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Marchwood Parish Council 

 
Minutes of the  

Annual meeting of the Parish Council 
held at Marchwood Village Hall 

on Monday 17th July 2017 at 7.30pm. 
 

Councillors: *Mr R Young (Vice-Chairman) – in the Chair 
 
  *Mrs R Andrews  *Ms B Golden    

 *Mr D Hindle   *Mrs A Hoare   
*Mr D Makinson  *Mr K Petty    
*Mr M Proctor  *Mrs J Saxby    
*Mr M Saxby   °Mr F White 
 
*  Indicates attendance 
○ Indicates apologies for absence 

 
In attendance: Mrs M Wathen (Clerk to the Council) 

 Mrs C Cockeram (Deputy Clerk to the Council)  
 

Also present: Sue Bennison – District Councillor 
   David Harrison – County Councillor 
    
Apologies for absence:   

 
67. Apologise for absence were received from Cllr Fred White. 

 
Public Participation 

 
68. There was no public participation  
 
Declarations of Interest 
 
69. Cllr Young declared an interest in the Marchwood Scout and Guide build as his son 

is a member of the Beaver Colony. 
 
Chairman’s report 
 
70. The Chairman gave no report. 
 
Minutes 

 
71. RESOLVED: To confirm the minutes of the meeting held on 15th May 

and 22nd May 2017. 
 
Report form New Forest District Councillors 
 
72. Cllr Mrs Bennison reported that: 
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73. Bury Lane Cycle Path 
 I contacted both Simon Barker and Adam Bunce after Marchwood’s planning 

meeting to ask for an update regarding the extension of this cycle path.  I had 
a reply from him on 5th July and I quote 

 
 “We received a quotation from the quarry to undertake the Bury Lane cycle 

path extension works and it was slightly over the budget we currently have.  I 
will speak to my colleague in the Transport Planning team to determine if we 
can find the additional funding to allow the construction to occur.  I don’t 
envisage this being an issue.  I will need to check to determine if we need to 
go through our internal procedures as well although this will be minimal as the 
works are at such a low value.” 

 
 I will diary for the end of this month to chase up again if I have heard nothing 

more. 
 
74. Long Lane Footpath 
 In my email to Adam Bunce’s regarding the cycle path I drew his attention to 

the very important Long Lane footpath which seems to have hit the buffers.  
Again I quote from his 5th July email. 

 
 “I asked for the design engineer working on the scheme to work up a design 

for the Long Lane footpath that was discussed after I met with Richard on site. 
This was some time ago so I will chase him for an update as to where we are 
with this.” 

 
 As with the cycle path if I have heard no more by 31st July I will contact him 

again.  Hopefully with a bit of pressure we may get a result on both projects. 
 
75. Dibden Golf Centre Task & Finish Group 
 Our brief this time was to review the Contract with Mytime Active and consider 

the next 5 years rental income and joint long term investment proposals.  
 
 In January we had a tour of the internal facilities and met with representatives 

of Bramshott Hill Golf Club and representatives from Dibden Open Golf 
Society and Bramshaw Golf Club.  We had a presentation from Mytime Active 
on how from their perspective the last 5 year had gone.  We met again in 
February to discuss the proposals put forward by Mytime Active, discuss how 
the golf course had been managed over the past 5 years and address the 
concerns raised by the resident golf club and the users of the golf course. 

 
 The rent for the next 5 years has now been agreed and is fixed at £152,471 

p.a. and that regular monitoring meetings will take place quarterly with the 
Council Officers and the Chairman of the Task & finish Group and also every 
6 months a meeting with the full Task and Finish Group to review the progress 
of the business and monitor the investment programme as well as discussing 
other methods of service delivery and areas for partnership working. 
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76. ICT Task & Finish Group 
 Rob Beere is now head of ICT, we have met a couple of times now.  The 

whole of the Council’s ICT is being upgraded and at out last meeting we were 
shown a new App for mobile phones so that members can access Emails on 
the Move.  There will be a demonstration before Monday’s Council meeting for 
all members to learn about this new route of communication.  Members have 
again been advised that if they are still using XP they need to upgrade 
urgently. 

 
77. Property Investment Task & Finish Group 
 This is a very interesting project and is a complete change for the Council 

which is now looking to invest in both Commercial and Residential property for 
income generation.  On the commercial front a number of sites have been 
investigated with a strong possibility of one being actively pursued.  For 
residential property purchase a separate company needs to be set up and the 
Council is now working towards this goal.  It will then be possible for the 
Council to buy properties or build on land already owned or may buy in the 
future.  These will be open market houses for rent and completely 
unconnected to the existing council housing department. 

 
78. Cllr Mrs Hoare reported: 
 
79. NFDC Fire safety in Council owned Properties 

NFDC are continuing to review fire risk assessments for its building, as well as 
the servicing and maintenance programmes. 
NFDC has an annual programme to complete safety works, renewing and 
upgrading of fire doors, fire extinguishers and emergency lights. 
We service all our fire alarms, fire extinguishers, and emergency lights. 
NFDC does weekly fire alarm tests. 
We are continuing to regularly carry out electrical and gas checks on all our 
properties. 
NFDC, are working to ensure that advice offered to residents with regard to 
evacuation, is appropriate and understood and we continue to meet with Fire 
and rescue every 6 months to ensure that any new emerging guide lines and 
regulations are followed. 
NFDC have already written to all residents explaining this information. 

 
80. Creative England/Film New Forest 

Within the first 12 months of this project £250,000 has been generated for the 
local economy through film and TV production within the district.  Both Mission 
Impossible 2015 and Star Wars 2017 have been filmed at Fawley Power 
Station. 
Following this initial success NFDC have decided to continue their partnership 
with Creative England at a cost of £7000. 

 
81. Water Quality 

The water quality at all of NFDC beaches have been officially classified as 
excellent, according to the new tougher assessments by the Environment  
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Agency.  The environment Agency takes weekly water samples to test for 
pollution /sewage. 
Lepe Beach was awarded an excellent last year and this year Calshot, 
Milford-on-Sea and Barton-On–Sea have achieved the same standard. 

 
Report from Hampshire County Councillor 

 
82. Cllr Harrison reported that: 

 
All Cllrs have been issued with IPads and mobiles phones so that the authority 
can go paperless and save money. 
 
HWRC’s will not have reduced opening hours at present. 
 
£340m saved over the last 9 years, £140m to be saved over the next 2 years. 
 
Overturned Lorries at Rushington roundabout, a resident who was a lorry 
driver says it the camber of the road.  Highway Engineers have looked at 
the road and there is not a problem with the camber of the road.  Out of 
the last 6 incidents 2 have been due to mechanical faults and 2 due to 
poorly loaded containers making the loads unsteady.  New signage is 
going to be erected on the approach to the roundabout and it is planned 
to move the footpath back further away from the road. 
 

Reports of Representatives from Outside Bodies 
 
83. Cllr Proctor reported that the New Forest Consultative Panel held a meeting 

on 1st June 2017. 
 
The meeting began with a presentation by a Wing Commander from the Army 
Flying Corps.  He had been invited to explain the need for some low helicopter 
flying exercises across some areas of the forest.  He explained that this was  
 
vital operational training and would continue in the future.  Helicopter crews 
will do all that they can to avoid livestock and horse riders where they can be 
seen. 
Advice was given for all horse riders to wear high visibility clothing which can 
often be seen from several miles away.  If seen the helicopter crew will divert 
away from the riders. 
 
Cycle events held in the New Forest continue to be the cause of concern. A 
code of conduct has been produced but unfortunately not all organisations are 
agreeing to comply. 
 
Two consultations were discussed. Both were included at item 8 in the agenda 
for our own Planning Committee meeting held on the 3rd July 2017.  Members 
were encouraged to participate. 
The items covered potential alternative housing sites and Recreation 
Management Strategy 2010 to 2030. 
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84. Cllr Petty reported that the Twinning Association had a successful trip to 

France in May and that there is due to be a BBQ this weekend. 
 
85. Cllr Petty asked if people had missed the Fete this year.  He will be organising 

a meeting in September to see if anyone would like to come forward and 
volunteer to help organise and run the fete for future years. 

 
Committee Minutes 
 
86.  RESOLVED: To receive as follows: 

Amenities: 15th May and 12th June 2017 
Planning: 15th May and 3rd July 2017 
Policy & Resources: 15th May and 26th June 2017   
 

Income & Expenditure April to May 2017 
 
87.  RESOLVED: To approve the income and expenditure for April and May 

2017.  Appendix A. 
Income: £120,344.74 
Expenditure: £57,328.85 
 

Balance sheet as at 31st May 2017 
 
88.  RESOLVED:  To note the Balance sheet as at 31st May 2017.  

Appendix B. 
 
Health & Safety Policy 2017-18 
 
89.  RESOLVED: To approve and adopted the Health & Safety Policy with 

immediate effect. Appendix C. 
To carry out annual driver checks as in line with the policy. 
 

LCRS Risk Assessments 
 
90.  RESOLVED:  To defer to the relevant Committees for scrutiny.  In 

future refer to Committees first and then recommend to full Council. 
 
Parish Council office lease and the Ransom Strip 
 
91.  RESOLVED: To pay the ransom strip capped at £1400pa RPIX linked 

for a period of 25 years to coincide with the first rent review. 
 
Waterside Infrastructure Group 

 
92. The Clerk reported that the CEO at NFDCD had started to organise a group 

called the Waterside Infrastructure Group to look at all of the infrastructure 
requirements of the Waterside and beyond.  This could in the future help with 
grant applications for major infrastructure.  The Clerk reported that she had  
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not yet been contacted by Bob Jackson about a meeting and Cllr Mrs Hoare 
said that she would chase this up. 
 The Clerk reported that she had that day received an email from the Clerk at 
Hythe & Dibden offering to act as the liaison for all Parishes.  Councillors were 
not happy about this and felt that all Parishes should be represented in their 
own right.  The Clerk will report this back to Hythe & Dibden. 
 

Proposed electricity and telecommunications easements at Cork Field 
 
93.  RESOLVED:  That the Vice Chairman and Chair of Policy & Resources 

be delegated to sign the electricity and telecommunications easements 
at Cork Field.  The installations have already taken place and the funds 
for disturbance received. 

 
Hampshire County Council consultation – Balancing the Budget 
 
94. RESOLVED:  Home to school transport – will Applemore students still 

get free transport? 
 

Education services – more exclusions from school could mean more 
trouble on the streets as more children will not be at school. 
 
Independent older living – more people will be stick in hospital as local 
care providers can’t cope at present.  This will mean more bed 
blocking.  Some hospitals are now charging Councils for beds that are 
being blocked. 
 

Parish Council priorities 2017-18 
 
95. New Scout & Guide Build 
 

This report has been jointly formulated and agreed between Cllr White, Cllr 
Young, and Jonathan Holmes. 
 
