this Policy are
held in each fire safety manual and are on deposit in the Office Manager’s office, Shire Hall.
Information for room hirers
The Bookings Officer and / or Caretaker will meet with every room hirer (responsible person in charge of a
meeting) to ensure that they are aware of the need / requirement to keep their own register of attendees in
order that a roll call can be taken at the designated assembly / muster point following evacuation ofthe building.
To assist with this aspect, the Caretaker / Bookings Officer will ensure that Course Tutors / the person
responsible for running the meeting on the day, is made aware of the fire evacuation procedure and fire exit
information, as part of the ‘housekeeping’ information that is provided on arrival at the building.
Further information is detailed in the fire safety manual for each building.
Fire Drills - Practice fire drills will be carried out periodically on an unannounced basis to test the adequacy of
the precautions and evacuation procedures.
Fire Alarms - The fire alarms will be tested by the Caretaker / Tourism Officer (as appropriate for the building
concerned) on a periodic basis, usually at 09:00 on Mondays. It will be the responsibility of the Line Mangers to
ensure that all fire alarm tests and drills are recorded on the record sheets provided.
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Emergency Lights and Smoke Detectors - The Caretaker / Office Manager/ Community Services Officer (as
appropriate for the building concerned) will be responsible for checking emergency lights and smoke detectors
on a regular basis, recording all checks in the logs provided.

Fire Extinguishers - The Office Manager will organise annual inspection of all fire extinguishers on the Council’s
premises in liaison with the current maintenance companies.
Escape Routes - Line Mangers / Supervisors of areas are responsible for ensuring that escape routes, stairways
and passages and fire doors are kept clear of obstructions at all times.
Storage of Flammable Items - Line Managers / Supervisors will ensure that stocks of flammable items will be kept
to the minimum level that is compatible with efficient working practice. Flammable liquids and organic solvents
will be kept in metal cupboards.
References / Further Details
Further information on The Regulatory Reform (Fire Safety) Order 2005 can be obtained from:

•

The Regulatory Reform (Fire Safety) Order 2005 information site
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3.9 PERSONAL PROTECTIVE EQUIPMENT
Bodmin Town Council will comply with the Personal Protective Equipment at Work Regulations 1992.
I.
II.

Employees must use all personal protective equipment provided to them in accordance with the training
and instruction given to them regarding its use.
Employees who have been provided with personal protective equipment must immediately report any
loss of or obvious defect in any equipment provided to their Supervisors or Line Mangers.

Personal Protective Equipment (PPE) is defined in the Regulations as ‘all equipment (including clothing affording
protection against the weather) which is intended to be worn or held by a person at work and which protects him
against one or more risks to his health and safety e.g. safety helmets, gloves, eye protection, high visibility
clothing, safety footwear and safety harnesses.
PPE will be supplied to staff by Bodmin Town Council and used at work wherever there are risks to health and
safety that cannot be adequately controlled in other ways.
The PPE at Work Regulations 1992 require that PPE is:o Properly assessed before use to ensure that it is suitable
o Maintained and stored properly
o Provided with instructions on how to use it safely
o Is used correctly by employees
The following considerations should be taken into account when assessing whether PPE is suitable:
o Is it appropriate for the risks involved and the conditions at the place where exposure
to risk may occur?
o Does it prevent or adequately control the risks involved without increasing the
overall level of risk?
o Can it be adjusted to fit the wearer I operative correctly?
o Has the state of health of those who will be wearing it been taken into
consideration/factored into the equation?
o What are the needs of the job and the demands it places on the wearer? (length of
time the PPE needs to be worn and the physical effort required to do the job. PPE
should not impinge visibility or communication)
o If more than one item of PPE is being worn, are they compatible?

Training
Line Managers and I or Supervisors must ensure that staff issued with PPE are made aware of why PPE is needed
and when it is to be used, repaired or replaced and its limitations.
PPE is a last resort and measure that is introduced where the risk cannot be removed and after other methods of
protection have been explored. Therefore, staff will- be trained and instructed in the appropriate use of PPE and
monitored on an ongoing, ad-hoc basis to ensure compliance. It is important that users wear PPE all the time they
are exposed to the risk (exemptions are never allowed for jobs I tasks that 'take just a few minutes.'
Maintenance
Line Managers and I or Supervisors must ensure that equipment is well looked after and is being stored in
accordance with manufacturer’s I supplier’s guidelines. Equipment must be kept clean and in good repair (this
canbe done by the wearer but may require more intricate repair which may require work to be carried out by
specialists) and replaced in line with recommended shelve lives I replacement periods. Suitable replacement PPE
should always be readily available.
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Indicative hazards and types of PPE are detailed below (this list is not exhaustive):
Eyes:
Hazards -chemical or metals splash, dust, projectiles, gas and vapour.
Options- safety spectacles, goggles, face-shields and visors.
Head:
Hazards - impact from falling or flying objects, risk of head bumping or hair entanglement.
Options- a range of helmets and bump caps.
Breathing:
Hazards- dust, vapour, gas etc.
Options – disposable filtering face mask or respirator, breathing apparatus, half or full-face respirators, all with
adequate training and face fit testing.
Protecting the body:
Hazards -temperature extremes, adverse weather, chemical splash, impact or penetration, excessive wear or
entanglement of own clothing.
Options – conventional or disposable overalls, boiler suits, specialist protective clothing (chain-mail aprons, high
visibility clothing, ).
Hands and Arms:
Hazards – abrasion, temperature extremes, cuts and punctures, injuries from impact, chemicals, crush injuries,
electric shock, skin infection or disease.
Options- gloves, mitts, armlets, wrist cuffs.
Feet and Legs:
Hazards -slipping, cuts and punctures, electrostatic build-up, falling objects, abrasion, chemical spill.
Options - safety boot and shoes with protective toe caps and penetration resistant mid-sole, gaiters, leggings etc.

References I Further Details
Further information on Personal Protective Equipment can be obtained from:
• Respiratory protective equipment at work: A practical guide
• A short guide to the Personal Protective Equipment at Work Regulations
• Guidance on the Personal Protective Equipment at Work Regulations
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3.10 Lifting and Manual Handling of Loads
Bodmin Town Council will comply with the requirements of the Manual Handling Operations Regulations 1992.
Where the general risk assessments indicate the possibility of risks to employees from manual handling of loads,
the following hierarchy of measures will be followed.
o Avoid hazardous manual handling operations so far as reasonably practicable.
o Complete a suitable and sufficient risk assessment of any hazardous manual
handling operations that cannot be avoided.
o Reduce the risk from injury from those operations so far as it is reasonably
practicable.
Policy Statement
The purpose of this policy is to prevent injuries arising from manual handling tasks. This will be achieved by
ensuring there is suitable and sufficient assessment of manual handling tasks where there is a foreseeable risk
of injury. This requires:
o That all manual handling tasks are identified.
o That all manual handling tasks, for which there is a foreseeable risk of injury,
are appropriately assessed.
o That appropriate control measures exist or are implemented to reduce the risk so far
o as reasonably practicable by a hierarchy of controls .
By implementing this policy, injury prevention will be achieved by:
o Ensuring that line managers and supervisors implement appropriate risk
control measures.
o Providing line managers and supervisors with appropriate information, guidance
and support to enable the m to develop robust risk reduction measures and
controls.
o Involving staff undertaking manual handling when developing appropriate controls
o Providing staff at risk with appropriate information, instruction and supervision.
This may include providing formal manual handling training
Legislation
o The Management of Health and Safety at Work Regulations 1999
o The Manual Handling Operation Regulations 1992 (amended 2002)
Implications for Bodmin Town Council
The risk of injury from manual handling tasks exists within many working environments and for example
includes:
o Estates staff
o Craftsman
o Caretakers
o Cleaner
o Office Staff
o Community Services Reception Staff (VIC)
o Volunteers
The reality is that all staff are likely to be undertaking some form of manual handling on a daily basis. The 'level'
of assessment must be proportionate to the possible severity and likelihood of injury. The important thing is that
assessments identify all significant risks of injury and lead to practical methods to reduce them.
See Appendix for glossary of terms
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Manual Handling
Musculoskeletal Disorders (MSDs) affect muscles, joints, tendons and any other parts of the musculoskeletal
system. They are the most common occupational illness in Great Britain. Injury can happen while doing any activity
that involves some movement of the body, from heavy lifting to typing. Workers in almost every sort of job are at
some risk.

See Appendix 2 which describes some of the common causes of physical discomforts within the workplace.
Eligibility/Scope
This policy applies to all staff who is directly employed by Bodmin Town Council. This includes:
o Permanent and part-time staff, volunteers and agency staff working in Council
premises or other sites undertaking manual handling tasks.
o Contractors to comply with this policy where appropriate
Principles of Manual Handling Assessment
It must be established whether any manual handling operation is likely to create a risk or injury. It may not be
necessary to assess in great detail if the operation can be avoided or the risk of injury is clearly low. Appendix 3
explains the HSE's manual handling Risk Assessment Numerical Guidelines Filter. This can be used to determine
whether the operation could result in significant injury and hence require a detailed assessment.
A hierarchy of controls, is given in the order below, must be applied:
o If there exists the possibility of injury from a manual handling operation it must first
be considered; whether the risk can be eliminated completely by eliminating the
need to handle the load.
The selection of lifting and handling aids must consider:
o That there is consultation with employees, health and safety
advisors/representatives and equipment suppliers.
o That it is appropriate for the task.
o The maintenance needs of any equipment.
o The training needs of employees to use it.
o That other risk may be generated as a result of its use.
Where a manual handling operation cannot be avoided then an appropriately detailed risk assessment needs to
be carried out, this should consider elements of the:
o Task
o Individual
o Load
o Environment
The assessment should be appropriately recorded. Once the assessment has identified a risk of injury, steps must
be taken to reduce that risk to the lowest level possible.
Appropriate to the level of risk, those at risk must be provided with information, instruction and supervision if
needed, depending on the severity of the risk.
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Principal Organisational Responsibilities
Managers/Supervisors will:
o Ensure that all manual handling tasks are identified.
o Make an assessment of any manual handling operations where a significant risk of
injury can be foreseen and where the operation cannot be avoided.
o Seek the appropriate advice and support available to assist them to effectively
control the risks.
o Implement risk control measures and review the effectiveness of them.
o Consult appropriately with staff, safety representatives and others throughout the
risk assessments and control process.
o Ensure that where a risk of injury as a result of manual handling is identified, staff are
provided with specific information and training on manual handling risks and
prevention.
o Suitably record the risk assessment and control measures and share this with the
staff
o at risk.
o Take into account an individual's health condition when undertaking a manual
handling assessment. If the manager/supervisor suspects that an individual's state
of health might significantly increase the risk of injury from manual handling
operations, advice must be sought from Occupational Health
Staff will:
o Co-operate with managers/supervisors, safety representatives and any others
as appropriate throughout the risk assessment process.
o Comply with identified systems of work and controls.
o Report shortcomings in any controls.
o Report faulty or poorly maintained equipment.
o Report any accidents and incidents that occur and report early any symptoms that
may be caused by undertaking manual handling tasks.
o Report to their manager/supervisor the implications of any health conditions that
may
o impact upon their ability to undertake manual handling operations
Policy Review
This policy will be reviewed, in order to determine that:
o The requirements and guidance reflect the current knowledge and best practice to
ensure the risks from manual handling operations in the workplace are appropriately
managed.
o The requirements of this policy are effectively implemented.
The success criterion is to prevent cases of injury associated with manual handling operations.
Methods to identify effective management include:
o Examining accident and ill-health statistics.
o Undertaking full investigation of any major cause of injury to establish root cause
and introduce any changes to prevent a recurrence.
o Health and Safety audit.
o Formal policy review every 2 years.
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Equality Statement
Bodmin Town Council is committed to the elimination of discrimination and equal treatment in employment.
This policy should be administered to ensure there are no inequalities for any member of staff regardless of sex,
colour, ethnic origin, religious denomination or disability.
No member of staff will be discriminated against because of a disability as defined within the Disability
Discrimination Act. However, for someone with existing symptoms, they may have their duties altered to
reduce or eliminate their exposure to the risks from manual handling operations, where such exposure may put
them at further risk of injury or ill-health.

References Links and Related Documents:
•
•
•
•
•
•

Manual handling leaflet
Legal guidance on the Manual Handling Operations Regulations
External help on manual handling
Making the best use of lifting and handling aids
MAC tool
RAPP tool
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Appendix 1
Glossary of Terms
Manual Handling
Means any transporting or supporting of a load (including lifting, putting down, pushing, pulling, carrying or
moving thereof) by hand or by bodily force, as opposed to mechanical handling by crane, lift truck etc. 'Load'
includes any person and any animal. A load in this context must be a discrete movable object.
Risk Assessment of Hazardous Manual Handling Operations
A risk assessment is a careful examination of what could cause harm to people in the workplace. Doing a risk
assessment will help employers identify the significant risks in their workplace and avoid wasted effort by
effectively targeting these. A good risk assessment will help avoid accidents and ill health, which can not only ruin
lives, but can also increase costs through lost output and compensation claims and higher insurance premiums.
A risk assessment is a five-stage process and involves:
o Looking for hazards;
o Deciding who might be harmed and how;
o Evaluating the risks and deciding whether the existing precautions are adequate or
whether more should be done;
o Recording your finding and telling your employees about them;
o Reviewing your assessment and revising, if necessary, for
example;
I. If the work changes significantly
i. If there is an accident; or
II. When someone returns to work after sickness or injury, or suffers a
change in health, that could affect or be affected by their work.
As Far as Reasonably Practicable
“ALARP” is short for “as low as reasonably practicable". “SFAIRP" is short for “so far as is reasonably practicable.
The two terms mean essentially the same thing and at their core is the concept of reasonably practicable; this
involves weighing a risk against the trouble, time and money needed to control it. Thus, ALARP describes the level
to which workplace risks should be controlled.
Back Pain/Discomfort
This describes pain or discomfort anywhere along the length of the spine, though commonly affecting the load
bearing lower regions of the spine. The term itself is not a diagnosis, but represents symptoms experienced that
can result from specific conditions. Simple uncomplicated soft tissue injuries are by far the most common injury.
As well as leading to stress, which is a hazard in its own right, psychosocial risk factors can lead to musculoskeletal
disorders. For example, there can be stress - related changes in the body (such as increased muscle tension) that
can make people more susceptible to musculoskeletal problems; or individuals may change their behaviour, for
example doing without rest breaks to try and cope with deadlines.
Upper Limb Disorders (ULD’s)
The term upper limb disorder encompasses a variety of musculoskeletal problems, affecting the tissue of the hand
wrist, arm and shoulder. Such problems are relatively common in the general population and the workplace.
The Manual Handling Assessment (MAC) Tool
This tool (developed by the HSE) can be used to assess the risks posed by lifting, carrying and team manual
handling activities. It is designed to help the assessor understand, interpret and categorise the level of risk of
various known risk factors associated with manual handling activities. The MAC incorporates a numerical and a
colour coding score system to the highlight high risk manual handling tasks.
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Lifting and handling loads can cause MSD's such as back pain. The Regulations require employers to:
o Avoid hazardous manual handling operations so far as it is reasonably practicable.
o Assess any hazardous manual handling operations that cannot be avoided - for example by using
an assessment check list.
o Reduce the risk of injury so far as is reasonably practicable.
Other areas covered include the task, the load, the working environment, individual's capabilities and the
employer's duties.

Lifting and Manual Handling Training
Effective training can help to reduce injury. The need to provide training should be determined from the risk
assessment process. The training should be relevant to the tasks involved and should be include for example:
o
o
o
o
o
o
o

Why is it being provided?
Legislation.
What risks are experienced specific to those attending.
Principles of ergonomics and safe handling.
Relevant anatomy and physiology.
Practical session, preferably in the workplace undertaking real manual handling tasks.
Allowing for questions and feedback.

