PEMBROKE DOCK TOWN COUNCIL AND PATER HALL 

COMMUNITY TRUST

HEALTH AND SAFETY POLICY
POLICY

Pembroke Dock Town Council and Pater Hall Community  Trust regards the promotion of health, safety and welfare measures as a mutual objective for management, employees and trainees at all levels.

It is therefore the policy of both organisations to do all that is reasonably practicable to ensure a safe and healthy workplace and working environment for all its employees/trainees, and other persons who may be affected by its work activities.  Particular attention will be paid to the provision and maintenance of:-

a)  Plant, equipment and systems of work that are safe;

b)  Safe arrangements for the use and handling, storage and transport of articles and substances;

c)  Sufficient information, instruction, training and supervision to enable all employees to avoid hazards and contribute positively to their own safety and health at work;

d)   A safe place of work and safe access to it;

e)  A healthy working environment;

f)  Adequate welfare

facilities.
DIRECTION AND RESPONSIBILITY
Pembroke Dock Town Council and Pater Hall Community Trust   Both organisations, as advised by its officers, has the responsibility for the establishment of the safety policy and organisation, but the operational responsibility for the implementation of the policy resides with the Town Clerk and Company Secretary.

The Town Clerk/Company Secretary of both organisations is responsible for the health, safety and welfare at work of all personnel under his or her control, including those employed on government sponsored and grant-aided schemes, and of other persons who may be affected by the work undertaken under his responsibility.

In accordance with the policy, the Town Clerk/Company Secretary must:

1.
Know the broad requirements of all relevant Health and Safety legislation;

2.
Ensure that the Safety Policy is brought to the attention of all employees affected;

3.
Ensure that arrangements are in place to comply with all existing relevant statutory provisions.   Particular attention must be given to the need to make a suitable and sufficient assessment of the health and safety risks to which employees and other persons might be exposed to.   In doing so account must be taken of any relevant approved Codes of Practice and policy decisions.  Also, account should be taken of official guidance notes and accepted safe systems of work.


Particular attention is drawn to the Management of Health and Safety at Work Regulations, the Provision and Use of Work Equipment Regulations, the Workplace (Health, Safety and Welfare) Regulations and the Health and Safety (Display Screen Equipment) Regulations.

4.
Arrange for the investigation of all accidents in order to establish the cause and propose and implement measures for the avoidance of similar accidents.

5.
Establish systems to identify and eliminate potential hazards.

6.
Arrange regular safety inspection of all plant and equipment and systems of work with particular attention being paid to any statutory inspection and maintenance requirements.

7.
Operate systems to ensure that any necessary safety precautions will be taken before and during work on operations or in conditions known to present hazards.

8.
Ensure the provision of sufficient and appropriate information, instruction and training as necessary, in order that employees achieve a level of knowledge and competence which will enable them to contribute fully to the aid of this policy.

9.
Ensure that fire precautions and evacuation procedures are adequate and formalised, and brought to the notice of all those who need to know.

10.
Ensure that the provision of first aid is appropriate and adequate and its availability and location, together with the local of the qualified first aider or appointed person is known to all employees.

11.
Ensure that procedures are in place, as are required to implement the above detailed responsibilities.

12.
Motivate and monitor the performance of this policy.

SUPERVISORY MANAGEMENT

The Town Clerk/Company Secretary has a very important part to play in the implementation of this policy.  

The Town Clerk/Company Secretary will be responsible for the health, safety and welfare of all persons under their control and for any person affected by the work under their control.  The primary responsibility is to ensure that this policy is being complied with.  

ALL EMPLOYEES AND TRAINEES
All employees and trainees must take reasonable care of the health and safety of themselves and of other persons (including members of the public) who may be affected by their acts or omissions at work. 

Every employee and trainee must co-operate with the employer in order that the employer may carry out his legal duty under the Health and Safety and Work etc. Act.

No employee or trainee must intentionally or recklessly interfere with or misuse anything provided in the interests of health.
ACCIDENT, DISEASE AND DANGEROUS OCCURRENCE REPORTING

If employees or trainees become involved in an accident they must report it to the Town Clerk/Company Secretary.  This must be done as soon as possible after the incident.  Failure to do so may result in the injuries not being certified as being caused by an industrial accident.  Near miss accidents, industrial diseases, dangerous occurrences and accidents causing damage to plant and equipment must also be reported.  Acts of violence against employees must be reported.

It shall be the responsibility of the Town Clerk/Company Secretary as appropriate to record all accidents, industrial diseases and dangerous occurrences.

SAFETY AWARENESS
All employees must be conscious at all times of their responsibilities to others and themselves in terms of health and safety, be alert to potential accidents and play their part in keeping the working environment tidy and safe.   

They must at all appropriate times use equipment provided for health and safety purposes and in no way abuse any such equipment.  Faults in equipment must immediately be reported to the Town Clerk/Company Secretary.

Every employee has a legal obligation to comply with the relevant statutory regulations and shall co-operate by observing and enforcing all safety instructions that are displayed within the workplace.

Any aspects of work which might affect the health and safety of persons not in the employ of the Town Council/Pater Hall Community Trust must be immediately reported to the Town Clerk/Company Secretary.

A copy of this statement of policy must be issued to all new employees and brought to the attention of all existing employees.  It will be revised, added to or modified as and when the need arises.

SPECIFIC AREAS
Pembroke Dock Town Council/Pater Hall Community Trust has considered the following areas which are particularly relevant and has set particular standards to deal with them.

Fire

The Town Clerk/Company Secretary must satisfy himself that in the event of a fire giving rise to conditions of reduced visibility, staff are able to evacuate themselves and any visitors to the building safely.  Fire procedures must be  prominently displayed and regular fire drills must be carried out.

In due course the Pater Hall will be equipped with smoke alarms and fire alarms.  When installed these must be checked for effective operation at least weekly.

Fire extinguishers of types appropriate for the circumstances of the area in which they are sited will be provided and it is the responsibility of the Town Clerk/Company Secretary to ensure all staff are fully trained in their use.  Attention is drawn to the dangers of using an inappropriate fire extinguisher.  

Bomb Threats
The Town Clerk/Company Secretary has developed a procedure for dealing with bomb threats appropriate to the Pater Hall. He must satisfy himself that in the event of a bomb threat staff are able to evacuate themselves and any visitors to the building safely.  

Security of Staff
No member of staff should place themselves in a position which puts at risk their personal safety.

Staff taking money to the bank should vary the time of their journey and, to the extent that it is possible, should vary their route.

Doors between the public areas of buildings and the staff areas of buildings will be provided with locks and should be kept locked at all times when the building is open to the public.

No unauthorised person should be admitted to staff areas of any building and no person admitted to such an area should be left unaccompanied by a member of staff.

VDUs

The attention of all staff is drawn to the Health and Safety (Display Screen Equipment) Regulations 1992.

Pembroke Dock Town Council/Pater Hall Community Trust has considered the equipment which it provides for employees who use VDUs.  All workstations will be provided with the following:

· Desk space sufficient for comfortable operation of the equipment

· Hardware and software which is appropriate to the task being undertaken

· A chair of a style appropriate to the task

· A filter fitted to the VDU screen (if required)

· A footrest, either integral with the chair or separate to it

· A wrist support, either integral with the keyboard or separate to it

· Where copy typing is undertaken, a support for the material being copied

· Adequate lighting

It is the responsibility of each member of staff to make proper use of the equipment provided.

The work required of each individual member of staff will be of such a nature that prolonged periods of VDU use will not be required.  It is the responsibility of supervisors and staff to so arrange programmes of work that excessive periods of use of VDUs are avoided.