Last week I met with the Council Chairman (Cllr White) and the leader of the 
Scout/Guide Build Committee, Jonathan Holmes. Today I am very pleased to 
report to Council that largely in thanks to a successful funding bid to Barker 
Mill Estates the Scouts/Guides have now secured approximately £300,000 in 
readily available funding. The Scouts/Guides are therefore now in a position to 
complete the entire shell of the new building rather than the previously mooted 
'slab only' partial construction. Subject to discharging planning conditions it is 
anticipated that construction will commence at the Lloyds in the week 
commencing 7th August. There are still further funding bids in progress which 
if successful will finance the 'fitting out' of the building.  
  
The Chairman and I have communicated to the Scouts/Guides the huge 
importance of minimising disruption to other users of the Lloyds during the 
construction process. With this in mind the initial work on site will focus on 
installing the construction/emergency access road. This roadway will initially  
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require 'fencing off' as will the site of the new building itself, however there is 
an understanding that access between the Youth Club etc and the field/courts 
will be maintained at all times, all be it with a slight detour via the play 
park. The builder will be advised that the access road for the construction 
should ideally avoid the football pitch and access be maintained so the football 
season fixtures can be commenced in early September. It has been clearly 
stressed that open communication channels are to be established & 
maintained between Parish Council Officers and the builder/project manager 
in order that any potential conflicts with other site users kept to an absolute 
minimum.  
  
During the period of the build project (and subsequently if the construction is 
only partially completed) the Scouts/Guides have recognised that they will be 
responsible for the insurance of the building and any public liability as a 
consequence of the build, they have undertaken to indemnify the Trustee 
accordingly. We are advised that the Trustee only becomes the owner of the 
building once it is finally completed. The proposed build will commence on the 
7th. August as outlined and Jonathan Holmes will again meet with the 
Chairman and Vice Chairman on Sunday 6th August to confirm that all 
conditions as outlined are in place. 
 
I know that this project has at times been a bumpy road, however I am sure 
council colleagues will welcome this hugely positive news given that it will 
soon provide a modern 'fit for purpose' facility for the young people in our 
village Scout/Guide groups and indeed the wider community of Marchwood. I 
would like to extend my personal thanks to all those on the Scout/Guide build 
committee who have worked so hard to secure the significant funding required 
for this ambitious project.   
 
Cllr Petty added that the Scouts & Guides have also submitted an application 
to Veolia for £50,000.  If successful this will be enough to fund the completion 
of one hall.  Planning conditions are currently being worked on so that they 
can be discharged and the construction started. 
The chosen contractor is Darcy Construction from Romsey. 
Thank you to Cllr Ms Golden who assisted with the grant application to Barker 
Mills. 
 
Officers are currently talking to the contractors regarding the roadway and the 
impact this could have on the football pitch. 
 

96. Engage with the Community at more events 
 

 The plans for Party in the Park 3 are now almost complete.  All of the bands 
have been confirmed, security, first aid, barriers and fencing have all been 
booked.  There will be a burger van, donut lady with candy floss and slushies 
drinks, ice cream van, the Honest Kitchen, face painting, bouncy castles and a 
merry go round. 
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We do however, need more assistance on the day if anyone has any friends 
that can help. 
 
There being no further business the meeting closed at 20.45. 

 
 
 
 
 

________________________________Chairman 

















 
 

 

 
 

   
 

 
 
 

 
 

 
HEALTH & SAFETY   

POLICY  
JUNE 2017/18  

 
 
 
 
 
 
 
 
 
 
 
 

Author: 
 

Glen Randles TECHIOSH 
 

GAR Training Services Ltd 
 

 

http://www.marchwoodparishcouncil.org.uk/


 

 
 

Marchwood Parish Council Health & Safety Policy June 2017/18 

 
Table of Contents 

 
Title Page No 

          Introduction 1 
1.0.    Policy Statement 2 
2.0.    Organisation 3 
2.1.    Specific Responsibilities 3 
2.1.1. Councillors Responsibilities 4/5 
2.1.2. Health and Safety Administration  6 
2.1.3. Employer’s Responsibilities 6 
2.1.4. Employees Responsibilities 7 
2.1.5. Health & Safety Consultants 7 
2.2.    Risk Assessment Strategy 8 
3.0.  Communication   9 
3.1.   Health and Safety Information 9 
3.2.   Consultation 9 
3.3.   Cooperation and Care 9 
3.4    Accident and Investigation Reporting 10 
3.5    Near Misses 10 
3.6    Incident Procedures  11 
4.0. Training 12 
4.1.  Induction Training 12 
4.2.  Specialist Training 12 
4.3.  Training Records 12 
5.0. Arrangements 13 
5.1.    The Work Environments 13 
5.1.1.  Protection of the Public & Visitors 13 
5.1.2.  Emergency Procedures 13 
5.3.     Risk Assessment 14 
5.3.1.  Off-Site Assessments 14 
5.3.2.  Safe Systems of Work & Method Statements 14 
5.4.     Cooperation and Coordination 14 
5.5.     Employers Liability Insurance 15 
5.6.     Work Equipment 15 
5.7.     Personal Protective Equipment (PPE) 16 
5.8.     Manual Handling 16 
5.9.     Control of Substances Hazardous to Health COSHH) 17 
5.10.   Electricity 18 
5.10.1 Electrical Equipment 18 
5.11.   Abrasive Wheels 18 
5.12.   Vibration 19 
5.13.   Noise 20 
5.14.   First Aid 20 
5.15.  Fire Safety 21 
5.16.  Safety Signs 21 
5.17.  Ergonomic & Musculoskeletal Prevention 21 
5.18.  Display Screen Equipment (DSE) 22 
5.19.  Vehicle Safety 22 
5.20.  Ground Maintenance 23 



 

 
 

Marchwood Parish Council Health & Safety Policy June 2017/18 

  

5.21.  Legionella Management 24 
5.22.  Mobile Phones 25 
5.23.  Mobile Workers 25 
5.24.  Smoking 26 
5.25.  Violence at Work 26 
5.26   Drugs 27 
5.27.  Lone Working 27 
5.28.  Sun Protection 28 
5.29.  Shared Premises 28 
5.30.  PAT Testing 28 
5.31.  Contractors 29 
6.0.    Managing Health & Safety in a Shared Workplace 30/31 
7.0. Summary of Revisions 32 
  

LIST OF FIGURES:  
Figure 1: HSE PDSA 1 
Figure 2: Accident/Incident Procedures Flowchart 11 
Figure 3: Warning Symbols 17 
Figure 4: Colour Coding of Safety Signs 21 



 

1 | P a g e  
 

Marchwood Parish Council Health & Safety Policy June 2017/18 

INTRODUCTION 
 

In compliance with the requirements of the Health & Safety at Work Act 1974. 
Marchwood Parish Council seek to effectively discharge the associated statutory duties by 
preparing this written health & safety policy. 
 
A summarised copy of this document, which outlines our health & safety arrangements and 
organisational structure, is provided for each Employee along with any interested person who 
may be affected by our work activities. Copies are displayed internally on the office notice 
board and it is provided on request to any externally interested party and in promotional 
material. 
  
For the Council to discharge its statutory duties, Employees are required by law to cooperate 
with the Councillors in all matters concerning the health, safety & welfare of themselves and 
any other person who may be affected by their acts or omissions whilst at work. Marchwood 
Parish Council rent an office from Marchwood Community Association in Marchwood Village 
Hall. As the Landlord, Marchwood Community Association are responsible for the building and 
any activities that take place on the premises. The main health & safety management systems 
for the Council are located at this office, Marchwood Village Hall, Marchwood Village Centre, 
Marchwood, Southampton, Hampshire, SO40 4SX, and are available for inspection by any 
interested party after submission of any reasonable request.  
 
Marchwood Parish Council agrees that to ensure that the health & safety policy is sustained 
in an effective condition, it is essential that the information is up to date and accurate. It is the 
responsibility of the respective Councillors to liaise with any nominated health & safety 
Consultants and to ensure that revisions are made which reflect changes that have taken 
place within the Council. Our Consultants will advise on new and relevant legislation 
throughout the year and review documentation during an annual audit as instructed. In 
addition, the policy will be reviewed if accident reports or the findings of any management 
inspections raise concerns.  
 
The Councillors encourage all Employees to inform them of any areas of the health & safety 
policy that they feel are inadequate to ensure that the policy is maintained as a “live” working 
document. The health and safety management system is based on HSE PDSA which is 
recognised by the Health and Safety Executive as the standard for an effective management 
system. 

 
Figure 1: HSE PDSA 
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1.0. Policy Statement 
Marchwood Parish Council acknowledges that the key to successful health & safety management 
requires an effective policy, organisation and arrangements, which reflect the commitment of the 
Councillors. To sustain that commitment we will continually measure, monitor and revise, where 
necessary, our policies and procedures to ensure that health and safety standards are adequate. 

 
The Councillors of Marchwood Parish Council are the individual who are responsible for the health 
and safety policy covering work activities.  
 
To Fulfil This Commitment The Councillors Will Endeavour To: 
• Make financial provision for the implementation of this policy. 
• Provide safe access and egress to work areas. 
• Provide a safe working environment. 
• Provide safe plant and equipment. 
• Ensure that articles and substances are safe for use. 
• Provide information, instruction, training and supervision to all Employees. 
• Formulate safe systems of work based on risk assessment and communicate these to 

Employees. 
• Carry out inspections and audits on a regular basis. 
 
Employees Responsibilities 
All Employees have duties under the Health & Safety at Work Act 1974 and they are hereby 
informed of their personal responsibilities to take due care of: - 
• The health & safety of themselves and to ensure that they do not endanger other persons by 

their acts or omissions.  
• To cooperate with their Employer in order that the Employer can comply with the legal 

requirements placed upon him and in the implementation of this policy.  
• To not interfere with articles provided in the interests of health and safety. 

 
The policy has been prepared in compliance with the Health & Safety at Work Act 1974 and will 
be amended, monitored and added to from time to time to conform to new or amended legislation 
or changing circumstances and operational activities. At the least the policy document will be 
reviewed annually. 
 

 
 
 
Signed:      Date: 
Cllr Fred White (Chairman) 
 
 
 
 
 
 
Signed:                                                                Date: 
Cllr Richard Young (Vice-Chairman) 
 
 
 
 



 

3 | P a g e  
 

Marchwood Parish Council Health & Safety Policy June 2017/18 

2.0. Organisation 
 
2.1. Specific Responsibilities 
The Councillors intend to comply with the Health and Safety at Work Act 1974 and associated 
regulations and have, therefore, developed the organisation structure shown below, which is 
designed to produce speedy recognition, avoidance of and resolution to any health and safety 
problems.  Whilst each Employee has a responsibility for health and safety, the prime 
responsibility rests with the respective Councillors. Additionally, the Council recognise the 
contribution to safety that can be made by the involvement of all Employees and their 
representatives. 

 
 
 
 
 
 
  

 
 

 
 
 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This organisation chart shows the reporting structure and organisation for health & safety ONLY 
and holds no reference to the corporate responsibilities, ownership or legal structure. 