Psychosocial
Psychosocial risk factors are things that may affect an employee's psychological response to their work and
workplace conditions (including working relationship with supervisors and colleagues). Examples are:
o High workloads.
o Tight deadlines
o Lack of control of the work and working methods
So, both the physical and psychosocial factors need to be identified and controlled in order to have the greatest
benefit. The best way to achieve this is by using an ergonomic approach, which looks at achieving the best "fit"
between work, the working environment and the needs and capabilities of the workers.
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Appendix 2
Common Causes of Physical Discomfort within the Workplace.
There are certain tasks and factors that increase the risk such as:
o
o
o
o
o
o
o
o
o
o

Repetitive and heavy lifting.
Bending and twisting.
Repeating an action too frequently.
Uncomfortable working position.
Exerting too much force.
Working too long without breaks.
Exerting a force in a static position for extended periods of time.
Adverse working environment (e.g. hot or cold)
Psychosocial factors (e.g. high job demands, time pressures and lack of control).
Not receiving and acting upon reports of symptoms quick enough

Generally there is an increased risk of injury when a number of these risk factors are combined.
Back pain is a common symptom and MSD that can arise in many work situations. The exact cause is often
unclear, but back pain is more common in tasks that involve:
o
o
o
o

Heavy manual labour and handling tasks in heavy industry.
Manual handling in awkward places, like delivery work.
Repetitive work, such as manual packing of goods.
Sitting at a workstation for a long period of time if the work station is not correctly
arranged or adjusted to fit the person, e.g. working with computers.
o Driving long distances or driving over rough ground, particularly if the seat is not,
or cannot be properly adjusted or adequately sprung.
o Operating heavy equipment, such as excavator, can lead to jolting and jarring.
Physical activities that can aggravate back pain, or at least be more difficult when you have back pain include:
o
o
o
o
o

Stooping, bending over or crouching, including work at PC's (poor posture).
Lifting object's which are too heavy or bulky, carrying objects awkwardly.
Pushing, pulling or dragging excessive loads
Working beyond normal abilities and limits and when physically overtired.
Using poor lifting techniques (or where you are unable to use lifting aids due to the
working conditions).
o Stretching, twisting and reaching.
o Prolonged periods in one position, leading to postural strain.
o Situations where the whole body is subjected to vibration, jolting and jarring
As with many ill health conditions, some people are more susceptible to musculo-skeletal injury than others .
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3.11

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS (COSHH)

Introduction
Every year exposure to hazardous substances at work affects the health of many thousands of people. Common
examples include lung disease (e.g. dusty conditions), skin irritation, dermatitis or skin cancer, occupational
asthma, toxic fumes, occupational cancer etc.
Bodmin Town Council recognises its duties under the Control of Substances Hazardous to Health Regulations
2002 (COSHH) and will ensure that all reasonable steps are taken to protect its employees from exposure to
substances hazardous to health, either by preventing exposure to these substances or controlling exposure
within statutory limits.
Where appropriate, the Council will provide Personal Protective Equipment to staff free of charge. Line Managers
will ensure that all employees are provided with comprehensive information and instruction on the nature and
likelihood of their exposure to substances hazardous to health, occasioned whilst carrying out their work duty.
Definitions
Substances hazardous to health include:o Substances with occupational exposure limits (these are specified in Guidance Note
EH40 )
o Biological agents
o Dusts of any kind in substantial concentrations
Identification of hazardous substances can be sought from:
o Material safety data sheets, labels etc. from suppliers (required by law)
o Knowledge from within the Council’s activities or operations
o Published guidance/documents
o Part V of the approved supply list (HSE)

Legislation
Bodmin Town Council recognises that COSHH provides a framework to help protect people in the workplace
against health risks from hazardous substances. The substances may be used directly in the work (e.g. cleaning
chemicals, chemical reagents) or may arise from the work (e.g. dusts, fumes and waste products).
COSHH lays down a sensible step-by-step approach to the necessary precautions and is therefore a useful tool of
good management.
COSHH applies to virtually all substances hazardous to health. Exceptions include asbestos and lead (which have
their own regulations – see Section 3.15 for BTC’s Asbestos Policy) and substances which are hazardous only
because they are radioactive, asphyxiants, at high pressure/temperature or have explosive/flammable
properties.
COSHH requires the following:1)
2)
3)
4)
5)
6)
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Assessment of the risks
Deciding what precautions are needed
Prevention or control of the risks
Ensuring that control measures are used and maintained
Monitoring exposure and health surveillance, where necessary
Informing, instructing and training employees about the risks and precautions needed

Assessment of Risks:
Assessment is the responsibility of BTC Line Managers and will need to take into account the following:o Access to, and an understanding of COSHH, related legislation, codes of
practice and published guidance
o Competence to carry out the work of assessment
o Consultation within the workforce and provision of information
o Consider peripatetic workers
Assessment of risk will involve consideration of the following:
o Use, handling, generation, release etc. of hazardous substances
o Who might be affected and likely exposure level/extent
o Nature of exposure (breathing in, swallowing, skin absorption etc.)
o Current measures to prevent or control exposure - effectiveness and use
o Accidental leakage, spillage or release
o Cleaning and maintenance operations
o Recording and Reviewing the Assessment
Assessments will be recorded in writing using the attached COSHH Assessment Form and reviews will take place
on an annual basis or where there have been significant changes in the work activities.
Deciding what precautions are needed;
Where no likelihood or insignificant risk is identified - no further action will be taken until the next review of the
COSHH assessment.
Where risks are identified, the appropriate control measures will be invoked as set out below.
Prevention or control of the risks;
Where reasonably practicable BTC will prevent risks by o Changing the process so that the hazardous substance is not required or
generated
o Replacing the substance with a safer alternative
o Using the substance in a safer form.
Where it is not possible to prevent the risk, the following controls will be used o Total enclosure of the process
o Partial enclosure and extraction equipment
o General ventilation; and/or
o Using systems of work and handling procedures which minimise chances of spills,
leaks etc. or exposure to the substance(s)
Ensuring that control measures are used and maintained;
Where chemicals are being used which require dilution, employees will ensure that manufacturer’s instructions
are adhered to.
All BTC employees are required to make proper use of control measures e.g. PPE and to report any defects to
their Line Manager/Supervisor.
The Council will ensure that controls are kept in efficient working order and good repair. Suitable records of all
such actions taken will be kept.
Monitoring exposure and health surveillance
Monitoring exposure is required in certain circumstances, e.g. where there could be serious risks to health if
control measures were to fail or deteriorate and exposure limits were exceeded.
Health surveillance of employees, where indicated to be necessary by the assessment, will be carried out by the
Council’s Occupational Health Medical Advisor. Employee Health Records will be kept of any exposures to
substances hazardous to health for a minimum of 40 years and employees will be informed about any monitoring
or health surveillance results.
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Informing, instructing and training employees about the risks and precautions needed.
The Council will provide comprehensive information and training to ensure that staff understand the hazards to
health posed by substances in the workplace and the importance of the control measures, personal protective
equipment and emergency procedures will be emphasised.
Employees will be encouraged to report any defects to their Line Manager/Supervisor. The Line
Manager/Supervisor will ensure that systems are in place for the prompt repair and provision of temporary
replacement controls (e.g. PPE).
Links to Other Council Policies:
This policy links to the following sections from BTC’s Health & Safety Policy Part 3:
o
o
o
o
o

Section 3.1 – Hazard Identification & Risk Assessment
Section 3.4 - Accident Reporting & Investigation
Section 3.6 – First Aid
Section 3.9 – Personal Protective Equipment
Section 3.15 - Asbestos

Appendix:
o

COSHH Assessment Form

References/Further Information:
HSE : What is COSHH
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3.12 ELECTRICAL SAFETY
Bodmin Town Council will comply with the Electricity at Work Regulations 1989. Bodmin Town Council will have
its electrical wiring checked periodically or when new work is undertaken. Installation records will be held in the
Office Manager’s office in the Shire House.
Residual Current Devices and 110 Volt transformers / generators will be used where necessary.
The Council will arrange for all portable electrical appliances to be registered and then inspected and tested
periodically by a competent electrical contractor. Users should be familiar with the items to inspect and problems
to look for HSE IND(G)89(L), GS37 refers. Experience of faults found can be used to determine whether inspection
intervals can be lengthened and how often there should be a combined inspection and test.
Appendix 1 details an indicative regime for inspections and tests of office based equipment.
Should staff notice any damage (abrasions, cuts, bare wires etc.) to the leads, or faulty or damaged plugs on any
portable electrical equipment, they should report this immediately to their Line Manager. Equipment considered
to be faulty will not be used whilst it awaits test, inspection and repair from a suitably qualified electrician. This
testing work will be programmed / organised by the Office Manager.

Full Periodic Tests and Inspections of electrical circuits are carried out regularly and as recommended by
independent electrical contractors (for public buildings this can be every 3 to 5 years). This testing will be
programmed / organised by the Estate Manager.
The following buildings will receive regular periodic tests and inspections of the electrical circuits:
o The Shire House and Suite
o The Shire Hall
o The Museum
o The Grandstand, floodlighting etc
o Coldharbour Pavilion
o Mary Kendall House
o All Public Toilets
o Priory Car Park Lighting
o Fair Park Lighting
Further information Electrical Safety can be obtained from:

o Electrical Safety at Work
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ANNEX 1 – OFFICES AND OTHER LOW RISK ENVIRONMENTS

Equipment /
Environment

User
Checks

Formal Visual Inspection

Combined Inspection & Testing

Extra low voltage
(less than 50 volts
AC) e.g.
telephone
equipment

No

Computers, VDU
Screens

No

Yes, 2 – 4 years

No if double insulated – otherwise
up to 5 years

Photocopiers,
fax
machines.
Rarely
moved.

No

Yes, 2 – 4 years

No if double insulated – otherwise
up to 5 years

Double insulated
equipment: Moved
occasionally e.g.,
fans, table lamps,
slide projectors

No

Yes, 2 – 4 years

No

Double insulated
equipment: Handheld e.g. some floor
cleaners

Yes

Yes, 6 months – 1 year

No

Earthed equipment
(Class 1 ) electric
kettles, some floor
cleaners

Yes

Yes, 6 months – 1 year

Cables (leads) and
plugs connected to
the above. Extension
leads.

Yes
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No

Yes, 6 months – 4 years
depending on the type of
equipment it is connected to

No

Yes, 1 – 2 years

Yes, 1 – 5 years depending on the
type of equipment it is connected
to

3.13

Display Screen Equipment – Working with VDU’s

Bodmin Town Council will comply with the Display Screen Equipment Regulations 1992. The Council will assess
all workstations staffed by employees who use Visual Display Unit (VDU) screens as part of their usual work and
will ensure that, as far as reasonably practicable, all workstations meet the requirements set out in the Schedule
to the Regulations.
VDUs are often wrongly blamed for a wide range of ill health problems and whilst working with VDU’s for long
periods can lead to tired eyes and discomfort, there is no evidence that VDU’s can cause disease or permanent
damage to eyes.
Working with VDU’s can, in some cases, lead to headaches amongst some users. Headaches may be the result
of a number of factors related to working with VDU’s:
o Screen glare
o Poor image quality
o A need for different glasses / spectacles
o Stress from the pace of work
o Anxiety about new technology
o Reading the screen for long periods without a break
o Poor posture
o A combination of the above
The risks to users of VDU screens will be reduced to the lowest extent reasonably practicable.
VDU screen users are encouraged to take periodic breaks in their work, as this can minimise any effects of VDU
work and operating associated equipment, such as mouse work which tends to concentrate activity on one hand
and arm (and one or two fingers) and this may make problems more likely. Risks can be avoided by adopting a
good posture and technique.
VDU users can make adjustments to maximise workstation comfort and to minimise any potential health
problem.
Getting comfortable:

o Adjustment to chairs and VDUs into a comfortable position – as a guide, eyes should be
the same height as the top of the VDU and forearms should be horizontal

o Sufficient space should be available to accommodate documents or other
o
o
o
o

equipment needed to perform daily work / tasks
Test different arrangements of keyboard, mouse and VDU to find the most comfortable
position that works well and is most suited to the individual concerned (a document
holder might avoid awkward eye and neck movements)
Arrange the desk to avoid VDU glare, or bright reflections on the screen (consideration
to the sitting of the VDU in respect of windows – adjust blinds etc. to reduce anyproblems)
There should be sufficient space under the desk to move your legs freely
Avoid excess pressure from the edge of the seat on the backs of your legs and knees – a
footrest may be helpful for smaller users.

Keying in:

o Adjust your keyboard to get a good keying position. A space in front of the keyboard is
sometimes helpful for resting the hands and wrists when not keying

o Try to keep your wrists straight when keying. Keep a soft touch on the keys and try not
to over stretch your fingers. Good keyboard technique is important.
Eyesight tests will be provided for VDU screen users on request. Where ‘special’ corrective appliances (normally
spectacles) are required to meet the requirements of the Regulations (usually less than 10% of the working
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population) the Council will provide the basic necessary correction equipment; as more specifically detailed in
Paragraphs 58 - 62 of the Regulations.
Reading the Screen
Using a mouse:
o Position the mouse within easy reach, so it can be used with the wrist straight. Sit
upright and close to the desk, so you do not have to work with your mouse arm
overstretched. Move the keyboard out of the way if it is not being used
o Support your forearm on the desk and do not grip the mouse too tightly
o Rest your fingers lightly on the buttons and do not press them hard
Reading the Screen:
o Adjust the brightness and contrast controls on the screen to suit the lighting
conditions in the room;
o Make sure the screen surface is clean;
o In setting up software, choose options giving text that is large enough to read easily
on your screen, when you are sitting in a normal, comfortable working position.
Select colours that are easy on the eye (avoid red text on a blue background, or viceversa)Individual characters on a screen should be sharply focused and should not
flicker or move. If they do, the VDU may need servicing or adjustment.
Posture and breaks:

o Do not sit in the same position for long periods. Make sure you change your posture
as often as practicable. Some movement is desirable, but avoid repeated stretching
to reach things you need (if this happens a lot, you should rearrange your
workstation);
o Most jobs provide opportunities to take a break from the screen (filing, photocopying
etc.). Make use of them. Frequent short breaks are better than fewer long ones.

References / Further Details
Further information on Display Screen Equipment can be obtained from:
o Working Safely with Display Screen Equipment
o DSE Workstation Checklist
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3.15 Asbestos
Bodmin Town Council will comply with the Health and Safety Executive (HSE) Approved Code of Practice &
Guidance regarding Regulation 4 of the Control of Asbestos Regulations 2012.
The duties imposed by regulation 4 of the Asbestos Regulations are supplementary to the provisions of the
Health and Safety at Work etc. Act 1974. The Council has a further duty to maintain workplace buildings to
protect occupants and workers, the Workplace (Health, Safety and Welfare) Regulations 1992.
The Policy focuses primarily on building I property repair and maintenance and activities associated with them.
However, it should also be noted that a risk from asbestos may also be associated with other activities such as
vehicle I machinery repair, where Asbestos Containing Materials (ACMs) may be a constituent element of motor
parts etc.
What is Asbestos?
Asbestos is a naturally occurring mineral and is found in three main forms in the UK. Amphibole asbestos which
includes crocidolite (blue) and amosite (brown) asbestos, or serpentine asbestos which is chrysotile (white)
asbestos. Blue and brown asbestos is more hazardous than white, but all are dangerous and cannot beidentified
by colour alone. Colour identification can only be achieved when inspected under a microscope and should not
be used to identify materials found in buildings. The only conclusive way to determine whether a material
contains asbestos is to have it analysed by a laboratory.
Asbestos containing products have been widely used in buildings as construction materials (fireproofing, thermal
and electric insulation, plasters, roofing and flooring products, heat resistant materials etc.). Since 1985 the new
use of any material containing blue and brown asbestos has been banned. However, whilst there are many
thousand tonnes of asbestos in buildings, if it is in good condition and remains undisturbed,it does not present
a risk.
Buildings built post 1999 will not have included the new use of building materials containing white asbestos as
this material was also banned. An assessment of buildings built post 1999 should be more straightforward; as
the duty holder can simply record that the construction date would indicate that there is no asbestos present
unless there is information to the contrary.
Why is asbestos a problem?
When asbestos is disturbed or damaged, the fibres are released into the air and people breathe them in,
which creates a risk to health. The types of work that can release these fibres include drilling holes with power
tools, sawing or sanding material etc.
Working near asbestos containing material can also cause disturbance, particularly if the material is in poor
condition.
Accidental damage (wear and tear and vandalism) can also release fibres from the ACMs (walls and floor
coverings).

All forms of asbestos may cause asbestosis, lung cancer or mesothelioma. The microscopic fibres of asbestos
can become lodged in the lung tissue and over a period of time (10 to 70 years) lead to irritation and the
formation of tumors.
Where exposure cannot be prevented entirely, exposures need to be controlled as far as reasonably practicable.
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The largest group of workers at risk from exposure to asbestos include workers in the following fields:
o Demolition workers I contractors;
o Maintenance, repair and refurbishment;
o Plumbers
o Electricians
o Joiners
o Computer and telecommunications engineers
However, it must be remembered that that those who occupy a building can also be at risk, if the materials
are disturbed to release asbestos fibres.
Asbestos is most likely encountered in the following materials which are detailed roughly in order of ease of
fibre release (with the highest potential fibre release first- note: this is not an exhaustive list):
o Sprayed asbestos and asbestos loose packing – generally used as fire breaks in
ceiling voids
o Moulded or preformed lagging – generally used in thermal insulation of pipes and
boilers
o Sprayed asbestos – generally used as fire protection in ducts, firebreaks, panels,
partitions, soffit boards, ceiling panels and around structural steel work
o Some ceiling tiles
o Millboard, paper, and paper products for insulation of electrical equipment
o Asbestos cement products, which can be fully or semi-compressed into flat or
corrugated sheets (which can be used as roofing and wall cladding). Other asbestos
cement products include gutters, rainwater pipes and water tanks
o Certain textured coatings
o Bitumen roofing materials
o Vinyl or thermoplastic floor tiles

Duty to manage Asbestos in Premises
Part 2 - 4(1) of the Asbestos Regulations 2012 requires duty holders of all non-domestic properties to manage
asbestos and to produce a written management plan specifying the measures to be taken to control and
manage the risks posed by exposure to asbestos containing materials in their premises.
Reasonable steps must therefore be taken to find asbestos-containing materials (ACMs) in premises and to
check their condition; presuming materials contain asbestos unless there is strong evidence to suppose they
do not.
The duty holder is defined in the Regulation as:
1.

2.

Every person who has, by virtue of a contract or tenancy, an obligation of any extent in relation to
the maintenance or repair of non-domestic premises or any means of access thereto or egress
therefrom
In relation to any part of non-domestic premises where there is no such contract or tenancy, every
person who has, to any extent, control of that part of those non-domestic premises or any means of
access thereto or egress therefrom.

The duty holder is primarily the person who has maintenance and repair responsibilities for the premises in
question through contract or tenancy or where there is no contract or tenancy the duty falls to the person in
control of a premises.
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Part 2 - 4 requires duty holders to:
o Take reasonable steps to find materials in premises likely to contain asbestos and
to check their condition
o Presume that materials contain asbestos unless there is strong evidence to
suppose they do not
o Make a written record of the condition and location of asbestos and presumed
asbestos-containing materials and keep the record up-to-date
o Assess the risk of the likelihood of anyone being exposed to these materials
o Prepare a plan to manage the risk and put it into effect to ensure that:

i. Any material known or presumed to contain asbestos is kept in a good state
of repair
ii. Any material that contains or is presumed to contain asbestos is, because of
the risks associated with its location or condition, repaired or if necessary
removed
iii. Information on the location and condition of the material is given to anyone
potentially at risk or who is liable to work on or disturb it.
o Taking the necessary steps needed to put the plan into action;
o Reviewing and monitoring the plan and the arrangements made to put it into
place.

Finding out if Asbestos is present
ACMs may be present if the building was constructed or refurbished before blue and brown asbestos were
banned in 1985. In some cases ACMs such as asbestos cement were used up until 1999. To ascertain whether
ACMs were used in buildings, it may be prudent, where possible, to carry out the following:
o Looking at building plans and any other relevant information (builders' invoices etc.
which may provide information as to the location and extent of any asbestos
materials used in the construction or refurbishment of the premises)
o Carrying out a thorough inspection of the premises both internally and externally
to identify materials that are or presumed to be asbestos I ACMs
o Consulting others, such as architects, employees or safety representatives who
may be able to provide further information.
The presumption should always be that materials contain asbestos unless there is strong evidence to
suggest I support that it does not.
Some materials obviously do not contain asbestos such as glass, solid wooden doors, floorboards, bricks and
stone. Asbestos may however be present behind these types of materials, so for major refurbishment a Pre
– Demolition and Refurbishment Survey will be required to safeguard against exposure to asbestos fibre
release.
However, some internal doors (fire doors) may have asbestos materials in them as fire retardant I firebreak
measures and should therefore not be planed or worked on before establishing that there are no ACMs
present.
It must be recognized that it is virtually impossible to manage asbestos without adequately identifying its
location and condition.
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Asbestos Surveys
In order to conform to the current Health and Safety and Asbestos legislation, asbestos containing materials
(ACMs) or materials presumed to contain asbestos must be managed to reduce the risk of fibre release and
consequential exposure I contamination of premises owned, maintained and managed by Bodmin Town
Council.
Unlike Principal Councils, Bodmin Town Council does not employ its own specialist officers to carry out surveys
of its property portfolio to establish the extent of ACMs in its building stock. Given the resource issue for a
local (town and parish) council, it is considered that staff training in asbestos survey work is not a prudent cost
in both monetary and officer time when compared with the costs of contracting a Management Survey from
a competent (licensed) asbestos contractor.
Therefore, a Presumptive Survey is not considered appropriate, given the lack of in-house expertise.
However, it is recommended that property maintenance staff, property managers and those tasked with reinspection of ACMs to monitor the condition of these materials are given asbestos awareness training and
that this is refreshed as appropriate. This will include as a minimum the Council’s Estates Team, Office
Manager and the Caretaking staff.
Bodmin Town Council will need to buy-in specialist survey work from a suitably qualified I competent and I or
accredited asbestos surveyor (licensed asbestos contractor). For buildings currently occupied and within the
Council's control I use, a Management Survey will be required to obtain baseline information regarding the
presence of asbestos or ACMs.
This survey information and the presence of asbestos or ACMs can then be fed into the maintenance portfolio
and quinquennial survey information for each of the Council's properties. Survey work will be carried out on
a phased basis, with high use buildings being surveyed first.
Survey information will be held centrally and must be provided to contractors carrying out work on Council
property.
Copy asbestos survey information will also be provided to occupiers I tenants and I or lessees of Council
properties informing that any maintenance I repair works, especially those of an invasive nature, will need
prior written approval from the Council before any work start I commencement on site. Information required
will include a description of the works together with method statements, risk assessments and preferred
contractor information. Works may require a Refurbishment and Pre-Demolition Survey to be carried, the
costs of which shall be borne by the organisation I association concerned, with a copy being provided to the
Council, for central retention on the Asbestos Register and updating of the relevant building I property
quinquennial survey information.

Relevant sectional plans relating to work areas or buildings can be provided with any order documentation
or as part of any maintenance I service contract work.

This requirement will be embedded authority wide and will be the expected 'standard level of information
exchange' by staff placing orders or commissioning work. This will clearly and necessarily need to include a
wide number of posts and members of staff, including: Estates Manager, the Council's Office Manager and
the Deputy Estates Manager.
Further Information on roles and responsibilities is detailed in section 11.3 and 11.4
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Management Survey - standard sampling survey
The purpose of a Management Survey is to locate, as far as reasonably practicable, the presence and extent
of any suspect ACMs in the building and to assess their condition.
This type of survey will be the predominant type used by the Town Council to assess its building and property
portfolio. Where ACMs are found to be present, their condition will be scored, and recommendations will be
received from the licensed asbestos contractor to manage the ACMs.
Refurbishment and Pre-Demolition Survey
The purpose of a Refurbishment and Pre-Demolition Survey is to locate and describe, as far as reasonably
practicable all ACMs in the building(s) and may involve destructive inspection to gain access to all areas,
including those difficult to reach. A full sampling programme is carried out to identify possible ACMs and to
provide estimates regarding volume and surface areas. The survey is designed to be used as a guide for
tendering the removal of ACMs from the building by a licensed asbestos contractor prior to demolition or
major refurbishment. Refurbishment and Demolition surveys should only be conducted in unoccupied areas
to minimise risks to the public or employees on the premises. Ideally the building should not be in use and
all furnishings removed.
For minor refurbishment, this would only apply to the room involved or event part of the room where the
work is small and the room large. In these situations, there should be effective isolation of the survey area
(full floor to ceiling partition) and furnishings should be removed as far as possible and protected using
sheeting.
Further information regarding Asbestos: The Survey Guide is available from the HSE Website.
A Management Survey will be the predominant type of survey carried out in Bodmin Town Council's nondomestic properties to establish the risk potential from each type of ACM identified.
The results of the survey will then be recorded and used to produce an assessed risk register and draw up an
asbestos management plan specific and unique to each property.
Notifying workers and contractors
Information on the condition and location of ACMs must be made available to anyone liable to work on it
or disturb it. Employees involved in building maintenance and any contractors working on the premises must
also be made aware of any ACMs present within the building(s), its location and the potential risks to health
and safety if they disturb it.
The following is not exhaustive, but highlights some of the potential contractors that could be employed by
the Council to work on its buildings:
o Construction - builders, roofers, painters and decorators, joiners, plasterers, shop
fitters etc.
o Installation - plumbers, carpenters, gas fitters, electricians, data wire installers
(phone & alarm etc.), heating and ventilation engineers
o Maintenance- engineers, repairers
o Excavation and demolition contractors, surveyors
Contractors must be made aware of any drawings I records which detail the location of ACMs and the
possibility of coming across hidden ACMs which might not be recorded.
If workers I contractors do have to work on materials containing asbestos, the Council must make sure that
they are aware that they are working with asbestos and what precautions they must take.
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Contractors will be required to sign the asbestos register prior to starting any works onsite and to notify the
building I premises manager of any changes (has the ACM been hidden I covered or sealed) in order that the
register can be updated.
All Employees Workers I Contractors
must:
o Carry out a risk assessment before undertaking any work which exposes, or is liable to
expose, employees to asbestos
o Take cognisance of the Management of Health and Safety at Work Regulations 1999
which requires employers and self-employed people to assess the risks to the health
and safety of themselves, employees and people not in their employment, arising
out of or in connection with the conduct of their business - and to make appropriate
arrangements for protecting those people's health and safety
o Keep everyone out of the work area who does not need to be there
o Take care not to create dust
o Keep the material wet wherever possible (in accordance with HSE guidance and
procedure note: EMS- Wetting Asbestos Materials)
o Wear a suitable respirator and protective clothing
o Clean up with a vacuum cleaner that complies with BS EN 60335 (Class ‘H’)
o Sign the asbestos register prior to work commencement.
They must not:

o
o
o
o

Break up large pieces of asbestos material
Use high speed power tools (as they create high levels of dust)
Expose other workers who are not protected
Take protective clothing home to wash

HSE's guidance Asbestos Essentials Task Manual provides advice on working safely with asbestos for people
carrying out maintenance or similar work.
ACMs identified via the Management Survey should be clearly labelled, especially if the materials are located
where people are likely to disturb or damage it. Labels can be obtained from safety sign companies and should
meet the following criteria:

(Label requirements I sizing criteria obtained from Statutory Instrument No. 2739 the Control of
Asbestos at Work Regulations 2006 available from http://www.opsi.gov.uk)
Asbestos Risk Classification Scheme (Material Assessment Score)
Each property surveyed using the Management Survey will provide documented evidence of the presence,
location and condition of ACMs within that building (photographs may be used to assist identifying location
on building I floor plans). This information will be fed into the Council's emerging property inspection regime
and quinquennial survey work which will look at a planned (long-term) maintenance system for the Council's
property portfolio.
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This information will be used to identify the frequency of re-inspection or the necessity of remedial works to
protect the materials from damage or the removal of ACMs to prevent further degradation and ongoing
risk.
Identified ACMs must be labelled and a regular (recorded) inspection regime I system must be in place to
ensure that the labels remain in situ. This inspection system should fall out of the ongoing monitoring
regimen, as detailed in the above paragraph.
It will not normally be necessary to further seal, enclose or remove materials containing asbestos which are
sound, undamaged and not releasing fibres. The Management Survey will make recommendations on each of
the ACMs and this will form the basis of the adopted management of these materials. Unless
recommendations state otherwise ACMs should be risk assessed, left in place and managed (ACMs will be
labelled using the approved labels as detailed on page 9).
Should any ACMs be sealed, encapsulated or enclosed to reduce further damage or potential fibre release,
the asbestos management plan and quinquennial survey pertinent to that particular property must be
updated and recorded for future reference. It is strongly recommended that this information is referred to
for cross reference for each and every maintenance task that is required.
Where undamaged ACMs are left in place and managed, the occupiers of the building must be made aware
of its location by the introduction of the asbestos management plan (a copy of the Management Survey can
also be forwarded for information).