 
 
 

 

 
 

Marchwood Parish 
Councillors  

 

External Consultant 
GAR Training Services 

Ltd 

   

Ground Staff 
 
 

AMF Supervisor 
A Lavington 

 
 

Office Administrator 
M. Wathen 

 

Deputy Clerk to the 
Council 

C. Cockeram 
 

Clerk to the Council 
M. Wathen 

 

Finance 
Officer 

S. Daley 
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2.1.1. Councillors Responsibilities 
The Councillors accept executive accountability for the Council’s health, safety & welfare; 
however. the responsibilities for the day to day management of health, safety and welfare have 
been delegated to various Councillors and Council Employees. The following table provides 
details of what will be done in practice and by whom to achieve the aims set out by this statement 
of health and safety policy: - 

Statement Responsibility Action/Arrangements 
Prevent accidents and cases of work-
related ill health by managing the health 
and safety risks in the workplace. 

Staffing Panel, 
Clerk & Deputy 
Clerk 

Ensure correct and adequate training is made available for 
Councillors and Employees. Where specific equipment is 
operated then appropriate training must be given to the 
operator. 

Provide clear instructions and information, 
and adequate training, to ensure 
Employees are competent to carry out 
their work. 

Staffing Panel, 
Clerk, Deputy 

Clerk, AMF 
Supervisor 

 

Slips trips and falls in Council owned 
premises and work areas. 

Clerk, Deputy 
Clerk, AMF 
Supervisor 

General good housekeeping is carried out. All areas are 
well lit including any stairs. No trailing leads or cables. 
Employees must keep work areas clear, e.g. tools or 
stationary materials are not left in walkways and deliveries 
are stored immediately. Warning signs are displayed as 
necessary. 

Engage and consult with Council 
Employees on day-to-day health and 
safety conditions. 

Clerk, Deputy 
Clerk, AMF 
Supervisor, 

Chair of Trustee 

Regular inspections of the sports pavilion and changing 
rooms to identify any potential hazards. 

Implement emergency procedures for the 
sports pavilion and changing rooms – 
evacuation in case of fire or another 
significant incident. 

Clerk, Deputy 
Clerk, AMF 
Supervisor, 

Chair of Trustee 

Ensure that fire evacuation procedures are provided to all 
hall hirers/users and annotate booking forms to ensure the 
user is made aware of their health and safety 
responsibilities when using the facilities. Regularly test the 
fire alarm equipment and annual fire extinguisher testing. 
Test emergency lighting. 

Maintain safe and healthy working 
conditions, provide and maintain the 
Councils plant, equipment and machinery, 
and ensure safe use storage/use of 
substances. 

AMF Supervisor Complete regular checks of plant and equipment, ensure 
all chemicals and substances are adequately stored and 
disposed of correctly. 

Check all doors, fire doors and windows 
for signs of wear and tear that may prevent 
emergency use to escape from the 
building. 

AMF Supervisor Check doors open and close normally, inspect for sharp 
edges or material deterioration. 

Check all furniture, fixtures and fittings in 
the sports pavilion is fit for purpose and 
safe to use. 

Clerk, Deputy 
Clerk, AMF 
Supervisor, 

Chair of Trustee 

Check all furniture regularly to ensure they remain safe to 
use and do not develop sharp edges ect. Damaged 
furniture should be removed from use immediately when 
identified and either disposed of or held in a secure area to 
await repair. 

Ensure that all equipment worked on 
above shoulder height is correctly 
supported. Maintenance for such 
equipment should involve the use of a 
suitable climbing and working platform. 

AMF Supervisor Use scaffolding as a first choice. Only use ladders where 
their use can be considered as safe. Ladders must be 
secured against slipping when in use and stored securely. 

Storage of landscaping type equipment, 
brush cutter, chainsaw ect in a suitable dry 
environment. 

AMF Supervisor Store all equipment in a secure weather proof storage 
facility. 

Provide rules for users when they are 
using the sports pavilion or changing 
rooms and retaining a key. 

Clerk, Deputy 
Clerk, Chair of 

Trustees 

Ensure users are in agreement of the locking procedure 
and any duties arising from being a key holder.  

Prevent accidents due to falling trees or 
limbs on parish Council land. 

AMF 
Supervisor, 

Deputy Clerk, 
Chair of 

Amenities 

Arrange for a visual inspection of trees. The area is split 
into four smaller areas with one of the four being inspected 
annually. Arrange for qualified tree surgeons to inspect and 
report on any tree where safety appears to have been 
compromised. Ensure appropriate remedies are 
implemented to make safe any tree. Ensure adequate 
funds are held assigned to budgets to mitigate any tree 
related issues. 
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Ensure a fire risk assessment is 
maintained for the sports pavilion and 
changing rooms. 

Clerk, Deputy 
Clerk, AMF 
Supervisor 

Produce a fire risk assessment. 

Prevent accidents due to play equipment 
failure. 

AMF 
Supervisor, 

Deputy Clerk, 
Chair of 

Amenities 

Ensure that all play equipment is inspected fortnightly and 
inspected professionally annually. 

 
It is expected that Employees will cooperate with the respective Councillors and will carry out 
tasks according to risk assessments and safe systems of work. 

 
Councillors responsibilities will include but not be limited to: 

 
• Maintaining a detailed knowledge of, and compliance with, the health & safety policy. 
• The appropriate delegation of responsibilities to subordinate Employees. 
• Ensuring that all levels of the organisation fully understand the arrangements for the 

implementation of the policy. 
• Implementing the health & safety management system and ensuring the application of the 

health & safety policy and its subsequent monitoring. 
• Ensuring that necessary resources, both in terms of manpower and finance, are available for 

implementing the policy. 
• Ensuring that appropriate health & safety courses are included in Employee training programs 

– specific to the role that Employees fill. 
• When appropriate, initiating disciplinary action against Employees who have failed to comply 

with their duties under the policy or statutory requirements. 
• Consulting or procuring the services of competent persons or specialist health & safety 

professionals on matters relating to health & safety, environmental or occupational health 
issues. 

• Undertaking Employee consultation and negotiations as necessary on all health & safety 
matters. 

• Reviewing the health & safety policy annually, or as necessary, and specifying overall health 
& safety objectives. 

• Setting a personal example regarding health and safety and acknowledging any suggestions 
for improvement in safety organisation where and when appropriate. 
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2.1.2. Health & Safety Administration 
Various health and safety administration responsibilities are assigned to the Clerk to the 
Council. 

 
Health and safety administration includes, but is not limited to: 

 
• Maintaining a detailed knowledge of, and compliance with, the health & safety policy. 
• Maintaining the health & safety management systems, documentation and records including, 

equipment and machinery inspection and maintenance records, ensuring that planned and 
emergency maintenance is completed and records updated. 

• Ensuring that all new Employees receive a safety induction upon employment. 
• Ensuring that all Employees receive appropriate instruction and training in the use of any 

equipment or machinery that they use as part of their work. 
• Maintaining all Employee training records, managing the training plan ensuring that training is 

completed as and when required and that training records are updated. 
• Ensuring that all risk assessments are carried out and that reviews are completed as stated, 

also ensuring that new assessments are completed when a task or operation significantly 
changes or when new equipment is installed. 

• Ensuring that PPE assessments are completed and that any PPE issued is suitable for the 
task and that the issue registers are completed. 

• Ensuring that accidents, injuries and near misses are suitably recorded and that investigations 
are completed where necessary. 

• Ensuring that fire safety drills are completed on a regular basis and that these are recorded. 
 
All safety records are to be forwarded to the Clerk to the Council who will collate the information 
into a centralised safety management record keeping system. 
 
2.1.3. Employers’ Responsibilities 
The Employer has a duty to all Employees, Casual Workers, Part Time Workers, Trainees, and 
Visitors who may be in our premises or using the equipment provided by the Council. 
Consideration must also be given to neighbours, the public and any others who may be affected 
by our works. 

 
Therefore, the respective Councillors will ensure that they: 

 
• Ensure all significant risks to Employee’s health & safety are assessed and brings the findings 

to the attention of the Employees. 
• Provides safe machinery, equipment and tools that are suitably maintained. 
• Provides a safe place of work with adequate facilities and safe access and egress. 
• Ensures that adequate training and information is given to all Employees regardless of their 

position within the Council. 
• Provides health & safety surveillance to Employees where it is deemed necessary through 

any risk assessment. 
• Appoints competent persons to help comply with the health & safety law. 
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2.1.4. Employees’ Responsibilities 
All Employees have a legal duty under the Health & Safety at Work Act 1974: 

 
• Take all reasonable care to ensure that their own health & safety, and that of others, is not 

adversely affected by anything that they do, or fail to do, at work. 
• Take a mature and intelligent attitude towards health & safety. 
• Do all in their power to minimise the possibility of any accident occurring. 
• Not intentionally or recklessly misuse anything provided in the interests of health, safety and 

welfare. 
• Cooperate with the Councillors and those with delegated responsibilities to enable them to 

comply with statutory duties and requirements. 
 

Employees should report, to the Clerk to the Council, anything that they consider to be a danger 
or any shortcomings in the protection arrangements for health & safety. All accidents and 
incidents that result in injury or damage must be immediately reported to the respective 
Councillors. Subsequent investigations may prevent future accidents or incidents occurring. All 
“accidents and near misses” (see 5.15.1) (i.e. events that do not actually result in injury or damage 
– but could have) must be reported to the respective Councillors and Clerk to the Council with the 
minimum of delay. 

 
Employees must comply with safety rules, instructions and any special measures that are 
introduced in the interests of safety. These may include the correct use of protective equipment, 
clothing and machine guarding where required. They are also required to: 

 

• Comply with all safety rules and risk assessments / method statements relevant to their area 
of activity. 

• Attend a health & safety induction 
• Always put into practice the Councils safe working procedures  
• Refrain from horseplay or dangerous behaviour 
• Refrain from taking any unacceptable risk 

 
2.1.5. Health & Safety Consultants 
The Council’s health & safety Consultants, GAR Training Services Ltd will report directly to the 
Councillors and liaise with Employees as instructed. GAR Training Services Ltd will be 
responsible, when instructed, for: 

 
• Advising on all matters relating to health & safety and statutory compliance. 
• Assisting in the formulation of a suitable health & safety management system. 
• Advising on training and the implementation of systems that may be necessary to ensure that 

all places of work are made and kept safe. 
• Ensuring that Councillors are aware of their responsibilities in achieving the above objectives. 
• Carrying out site inspections or audits of the Council’s premises or sites, making sure that all 

persons are complying with statutory requirements and the Council’s health and safety policy. 
• Assisting the Councillors to investigate any accident or near miss, to reduce the risk of re-

occurrence to as low as possible. 
• Advising on the update of the Council’s health & safety policy annually or sooner when 

necessary. 
 