Any occupiers of Bodmin Town Council owned I managed properties (tenants) will be required to receive
written prior approval I authorisation from the Council, in the interests of health and safety, prior to any
routine repair I remedial or maintenance work starting on site.
Council Officers (section 11 refers) are responsible for ensuring that all contractors are informed of the presence
or presumed presence of ACMs and that contractors sign the asbestos register prior to workcommencement
on site - this level of detail and information can be included with any order letters I contracts prior to any work
starting on site.
All materials (ACMs) which are in good condition but contain asbestos must be periodically re-inspected to
ensure that the condition of the material has not changed. This will be a visual inspection only to avoid any
unnecessary disturbance or fibre release and will not involve any removal of covering material, should one be
in place i.e. ceiling tiles ort duct panels etc.
If on re-inspection any ACM is found to be damaged or has deteriorated, it will be reassessed and reclassified.
This may result in a change in management procedure which may result in the ACM requiring removal.
Photographic (documentary) evidence will be a useful tool to compare the materials from inspection to reinspection.
Review
This policy will be reviewed by the Council's Properties Committee on at least an annual basis together with any
updates regarding changes in legislation regarding the Control of Asbestos Regulations. Asbestos survey I
register information will also be reported to the Properties Committee (please see sections 11 and 11.2 for
further information).
Asbestos Registers are a live document, and any removal works and I or reclassification of ACMs should be
recorded and updated on a regular basis and following re- inspections.
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Updated and revised copy asbestos register documents should be made available to occupiers of Bodmin Town
Council buildings I properties for information.
Staff Training & Contractors
All property maintenance staff, and those tasked with re-inspection of ACMs to monitor the condition of these
materials and any staff that could potentially come into contact with asbestos during their work activities will
be given basic asbestos awareness training and that this is refreshed as appropriate.
Training will be refreshed periodically, dependent on the nature and role of their work. It is recommended
that training should be refreshed at least annually unless the training provided suggests otherwise.
Refresher training should not be a repeat of the initial training given (Regulation 10 of the Control of Asbestos
Regulations) and employers should identify the specific needs of their employees so that refresher training can
be appropriately tailored.
All contractors will be required to provide documentary evidence of asbestos awareness training given to their
staff that may come into contact with asbestos and provide evidence of frequency regarding refresher training.
Appointment of Contractors
Bodmin Town Council will refer to the Cornwall Council list of accredited contractors for works on asbestos
containing materials (ACMs). Contractors must hold the relevant licences (if required) have the correct
equipment on site and operate in accordance with the current procedures and I or legislation before work
commences. The Council will request that copy Public Liability insurance, risk assessments and method
statement documentation is provided I will be required before authorisation can be given and prior to work
commencing on site. It may also be prudent to request copy PPE requirements for work on site in order that
this information can be cross referenced with current safe systems of work legislation relating to ACMs.
Any contractor failures in procedures which lead to uncontrolled asbestos fibre release will need to be fully
investigated by the Town Clerk I Deputy Chief Executive / HSE. This may lead to notification of a dangerous
occurrence under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) and
subsequent reporting of the contractor to Cornwall Council's Health and Safety Officer. This may lead to
removal of the contractor from the Cornwall Council accredited contractor list, which will be determined solely
by Cornwall Council.
Works with Asbestos Containing Materials
Any works that are planned on, or that will affect or disturb Asbestos Containing Materials (ACMs), must prior
to starting I authorising work on site, establish whether such works can be carried out by either:
o A non-licensed contractor with the necessary expertise – carrying out the works
under the guidance from HSE Asbestos Essentials Task Manual and in line with the
Control of Asbestos Regulations;
o A Specialist Contractor licensed by the HSE- carrying out the works under the
Control of Asbestos Regulations.
Record of possible exposure to asbestos material(s)
If a member of staff believes that they have disturbed suspected asbestos containing materials or have been
accidentally exposed to asbestos containing materials, they should report this matter to their line manager
recording where, when and how suspected exposure I fibre release occurred. It may be necessary to close off
that room I section of the building whilst an investigation and assessment of the situation is made.
The member of staff should immediately report this suspected exposure to their GP/ Doctors Surgery.
The Council will automatically refer any member(s) of staff suspected of exposure to unidentified materials or
ACMs to Occupational Health, with a recorded (file) note and relevant copy correspondence being held on their
personnel file for future reference I information. It is recommended that the personnel files of any member(s)
of staff referred to Occupational Health with asbestos I ACM I suspect or unidentified material exposure be kept
in the firep r o o f safe for 50 years following cessation of employment with Bodmin Town Council.
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Damaged/Unidentified Asbestos Containing Materials
In the event that any asbestos containing materials or materials presumed to contain asbestos are inadvertently
disturbed or damaged by any person(s), the following procedures apply:
o The room(s) or a defined area will be evacuated of all persons with all access to
such areas being restricted and closed off
o The incident will be reported to the Office Manager (where it relates to room hire I
bookings) and the Town Clerk and I or Deputy Chief Executive. Referral to the
property asbestos register may determine if the material has been identified during
I by the survey. If there is any doubt about the asbestos status of the material or it is
an unrecorded asbestos containing material or presumed to contain asbestos, the
Town Clerk and I or Deputy Chief Executive will take charge of the incident
o The Town Clerk and I or Deputy Chief Executive will arrange for theincident to
be dealt with in accordance with the requirements of current legislation and
Approved Code of Practice(s)
Asbestos Removal
An accredited, licensed asbestos contractor will be employed for the testing and removal of any asbestos
containing materials. All asbestos removal and clearance work should be carried out in accordance with the
Control of Asbestos Regulations and Approved Code of Practice.
Safety of Work Area
The appointed and accredited (licensed) asbestos contractor should monitor the air outside of any enclosure
during the removal works to ensure that control measures employed within the enclosed area are not allowing
the release of fibres into surrounding areas. This control measure is particularly applicable where asbestos
containing materials must be removed whilst sites are occupied. This is however permitted in extreme
(emergency) situations / circumstances.
Site clearance and certification should only be carried out by an approved organisation accredited as a 'Testing
Laboratory' which may be the same licensed asbestos contractor employed to do survey and asbestos removal
work, accredited to BS EN ISOIIEC 17025. On completion of the works a 'Certificate of Reoccupation' shall be
issued by the licensed asbestos contractor.
All clearance operations should be carried out in accordance with the '4-stage clearance’ as defined in the HSE
Approved Code of Practice No L143 'Work with Materials Containing Asbestos’.
A site should not be reoccupied, under any circumstances, until the 'certificate of reoccupation' has been
received and approval has been given by the Town Clerk or by the Deputy Chief Executive in the Town Clerk's
absence.
Building and Maintenance Contracts
Any person instructing either construction, demolition or maintenance works (includes plumbers, electricians
etc) needs to be made aware of the property asbestos register and for ensuring that any I all asbestoscontaining
materials likely to be affected by the scope of the works are identified and that appropriate actions and
procedures are in place to deal with them.
There will also need to be coordination with other interested parties that may have an input into the project.
At the design I conceptual stage of any project, consultation should take place with all interested parties to
consider ACM risks and how this risk will be managed. Project details will be required, which should include plans
and drawings identifying the structural elements of any building, together with asbestos register information
detailing location, condition and type of ACM present. An early round table meeting would be recommended to
share information and to coordinate the scope of works.
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Clear information will be vitally important for this type of work, particularly where existing structures are
concerned and where areas need to be disturbed for any pipe I cable runs, extension to IT or telephone systems.
A further Refurbishment and Pre-Demolition Survey will be required for invasive installations.
Contractual Matters
All contractors working on Council property that are likely to affect any asbestos containing materials will need
to demonstrate asbestos awareness and have the necessary specialist equipment and kit, training and
certification for such work, as detailed in the current legislation and the HSE Approved Code of Practice.
It is recommended that this is included and clearly stated in any contract I order for works paperwork
All contractors appointed to carry out asbestos removal work, will comply with the current legislation pertinent
to asbestos and the HSE Approved Code of Practice and will sign the relevant asbestos register prior to work start
I commencement onsite.
Elected Members -the Council's Properties Committee will lead and monitor the implementation of this policy
and receive any updates regarding changes in legislation regarding the control of asbestos regulations and the
'duty' to manage.
Elected Members will have an important role in giving policy direction and taking into consideration the
implications for budgetary matters and ensuring that the policy remains up-to-date and fit for purpose. The
Estates Committee will also:
o
o
o
o

Lead on the implementation of asbestos surveys for all the Council's properties
Oversee the development of a property maintenance I quinquennial survey regimen
Receive an annual report on this policy
Require Officers (Estates Officers and Office Manager and Community Services
Officer(s)) to factor in asbestos I ACMs and suspect I unidentified materials into
Committee reports as part of risk management and as a basic level of information
exchange with in-house maintenance workers and external contractors
Town Clerk will oversee the implementation of the detail of the Control of Asbestos Regulations 2012 across
the authority as part of the Council's Health and Safety Policy (Part 3: Generic Risk Assessments and Procedure
Notes)
Deputy Town Clerk will:
o work with the Town Clerk to implement this policy across the authority
o review and update the policy considering changes to legislation regarding the control
of asbestos regulations and the 'duty' to manage (referral and consideration by the
Properties Committee)
o cascade information regarding asbestos management to Estates Manager and Office
Manager
o ensure that asbestos surveys are built into the maintenance programme,
quinquennial survey work for all Council owned I managed properties
o ensure that Council tenants I lessees receive copy asbestos register information,
including site plans detailing the location and condition of ACMs, including rider
information regarding maintenance I refurbishment work requiring prior written
approval from BTC and contractors needing to sign the register prior to work start
The Estates Manager and Office Manager administrator will:
o factor in asbestos I ACMs and suspect I unidentified materials into Committee
reports as part of risk management
o ensure that Contractors sign the asbestos register prior to works starting onsite
o ensure that external contractors are made aware of asbestos information / registers
and that the same level of information is provided to in-house maintenance workers
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(this should be included as part of the basic level of information exchange, together
with method statements, risk assessments, public liability insurance documentation
etc.)
o consider asbestos implications in all project work and building maintenance work,
where relevant and applicable
o carry out inspections of existing ACMs to monitor the condition of the material and
that labels are in situ and to update the asbestos register accordingly, reporting back
to the Properties Committee where recommendations for material removal are
concerned
o refer to HSE guidance- Asbestos Essentials worksheets regarding non-licensed tasks
for working with asbestos (ACMs) for building maintenance (repair and remedial)
work
The Estates Manager and all supervisors will:
o cascade this information to the Council's craftsman
o investigate Asbestos in vehicle (machinery and equipment) repairs – is there any
likely risk from exposure to ACMs when replacing machinery / motor parts for the
Council’s fleet of vehicles / grass-cutting machines and equipment, especially where
in-house repairs are being carried out
o refer to HSE guidance- Asbestos Essentials worksheets regarding non-licensed tasks
for working with asbestos (ACMs) for building maintenance (repair and remedial)
work
Accounts Staff will:
o consider existing I current service contracts from a building I property perspective
(IT systems, telephone and alarm etc.) and to identify renewal times I dates with
the Estates Manager and Office Manager in order that copy asbestos register
information and plans can be forwarded to contractors where applicable I relevant
o ensure that workers I sub-contractors carrying out work as part of any service
contract are fully aware of the requirements of this policy (made aware of ACMs
and that they sign the asbestos register prior to work staring onsite)
Employees are responsible for:
o Complying with the Council's Asbestos Policy, the Control of Asbestos Regulations
and the HSE Approved Code of Practice
o Checking the Asbestos Register for the relevant building prior to commencing any
works on site and I or instructing any contractor to start works on site
o Stopping any work immediately if they encounter I discover any suspect material
o Notifying I reporting to the Town Clerk I Deputy Chief Executive if any suspect
material is discovered I disturbed.
Conclusion
An awareness of asbestos risk needs to be embedded throughout the authority to ensure that information
exchange between the Council and contractors is taking place (planned maintenance works or current service
contracts that are 'in the system.') Asbestos risk and management also need to be factored into discussions I
negotiations for new and future contracts relating to property and building maintenance work and the Council
will consider asbestos implications in all future contractual works.
Distribution
A copy will be distributed as follows
o
o
o
o
o
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All Councillors
Estates Manager
Office Manager
Officer dealing with Risk Management
Property Maintenance Regime for the Council's Property Portfolio

3.16

LEGIONNAIRES’ DISEASE – THE CONTROL OF LEGIONELLA BACTERIA IN WATER SYSTEMS

INTRODUCTION
Bodmin Town Council does not have any water systems incorporating a cooling tower or water systems
incorporating an evaporative condenser. However, the Council does have buildings where hot and cold water
systems and other plant and systems containing water which is likely to exceed 20°C and which may release a
spray or aerosol (i.e. a cloud of droplets and / or droplet nuclei) during operation or when being maintained.
The following Town Council properties have shower facilities:
o the Coldharbour Pavilion – used by Bodmin Youth Football Club who operate
several youth teams
o the Grandstand in Priory Park – managed and operated by Bodmin Town Football
Club under licence to occupy
This policy sets out the Council’s approach to identifying and managing risks associated with these water systems
and the measures that will be introduced to control the risk.
Bodmin Town Council does not have control of premises where there would be a duty to notify the local authority
under the Notification of Cooling Towers and Evaporative Condensers Regulations 1992 and as such does not own,
control or maintain any ‘notifiable devices.’
Should the Council build or acquire buildings where there is a duty to report to the local authority, then this policy
will be reviewed, and the appropriate sections amended to reflect the change in circumstance.
The Policy is therefore tailored in order that the Council can adopt a proportionate approach to the control of
legionella bacteria.
Cases of legionellosis are reportable under RIDDOR (the Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations 1995) – please refer to section 3.4 of the Council’s Health and Safety Policy – Accident
Reporting & Investigation including RIDDOR for further information.
What is Legionnaire’s disease and what are the symptoms?
Legionnaires Disease is a potentially fatal form of pneumonia caused by legionella bacteria. It is the most wellknown and serious form of a group of diseases known as legionellosis. Infection is caused by breathing in small
droplets of water contaminated by the bacteria.
Everyone is potentially susceptible to infection, but certain groups of people are known to be at a higher risk of
contracting Legionnaire’s disease; for example, men appear more susceptible than women, as do those over 45
years of age, smokers, alcoholics, diabetics and those with cancer or chronic respiratory or kidney disease. The
symptoms of Legionnaire’s disease are like those of flu and can appear 2 to 10 days after exposure. Onset is
usually 5 to 6 days:
o
o
o
o
o

High fever;
Cough;
Muscle pains;
Chills and a headache(s); and
Loss of appetite

In severe cases, there may also be pneumonia and occasionally diarrhea or vomiting and confusion / delirium.
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Where are legionella bacteria found?
It is caused by the bacterium Legionella Pneumophila and related bacteria that can be found naturally in
environmental water sources such as rivers, lakes, reservoirs and ponds, usually in low numbers.
As legionella bacteria are commonly encountered in environmental sources they may eventually contaminate and
colonise manufactured water systems and be found in cooling tower systems and hot and cold water systems.
Legionella bacteria can survive under a wide variety of environmental conditions and have been found in water at
temperatures between 6°C and 60°C. Water temperature in the range 20°C to 45°C seem to favour growth. The
organisms do not appear to multiply below 20°C and will not survive above 60°C. They may, however, remain
dormant in cool water and multiply only when temperatures reach a suitable level.
Legionella bacteria also require a supply of nutrients to multiply. Sources can include commonly encountered
organisms within the water system itself (algae, amoebae and other bacteria) and the presence of sediment,
sludge, scale and other material within the system, together with biofilms are thought to play an important role
in harbouring and providing favourable conditions in which the legionella bacteria may grow.
Water Systems
A water system includes all plant / equipment and components associated with that system, e.g. all associated
pipework, pumps, feed tanks, valves, showers, heat exchangers, quench tanks, chillers etc. It is important to
consider the system as a whole. Deadlegs and parts of the system used intermittently also need to be included
as part of the system since they can create particular problems with microbial growth going unnoticed. Once these
are brought back online, they can cause heavy contamination, which could disrupt the efficacy of any water
treatment regime.
The risk from exposure will normally be controlled by measures which do not allow the proliferation of legionella
bacteria in the system and reduce exposure to water droplets and aerosol. Precautions should, where appropriate,
include the following:
o Avoidance of water temperatures and conditions that favour the proliferation of
legionella bacteria and other micro-organisms
o Avoidance of water stagnation
o Avoidance of the use of materials that harbour bacteria and other micro- organisms,
or provide nutrients for microbial growth
o Maintenance of the cleanliness of the system and the water in it
o Use of water treatment techniques
o Action to ensure the correct and safe operation and maintenance of the water
system.
In general, proliferation of legionella bacteria may be prevented by:
o Avoiding water temperatures between 20°C and 45°C – water temperature is a
particularly important factor in controlling the risks
o Avoiding water stagnation, which may encourage the growth of biofilm
o Keeping the system clean to avoid the build-up of sediments which may harbour
bacteria (and also provide a nutrient for them)
o Ensuring the system operates safely and correctly and is well maintained
o Avoidance of water stagnation
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Regular Flushing of Showers and Taps
The risk from Legionella growing in peripheral parts of the domestic water system such as deadlegs off the
recirculating hot water system may be minimised by regular use of these outlets. When outlets are not in regular
use, weekly flushing of these devices for several minutes can significantly reduce the number of legionellae
discharged from the outlet. Once started, this procedure must be sustained and recorded / logged, as lapses can
result in a critical increase in legionella at the outlet. Appendix 1 details an indicative inspection and maintenance
regime for hot and cold water systems).
Schematic plans / drawings of hot and cold water system within and around the building, together with
identification of piping routes, storage and header tanks, calorifiers and relevant items of plant, especially water
softeners, filters, pumps etc. will be documented to aid the risk assessment process. This work will also help
identify where infrequently used taps and showers can be removed and where any redundant supply pipework
can be cut back, as far as possible, to a common supply.
Appendix 3 details the cleaning programme associated with the Grandstand in Priory Park and the Pavilion at
Coldharbour.
Annual Check and General Monitoring
All water services should be routinely checked for temperature, water demand and inspected for cleanliness and
use. The frequency of inspection and maintenance will depend on the system and the risks it presents. All
inspection and measurements should be recorded.
(Note – calorifiers heated directly by gas or oil flame have been shown to have the lowest incidence of colonisation
by legionella).
Water storage tanks should be fitted with covers which comply with the Water Supply (Water Fittings) Regulations
1999 and insect screens fitted to any pipework open to the atmosphere e.g. the overflow pipe and vent.
Hot water distribution pipes should be insulated. If temperature is used as a means of controlling legionella, trace
heating should be provided on non- recirculatory hot water distribution pipework where the discharge
temperature would not otherwise reach 50°C in one minute.
If a calorifier or any substantial part of a hot water system is on standby use or has been taken out of service for
longer than one week, the water in the calorifier should be brought up to 60°C for one hour prior to use (records
of this should be kept).
Some form of scale control is desirable. This is because there is a risk of calcium being deposited at the base of the
calorifier at temperatures greater than 60°C. It is recommended that inspection ports are fitted in the side of a
calorifier so that cleanliness of the base can be checked and cleaned when needed.
As and when Bodmin Town Council has any further work carried out to the water systems at the Coldharbour
Pavilion and the Grandstand, the inclusion of inspection ports can be investigated and considered at that time.
Temperature Regime
Hot water should be stored at 60°C and distributed so that it reaches a temperature of 50°C within one minute
at outlets. Care is needed to avoid much higher temperatures because of scalding. At 50°C the risk of scalding is
small for most people, but the risk increases rapidly with higher temperatures and for longer exposure times.
Where a significant scalding risk has been established, the use of Thermostatic Mixing Valves (TMV’s) onshowers
should be considered to reduce temperature.
58 | P a g e

TMV’s should be considered and investigated for inclusion at the Coldharbour Pavilion.
Monitoring of the temperature control regime is detailed in Appendix 2
Bodmin Town Council is not directly responsible for the cleaning regimes that are in place for the Coldharbour
Pavilion building and the Grandstand. Each Club is responsible for the ongoing cleanliness of these facilities and
should adhere to the regular flushing of water systems and cleaning as detailed in this policy.
As and when routine maintenance work to such systems is required, the Properties Committee will consider the
upgrading and / or replacement of hot and cold water systems. The inclusion of self-purge showers should be
considered at that time, although it is recognised that such equipment might be cost prohibitive.
Use of Pressure Washers
Pressure washers should be used in accordance with manufacturer guidelines and the appropriate level of
Personal Protective Equipment (PPE) should be worn. Staff using pressure washers should do so in well ventilated
areas, with any windows and doors to nearby buildings (within the vicinity) being closed and air inlets being
temporarily blanked off.
Pressure washing equipment should be maintained and cleaned regularly in accordance with manufacturer
guidelines and recommendations. The Foreman is responsible for ensuring that regular maintenance programmes
are in place for pressure washing equipment and that such equipment is inspected and tested in accordance with
manufacturer’s recommendations.
Water Filters
The Office Manager will organise and arrange for the regular replacement of water filters, in accordance with
manufacturer guidelines and recommendations. Water filters are installed in the Shire House and Suite.
References / Further Details
1. Further information on Legionella can be obtained from the HSE website
http://www.hse.gov.uk/legionnaires/
2.

Legionnaires’ disease – The Control of Legionella Bacteria in Water Systems 2000 – L8 (HSE) Approved Code
of Practice and Guidance ISBN 071761772 2
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APPENDIX 1: CHECKLIST – HOT AND COLD WATER SERVICES

Service
Hot
Services

Task
Water Check Temperatures in flow and return at calorifiers.
Check water temperatures up to one minute to see if it has
reached 50°C in the sentinel taps.

Frequency
Monthly

Monthly

Visual check on internal surfaces of calorifiers for scale and sludge.
Check representative taps for temperature as above on rotational
basis.
Annually
Cold
Services

Water Check tank water temperature remote from ball valve and mains
temperature at ball valve and mains temperature at ball valve. Note
maximum temperatures recorded by fixed max/min thermometers
where fitted.
Six monthly
Check that the temperature is below 20°C after running the water Monthly
for up to two minutes in the sentinel taps.

Visually inspect cold water storage tanks and carry out remedial Annually
work where necessary. Check representative taps for temperature
as above on rotational basis.
Shower Heads

Dismantle, clean and de-scale shower heads and hoses.

Quarterly or as
necessary

Little-used
outlets

Flush through and purge to drain, or purge to drain immediately
before use, without release of aerosols.

Weekly
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APPENDIX 2: MONITORING OF THE TEMPERATURE CONTROL REGIME

Frequency
Monthly

Check
Sentinel
taps.

Standard to meet
Cold Water
The temp should be
below 20°C after running
the water for up to two
minutes.

Notes
Hot Water
The water temp should
be at least 50°C within a
minute of running the
water.

This check makes sure
that the supply
& return temps on each
loop are
unchanged i.e. the loop
is
functioning
as
required.

If fitted, input
on TMV’s on a
sentinel basis.

The water supply to the One way of measuring
TMV temps should be at this is to use a surface
least 50°C within a minute temp probe.
of running water.

Water leaving &
returning to
calorifier

Outgoing water should be If fitted, thermometer
at least 60°C, return at pocket at the top
least 50°C.
of the calorifier &
on the return leg are
useful points for
accurate temp
measurement. If
installed, these could
be carried out & logged
by a building
management system.

Six Monthly

Incoming cold
water inlet (at
least once in
the winter &
once in the
summer.

The
water
should
preferably be below
20°C at all times (could
increase during
prolonged hot summer).

The most convenient
place to measure is
usually at the ball valve
outlet to the
cold water storage tank.

Annually

Representative
number of taps
on a rotational
basis.

The water temp should The water temp should
be 20°C after running the be at least 50°C within a
water for two minutes.
minute of running the
water.

This check makes sure
that the whole system is
reaching
satisfactory
temps for legionella
control.
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APPENDIX 3 - CLEANING PROGRAMME ASSOCIATED WITH THE GRANDSTAND IN PRIORY PARK
AND THE PAVILION AT COLDHARBOUR.

Location:
Grandstand

Coldharbour
Pavilion
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Cleaning / Maintenance Regime

Frequency

Responsibility

Flushing through of system for several minutes if not
used on a regular basis (weekly) and recordedin an
appropriate log.

Weekly

Bodmin Town Football
Club

Check log monthly through the beginning of August
to end May (football season) to ensure compliance.

Monthly

SPO, Bodmin Town
Council

Dismantle, clean and de-scale shower heads and
hoses (please see procedure note – Appendix 3 (a)
refers).

Quarterly

Bodmin Town Football
Club

Flushing through of system for several minutes if not
used on a regular basis (weekly) and recorded in an
appropriate log.

Weekly

Bodmin Town Council
(SPO to programme)

Check log monthly to ensure compliance.

Monthly

SPO, Bodmin Town
Council

APPENDIX 3 (a) – PROCEDURE NOTE FOR CLEANING SHOWERHEADS AND HOSES

To effectively cleanse and disinfect showerheads and hoses, a three stage procedure should be adopted, as
detailed below.
Stage 1 - Clean/De-scale
Remove and disassemble the shower heads and hoses from one another.
o De-scale the shower heads and hoses using a proprietary de-scaling agent for 1 hour
(or to manufacturer's instruction)
o Dispose of the waste water safely and in accordance with environmental
o protection guidance
o Flush the showerheads and hoses through with clean water.
Stage 2 - Disinfect
o Immerse the shower heads and hoses in an approved biocide solution (50mg/l
hypochlorite solution, (e.g. "Titan Sanitiser" (Johnson Diversey), "Shower Head Plus"
(Water Treatment Products), or other approved disinfectant that has an equivalent
proven biocidal effect), at the appropriate concentration and for the appropriate
amount of time - following the manufacturers’ instructions
o Dispose of the waste water safely and in accordance with environmental protection
guidance
Stage 3 - Flush
o Flush and wash the shower heads and hoses through with clean water and replace
o Dispose of the waste water safely and in accordance with environmental protection
guidance
o Replace soft rubber or plastic washers or gaskets with neoprene or other
approved rubber substitutes.
Under no circumstances should any acidic cleaning fluids or other acid products be added to any solution. Such
action will release toxic chlorine gas from the solution, with the potential to cause a risk of explosion, respiratory
failure and potential death. A COSHH assessment must be carried out before any hazardous substances are used
and a Safe Operating Procedure (SOP) devised.
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3.17 Managing Contractors on Council Property
There are risks involved with having a third party contractor working on the Council’s behalf they could damage
properties, injure staff or cause injury to visitors, service users or other members of the public.
Some of the risks associated with contractors are relatively easy to anticipate, such as:
•

Property damage
o fire, hot work, flammable liquid use and storage, combustible waste storage
o theft of council or contractor’s plant or equipment caused by the contractors’ failure
to manage or comply with security arrangements
o flood or other damage to buildings caused by poor workmanship or carelessness

•

Personal injury
o Council employees, other contractor staff, visitors, service users or member of the
public
o Contractors own employees

However, some other risks are less easy to evaluate, such as:
o Service delivery or operational disruption due to an incident caused by the contractor
o Lack of control of subcontractors
o Additional expenditure to repair or replace damaged property, the need for alternative
accommodation, loss of income, reinstatement of records and data, staff absence and
loss of experience or expertise
o Loss of reputation
o Incurring employers or public liability compensation claims

There are two areas to consider when looking at managing the risks associated with contractors –
1. Their competence to carry out the task suitably and safely. Ensuring they can provide safe working
methods.
2. They have adequate insurance to cover any potential costs resulting from any damage or injury caused by
their actions.
If neither of these areas are managed adequately then Bodmin Town Council is at risk of suffering loss and paying
compensation for damage caused by the contractor.
Contractor is defined as: ‘anyone who is brought in by a client (Bodmin Town Council) to work at the client’s
premises who is not employed by the client’
Health & safety Executive (HSE)
Contractors are used for several reasons
o As a means of transferring a risk of loss away from the council (only if the terms of
contract and management is correctly arranged at the start)
o The financial benefits of getting a contractor to do the work rather than employing
staff with specific expertise and the cost of purchasing specialised equipment.
o Using a contractor to do work that is required once or twice per year is more cost
effective than employing a member of staff.
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Legal background
Work undertaken by a contractor on behalf of a council is usually covered by contract law. However, statutory
duties – including the responsibility for health and safety – cannot be included in the contract. The contract can
include requirements for health and safety to be managed appropriately by the contractor. It is in the council’s
interest to monitor that these requirements are being met by the contractor throughout the term of the contract,
otherwise if a loss occurs there may be some liability placed upon the Council as well as the contractor.
The following areas should be considered when assessing the suitability of the contractor:
o Competence, including membership to relevant approved organisations or approval
body
o Health and safety arrangements including risk assessments and method statements
o Insurance cover
o Financial management
o Quality management
o Environmental considerations pertaining to their work
o Relevant experience
o References from previous clients
In return, the Council has a duty to protect the safety of the contractor and its employees. The contractor must be
informed of any significant hazards of which the Council is aware. This will include issues such as asbestos, other
work going on in the area, hazardous substances, etc.
Proper control of contractors is of the utmost importance, in terms of both selection and subsequent monitoring.
For all but the smallest contracts, the contractor should be asked to produce a method statement showing how the
work will be carried out and what measures will be taken to minimise the risk of personal injury. Throughout the
duration of the contract, the contractor’s performance should be monitored by the Council to check on compliance
with the agreed safety arrangements. If contractors are acting in a way which is deemed to be unsatisfactory then
the work should be stopped. As the principal to the contract, the Council has the power and indeed a responsibility
to do this.
The Council should check that contractors have adequate public liability insurance, allowing for the type and scale
of the work undertaken. The contractors’ insurance cover will need to be reviewed to ensure that there is
adequate insurance held by the contractor for the risk posed by the work.
An annual review should be carried out on all contracts to ensure that the health and safety standards are being
maintained and the insurance arrangements continue to be adequate. This will reduce the possible exposure of the
Council to undue liability on the part of its contractors.
On a periodic basis the council should have reassurance that the contractors remain competent to carry out the
work and are complying with any agreed safe working methods.
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3.18 Lone Working
Introduction
Lone workers are those who work by themselves without close or direct supervision, this may include the
following scenarios:
o Working outside of the Council's normal working hours
o An individual who works separately from others
o Employees who work from home
Bodmin Town Council recognises that in some instances staff may be required to work on their own in isolated
situations, for example in grounds maintenance or caretaking.
The Council recognises that constant supervision is not always possible, but that the lone worker should be
checked on regularly, and adequate information, instruction and training must be provided to ensure safe working
as far as is reasonably practicable.
Legislation
As an employer, the Council has a legal duty under the Health & Safety at Work etc Act 1974 to take reasonable
steps to protect the health, safety and well-being of all staff. It is the Council's duty to assess risks to lone workers
and take steps to avoid or control risks where necessary.
Assessing the Risks
The Council will consider all potential hazards faced by lone workers and assess the risks to both the lone worker
and anyone who may be affected by their work. Measures will then be put into place to control or avoid potential
risks.
The following are examples of risk assessment considerations (please note this is not an exhaustive list) which
Line Managers should take into consideration when carrying out risk assessments in their service areas:
o Does the workplace present a special risk to the lone worker?
o Is there a safe means of entry and exit from the place of work for a lone worker?
o Can the equipment and materials the worker is required to use be handled and
operated safely by one person?
o Are there any chemicals or hazardous substances being used that may pose a risk
to the worker?
o Does the work involve lifting objects too large for one person?
o Is there a risk of violence?
o Are women especially at risk if they work alone?
o If the lone worker's first language is not English, are suitable arrangements in
place to ensure clear communication i.e. in the case of an emergency?
o It should also be borne in mind that some medical conditions may make lone
working inadvisable- medical advice should be sought as necessary.

Supervision
Supervision can help to ensure that employees understand the risks associated with their work and that the
necessary health and safety precautions are carried out. The extent of supervision will depend on the risks involved
and the ability of the employee to identify and handle health and safety issues.
The Line Manager will maintain regular contact with the lone worker using either mobile phones or e-mail and will
ensure the lone worker has returned to their base or home once their work is completed. It should be noted that
a mobile phone is provided for Duty personnel within the Parks Department and the Car Park Inspector.
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Responsibility of Employees
Council staff are reminded that there are set procedures for reporting incidents of ill health and accidents,
adequate first aid provision and a means of regular contact with the office or supervisor. The office or supervisor
should always know where the individual is working.
The Council's employees have a duty to adhere to the following:
o To comply with the Council's Policy
o To take reasonable care of themselves and other people affected by their work
activities and comply with any instructions provided for health and safety
o To attend appropriate health and safety training i.e. Guardian 24
o To report any incident for which this policy applies
o To report any concerns or failures in the Council's safety systems and procedures.
Review
This policy will be reviewed regularly (not less than annually) and amended as necessary based on new
legislation, good practice or evidence taken forward.
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3.19 Violence to Staff
Introduction
The Health & Safety Executive defines violence as 'any incident in which a person is abused, threatened or assaulted
in circumstances relating to their work'. Staff who deal directly with the public may be faced with aggressive or
violent behaviour and this could include acts of violence which are racially and/or sexually motivated.
Bodmin Town Council recognises that it has a duty to protect the safety and well-being of all staff and will not
tolerate any form of verbal or physical abuse towards any employee and will take a very serious view of instances
where staff have been subject to this behaviour. The Council recognises that anyone who is the victim of violence
at work will require immediate support, understanding and time. Violence can produce feelings of shock, distress,
confusion, lack of confidence, fear, anxiety and guilt. In some cases the individual may not initially seem disturbed,
but it should be borne in mind that recovery can take a long time and reactions may be evident at a later date.
Legislation
The Management of Health & Safety at Work Regulations 1999 dictate that employers must consider the risks to
employees (including the risk of reasonably foreseeable violence); decide how significant these risks are; decide
what to do to prevent or control the risks; and develop a clear management plan to achieve this.
Line Managers/Supervisors will ensure that the possibility of violence to the Council's staff is considered when
undertaking risk assessments and every effort will be made to reduce the possibility of violence to the minimum
level that is reasonably practicable by using safe working practices.
It is also important to bear in mind that within the Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 1995 (RIDDOR) there is a requirement for employers to notify their enforcing authority in the event
of an accident at work to any employee resulting in death, major injury, or incapacity for normal work for three or
more days. This includes any act of non- consensual physical violence sustained by a person at work.
Reporting
All incidents in which member(s) of the Council's staff are abused, threatened or assaulted must be reported to
the Town Clerk (or the DTC in his absence) at the earliest opportunity and the line manager should investigate the
incidents as soon as possible.
Where an employee is subjected to violence at work or abuse in the course of their work, the line manager must
respond quickly to avoid any long term distress to the employee.
In the first instance, following an act of violence at work, the line manager should be receptive and understanding
to the employee and following discussion, should determine the following:
o Whether it is appropriate for the employee to go to hospital or their GP and, if so,
make the necessary arrangements which may include an escort;
o Whether it is appropriate for the employee to remain in work or to go home. If it is
decided to send the employee home the line manager should make the necessary
arrangements which may include an escort;
o Whether it is appropriate to involve the Police, and if so, to make an official report
of the incident. This report will then be passed to the Executive Assistant to be
placed on the individual's file; and
o Whether it is appropriate to request counselling for the employee and to liaise with
the Executive Assistant to arrange as necessary.
o Recording of violent incidents is an important step towards understanding the
nature and extent of the problem and may assist in identifying if anything can be
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done to lower the risk of reoccurrence.