 
 

 



 

8 | P a g e  
 

Marchwood Parish Council Health & Safety Policy June 2017/18 

2.2. Risk Assessment Strategy 
There are several significant risks that we recognise are associated with the nature of the work 
that we undertake. In order that these risks are effectively managed, we have identified that the 
following work activities require a risk assessment 

 
1. Lone Working 
2. Ground Maintenance Activities 
3. Work Equipment 

  
Risk assessments are carried out by an independent consultant or “competent” person and form 
part of a final method statement for the task to be undertaken. The respective Councillors will 
review the risk assessments and put the required control measures into place. The Councillor has 
the authority and responsibility to ensure that action is implemented and that ongoing competent 
supervision is in place. Employees who undertake the tasks must be made aware of the risks and 
controls associated with the work being done and are expected to confirm that they have received 
the information required to carry out their job safely where appropriate. The Councillor must ask 
for feedback from Employees to ensure that they understand why control measures are in place 
and must be observed. 
 
The AMF Supervisor is responsible for identifying any work equipment that needs maintenance 
and the Clerk to the Council will ensure that the required maintenance work is carried out. The 
suitability, and compliance with safety standards, of new plant and equipment must be verified 
prior to purchase. 
 
The AMF Supervisor is responsible for identifying all harmful substances within their work area. 
The Council will refer to the principles of the COSHH Regulations for guidance on eliminating the 
use of harmful substances where possible and reducing risks when using harmful substances. 
 
The Council will ensure that appropriate training is provided to ensure that competent persons 
carry out tasks safely. 
 
The Clerk to the Council is responsible for ensuring that all asset management and Employee 
training records are up to date and accurate and that all documentation has been completed and 
filed correctly. Using these records, the Clerk to the Council will be able to advise the respective 
Councillors when routine, scheduled, maintenance or Employee training “refreshers” or 
recertification is due. 

 
 
 
 
 
 
 
 
 
 
 
 

 
3.0 Communication 
3.1. Health & Safety Information 
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The Councillors acknowledge that communication between Employees at all levels is an essential 
part of effective health & safety management and will endeavour to communicate the Council’s 
commitment to health & safety and to ensure that Employees are familiar with the contents of this 
health & safety policy. The Council will communicate with their Employees through oral and 
written directions and by example. 

 
Further information regarding health & safety is available as follows: 

 
• Through communication 
• This (the Council’s health & safety policy) document 
• Office notice board 
• Online at various health and safety websites 
 
3.2. Consultation 
Consultation will be facilitated by pre-arranged formal meetings.  

 
3.3. Cooperation and Care 
If the Council is to build and maintain a healthy and safe working environment, cooperation 
between Employees at all levels is essential. All Employees are expected to cooperate with the 
Council and the representatives who are responsible for health & safety and to accept their own 
duties under this policy. Disciplinary action may be taken against any Employee who violates 
safety rules or who fails to perform their duties under this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3.4. Accident Investigation and Reporting 
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All accidents, however small, are to be recorded in the accident and incident report book. Accident 
report books will be in the office. The respective Councillors will be notified immediately of any 
accident.  

 
The Council see accident investigation as a valuable tool in the prevention of future incidents. In 
the event of an accident resulting in serious injury a report will be produced by GAR Training 
Services Ltd, and will include: 

 
• The circumstances of the accident - including photographs and diagrams wherever possible. 
• The nature and severity of the injury sustained. 
• The identity of any eyewitnesses. 
• The time, date and location of the incident. 
• The date of the report. 

 
All eyewitness accounts will be collected as near to the time of the accident as is reasonably 
practicable. Any person required to give an official statement has the right to have a 
representative present. The completed report will then be submitted to, and analysed by, the 
respective Councillors and our external advisors (where appropriate), who will attempt to discover 
why the accident occurred and what action should be taken to avoid recurrence of the problem. 
A follow up report will be completed after a reasonable period examining the effectiveness of any 
new measures adopted. 

 
Accident and incidents will be reported to the authorities as appropriate, using the appropriate 
form (available from the authorities). In such instances, an entry should still be made in the 
accident and incident report book. The information held on report will be held securely in 
accordance with the requirements of the Data Protection Legislation. 

 
3.5 . Near Misses 
A near miss is an unplanned event that did not result in injury, illness or damage, but had the 
potential to do so. It is the Council’s policy that all near misses are reported to the respective 
Councillors so that investigations into the cause can assist in the implementation of additional 
procedures to reduce the risk of a reoccurrence.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

11 | P a g e  
 

Marchwood Parish Council Health & Safety Policy June 2017/18 

3.6. Incident Procedures 

                                 Figure 2: Accident/Incident Procedures Flowchart 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 

         Notes: 
▪ If possible, stop work at incident to 

allow investigation 
▪ Take photographs as soon as 

possible with a mobile phone camera 
or digital camera to record the scene 

▪ Take statements and names, 
addresses of witnesses 

Major Accident/Incident – RIDDOR Reportable 
Definitions 
1. Any Fatality 
2. Specified Injuries 
3. Dangerous Occurrences 
4. Reportable Occupational Diseases 
5. Serious Incidents 
6. Over seven day’s absence due to accident/incident 
 
 

IMMEDIATELY 
1. Contact emergency services (999) and/or first aider at work 
2. Administer First Aid Treatment 
3. First Aider or another suitable person to contact the 
respective Councillor or their representative 
Note: Apart from first aid purposes do not touch or change the 
incident area 
 

Within 1 Hour 
Respective Councillors or the Clerk to the 
Council to contact GAR Training 
Services Ltd to establish who will attend 
and when 

With 4 Hours 
1. GAR Training Services Ltd will attend scene and investigate a 
preliminary investigation 
2. GAR Training Services Ltd will complete the major accident/ 
incident form 
3. GAR Training Services Ltd to report the initial findings to the 
Respective Councillors. 
4. The Respective Councillors with the assistance of GAR Training 
Services Ltd to implement control measures to prevent reoccurrence. 
 

Within 24 Hours 
1. GAR Training Services Ltd to notify the Respective Councillors 
of initial findings and advise on intervention and actions. 
2. GAR Training Services Ltd to complete RIDDOR notification 
by telephone (if applicable) and then complete RIDDOR report 
form (www.riddor.gov.uk) (if applicable) and attach a copy of the 
report to the accident/incident form 
 

Within 48 Hours 
Full Investigation by GAR Training Services Ltd. 
Complete an accident/incident investigation and report 
findings and actions to be taken, to the Respective 
Councillors. 

Within 72 Hours 
The findings of the accident/incident investigation 
and actions to be taken to prevent reoccurrence, 
issued to the Respective Councillors. 

Minor Accidents/Incidents 
Definitions 
1. Minor Injuries 
2. Minor Incident 
3. Near Miss 
4. No injury accident 

Within 24 Hours 
1. Respective Councillors or Clerk to the Council to 
decide if an investigation is required. 
2. Respective Councillors to ensure accident book is 
completed 

Within 72 Hours 
1. Respective Councillors to review investigation 
findings and /or risk assessments (if applicable), to 
identify suitable control measures and develop an action 
plan 
2. Respective Councillors to assign actions to relevant 
persons and implement suitable control measures 
3. If required the Respective Councillors will inform 
and update the rest of the Council. 
4. Respective Councillors to set a risk assessment 
review date. 
 
 

http://www.riddor.gov.uk/
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4.0. Training 
Safety training is regarded as an indispensable element of an effective health & safety program. 
It is essential that every Employee in the Council is trained to perform their job effectively and 
safely. It is our opinion that if a job is not done safely then it is not done effectively. All Employees 
will be trained in safe working practices and procedures prior to being allocated any new role. 
Training will include advice on the use and maintenance of personal protective equipment 
appropriate to the task concerned, the safe use, inspection and maintenance of any equipment 
used and the emergency contingency plans. 
Training sessions will be held as often as is deemed necessary and will provide another 
opportunity for Employees to make suggestions about, and to express any fears or concerns they 
might have about, health and safety. 
 
4.1. Induction Training 
All Employees will receive induction training, either when they are first introduced to the Council, 
or when they are first undertaking a new role. In some instances, especially where the working 
environment is particularly hazardous, it may be necessary to undertake “refresher” induction 
training on at least an annual basis. 

 
Topics covered under the induction training will include: 

 
• The Council’s health & safety policy and the individual responsibilities of all concerned 
• Details of hazards specific to the task, e.g. manual handling, machine operation, COSHH, etc. 

by reference to risk assessment documents 
• Procedures to follow in the event of a fire; means of escape, assembly areas and the use of 

fire extinguishers 
• Current first aid arrangements 
• Procedures for reporting hazards and near misses 
• Correct use of personal protective equipment where provided 
• Sources of health and safety information 
• The role and function of the Council’s health & safety Consultants 

 
4.2. Specialist Training 
Specific training will be given to Employees where the need is identified by a risk assessment.  
The results of a “training needs analysis” ensures certain training is planned and carried out. 
 
4.3. Training Records 
The Clerk to the Council will maintain records for all persons attending training (including any 
induction training). 
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5.0. Arrangements 
 
5.1. The Work Environment 
The Council will do all that is reasonably practicable to ensure that the work environment is safe. 
In particular, the Council will: 

 
• Maintain work areas and equipment in good order to reduce the risk of slips, trips and falls. 
• Provide and maintain suitable and sufficient lighting throughout the various work 

environments. 
• Maintain reasonable levels of cleanliness throughout the various work environments. 
• Maintain safe access and egress to places of work, with work areas arranged so that 

Employees can work safely and comfortably. 
• Organise traffic routes for pedestrians and / or vehicles so that traffic can move freely and 

safely without placing any person at risk. This may include the use of safety signs to identify 
routes and barriers to provide segregation when applicable. 

• Provide sufficient toilets and washing facilities. 
 

Regular inspections are carried out to monitor and achieve suitable standards. 
 
5.1.1. Protection of the Public and Visitors 
The Council will do everything in their power to protect the public and visitors from activities on 
our premises that may present a risk to them. Work areas are not accessible out of hours and 
controls are in place during opening hours. Assessments will be carried out to determine the 
nature and the level of risk, and subsequent measures that need to be implemented in order to 
protect the public. This may include but is not limited to: 
 
• Ensuring that visitors to the premises report to the office and book in where necessary. 
• Supplying suitable warning signs to identify hazards. 
• At the end of each working day: 

o Securing the premises. 
o Immobilising plant and vehicles. 
o Securing any hazardous substances. 

 
5.1.2. Emergency Procedures 
Emergency procedures will be implemented according to the risk and activities being carried out. 
Precautions will be taken to ensure that the likelihood of emergencies arising is as low as possible, 
and we will ensure that: 

 
• Everyone in any of our premises is made aware of the emergency procedures. 
• An Employee will be delegated to take responsibility and to coordinate procedures. 
• Emergency escape routes are maintained and kept clear. 
• Arrangements will be set up for calling the emergency services. 
• Adequate access is maintained at all our premises for emergency vehicles. Provision of 

adequate first aid equipment and trained persons are available at the various premises to treat 
those injured. 
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5.3. Risk Assessments 
Each section of the Council is required to carry out a suitable and sufficient risk assessment for 
all work activities that create significant risk (office, workshop, sports pavilion). The assessments 
will involve finding out what hazards are associated with the activity and thereby evaluating the 
extent of the risks involved. Whenever a work activity alters, then a new risk assessment will be 
made. Whenever an accident or “near miss” occurs the relevant risk assessment must be 
reviewed to establish whether it should be updated. 