Review
This policy will be reviewed regularly (not less than annually) and amended as necessary based on new
legislation, good practice or evidence taken forward.
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3.20 PUBLIC EVENTS / ACTIVITIES ON COUNCIL LAND INCLUDING FIREORKS
All events in the Council's Parks are to be referred to the Town Clerk or Chief Executive for assessment of risk,
together with levels of all Insurances held by the Event Promoters, Stall holders, Food Outlets etc.
The Council will consider event requests on a case-by-case basis taking into consideration and having regard to
the size and nature of the event and the possible level of risks.
1.
2.

The type of event I activity proposed
The number of people likely to attend I participate in the event

For large events, such as Fireworks displays and Heritage Day, the Council would expect to see an Event Manager
and Safety Officer appointed by the organisers to oversee the planning prior to the event and to manage the event
throughout its duration.
The Council will require organisers of any activities I events being held on Council land to provide full written risk
assessment and event safety plans, together with details of appropriate Public Liability Insurance. Event
organisers should take into account the Health and Safety Executive's 5 Steps to Risk Assessment when planning
an event.
Where large numbers of the public are expected, organisers will be directed to the HSE publications 'The Event
Safety Guide' or 'Managing Crowds Safely'; written risk assessments will be required; sufficient safety barriers to
ensure public safety and an adequate number of well-briefed stewards are in place.
Specific activities which include the use of equipment which could cause serious harm (archery etc.) must undergo
rigorous risk assessment. The Council will require organisers to offer documentation to Council for inspection to
ensure public safety is fully considered and will not allow permission of its land to be used for such events unless
the required safety standards are met. Activities requiring particular attention from a Health & Safety perspective
are:
a) Bouncy Castles
o The organizer/operative will be supplied with a copy of Safe use and Operation of
play inflatable’s, including Bouncy Castles (ETIS7)
o The organizer/operative will be reminded of the need to ensure that there is
adequate supervision throughout the day
o The numbers of children using the equipment at any one time are controlled
o Children of widely differing ages are not using the equipment at any one time
o It is also advised that the surface in front of the open sides of the equi9pment is
covered with a safety mat or other soft landing material between 3mm and 12mm
thick
o Operators of inflatable safety devices are required to have a valid safety certificate
by an approved Inspector registered with the recognised authorities for the
inspection of Play Inflatables and Amusement Devices (such as PIPA or ADIPS), in
accordance with the relevant BS EN standard
o Sufficient clear area around any rides / equipment must be maintained to ensure the
safety of the public
b) Archery
Organisers or the person responsible for this type of activity, who intend to have archery or similar activities
occurring on the Councils land will be required to 'walk the course' several days prior to the event and ensure
that it is appropriately sited and adequate safety barriers are put in place to ensure crowd safety.
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c) Funfair and Amusement Rides
These are only to be erected and operated by professional operators in accordance with HSE guidance Fairgrounds
and amusement parks: guidance on safe practice HSG 175 and ETIS5 Fairgrounds and amusement parks. Operators
must hold the appropriate Public Liability Insurance and Certification. Sufficient clear area around any rides/
equipment must be maintained to ensure the safety of the public.
Funfair and Amusement Rides Operators should be aware of and use Ride Inspectors registered with
the
Amusement Device Inspection Procedures Scheme http://www.adips.co.uk/ refers. The Amusement Device
Inspection Procedures Scheme relates to the Safety Inspection Regulation for Fairs and Amusement Parks and a
directory of Inspection Body's covering the UK is available from their website http://www.adips.co.uk/
d) Events Involving Live Animals, Birds & Reptiles
Any event involving live animals, birds and reptiles will be required to include a risk assessment and event safety
plan detailing the health and safety of members of the public and those who work with animals, as well as
consideration of the welfare of the animals, birds and reptiles themselves. It should be noted that there are many
legal requirements affecting work with animals, including the Dangerous Wild Animals Act 1976 (enforced by the
Cornwall Council) requires persons keeping specified animals to hold a licence. It is important that those involved
with organising events involving live animals, birds and reptiles seek, and take, expert advice.
Further information is available in the Health & Safety Executive's Entertainment Information Sheet 4: Working
with Animals in Entertainment (available on the HSE Website), and the Occupational Zoonoses available from HSE
Books (ISBN 0 11 886397 5).
ASSESSING THE RISKS
Employers and the self-employed have a responsibility under the Health and Safety at Work Etc. Act 1974 and
the Management of Health and Safety at Work Regulations 1999 to carry out risk assessments. If five or more
persons are employed there is a legal requirement to record the significant findings of the risk assessment.
The risk assessment has included the following steps;
o Identification of possible hazards (anything that could cause harm to anyone), who
might be harmed and how
o Checking of the risks (likelihood and effects of a hazard happening) and action
necessary to minimise those risks;
o The putting of planned action into practice together with written records of plans
Risk Assessments should be undertaken with the guidance contained in paragraph 17 of the Health and Safety
Commission's publication 'Management of Health and Safety at Work' which informs:
‘The level of detail in a risk assessment should be broadly proportional to the risk. The purpose is not to catalogue
every trivial hazard: nor is the employer or self-employed person expected to be able to anticipate hazards beyond
the limits of current knowledge.’
When considering possible hazards, particular consideration should be given to:
o
o
o
o
o
o
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Older people
People with disabilities
Children {who may be unsupervised)
Excitement generated by the activity
Approximate number of people expected
Consumption of Alcohol

Further guidance on carrying out risk assessments can be found in ‘5 Steps to Risk Assessment’ published by the
Health and Safety Executive.
Fire Safety (during set-up & event days)
Fire risks will be reduced by:
o Providing sufficient fire extinguishers (water, CO2, dry powder) on site, backstage
areas, etc.
o Emergency Services have been notified prior to the event
All Council staff are briefed on the location and use of fire extinguishers.
ENVIROMENTAL HEALTH ISSUES
All catering outlets and stallholders providing foodstuffs must, at all times, have regard for environmental and
licensing issues. This will include possession of the appropriate food hygiene certificates.
Attention should be paid to the safety of gas bottles, petrol cans, generators and open barbecues. All these present
hazards, both to the user and general public alike.
ELECTRICAL RISKS
All electrics (equipment) should be trip (RCD) protected, installed and operated in accordance with HSE
Guidance Note GS50: Electrical Safety at Places of Entertainment. Temporary electrical supplies should include:
o The supply being protected by suitable earth leakage device[s], RCD, having a
maximum tripping current rating of 30 mA
o The use of cables of the correct rating for the possible load with no damage to the
insulation and using the correct type of connectors for external use
o All supply cables being positioned so they are NOT liable to physical damage, e.g.,
not through door openings, across the surface of walkways/roadways
o All cables, including to sound equipment, being positioned so as not to cause
trip/other hazard
o Any generator and/or electrical equipment, including switchgear, to be
o satisfactorily cordoned off to prevent unauthorised access and/or interference
o All electrical equipment used at the event must be in a safe condition and suitable
for that type of use, i.e. in the open air where it may get wet.
ELECTRICAL RISKS TO AUDIENCE
This risk can be reduced by:
a) Siting most of the electrical equipment away from audience areas or is contained within fenced areas. Cable
runs should be covered. All circuitries should be trip protected
b) Lighting equipment which may be close to the audience will need to be made inaccessible where possible
and should be, in all cases, trip protected. Generators will be fenced in and will only be accessible to
authorised personnel
c) All other equipment should be fenced and suitably protected against tampering and with trip protection
Contractors and fairground attraction operatives should install and check their own equipment. All structures
and generators should be earth bonded and only be installed and serviced by authorised staff. These measures
should address the electric shock and fire risks.
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In all cases of adverse environments, such as heavy rain, only appropriate electrical equipment should be used
(e.g. low voltage power tools).
Special Effects, Strobe Effects, Smoke Effects should only be operated by trained and experienced persons. The
Council will not permit pyrotechnic displays.
LIQUID PETROLEUM GAS (LPG)
Gas cylinders should be handled with caution. Gas cylinders must be treated as full at all times. Gas bottles must
be kept and used either in purpose built ventilated cabinets or in the open. If bottles are stored or kept in the
open, then they are required to comply with the following:o Securely fixed (securing to a stake is suitable) with the valve uppermost
o Protected from tampering or accidental damage
o Away from sources of ignition
All areas containing LPG cylinders must be conspicuously signed 'LPG Highly Flammable'.
Flexible pipes should be as short as possible and must be in good condition.
o Hose connectors must be either crimped or secured by means of a jubilee clip
o Rubber hosing without any means of securing is not acceptable
o Flexible pipes used in vehicles must be reinforced rubber or armour plated
hosing and have crimped connections
o Fittings must be compatible with the type of cylinder I equipment in use and be in
good serviceable condition
Barbecues and Hot Food Outlets- Barbecue hazards include the use and storage of fuel (e.g. gas bottles), naked
flames and hot components. Safety barriers may be required.
INJURIES CAUSED BY TOPOGRAPHY OF SITE/ TRIP HAZARDS
Sufficient stewarding should be in place to minimize risk at pinch points such as entrances or exits. The risk of trips
should be reduced by:
o All exposed cables should be buried or flown over a structure;
o Stewards should be present to ensure event-goers behave appropriately around
equipment.
FIREWORKS DISPLAYS

The Health and Safety at Work etc Act 1974 and its subsidiary legislation covers firework displays which involves
a work activity (i.e. where at least one person will be involved on a professional basis). This legislation places duties
in respect of the health and safety of everyone involved in arranging and giving the display, the spectators and
other people near the display site.
The Explosives Act 1875, as amended by the Control of Explosives Regulations 1991, details the legal duties relating
to the transport and storage of fireworks used at the display. All fireworks should be purchased from a reputable
supplier and should conform to BS 7114.
The designated fireworks operator will conform to the requirements set out in HSE Publication Working Together
on Firework Displays: A guide to safety for firework display organisers and operators (HSG 7 23). Some of the key
points are:
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Prior to the event
o The appointed contractor, in liaison with the Event Manager, will agree the suitability
of the site, ensuring that spectators should be a minimum of 40 metres from the
fireworks
o The appointed contractor will plan and mark out the areas for spectators, firing
fireworks (and a safety zone around it) as well as an area where the fireworks will fall
o The appointed contractor will ensure emergency vehicles can get access to the site
o The Event Manager will appoint enough stewards I marshals and ensure that they
understand what they are to do on the night and what they should do in the event
of an emergency
o The appointed contractor and Event Manager will consider the appropriate course
of action should things go wrong. The Safety Officer will be responsible for calling the
emergency services
o The appointed contractor will ensure compliance with any requirements of the
Environmental Health Department, Cornwall Council I the Fire Brigade
o The appointed contractor will ensure that there is a suitable place to store the
fireworks
o The Organising Committee will take reasonable steps to ensure that sufficient notice
is posted in the press alerting the public to the fireworks display to ensure that local
residents are aware and can take the appropriate course of action regarding the
safety of domestic animals
On the day of the event
o The appointed contractor and Event Manager will recheck the site, weather
conditions and wind direction - there should be contingency plans to take account
of prevailing wind directions
o No-one will be permitted into the safety zone where the fireworks are likely to fall,
and no persons other than the display operator or firing team will be permitted into
the firing zone or the safety zone around it
o Spectators will not be permitted to bring their own fireworks onto the site
Following the event
o The appointed contractor will be required to carefully check and clear the site
o The appointed contractor will need to dispose of fireworks safely. Note: they should
never be burnt in a confined space (e.g. a boiler)
Fire Safety- Fire risks should be reduced by:
o
o

o
o

The careful siting of the bonfire away from the public who should be kept well
away by a combination of careful stewarding and safety barriers
Siting of the bonfire will take account of the prevailing wind direction and wind
speed on the day of the event and the position of the bonfire may be subject to
change or the lighting of the bonfire abandoned should winds be excessive or from
a direction that could cause safety concerns
Limiting the size of the bonfire so that it does not burn for an excessive time;
Controlling the material used to build the bonfire (limited to wooden pallets and
paper)

Emergency Services should be notified prior to the event and, subject to operational requirements, a Fire
Engine with crew should be on site during the event.
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ACOUSTIC ISSUES - Noise from fireworks displays should not exceed the Work Regulations 1989 action levels of
85-90db(A).
RISKS TO AUDIENCE BY SPECIAL EFFECTS
Members of the public attending fireworks displays can reasonably be expected to experience a degree of noise
and flashing light associated with a fireworks I bonfire type event.
Strobe lights (if being used) should be configured and controlled so as not to exceed 4 flashes per second, with
synchronisation where appropriate to avoid a greater flash rate due to overlap;

References I Further Details

1. PIPA Inflatable
Play
Inspection
(Performance Textiles Association)
http://www.pipa.org.uk/ which details the PIPA scheme which has been developed in
partnership with the HSE;
2. Amusement Device Inspection Procedures Scheme- http://www.adips.co.uk/
3. Health and Safety Executive- Inflatable Play Equipment Testing Scheme with links to the PIPA
website http://www.hse.gov.uk/lau/lacs/47-19.htm refers;
4. Fairgrounds and amusement parks: guidance on safe practice HSG175, ISBN 0 7176 1174 4.- available
on deposit at the Council offices or online at HSE website http://www.hse.gov.uk/pubns/etis5.htm
5. Health and Safety Executive- 5 Steps to Risk Assessment INDG 163/rev2
http://www.hse.gov.uk/pubns/indg 163.pdf refers
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3.21 SAFE DRIVING AT WORK
Introduction
There is a legal duty under the Health and Safety at Work etc. Act 1974 to ensure as far as reasonably practicable,
the health and safety of all employees while at work. Employers and employees also have a duty to ensure that
others are not put at risk by work related driving activities.
The Management of Health and Safety at Work Regulations 1999 also apply and require that risk assessments
are undertaken for activities with significant risks, and that effective management controls are put in place and
implemented.
When considering driving safety there also several road traffic laws to take into account, including the Road Traffic
Acts 1988 and 1991 and the Road Vehicles (Construction and Use) Regulations 1986 as amended.
The benefits from managing work-related road accidents can be considerable. The true cost of accidents in the
work place is nearly always higher than just the cost of repairs and insurance claims. Organisations that promote
sound health and safety driving practices and good safety culture at work may well overspill into private driving,
which could reduce the chances of staff being injured in a crash outside of work and so help reduce time lost in
this way. Case studies and research show that having an effective Safe Driving Policy can result in the following
benefits:
o
o
o
o
o
o
o
o

Fewer days lost due to injury
Reduce the risk of work related ill-health
Reduce stress and improve morale
Less need for investigation and paperwork
Less lost time due to work re-scheduling
Fewer vehicles off the road for repairs
Reduced running costs through better driving standards
Less chances of employees being banned from driving as a result of points on their
licences

This document details how Line managers should manage occupational driving and details staff (driver)
responsibilities. It explains the processes to be followed in evaluating the risks associated with driving at work and
the control measures that need to be in place to mitigate those risks, which include familiarisation and training,
driver documentation checking, etc.
This document brings together the Council's existing policies and procedure notes on Safe Driving at Work. All
previous policy documents on safe driving at work are now replaced by this document.
Staff involved in driving of vehicles, whether Council vehicles or private vehicles on work mattes should fully
familiarise themselves with the contents of this document.
Policy
The Council recognises the need to protect employees and others from the dangers or work related driving. The
Council is committed to the principle that transport accidents, including road traffic accidents, are not an expected
and acceptable fact of life but serious, costly and often avoidable events. Bodmin Town Council has general duties
under the Health and Safety at Work etc. Act 1974 to ensure the safety of employees and other affected by its work
activities, and a duty to assess significant risks under the Management of Health and Safety at Work Regulations
1999. In practice, risk assessment needs to take place not only at an organisational level (by service area or line
managers), but also at a personal level by individual driver. The Council will:
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o Comply with regulatory requirements;
o Provide standards not less than those set out in any relevant approved Codes of
Practice; and
o Take all reasonable steps to ensure as far as reasonably practicable that employees
driving at work do so in a manner that reduces the risk to themselves, other
employees or any other person who could be affected.
In support of this Policy, the Council will instigate the following procedures:
Policy Application
This Policy applies to all staff and volunteers across all Council Departments and relates to any driving for business
purposes whether in a Bodmin Town Council owned vehicle, leased vehicle, hired vehicle or user's own vehicle.
Driving for commuting purposes falls outside the scope of this Policy, however the good practice principles of
vehicle maintenance and driving within the law should be applied and all staff should exercise due care and
attention when commuting to and from work.
Council Vehicles
The responsibility for ensuring that Council vehicles are maintained to an adequate level to ensure that they are
road worthy and safe lies with the Senior Projects Officer. Where vehicles are operated under a Goods Vehicle
Operators Licence (‘0’ Licence) the Senior Projects Officer will ensure that the conditions of the ‘0’ Licence are met
and the requisite testing carried out.
The Foreman will ensure that an appropriate management plan is in place for the Council's fleet of vehicles, which
takes account of:
o the type of vehicle
o the uses and any statutorily imposed standards
o Servicing and other formal safety examinations
o MOT tests
o Road Tax
o Driver safety checks
Daily Vehicle Checklist - Staff driving Council vehicles will be responsible for ensuring that initial visual checks are
carried out on the vehicle prior to leaving the depot and report any defects to the Senior Projects Officer.
Securing of Council Vehicles when Left Unattended- it is the duty of the driver of any Council vehicle to ensure
that the keys are removed from the ignition and the
Vehicle is secure when it is left unattended.
Private Vehicles Used for BTC Business
Employees who use their vehicles for Council business are expected to ensure that that their vehicles are serviced
at the manufacturer's recommended intervals. In addition, if the vehicle is more than three years old, they must
ensure that any vehicle used for work has a valid MOT certificate. They are also encouraged to undertake routine
weekly safety checks.
Insurance
The Responsible Finance Officer, in consultation with the Office Manager, is responsible for ensuring that all
Council vehicles have adequate insurance cover. The drivers of private vehicles must ensure that the car is
appropriately insured for use at work.
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Drivers Licence
All personnel driving vehicles on Bodmin Town Council business must be in possession of a full and valid driving
licence. It is the responsibility of Senior Projects Officer to check the licence of any employee required to drive the
Council's vehicles. This will include checks on new personnel taking up a post which requires driving of Council
vehicles and then at regular intervals which should be not more than 12 months. Staff claiming casualcar user
payments will also be required to produce valid driving licences on a regular basis.
It is the responsibility of individual drivers to inform their Line Manager immediately if for any reason they have
their licence removed.
Use of Mobile Phones in Vehicles and Satellite Navigation Systems
All Staff are reminded that it is an offence to use a mobile phone in the car at any time when the engine is
running. This includes when stationary at traffic lights or when parked on, or adjacent to, roads when the engine
is running. No Bodmin Town Council employee should use a mobile phone whilst in the driving seat of a vehicle
and the engine is running. There are two exceptions to this rule:
o If your life is in danger and you need to contact emergency services on 999 and to
stop would exacerbate the situation
o If the mobile phone system can be activated entirely 'hands free'
Staff are actively discouraged from using privately fitted 'hands free' phone systems and are advised that their use
can still be legally considered as distracting and hazardous. Potentially a user may still be deemed to not bein
adequate control of the vehicle. If used it is recommended that hands free systems should be entirely operable
without the use of hands and that their use be restricted to receiving calls rather than initiating calls. Bodmin
Town Council will not fit 'hands free' mobile phone facilities into vehicles as it is deemed that theCouncil
does not have an emergency response role and there are no Council requirements where contact with the driver
is required to be made for emergency purposes.
Staff who drive for work must:
o never use a mobile phone when driving;
o ensure that their mobile phone is switched off and can take messages while they
are driving, or allow a passenger to use the phone; and
o plan long journeys so that that they include rest stops when messages can be
checked and calls returned.
Department of Transport guidance on mobile phones and the law including frequently asked questions is
available at: http://www.thin kroadsafety.gov .uk/advice/mobilephones .htm
Useful guidance on mobile phones and driving for work is available from ROSPA
http://www.rospa.com/RoadSafety/info/workmobiles.pdf
Use of personal stereos, iPods, MP3/MP4 Players whilst driving - Safer Motoring UK advises that the Police have
previously treated driving while distracted as careless driving, meaning that the motorist was guilty of not driving
in a “Competent and careful way. This could lead to a maximum fine of £5,000 and penalty points on the offender's
licence. However, following a policy revision in December 2007, will now be treated as dangerous driving meaning that the driver was avoidably and dangerously distracted". If charged and found guilty, drivers face a 2
year prison sentence. Take note that this policy revision does not relate specifically to mobile phones, it also
applies to satellite navigation systems, iPods and MP3 players, and can be extended to similar devices that distract
motorists from their driving.
In view of the potentially distracting nature of the use of personal stereos, iPods, MP3/MP4 Players, staff will
not be permitted to use these items whilst driving Council vehicles including mowers.
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Satellite Navigation (Sat Nav) Devices - Satellite Navigation systems, like mobile phones, can be distracting to
drivers. Whilst these are useful tools for the driver, care and commonsense are required when operating them.
Staff should always programme Satellite Navigation devices prior to commencement of the journey, and/or when
stationary and parked safely. Never attempt to operate or input a destination when driving.
Staff using Satellite Navigation devices should position them safely in the vehicle, out of the way of airbags and
not obstructing the driver's vision.
There is a helpful ROSPA guidance note on the use of Satellite Navigation:
http://www.rospa.com/RoadSafety/advice/motorvehicles/gps.htm
Smoking in Vehicles
Smoking in Bodmin Town Council owned vehicles is not permitted and the Office Manager will ensure that all Council
vehicles display a No-Smoking sign.
Staff must not smoke in their own car whilst transporting any service users or work colleagues whilst undertaking
council business since the vehicle constitutes a workplace.
Driver Health
Driver responsibility – No member of staff should drive at work under any circumstances that they suspect may
affect their ability to drive safely. It is the duty of any member of staff who is required to drive for business purposes
to inform their Line Manager if they are suffering from any illness or health condition, which impairs their ability to
drive, or if they are required, or chose to take medicine (prescription or otherwise) that might affect their judgment.
No member of staff should drive at work when they are under the influence of alcohol or drugs.
Line Managers must promptly report this fact to the Town Clerk, or Deputy Chief Executive in his absence, to refer
staff who drive as part of their job to the Occupational Health Department if it is suspected, or reported, that they
have a suspected or alleged health problem which could affect their ability to drive safely. In the interim and where
necessary, the Town Clerk, Deputy Chief Executive or Line Manager should immediately suspend the member of
staff from driving. This instruction will be verbal in the first instance and confirmed in writing as soon as possible
(within 24 hours).
Eyesight- The safety of any driver is affected by eyesight defects and all drivers have a legal duty to satisfy the
eyesight requirements in the Highway Code. Drivers should ensure that they have periodic eyesight tests to ensure
that they do not require corrective lenses for driving purposes or where corrective lenses are worn that the
prescription remains valid. The period between eyesight tests should be not longer than every two years, or as
directed by a qualified optician.
Bodmin Town Council undertakes to provide eyesight tests free of charge on request to drivers of Council
vehicles and essential car users. Please contact the Responsible Finance Officer for further details.
Alcohol and Drugs - Staff must ensure that they do not consume alcohol when driving for business purposes. Care
should be exercised when using medication and driving and staff should identify any side effects such as
drowsiness and follow the manufacturer's instructions and never exceed the recommended dose.
Working Day Duration When Driving Long Distances
Working long hours which includes driving long distances can increase the possibility of accidents. This is
especially so in poor driving conditions such as those caused by adverse weather conditions. When attending
meetings or training sessions which involves driving, overnight accommodation should be made available if
the total of travel time and working day exceeds 12 hours. When driving long distances as drivers should
take a rest of 15 minutes after driving continuously for two hours.
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Implementation of the Policy
The policy will be continuously monitored and regularly reviewed to ensure that it is effective in the
management of the health and safety of persons who drive for Bodmin Town Council.
Further Information and References
The Highway Code - available online at
http://www .direct .gov .UK/en/TravelAndTransport /Highwaycode/DG 070236

Glossary of terms used in this document
Term
(In alphabetical order)
Business Driving

Meaning

Line Manager

Person with direct responsibility for staff:
e.g. manager of a service area or department,
Team Leaders, Supervisors
A risk assessment that is carried out with enough
detail to deal with degree of risk involved.

Suitable and sufficient

Staff
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Any driving activity undertaken during the course of
work whether in your own vehicle or another. For
example:- Driving to training courses, attending
meetings outside Bodmin, any professional visits
including community working. It excludes
commuting to and from your normal place of work
but includes travelling to a location that is not your

Any person employed by BTC or acting as a
volunteer and paid travelling expenses.

Appendix 1
BODMIN TOWN COUNCIL
TOWN COUNCIL

DRIVING CODE OF GUIDANCE
This code of guidance is intended for all vehicle users and contains the following sections.
A.
B.
C.
D.
E.
1)

General Driving
Travelling Alone
Motorway Breakdown
Winter Driving
Driving and Stress
PART A- GENERAL DRIVING

Before setting out on any journey carry out a maintenance check of your vehicle.
o
o
o
o
o
o
o
o
o

Clean your windscreen inside and out
Ensure wing mirrors are clean
Look for signs of wear on windscreen wiper blades and replace as necessary
Check that lights and indicators are working
Check your tyres for sharp objects and worn tread
Check your tyre pressure
Carry out an oil check
Ensure sufficient water is in the radiator and windscreen washer bottle
Maintain at least half a tank of petrol

Plan your journey. If travelling long distances, consider having the following in your vehicle.
o
o
o
o
o
o
o

Driving licence, MOT certificate, insurance documents
A supply of small change, phone card
Travel rug, umbrella, torch
First aid kit
Fire extinguisher
Current road atlas
Mobile phone (which should only be used when the engine is not running and in
accordance with the Safe Driving at Work Policy)
o Light snack in case you are held up in traffic or stranded due to bad weather
o If traveling in poor weather/snow take Wellington boots, additional clothing,
spade flask of warm drink
·'
2) PART B – TRAVELING ALONE
o Always try to travel on main or well used roads
o If traveling after dark make sure someone knows your destination, estimated time
of arrival and your planned route
o Keep doors locked in towns. Unlock on open roads as in the event of an accident it
is easier for a rescuer to get into the car
o Park in well-lit areas. If in a multi-storey car park, try and find a space near the exit
o Never put possessions on the passenger seat when travelling in town. They may be
snatched at traffic lights
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o Avoid leaving any items on show in the vehicle, put spare shoes, bags etc. in the
boot before vacating the car
o Always lock your car. When returning, enter the car swiftly
o If your car starts to 'play-up' stop in a well-lit area, near a phone box or well
used area
o NEVER give lifts to strangers
o Consider installing a car-phone if you do a lot of driving, particularly at night
o Ensure that you have charged your mobile phone before setting off on your journey
What to do if,
a) you see someone in difficulty, an accident, someone tries to flag you down or another incident
Think first. Is it genuine, can you help?
It might be safer to continue and report what you have seen at the next telephone or nearest police
station.
b) You are being followed, try these counter measures:Keep calm, pull into the left hand lane and slow down. Ignore the follower, chances are they will get
bored and drive past. Do not make eye contact.
c) If they persist
Do not go home, make sure all your car windows are closed and doors locked, drive to a busy, well-lit
public place, a police station, garage forecourt or similar place. Do not leave the vehicle unless it is safe
to do so, consider using your horn to attract attention.
d) You are forced to stop
Try to keep your engine running, do not try to ram the other vehicle as you will probably stall and be
unable to get away.
If the driver leaves the car and approaches you, check that there is enough space behind to reverse into
and accelerate away, sounding your horn and activating your hazard lights.
If there is no room to maneuver, make sure all windows and doors are locked and look around for
something to protect yourself with. Continue to sound horn and lights.
3) PART C -MOTORWAY BREAKDOWN
The Police run regular patrols on the motorway, but there is always the chance that they may be called away to
attend an accident. If you just sit in the car and wait for assistance to arrive, you may find that there is a long delay.
Also you cannot be sure that the police will know of your difficulties unless you have asked for help on one of the
emergency telephones.
As soon as you are aware that you are in trouble you should
a. pull over to the hard shoulder, as far to the left as
possible
b. you need not stop straight away, often you will be able to coast for quite a distance
c. aim to reach one of the emergency
telephones
These telephones are available for use in an emergency by anyone - you do not have to be a member of the
AA/RAC etc. to summon help. If you cannot stop right next to the telephone, look for one of the marker posts
which will show you the direction to the nearest one. The telephones are only a mile apart, so you will never have
to walk more than half a mile.
Never reverse on the hard shoulder or cross the carriageways. Telephones are always opposite each other. If they
are out of order, whenever possible, extra police cars will be sent to patrol the motorway.
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Even if you have a car phone you should still use the emergency telephones to inform the motorway police, as
these telephones pinpoint your position exactly.
a) switch on your hazard
lights
b) leave the passenger door wide open (unless you are leaving the car a distance from
a telephone)
c) lock all other doors and wind up windows
Whilst using one of the emergency telephones, stand behind it facing the oncoming traffic, this will enable you
to see if anyone is approaching. You will not need any money to make the call and will be put directly in touch
with motorway control. Inside the box you will find a list of all the information you will need to give Motorway
Control.
If you are a woman traveling alone, tell them, and your call will be given priority.
Then give:
o your name and address
o make and model of your car
o year of manufacture
o registration number
o nature of the fault
o brief details of the carriageway and marker post location
o your membership number if you belong to one of the motoring organizations
o the name of a specific garage that you require to provide help
It is strongly recommended that you do not stay in the vehicle - when you have made your call and are waiting
for help, stand well back on the verge, you may feel that when waiting for assistance you would be better off
inside your car, but 10% of all fatal motorway accidents involve vehicles parked on the hard shoulder.
If someone pulls up while you are still on the telephone, give the police a brief personal description and the make
and registration of their car.
When the repair van arrives, check that the mechanic knows your name.
4)

PART D- WINTER DRIVING

Driving in poor winter conditions need not be daunting if you and the car are properly prepared.Take
the following points into consideration:
Speed:
o Do not drive as quickly as you normally do- drive according to the conditions
o Do not be hurried into faster driving by others
o Conditions mean that more time and distance is needed to pull up safely or steer
around a potential accident
o Look out for possible trouble, e.g. black-ice which is usually indicated by a 'lightness'
feeling in the steering and no tyre noise
Gears:
o When driving on snow stay in the highest gear possible, for the best traction
o Keep the car moving on hills, maintaining momentum is all important
o Try to keep your speed constant but to avoid wheelspin do not accelerate too
much
o When going down hills, select a lower gear at an early stage in the descent and
keep your speed down
o If possible do not use the accelerator or brakes- brake only when travelling in a
straight line
o If you do need to brake, do so before your speed picks up
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Skidding:
Skidding is caused by excessive speed, misjudgment in steering, over-acceleration, or sudden braking.
There are three types of skid, each requiring different methods of control – although it is strongly
recommended that the following advice is only used after adequate training
o Front wheel skid - Usually caused by excessive speed at a corner. The car continues in a straight line
instead of following the direction of the front wheels. This can be corrected by removing pressure from
the accelerator and, at the same time, straightening the front wheels and gradually applying the brakes in
a straight line.
o Rear wheel skid - Caused by excessive speed, misjudgment in steering or
o over-acceleration. This can be corrected by removing pressure on the accelerator and at the same time
turn the front wheels into the skid i.e. if the back of the car swings to the right, steer the car to the right
(or vice versa), but do not prolong the action longer than is required to correct the skid or you may develop
another skid in the opposite direction.
o Four wheel skid- Caused by sudden braking. To get you out of trouble lightly pump the brake pedal, off
and on, as quickly as you can. This will keep the wheels moving so you can steer out of trouble. If your
car has anti lock brakes, it will carry out this action for you- only if fully applied and held down.
5)