 
A risk assessment must: 

 

• Identify the task being undertaken 
• Identify the significant hazards. 
• Evaluate the risks arising from such hazards. 
• Record the significant findings. 
• Identify any specific group of Employees or individuals who are especially at risk, e.g. 

temporary workers, new or expectant mothers, young persons (under 18yrs). 
• Identify others who may be at risk, e.g. visitors or members of the public. 
• Evaluate current control procedures, including the provision of information, instruction and 

training. 
• Assess the probability of an accident or incident occurring because of uncontrolled risk. 
• Record any circumstances arising from the assessment where there is potential for serious or 

imminent danger. 
• Specify information requirements for Employees, including precautionary measures and 

emergency arrangements. 
• Provide an action plan giving information on the implementation of additional controls, in order 

of priority, and with an appropriate time scale for such implementation. 
 

Persons carrying out risk assessments must be “competent”. This involves a combination of 
qualifications, knowledge and experience. Most assessments will be undertaken by our external 
consultant, and those carried out “in house” by a competent person. 
 
5.3.1. Off-Site Assessments 
Suitable and sufficient risk assessments will be completed for all work activities off-site that 
involve exposure to risk (e.g. tree work, and chainsaw use).  
 
5.3.2. Safe Systems of Work & Method Statements 
Where a risk assessment has been completed but has not reduced risks to a low level, an 
additional method statement or safe system of work will be produced to enable detailed controls 
to be explained and a safe logical sequence of operation implemented. 
 
5.4. Cooperation and Coordination 
The Council will cooperate with others that occupy any building or part of a site where the Council 
is carrying out work, this will include the passing of relevant information regarding the health, 
safety & welfare of persons entering the site or premises. Health & safety meetings will be set up 
as often as is deemed necessary for information to be passed between occupants. 
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5.5. Employer’s Liability Insurance 
The Council will insure against their liability for personal injury to their Employees by virtue of the 
Employers Liability (Compulsory Insurance). The Council will maintain insurance with one or more 
approved policies with an authorised insurer against liability for bodily injury or disease sustained 
by an Employee, and arising out of and during their employment. Under the above requirement, 
the Council will display the certificate of insurance for Employee information. The Council will 
provide the minimum level of Employers’ liability cover which is set at £10,000,000. Under the 
1998 regulations the Council should also keep all certificates for 40 years. 
 
5.6. Work Equipment 
The Council will endeavour to ensure that all equipment used in the work environment, whether 
in the workshop, or offices is safe and suitable for the purpose for which it is intended. This will 
ensure that: 

 
• All work equipment will be used in such a way as to reduce risks to the user and others around 

the equipment (the ergonomic risks must be considered when selecting the equipment). 
• All Employees will be provided with adequate information and training to enable them to use 

the work equipment safely. 
• All work equipment will be maintained in good working order and repair, maintenance 

programs will be implemented and suitable records kept. Employees must carry out daily “Pre-
use checks” on equipment where applicable. 

• Appropriate training will be provided to those expected to work with or maintain the equipment. 
Records of training will be kept on file. 

• Safety inspections will be carried out by a competent person who has the necessary 
knowledge and experience to identify key components, fault find and complete reports and 
records. 

• All controls for work equipment will be clearly visible and identifiable. Equipment will be 
provided with one or more stop controls and, where appropriate, emergency stop controls. 
Stop controls must be tested before any maintenance or repair work is undertaken, after the 
maintenance or repair work has been completed and when the equipment is routinely 
serviced. 

• All work equipment will be clearly marked with health & safety warning signs where 
appropriate. 

 
Whenever machines require guarding, the Council will refer to the provision and use of work 
equipment regulations 1998 (PUWER). 

 
The Council will ensure measures are taken to: 

 
• Prevent access to any dangerous part of machinery by way of fixed guards 
• Stop the movement of any dangerous part of machinery before any part of a person enters a 

danger zone. 
 

All guards and protection devices provided shall be suitable for the purpose for which they are 
provided. Employees are forbidden to tamper with guards to machinery with the intent of 
bypassing them for any reason. Guards to machinery will be inspected on a regular basis. 

 
 
 
 

 
 



 

16 | P a g e  
 

Marchwood Parish Council Health & Safety Policy June 2017/18 

5.7. Personal Protective Equipment (PPE) 
All Employees who may be exposed to a risk to their health & safety whilst at work will be provided 
with suitable, properly fitting, and effective personal protective equipment (PPE). 

 
• All PPE provided will be properly assessed prior to its provision. 
• All PPE provided will be maintained in good order. 
• All Employees provided with PPE will receive training and information on the use, pre-use 

checking, maintenance and purpose of the equipment. 
• All PPE provided is must be used correctly by its Employees. 
• The Council will carry out an assessment before the use of any PPE to ensure that it is 

suitable, that it is used as a ‘last resort’ and that the risk cannot be eliminated or reduced by 
other means which are practical. Wherever the task or place of work changes, a reassessment 
shall take place. Records will be kept of the assessments and use of PPE. 

• Suitable storage facilities will be provided and comprise of portable lockers or kit bags. 
• Employees are issued with equipment and it is their responsibility to store it in the facilities 

provided. 
• Employees must use PPE as intended and must forward the old kit when in need of 

replacement. Failure to use the PPE as intended could result in disciplinary action being taken. 
 

5.8. Manual Handling 
All loading and unloading involves lifting and handling to some extent. Although mechanical 
equipment will be used whenever practicable, some of the work will inevitably be carried out 
manually. The risk of injury can be greatly reduced by a knowledge and application of correct 
lifting and handling techniques. 

 
The Council will comply with the relevant duty of care by carrying out the following: 

 
• Manual Handling will be avoided as far as is reasonably practicable  
• Where it is not possible to avoid manual handling, an assessment of the operation will be 

made considering the task, the load, the working environment and the capability of the 
individual concerned.  

• All possible steps will be taken to reduce the risk of injury to the lowest level possible. 
• An assessment will be reviewed if there is any reason to suspect that it is no longer valid. 
• Manual handling instruction and training will be carried out for Employees and will be relevant 

to the tasks being undertaken 
 

Where the nature of the load or environment dictates, PPE will be issued and will be expected to 
be used by the Employees. 
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5.9. Control of Substances Hazardous to Health 
A risk assessment will be conducted of all work involving exposure to hazardous substances. The 
assessment will be based on manufacturer’s and supplier’s health & safety guidance and the 
Council’s knowledge of the work process. The Council will ensure that exposure of Employees to 
hazardous substances is minimised and adequately controlled in all cases. All Employees who 
will come into contact with hazardous substances will receive training and information on the 
health & safety issues relating to that type of work. Assessments will be reviewed periodically, 
whenever there is a substantial modification to the work process and if there is any reason to 
suspect that the assessment may no longer be valid. 

 
In addition to the above the Council will apply the following: 

 
• Keep an inventory of all hazardous substances used, including those used in maintenance 

and cleaning. 
• Identify a point of use for each substance. 
• Whenever possible minimise the use of substances 
• Obtain, and make available to all relevant Employees, hazard data sheets from the 

manufacturers or suppliers of each substance. 
• Develop and commence a training programme informing users of the risks and the controls to 

be taken where significant risk is retained 
• Any PPE required during the use of the substance shall be provided and maintained by the 

Council. Employees are required to notify the respective Councillors if the PPE is no longer 
serviceable. Failure to use the PPE provided could lead to disciplinary action being taken. 

• Keep records and documentation on each assessed substance. 
• Keep all hazardous substances in safe places (i.e. that are locked and marked with safety 

signs where necessary). 
• Any substance identified as requiring special needs other than described above will be stored 

as per relevant regulations or manufacturers recommendations. 
• Fuel, particularly petrol, must be stored securely and only be used to power engines. It is 

forbidden to use fuel to wash skin, components or light fires. 
• Highly flammable liquids such as paint thinner and brake cleaner must always be stored in 

fireproof metal storage cabinets – and returned to the cabinet as soon as they are no longer 
required. 
 

All substances used that present any type of risk to the health, safety or welfare of the user must 
be identified with the following warning symbols: 
 
                                                 Figure 3: Warning Symbols 
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5.10. Electricity 
The Council acknowledges that there is a statutory requirement to maintain electrical equipment 
in a safe condition so that users are protected from such hazards as electric shock, burns or fire; 
the requirements also extend to those carrying out maintenance work on electrical equipment or 
systems. All electrical work carried out in the Council’s premises will be in accordance with the 
latest regulations published by the Institute of Electrical Engineers for Electrical Installations, and 
will only use an NICEIC (The National Inspection Council for Electrical Installation Contracting) 
approved contractor. The Council only permit persons classed as ‘competent’ under the Electricity 
at Work Regulations 1989 to work on electrical equipment. 

 
All electrical equipment owned by the Council will be subject to safety inspections by a competent 
person. Each piece of equipment will be identified with its unique number, labels will be fixed to 
the equipment following the test, and these will show the test date, the person carrying out the 
test, expiry date and the identification number of the equipment. Records of these tests will be 
entered in the asset management database by Clerk to the Council. Any equipment found to be 
faulty will be removed from service immediately and labelled accordingly. All records will be kept 
for the life of the equipment. The Council expect all Employees to carry out a visual inspection of 
electrical equipment prior to use and to report any defects for repair before the equipment is used. 
No Employee is to knowingly use defective equipment. All Employees will receive sufficient 
instruction in the safe use of all electrical appliances and equipment prior to their first use of it. 

 
5.10.1. Electrical Equipment 
The Council will only permit the use of 110 volt portable and hand held electrical tools. This will 
include Council equipment and equipment that may be used by sub-contractors and the self-
employed. Only in extreme circumstances where specialist equipment is needed, which is not 
available in 110volt form, will 240volt equipment be permitted- and then only under the written 
authorisation of the respective Councillors. 

 
5.11. Abrasive Wheels 
Employees using grinders/cutters will receive abrasive wheels training, this will include, 
recognising potential hazards, safe working practices and inspection procedures. Safe storage 
and handling, and PPE requirements. Records of all training will be kept on file and reviewed as 
necessary. A regular maintenance/service schedule will ensure all equipment provided by the 
Council is suitable for its intended use, as well as identifying defective equipment, which will be 
tagged and removed from service to await repair/replacement. 
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5.12. Vibration 
The Council is aware of the health risks involved with the prolonged use of hand tools of a rotary 
or percussive nature, and that such tools can cause the users various forms of damage, known 
as “hand-arm vibration syndrome” (HAVS). The most common form is the damage caused by 
vibration white finger (VWF). 

 
Various tools can expose Employees to hazards from vibration, these may include: 

 

• Hand held grinders. 
•  Bench grinders (i.e. used for sharpening tools in the workshop). 
• Brush cutters, Strimmers. 
• Lawnmowers 

 
The Council will commit themselves to reducing the risk of HAVS to their Employees and as such, 
will develop a strategy that aims to reduce any identified risk to an acceptable level. This will 
include assessing the risk to Employees and implementing methods that will help reduce the 
hazard, which may include the elimination of the hazard through substitution with a non-
hazardous process.  

 
The Council will also implement the following: 

 
Training & Information 
Provide Employees with suitable training, information and supervision. This will include the use 
of the equipment that they are expected to use and tool box talks on the risks to health from VWF. 

 
Tools & Equipment 
Select equipment and tools that have low vibration properties and obtain, from suppliers, 
information on the amount of vibration that might be expected from the equipment.  Machines and 
equipment will be maintained at regular intervals and any faults rectified as soon as possible, 
which will help reduce vibration problems through the lack of lubrication or worn out parts. 
 
Personal Protective Equipment 
PPE will be provided by the Council, the wearing of gloves will help lessen the effects of vibration, 
but will not remove the problem. Ear protection will be provided and eye protection as required to 
reduce the risk of injury from flying particles. 

 
Work Patterns 
The Council will obtain the vibration levels for equipment and work out the maximum time that an 
Employee can use the equipment in an 8-hour period by using a vibration level chart. The Council 
will monitor work patterns and will reduce, wherever possible, the time which Employees are 
exposed to vibration so that it is within the maximum allowed time. This will be accomplished by 
rotating the work and splitting it between Employees, thereby reducing the effects of vibration on 
each user. The trigger times will be noted by the operative as they will be the one exposed to the 
vibration levels. 
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5.13. Noise 
The Council recognises that there is a statutory duty to control noise and to protect Employees 
and other persons from its effect. Excessive noise can cause permanent damage to the hearing 
of those exposed to it. Noise is also a source of annoyance and disruption and may directly or 
indirectly increase the risks of accidents. Every practical step will be taken by the Council to 
control noise. It is now law that, in any activity where the noise level exceeds 85dBA, Employees 
must wear ear protection when the noise cannot be removed or contained. Failure to wear ear 
protectors under these circumstances could lead to disciplinary action being taken. In any activity 
where the noise level is less than 80dBA, the Employee is not legally obliged to wear ear 
protection but it must be available for their use. 
 
Although all practical methods should be used to reduce noise levels where they remain high ear 
protectors should be worn as appropriate. Ear protectors should be suited to the user and suitable 
for the type of noise. They are only effective if they fit properly, providing a tight seal. They should 
be inspected regularly for damage and stored in a clean place when not in use.  

 
Noise assessments will be carried out as appropriate to monitor the noise levels and the suitability 
of any hearing protection provided. These noise assessments and records will also demonstrate 
the Council’s commitment to identifying noise hazards and removing any unacceptable risks. 

 
5.14. First Aid 
The Council shall provide such equipment and facilities as are adequate and appropriate in the 
circumstances for enabling first aid to be rendered to persons if they are injured or become ill at 
work this will be determined by carrying out a risk assessment of the work environment.  

 
• The Council shall provide suitably-qualified first aid personnel to ensure adequate 

arrangements for first aid.  
• Fully stocked first aid kits will be available at all locations. Council vehicles will also carry a 

first aid kit. The size of the kit will be dependent on the number of Employees and the risks 
identified. 

 
5.15. Fire Safety 
It is our policy to set up and maintain the following fire safety measures: 

 

• To provide suitable and sufficient fire safety training to all Employees which will cover: 
o What to do in the event of a fire. 
o How to use fire extinguishers provided. 
o The location of the fire assembly point. 
o General fire precaution measures. 
o How to raise the alarm and call the fire brigade. 

• Maintain high levels of housekeeping to include the regular disposal of combustible materials. 
• Carry out regular housekeeping inspections at the various premises. 
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5.16. Safety Signs 
If, following a risk assessment, a risk remains after controls are in place, safety signs will be 
displayed warning Employees and visitors of the hazard. 

 
All signs will meet with the UK Regulations regarding colour, size, shape and design and where 
necessary will contain a pictogram as well as words.  
Safety signs are coloured as is shown in Figure 3. 
 

Figure 4: Colour Coding of Safety Signs 
 
 

Mandatory 

 

Warning 

 

Prohibition 

 

Fire 

 

Safe Condition & First Aid 

 
 
 
5.17. Ergonomic and Musculoskeletal Prevention 
The Council is committed to the health and safety of its Employees and will ensure all Employees 
receive the necessary training and are educated about Musculoskeletal Disorders (MSD) risk 
factors and prevention. The Council will integrate (MSD) prevention strategies proactively and 
conduct risk assessments to identify the presence of (MSD) risks.  
Specifically, it is our policy to: - 
• (MSD) training will be included in orientation for new Employees and by way of refreshers for 

existing Employees. Training will include (MSD) awareness and definitions, reporting of 
incidents and risks, the proper use of ergonomic equipment and work organisation strategies. 

• When identified ergonomic hazards and risks through investigation, inspections and reports 
from Employees are identified an ergonomic risk assessment will be conducted by a 
nominated competent person. 

• Where appropriate, prior to decisions being made about the purchase of ergonomic 
equipment. An ergonomic assessment will be conducted. 

• Incorporate (MSD) risks into workplace inspections. 
• Review incident/accident investigation reports related to ergonomics. 
• Review the policy annually. 
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5.18. Display Screen Equipment (DSE) 
It is our policy to comply with the Display Screen Equipment Regulations 1992. Specifically, it is 
our policy to: - 
• Ensure that a suitable and sufficient assessment of workstations will be completed for all 

users, and re-assessments completed as appropriate. 
• Where risks are identified these will be reduced to the lowest extent reasonably practicable. 
• Employees shall be consulted throughout the assessment. 
• Activities of display screen users shall be planned so that their daily work on the display screen 

equipment can be periodically interrupted by breaks or changes of activities. 
• Eye and eyesight tests shall be provided for Employees who use display screen equipment 

upon request (in normal circumstances a maximum of every two years). 
• Where an eye and eyesight test shows that special corrective appliances (normal spectacles) 

are required to correct vision defects at the viewing distance or distances used specifically for 
the DSE work concerned, the cost of those special appliances shall be met by the Council. 
The cost is restricted to payment of the cost of a basic appliance (i.e. of a type and quality 
adequate for its function). N.B. Normal corrective appliances are at the users own expense. 

• Users shall be provided with adequate health and safety training in the use of any workstation 
upon which they are required to work. 

• All Employees and users shall be provided with adequate information about all aspects of 
health and safety relating to their workstation. This will include information on the measures 
taken to reduce any risks. 

• Where a DSE assessment establishes that an Employee who regularly uses a workstation 
requires such equipment as screen-risers or foot-rests these will be provided by the Council.  

 
5.19. Vehicle Safety 
Due to the use of vehicles by Employees the Council recognises the need to assess and reduce 
the risk of injury in every work setting. Hazards to Employees, visitors, contractors and the public 
are assessed and controls put in place. Assessments take into consideration: 

 
• Traffic speeds. 
• Safety equipment that can be fitted to vehicles. 
• Pedestrian and vehicle routes (park areas). 
• Work area layout. 
• Use of loading/ unloading and parking areas. 
• Route planning. 
• Driver competence and health. 
• Driving license checks upon employment and regularly thereafter 
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5.20. Ground Maintenance 
It is the policy of the Council that ground maintenance Employees work in such a way that protects 
their own health and safety and that of other people. Risk assessments will be conducted for all 
grounds maintenance activities and safe methods of working will be documented and 
implemented as a result. These will consider the following hazards which we have identified as 
being of particular relevance to our ground maintenance Employees: - 
• Slipping hazards, especially those which are caused by ice and snow, steep banks and wet 

grass 
• Tripping hazards caused by uneven ground. 
• The use and maintenance of dangerous machinery such as mowers, strimmer’s, chainsaws, 

grinders and tractors. 
• Noise and vibration. 
• Hazards associated with driving ride-on equipment and Council vehicles. 
• The use and storage of flammable liquids. 
• Hazardous substances including pesticides, herbicides, paints, lubricants, cleaning 

substances etc. 
• Biological hazards including Leptospirosis (Weil’s disease - as carried by rats), discarded 

needles and germs from dog faeces and drains. 
• Insects, including bees and wasps. 
• Weather, including exposure to the sun, cold and wet weather and poor lighting. 
• Work at height, including use of ladders, other access equipment, roof access, fragile roofs   

and tree work  
• Manual handling and other ergonomic hazards associated with prolonged working in poor 

postures, e.g. when planting, digging, litter picking etc. 
• Waste disposal, including the potential for bonfires. 
• Roadside working, including the hazards of traffic to our Employee, and the hazards to 

vehicles and passersby from our activities, such as grass cutting and tree work. 
• Electrical/gas hazards from overhead and underground services. 
• Electrical hazards from the use of electrical equipment. 
• Fire hazards arising from the use of fuels and general fire hazards within the workshop. 
• Working alone. 
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5.24. Legionella Management  
The Council is committed to properly maintaining our water systems to prevent the growth of 
legionella bacteria. 
  
 Risk assessment and managerial arrangements 
We have appointed Aquacare Water Hygiene who are located at Quadrant Building, Francis 
Avenue, Bournemouth, Dorset, BH11 8NX as our “responsible person” with responsibility for 
ensuring that the legionella prevention plan is implemented.  They will ensure that a risk 
assessment of our hot and cold-water systems for the purposes of identifying legionella risks is 
carried out.  The assessment will be reviewed periodically and whenever there are changes which 
could invalidate the assessment, we will implement the recommendations arising. 
 
 Routine testing and maintenance 
Routine testing and maintenance will be carried out in accordance with the findings of the risk 
assessment.  In any case this will include routine water temperature checks, de-scaling and 
cleaning of water equipment including showerheads and regular flushing through of outlets not in 
regular use.   
This maintenance and testing programme will be undertaken by Aquacare Water Hygiene.  In the 
event of difficulties in implementing the risk control programme or test results falling outside of 
the required limits, Aquacare Water Hygiene will report this immediately to the respective 
Councillors or Clerk to the Council and action is taken as necessary to resolve the problem. 
 
All plumbing alterations are carried out by trained plumbers to ensure compliance with the Water 
Supply (Water Fittings) Regulations 1999. 
 
 Records and reporting 
Maintenance and testing logs will be kept up-to-date and readily available for inspection. 
Risk assessments will be readily available at the premises to which they relate.  
In the unlikely event of any Employee contracting legionellosis or of the release of legionella 
bacteria we will make any statutory reports required under the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 1995 (RIDDOR). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

25 | P a g e  
 

Marchwood Parish Council Health & Safety Policy June 2017/18 

5.22. Mobile Phones 
Due to the high nature of their use in many working activities the Council has implemented 
guidelines for the safe use of mobile phones. A mobile phone or similar hand-held gadget should 
not be used at any time when it has been identified as unsafe to do so by risk assessment, or at 
any other times identified by the Council. The following are certain activities that during which the 
use of a mobile phone should be prohibited: 

• It is now illegal to use a hand-held mobile phone or similar gadget including satellite 
navigation systems, hand-held computers etc. whilst you are driving, and stationary at traffic 
lights, in a traffic jam or in any other hold up. Hand-held phones may only be carried in the 
vehicle providing they are switched off and not checked during these periods. 