PART E – DRIVING AND STRESS

Driving, whether you are sitting in city center hold ups or traveling at speed down the motorway, can cause stress
and physical discomfort.
When driving you move very little, and your range of movements are restricted by the position of the hand and
foot controls. This sustained sitting position together with poor posture is responsible for the many painful back,
neck and shoulder problems experienced by drivers.
There are three things you can do to minimize the stress of driving:o Adopt the best position - Proper steering/posture to minimize strain on the
shoulders and increase ability to control vehicle.
o Learn how to reduce tension
o Know when to give yourself a break
(a)

Adopt the best position

Before setting off take the time to position yourself correctly in the car.
o Make sure the car seat provides support for the small of your back. It may pay to
invest in a lumbar roll.
o Adjust the fore and after movement of the seat so that you can reach the pedals and
steering wheel and all the controls without stretching. The knees should be slightly
bent and the thighs supported by the seat cushion.
o Ensure the seat belt goes comfortably across your body.
o Keep your hands a comfortable distance apart on the steering wheel and your arms
slightly bent.
o Adjust the interior and exterior mirrors every time you enter the car to provide the
best possible backward views (gravity compresses the spine by up to 3/4" during the
day).
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(b)

Reducing Tension

Reducing the tensions of driving can be achieved by following simple exercises when stopped at traffic lights or
in a jam.
o Tuck in your chin and stretch your neck to make it longer, then relax.
o Repeat two or three times.
o Turn the head slowly to one side as far as possible. Then turn to the other side,
repeat two or three times.
o Hunch your shoulders towards your ears and relax. Repeat as above
o Tighten your stomach muscles at frequent intervals. This helps support the internal
organs and promotes good posture.
o Ensure you have a supply of fresh air into the car.
(c)Take a Break
Some people suggest taking a break after two hours of driving, others suggest a stop every hour- you will find
your own level. The important thing is to recognise when you need to stop and get out of the car, to stretch
your legs and let fresh air into your lungs. Take a short walk to help your circulation and generally wake yourself
up.
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3.22 Operation of GRASS CUTTING/ STRIMMING MACHINERY
Employees operating grass cutting machinery will ensure that they are wearing the necessary Personal
Protective Equipment provided and that all shields I guards are undamaged and secured in place. Prior to
cutting an area employees will ensure that:
o Pedestrians are not within close proximity to the area about to be cut
I strimmed
o There are no visible obstructions in the area to be cut (branches,
rocks, glass bottles etc.)
o They pay particular note of traffic when carrying out any work on or close to
roadways and car parks I parking areas
Employees are to inspect their strimming equipment to ensure that the following are adhered tobefore
undertaking any grass cutting duties:
o Carry out a visual inspection and mechanical service to ensure that the equipment
is not damaged and is safe to use (check with instruction manual);
o Harnesses are worn correctly and adjusted to fit
o Harnesses are to be frequently inspected for any sign of wear or fatigue
o Handle bars are adjusted to operators’ size and fit
o Cutting head guard is inspected frequently for damage and to ensure that it is fitted
correctly and remains in position at all times during use
Fuelling
o
o
o
o

Stop engine and allow to cool before refueling
Re-fuel in well ventilated areas at least 3 metres from your work site
Always ensure that the correct fuel mix is used
Store fuel to avoid vapour ignition from other sources, such as, people smoking in
the vicinity, fires etc. - select a site shaded from direct sunlight
o Avoid spillage and wipe off machine before starting (use of non-spill
nozzles and funnels will reduce spillage risk)
o Replace all fuel and oil caps securely
o Staff are not permitted to smoke when refueling strimmers and
mowers
No one should use or be permitted to use equipment unless they have received the appropriate level of
training. Operational staff are to have read and have access to the instruction manual specific to the
equipment that they are using.
Maintenance staff I Estates staff must not exceed the maximum times recommended by the manufacturer
as detailed in the relevant equipment instruction manual.
HAND-ARM VIBRATION SYNDROME
Workers whose hands are regularly exposed to high vibration may suffer from several kinds of injury to
the hand and arm, including impaired blood circulation and damage to nerves and muscles. Collectively,
these are known as 'hand-arm vibration syndrome' (HAVS), though other names have been used, such as
'white finger' and 'dead hand.' This is a painful disease and can be common in industries where vibration
tools are used. Bodmin Town Council will implement measures to reduce the risks to employees i.e.regular
servicing and maintenance of equipment to reduce the risk from vibration injury and as and when new
equipment is purchased the levels of vibration must be considered and equipment with lowervibration
factors selected.
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Symptoms which may indicate hand-arm vibration injury are as follows:
o Fingers going white when exposed to cold;
o Tingling in fingers which continues after use of vibrating tools or occurs at
other times;
o Numbness in the fingers;
o Swelling, stiffness, weakness or pain in the arms, hands and neck.
If any employee is aware of any of these symptoms, they should be reported to their Line Manager
immediately and at the Doctor's appointment you must inform them that you use vibration hand tools as
part of your work.
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3.23

OPERATION OF TRACTOR AND ACCESSORIES I ATTACHMENTS

Employees will not be allowed to operate the tractor without first obtaining the appropriate licence and
undergoing the relevant training. Employees must never attempt any repair or adjustment to the tractor whileit
is in motion or whilst the engine is running. Failure to follow the following precautions may result in serious
accident I personal injury:
o Passengers are not allowed in the tractor
o Only use attachments I accessories that are approved for use with the make and
model of tractor
o Ensure all safety devices I guards are in place and in good working condition
o Do not start or stop suddenly when operating on a hill (uphill or downhill) or on a
gradient you do not feel comfortable with
o Slow down for slopes (particularly when turning on slopes) to reduce risk of tipping
or loss of control
o When leaving the tractor unattended, disengage power to attachments, lower all
equipment, shift into neutral, set the parking brake, shut off the engine and remove
the key
o Be alert for holes in the terrain or other hidden hazards such as large rocks, logs etc.
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3.24

SUN EXPOSURE TO OUTSIDE WORKERS

Protective clothing, glasses and sunscreen with an SPF factor of 15 or higher have been shown to greatly reduce
the risk and effects of exposure to sunlight. All employees working outside in the sun must wear the appropriate
items of protective clothing and use safety equipment whenever circumstances require it. Staff must always keep
their shirt on and should avoid the reddening of the skin by covering up and applying sunscreen (preventative
application of sunscreen prior to sign of reddening occurring).
Staff should maintain levels of hydration with regular breaks for drinks to avoid sunstroke and overheating I
dehydration.
Regular self-checking of skin should be carried out and any changes should be reported to your Doctor i.e. small
scabby spots that will not disappear, discolouration and moles that change shape, colour especially growths on
the face (around the ears and nose) - size, shape, colour, itching, or bleeding.
Staff working outside can obtain Sunscreen I cream from their Line Manager, which is provided by the Council.
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SECTION 3.27 – WORKING AT HEIGHT
THE WORK AT HEIGHT REGULATIONS 2005 (AS AMENDED)

Bodmin Town Council will comply with the Work at Height Regulations (amended) 2005. The Work at Height
Regulations applies to all work at height where there is a risk of a fall liable to cause personal injury. Duties ate
placed on employers and any person who controls the work of others (facilities managers or building owners
who may contract others to work at height) to the extent that they control the work.
Employees are required to:
o Report any safety hazard
o Use the equipment supplied (including safety devices) properly, following any
training and instructions (unless they think that would be unsafe, in which case they
should seek further advice and instruction before continuing)
Bodmin Town Council will do all that is reasonably practicable to prevent anyone from falling from height and
will ensure that:
o All work at height is properly planned and organised and that sufficient
supervision is in place to carry out works safely
o All work at height takes account of weather conditions that could endanger health
and safety
o Those involved in work at height are trained and competent
o The place where work at height is carried out is safe
o Equipment for work at height is appropriately inspected
o The risks from any fragile surfaces are properly controlled
o The risks from falling objects are adequately controlled
o That staff plan for emergencies and rescue should the need arise
Mobile Elevating Work Platforms (MEWPs)
To reduce the risks of falls from height associated with any works, the Council hires in the appropriate mobile
elevating work platform (cherry picker / vehicle mounted boom / articulated and telescopic etc.) as a temporary
platform from which to work from. Staff ordering this type of equipment will check with the supplier to ensure
that the right / most appropriate equipment for the job is acquired.
MEWPs can provide a safe way of working at height as they enable workers to reach tasks quickly and easily and
come equipped with guard rails and safety harness / anchor points to reduce the risk of fall. Staff operatingthis
type of equipment should wear the appropriate Personal Protective Equipment (PPE), such as high visibility
clothing and a hard hat with chin strap.
The risk of falling from a MEWP is from sudden movements caused by an impact, ground movement, failure of
a stability critical part or overreaching. The wearing of appropriate fall protection equipment can provide
protection against the residual risk of falling or being thrown out of the carrier.
Restraint mechanisms will often be the most suitable form of personal fall protection but working practices on
site can assist in reducing the risk. When working next to water, a harness should not be worn due to the risk
of drowning if the MEWP falls into water (a life jacket should be worn).

Safe site
o Segregate other site traffic to reduce collision risk from the work area
o Check the work area for localised features e.g. manholes, potholes etc.
o Check for overhead crushing or contact hazards
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o Check weather conditions have not altered ground conditions (heavy or
prolonged rain) and establish limits for safe operation (max wind speed)
o Assess other alternative work methods or equipment before operating near a steep
slope or edge – should barriers be used to retain MEWP or can the work be
sequenced so that the MEWP can be operated in a safe manner
Safe operator
o Ensure operators are trained and familiar with the MEWP (some do not have
braking on all wheels)
o Ensure operators have task specific training
o Ensure daily checks are carried out and documented

Staff training for MEWPs
The Council will provide staff with the appropriate training to be able to work with, from and operate MEWPs.
Training will include pre safety checks and risk assessment by operators regarding the ground conditions posed
by the site, as this type of equipment does have limitations with certain gradients which can affect stability
with a potential for the equipment to overturn. Factors such as the prevailing weather conditions will also play a
factor in determining whether to proceed to use this type of equipment and staff will need to refer to the
manufacturers maximum wind speed in which the MEWP can be operated safely.
Staff will attend recognised operator training courses for MEWPs and their training records will be updated
accordingly. Staff will be required to check the expiry dates of their training card / licence and seek refresher
training as and when appropriate with their line manager to maintain a valid licence.
Further advice and guidance related to the selection and management of mobile elevating work platforms can
be found in the HSE construction information sheet number 58.
Building maintenance work
Exterior
The Council owns and manages several Grade II / II* Listed Buildings. Given the sensitive nature of these buildings
and the requirement to manage these properties sympathetically, the Council contracts out most of its exterior
building maintenance work given the specialist nature of the work involved. Contractors willtherefore invariably
appoint suitably qualified and experienced scaffold firms to provide a safe means of access to exterior elevations
for maintenance purposes. Contractors will be required to work in accordance with the Construction (Design and
Management) Regulations 2015 and the Work at Height Regulations 2005, with scaffold work certificated once
erected. Competency regarding this assessment may be required to conform with the Construction Industry
Scaffolders Registration Scheme (CISRS).
The Shire Hall is the only property within the Council’s ownership and control where there is some form of fall
protection system (a work restraint system and / or a fall arrest system). Town Council staff are trained in the
safe use of this equipment and the harnesses and other items of PPE are replaced in accordance with the
manufacturers’ specification. For general gutter clearance work and other minor maintenance tasks, the
Council’s staff can carry out this work using the appropriate MEWP and taking cognisance of ground and weather
conditions and other risk factors, such as members of the public and traffic (vehicular and pedestrian) related
risks and overhead hazards etc.
Interior
The Council owns a scaffold tower which is used for various internal refurbishment and maintenance tasks,
such as painting and decorating and changing lamps in light fittings etc. Staff have been trained in the safe
erection and dismantling of this type of equipment and height variations in the job requirements triggers the
following tasks:
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If the working platform is less than 2 metres in height, the tower must be inspected:
o After assembly in any position
o After any event liable to have affected its stability
o At suitable intervals depending on frequency and condition of
use.
If the working platform is 2 metres or more in height, it must be inspected:
o After assembly in any position
o After any event liable to have affected its stability; and
o At intervals not exceeding seven days.
Staff will be expected to operate scaffold towers in accordance with their training and taking cognisance of the
HSE Information Sheet: Tower Scaffolds, Construction Information Sheet Number 10 (Revision 4). Staff must refer
to the manufacturer’s instruction manual to check the guidance regarding the safe working height for the tower
concerned.
Other Regulations
1.
The Provision and Use of Work Equipment Regulations 1998 (PUWER)
2.
Lifting Operations and Lifting Equipment Regulations 1998
3.
Personal Protective Equipment at Work Regulations 1992
References / Further Details
Further information on MEWPs can be obtained from:
1. MEWPs Avoiding Trapping / Crushing Injuries. Available from the Construction Plant Hire Association
(CPA) website- http://www.cpa.uk.net/p/MEWPS-and- Overhead-Crushing/ refers;
2. The Selection and Management of Mobile Elevating Work Platforms – Construction Sheet number 58
available as a pdf from the HSE website http://www.hse.gov.uk/pubns/cis58.pdf refers
3. The Provision and Use of Work Equipment Regulations 1998 (PUWER)
4. Preventing Falls from Boom-type Mobile Elevating Work Platforms – HSE Information Sheet MISC614
available as a pdf from the HSE website http://www.hse.gov.uk/pubns/misc614.pdf
5. Tower Scaffolds, HSE Information Sheet: Construction Information Sheet Number 10 (Revision 4) available
from the HSE website http://www.hse.gov.uk/pubns/cis10.pdf refers
Copies of these HSE publications are held on file and on deposit in the Executive Assistant’s office.
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3.28 – WEIL’S DISEASE
What is Weil’s Disease?
Weil’s disease is a very rare disease which is caused by a parasite from rats (Leptospira interrogans). It is a notifiable
disease under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995. There are over 200
strains of this bacterium which can cause human disease.
It is estimated that 10% of the wild rat population carry the bacteria. The incubation period is around 10 days on
average, however this may vary between 4 and 19 days. There are around 50 cases of Leptospirosis reported in the
UK each year.
How Do You Catch It?
Weil’s disease is mainly associated with people who have close contact with water courses as part of their job or
hobby. The bacteria is carried in the urine of rats and other rodents, the very nature of these creatures is to
continuously urinate over the area they travel. Rats are also commonly found in aquatic environments so these
areas may carry a risk of transmission; river banks, canals, ditches, ponds, lakes and stagnant water courses.
The parasite may enter the human body through the skin, mucous membranes or skin abrasions, following contact
with water contamination by the urine of infected rodents. It is possible that infection may follow ingestion of food
or water contaminated by infected rodent urine and cases of infection have followed rat bites.
What are the Symptoms?
The symptoms vary but generally consist of:
o
o
o
o
o

Fever with sudden onset (flu like)
Headaches
Chills
Severe calf and thigh pain
Other symptoms may include – conjunctivitis, meningitis, rash, kidney and liver
damage. It may be one or several of the symptoms above

How Do You Avoid It?
o Avoid the use of stagnant water for drinking, food preparation and bathing
o Cover all cuts, sores and other skin abrasions including eczema, with waterproof
plasters
o Do not put wet lines, ropes or other objects in your mouth
o Always wear footwear when entering the water
o Do not pick up or touch dead animals, especially rats, without wearing gloves
o Wash your hands before eating or preparing foods
o If unwell after contact with water, seek medical advice immediately
How Do You Treat It?
o Early identification is the key to recovery - If you start to suffer symptoms such as flu,
jaundice or conjunctivitis after working in or around a watercourse you should contact
your Doctor immediately
o A course of penicillin (or similar antibiotics) will deal with the bacteria effectively
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References / Further Details
Further information on Weil’s Disease/Leptospirosis can be obtained from:
1. Health & Safety Executive
http://www.hse.gov.uk/pubns/indg84.pdf
2. Health Protection Agency
http://www.hpa.org.uk/web/HPAweb&HPAwebStandard/HPAweb_C/1195733804526
3. NHS
http://www.nhs.uk/conditions/leptospirosis/Pages/Introduction.aspx
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