• Whilst in control of any vehicle, including any road-going vehicle, any sort of plant, e.g. 
lawnmower, tractor.  

• Whilst using any hazardous hand-held equipment, e.g. power tools, chainsaws etc. 
• When working in areas where there are vehicle or plant movements. 
• Near to gas, fuel or hazardous chemical storage. 
• In areas in which there are known security issues. 
• Whilst working at height. 
• Whilst handling any hazardous substances. 

Any breach(es) of the above policy will be treated as a serious breach of Council rules and 
may be treated as a disciplinary matter. 

Note. The only occasion under which a hand-held phone can be used whilst driving is to make a 
999-emergency call, but only if it is not safe or practical to stop to make the call. Hands-free sets 
for mobile phones are legal to use. However, we expect all drivers to exercise their judgement in 
deciding when it is safe to make or receive phone calls. Drivers must retain full control of their 
vehicles at all times. 

Note. You can still be personally prosecuted for failing to drive without due care and 
attention, or for dangerous driving. 
  
5.23. Mobile Workers 
Three of our Employees regularly work away from our premises as part of their job. It is our policy 
to ensure that these Employees are not placed at any extra risk because of their job role. To 
achieve this, a risk assessment will be carried out into these different activities. Where necessary, 
steps will be taken to reduce the risks with control measures being introduced where appropriate. 
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5.24. Smoking 
The Council has developed a non-smoking policy to protect all Employees and visitors from 
exposure to secondhand smoke and to assist compliance with the smoke-free legislation made 
under the Health Act 2006. Exposure to secondhand smoke increases the risk of lung cancer, 
heart disease and other serious illnesses. The Council will ensure that all our workplaces are 
smoke-free and that all Employees have a right to work in a smoke-free environment. Smoking is 
therefore prohibited in all enclosed and substantially enclosed premises in the workplace. This 
also includes Council vehicles used by more than one person, even if they are used at different 
times. This policy applies to all Employees, consultant’s, members of the public and visitors. 
Appropriate “no-smoking” signs will be clearly displayed at the entrances to and within the various 
premises, and in all smoke-free vehicles. Disciplinary procedures will be followed if an Employee 
does not comply with this policy. Those who do not comply with the smoke-free law may also be 
liable to a fixed penalty fine and possible criminal prosecution. 
 
5.25. Violence at Work 
The Council will ensure the provision of a safe place and a safe system of work for our Employees 
and others who may be affected by our business activities. We recognize that both violence at 
work and threatening behavior are issues of concern to many Employees and this could have 
health and safety implications for the Council. Due to its importance, this violence at work policy 
also forms part of the Council’s overall health and safety policy. 

 
Violence at work has been defined as “any incident in which the person is abused, threatened or 
assaulted in circumstances relating to their work”. Whilst this definition applies to all Employees 
some may be at more risk than others. In our own working environment, we have identified the 
following groups of Employees as being most at risk: 
• Those who deal directly with visitors and members of the public. 
• Lone workers 
• Those who work within the community, e.g. within the park land. 
 
We also owe visitors such as customers and suppliers similar duties. For us to fulfil these duties, 
we will do the following: 
• Carry out a risk assessment to assess the risks to Employees and other visitors 
• Decide what control measures, if any, are necessary 
• Implement any control measures if the assessment shows that they are necessary 
• Monitor any arrangements to ensure that they are effective. 

 
All Employees have a responsibility to take reasonable steps to ensure that they do not place 
themselves, or others, at risk of harm. Employees are also expected to cooperate fully with us in 
complying with any procedures that we may introduce as a measure to protect the safety and 
well-being of our Employees and visitors. The safety of our Employees is paramount. Should a 
risk assessment identify that Employee training is necessary to reduce the risks, then suitable 
training will be given. The Council recognises that in the event of an Employee being a victim of 
violence, some counselling or other specialist help may be required.  
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5.26. Drugs 
The Council recognizes that non-prescribed drugs are widely available that could have health and 
safety implications for the Council. We are also aware that whilst not developing an addiction, 
some Employees may choose to take them recreationally. As a result, this policy states our 
position on the taking of any non-prescription drugs that are unlawful under the criminal law. Due 
to its importance, this drugs policy also forms part of the Council’s overall health and safety policy. 
Many drugs have side effects that not only affect an individual’s health, but may also compromise 
their safety and that of others. Although the affects vary depending on the drug used, common 
side effects can include a loss of body coordination, forgetfulness and confusion. The potential 
safety risks for all Employees at work are obvious, but a lack of mental alertness is particularly 
important for those in safety critical roles. These include those who operate heavy equipment, 
dangerous machinery and drive vehicles. Due to these risks, no drugs are allowed onto any 
Council premises or to be consumed on them at any time. This includes all areas, both internal 
and external. The prohibition on illegal drugs extends to all activities that are connected with 
Employee’s activities whilst “at work”. These include, but are not confined to the following: 
 
• Driving whilst on Council business 
• On-call/standby duties 
• Overnight conferences/training courses and parties.  
 
A breach of these rules will result in disciplinary action being taken against the individual. It may 
also result in summary dismissal on grounds of gross misconduct. The Council does recognize 
that there may be circumstances when an Employee experiences a drug-related problem that 
requires specialist help. It is our intention to deal with these cases constructively and 
sympathetically. For reasons of health and safety of the individual, or of others who may be at 
risk, we reserve the right to transfer any individual undergoing treatment for drug dependency out 
of a safety critical role. In doing so, the needs of the individual will be considered and wherever 
possible, a suitable alternative post sought. 
 
5.27. Lone Working 
Due to the nature of the risks associated with work activities such as tree work, chainsaw use etc, 
it is the Council’s policy that lone working is not permitted other than in the offices. A minimum of 
two persons are to be at work at any one time.  
 
In non-hazardous environments, such as in offices, lone working can be commonplace; 
nevertheless, Employees are aware of the need to inform their respective Councillors or Clerk to 
the Council of their whereabouts and to seek permission to enter the premises outside regular 
working hours.  

 
Where lone working is a regular occurrence the Council will carry out a risk assessment. This will 
involve checking that lone Employees have no medical conditions that may make them unsuitable 
for working alone. Lone Employees need to be sufficiently experienced and fully understand the 
risks and precautions. The Council will set the limits to what can and cannot be done while working 
alone. The Council will also ensure that Employees are competent to deal with circumstances 
that are new, unusual or beyond the scope of training, for example when to stop work and seek 
advice or how to handle aggression. Procedures will also be put in place to monitor lone workers 
to help keep them healthy and safe. 
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5.28. Sun Protection 
The Councils ground maintenance Employees work activities often means they will be exposed 
to ultra violet rays during their work. To this end the Council will take appropriate steps to reduce 
the known health risks associated with occupational exposure to solar ultra violet rays for 
Employees who work outdoors.  

Employees also have a duty to take care of their own health and safety and cooperate with the 
respective Councillors efforts. Employees should follow workplace sun protection policies and 
procedures as follows: 

• Use supplied engineering controls to provide shade. 
• Use supplied PPE, such as sun protective work clothing. Sun protective hats, SPF+30 

sunscreen, and sunglasses. 
• In extreme conditions, the agreed rescheduling of outdoor work activities with respective 

Councilors. 

5.29.  Shared Premises 
 The Health & Safety at Work Act 1974 places a duty on Employers to take care of their own 
Employee’s health, safety and welfare. Section 3 states that Employer’s must give regard to the 
health and safety of those they do not employ. This duty applies to those sharing premises and 
requires Employers to consider not only the health and safety of their own Employee’s but also 
that of non-Employees who could be affected by their actions. This will include Employees of 
Marchwood Community Association. Regulation 11 of the Management of Health and Safety at 
Work Regulations 1999 places a duty on all Employers sharing a work place to cooperate and 
communicate with each other with the sole objective of ensuring the health and safety of working 
at and visiting the premises. Marchwood Parish Council (Guest) will co-operate with Marchwood 
Community Association (Host) so far as is necessary to enable them to comply with the 
requirements and prohibitions imposed upon them by or under the relevant statutory provisions 
and by part II of the Fire Precautions (Workplace) Regulations 1997. Risk assessments have 
considered differing work activities and how these may affect other occupants of the premises. 
The overall risk assessments should be undertaken by Marchwood Community Association 
(Host) and communicated to Marchwood Parish Council (Guest). 
 
5.30. Pat Testing 
The Council will ensure PAT Testing is carried out on electrical equipment, which will be 
completed by Chris Day, our nominated competent person.  The PAT Test System will include: 
• A polarity test (carried out on extension cables and supply leads to ensure live and neutral 

conductors are wired correctly. 
• An earth continuity test. 
• An insulation test. 
• An earth leakage test. 
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5.31. Contractors 
Contractors we employ to carry out specific works e.g. tree felling, shall at all times observe and 
apply the requirements of the Health and Safety at Work Act 1974 and shall comply with the 
Health & Safety practices and procedures of the Council and in particular, all requirements laid 
down in this policy. Failure to comply with these requirements could lead to the termination of 
the relevant contractor contract and their removal from the premises. The Council, or their 
representatives have the authority to stop any activity, or the actions of any of the contractors if 
it is considered that there is a breach of the Health and Safety at Work Act and its Regulations, 
Codes of Practice or if health and safety guidance notes are not being adhered to, or where any 
hazard exists that presents a risk to others. Under the Health and Safety at Work Act 1974 we 
understand that we can be held responsible for the actions of our contractors and to this end will 
require risk assessments and method statements prior to any work being carried out. 
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6.0. Managing Health & Safety in a Shared Workplaces 
Legal Requirements 
The Management of Health and Safety at Work Regulations 1992 require that where two or 
more Employers share a workplace (either on a permanent or temporary basis), all involved 
must cooperate and coordinate their activities to ensure that all their health and safety 
obligations are met. 
Where one Employer is in overall control of the shared area (known as the ‘Host’) the other 
Employers (known as ‘Guests’) should assist the controlling Employer in assessing shared risks 
and co-ordinating any necessary control measures, primarily by providing information. 
 
Definitions  
Host: Controller of the premises i.e. entire building. 
Guest: Employer within the shared premises. 
 
Responsibilities 
Employers are responsible for the safe management of work within their businesses and 
should ensure that they have established and maintain formal arrangements for 
cooperation with other Employers. This means both ensuring that there are adequate 
arrangements in place to address the safety of guest Employees working in the premises 
as well as the safety of their own Employees. 
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1.0 Building/Workplace Services 
Identify who will be responsible for providing and maintaining the following services within the 
building or specific shared workplace. 
1.1 Utilities i.e. water, electricity, gas MCA 
1.2 Plant i.e. air conditioning, ventilation MCA 
1.3 Security              MCA/MPC 
1.4 Maintenance of general fabric of building/workplace              MCA/MPC 
1.5 Routine maintenance of workplace equipment MPC 
1.6 Fire precautions              MCA/MPC 
2.0 Identification and Management of Risks 
Identify who will carry out the following                                                         
2.0. Arrange for collection and disposal of:  
      Domestic Waste MCA/MPC 
      Hazardous Waste N/A 
2.7. Routine monitoring and inspection of premises MCA 
3.0 Compliance Issues 
3.1 Provision of first aid, first aiders and first aid equipment MPC 
3.2 Statutory maintenance i.e. lifting equipment.             MCA/MPC 
 
Location of Shared Workplace  
Marchwood Community Association 

Description of activities carried out 
Office and community centre 

Effective date of this agreement 
 

Date of review (annual or when any changes) 
 

 
Authorised by                                           . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
                                                                    (Host) 
 
 
                                                                   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
                                                                    (Guest) 
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7.0. Summary of Revisions 
  

  SUMMARY OF REVISIONS 
DATE REVISION NUMBER DETAILS OF REVISION 

   
   
   
   
   

 



 
 

            

  
 
 

 
 
 
 
 
 
 
 
 
 
 

REVIEW RECORD 
 
This risk assessment must be reviewed:  annually; following any change to the locations environment; implementation of new procedures or equipment or 
in the event of an incident or accident. 
   

 
 
 
 
 
 

ACTIVITY: Ground Maintenance DATE OF ASSESSMENT: 05/06/2017 

SITE:  Various Sites ASSESSMENT NO: 01 

ASSESSOR/S: G Randles 

RISK RATING ACTION 

LOW 
 

Activity is minimal risk, no further action required.  Ensure current control measures are maintained 

MEDIUM Specific Safe Systems of Work / Method Statements required for the activity. Standard procedures and controls 
may be adequate but must be specifically assessed in relation to the task. 

HIGH The activity is not to be undertaken without further consultation. A Permit to Work may be required. The risk 
posed is such that priority must be given to altering the design or method of working. 

NAME (Please print clearly) SIGNATURE DATE OF REVIEW  

   

   

   

   

   

http://www.marchwoodparishcouncil.org.uk/


 
 

            

 
Identify the Hazards 

Spot hazards by: walking 
around your workplace; asking 

your employees what they 
think; checking manufacturers’ 
instructions; Don’t forget long-

term health hazards 

Who may be harmed and how 
Identify groups of people. Remember: some 

employees have particular needs; people who 
may not be in the workplace all the time; 
members of the public; if you share your 

workplace think about how your work affects 
others present. 

Say how the hazard could cause harm. 

Risk 
Likelihood 
of severity 
of injury 

Control Measures 
List what is required to reduce the likelihood of harm or make any 

harm less serious. 

Slips and Trips Employees may suffer injury due to slip and 
trips on uneven ground, snow, steep banks and 
wet grass. 

H • Ensure employees wear appropriate safety footwear. 
• Avoid banks, especially in wet conditions. 

• Take care when climbing fences or stiles, particularly in wet 
weather. 

Cutting Grass next to the Road  Employees may suffer serious and or fatal 
injury due to collisions with moving traffic 

H • At all times, be mindful of your environment and the traffic 
conditions. Avoid close proximity to traffic if possible. 

• Work facing the traffic. 

• Wear high visibility clothing of the relevant standard if on or 
near the highway. The highway includes footpaths and verges. 

Needles Employees may suffer cuts and infections. H • Needles must be disposed of in an appropriate container using 
an approved disposal method. 

Broken glass, sharp/rusty 
edges. 

Employees may suffer cuts and infections. M • Suitable gloves to be worn at all times. 

• Use litter pickers to pick up sharp objects. 
• Broken glass or other sharp objects should be swept onto a 

shovel or picked up with a scoop or litter picker. 

Heavy/awkward to handle 
rubbish. 

Employees may suffer pulled muscles and 
strains. 

M • Assess the weight of any load before handling. 
• Use good lifting practices and share the load where possible. 

Animals/ Pests – 
Domestic/Wild 
 

Employees may be exposed to diseases, bites, c 
scratches and stings from animals and insects. 

M • Wear appropriate PPE. 

• Beware of loose dogs. 
• Avoid contact with animals and pests. 
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Identify the Hazards 
Spot hazards by: walking 

around your workplace; asking 
your employees what they 

think; checking manufacturers’ 
instructions; Don’t forget long-

term health hazards. 

Who may be harmed and how 
Identify groups of people. Remember: some 

workers have particular needs; people who may 
not be in the workplace all the time; members of 

the public; if you share your workplace think 
about how your work affects others present. 

Say how the hazard could cause harm. 

Risk 
Likelihood 
x severity 
of injury 

Control Measures 
List what is already in place to reduce the likelihood of harm or 

make any harm less serious. 

Weils Disease, leptospirosis 
 

Employees may suffer illness due to exposure to 
rat urine. 

M • Ensure any cuts or abrasions are covered with a waterproof 
plaster. 

• Thoroughly wash any cuts or abrasions as soon as possible, 
however minor. 

• Wear the appropriate PPE. 

Dog Faeces Employees may suffer illness due to 
Toxocariasis. 

H • Remove using mechanical disposal equipment. Otherwise give 
consideration too: 

• Correct PPE, long handles poop scoop, hoop to hold refuse 
sack open, facilities for washing hands. 

• Ensure employees have received adequate information, 
instruction and training to ensure they are aware of the risks 
and of the precautions they must take to reduce those risks. 

• Adequate facilities should be provided to allow employees 
good personnel hygiene. 

Adverse Weather Conditions. 
(extreme heat, Thunderstorms) 
 

Various health issues H • Cease work in inappropriate/extreme conditions and 
reschedule. 

• Dress for conditions and carry additional clothing. 

• Use supplied engineering controls to provide shade. 
• Use supplied PPE such as sun protective work clothing, sun 

protective hats, SPF+30 sunscreen, sunglasses. 

Vibration Employees may suffer from conditions 
associated with vibration. 

H • Ensure employees complete pre-use checks. 

• Report any high vibration levels and faults. Do not use until 
repairs have been carried out. 

• When selecting new equipment consideration must be given to 
minimizing vibration levels. 

• Implement a rolling maintenance program for high use tools 
that may cause hand arm vibration (HAVS) 
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Identify the Hazards 
Spot hazards by: walking 

around your workplace; asking 
your employees what they 

think; checking manufacturers’ 
instructions; Don’t forget long-

term health hazards. 

Who may be harmed and how 
Identify groups of people. Remember: some 

workers have particular needs; people who may 
not be in the workplace all the time; members of 

the public; if you share your workplace think 
about how your work affects others present. 

Say how the hazard could cause harm. 

Risk 
Likelihood 
x severity 
of injury 

Control Measures 
List what is already in place to reduce the likelihood of harm or 

make any harm less serious. 

Noise Employees may suffer serious or permanent 
loss of hearing. 

M • Assess whether machinery or equipment may be replaced by 
those which are quieter. Any new equipment purchased is 
within these guidelines. 

• Limit the time employees spend completing noisy tasks. 
Provide adequate hearing protection. 

Use of lawn mower, strimmer, 
brush cutting and pruning of 
bushes and small trees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Employees may suffer serious and or fatal 
injury. 

M • Ensure machine guards are in position. 

• Do not attempt any adjustments to machine until power has 
been isolated and machine stopped. 

• Ensure equipment is isolated and any moving parts are allowed 
to stop before any attempts are made to free blockages or 
trapped materials and objects. 

• Inspect equipment for damage and wear prior to use. If 
damaged remove from use. 

• Ensure equipment is maintained as per manufacturer’s 
instructions 

• If using a petrol strimmer use the harness to make use more 
        comfortable 

• Only use equipment for short periods of time e.g. no more 
than 1 hour at a time. 

• Wear appropriate PPE. 

• Inspect area to be mowed/strimmed for wildlife i.e. hedgehogs 
before commencing work and remove large stones and 
rubbish, needles and broken glass. 

• If faeces present then remove with suitable equipment. 
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Identify the Hazards 
Spot hazards by: walking 

around your workplace; asking 
your employees what they 

think; checking manufacturers’ 
instructions; Don’t forget long-

term health hazards. 

Who may be harmed and how 
Identify groups of people. Remember: some 

workers have particular needs; people who may 
not be in the workplace all the time; members of 

the public; if you share your workplace think 
about how your work affects others present. 

Say how the hazard could cause harm. 

Risk 
Likelihood 
x severity 
of injury 

Control Measures 
List what is already in place to reduce the likelihood of 

harm or make any harm less serious. 

Use of lawn mower, strimmer, 
brush cutting and pruning of 
bushes and small trees. 
(continued) 

As above  • If manually loading lawnmower onto vehicle must be 2 people. 
The vehicle must be suitable to carry it. 

• Ensure petrol stored securely in an appropriate container. 

• Fill the mower outside and use an appropriate filling tool such 
as a funnel to prevent accidental spillages. 

• Don't smoke when using a petrol mower and keep all kinds of 
ignition sources well away from the mower and the fuel 
supply. 

• Work must be limited to authorized employees who have been 
trained on the use of the equipment. 

• Adhere to COSHH assessment for safe use of petrol. 

• Select hand held equipment with low levels of vibration to 
minimize the risk of hand arm vibration. 

• Use warning signs to inform other persons that work is taking 
place and cordon off work areas where necessary. 

• Face visor protection to be worn when strimming and impact 
resistant eye defense, must meet EN166 impact rating B. 
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Identify the Hazards 
Spot hazards by: walking 

around your workplace; asking 
your employees what they 

think; checking manufacturers’ 
instructions; Don’t forget long-

term health hazards. 

Who may be harmed and how 
Identify groups of people. Remember: some 

workers have particular needs; people who may 
not be in the workplace all the time; members of 

the public; if you share your workplace think 
about how your work affects others present. 

Say how the hazard could cause harm. 

Risk 
Likelihood 
x severity 
of injury 

Control Measures 
List what is already in place to reduce the likelihood of 

harm or make any harm less serious. 

Using a tractor with 
attachments 

Employees may suffer serious and or fatal injury H • Work must be limited to authorized employees who have been 
trained on the use of the equipment. 

• Carry out pre-use checks prior to use. Checks must include 
steering, clutch, controls and brakes and seatbelt. 

• Clean pedals and foot plates so they are not slippery. 

•  Ensure hydraulic hoses are not pinched or chaffing. 

• Refer to manufacturer’s instructions when coupling and 
uncoupling attachments. 

• Ensure safe access and egress for employee, check step is not 
worn, oily or wet and maintain three points of contact. Always 
use the steps and handholds and use nearside cab door 
whenever you can. 

• Ensure chains are set correctly when attachments are 
connected to the tractor. 

• Ensure all are trained in safe use of attachments  

• Never stand between the tractor and other machinery. 

• Never stand with feet under, on or near draw-bars. 

• Ensure that guards are in place – check they are properly 
chained and lubricated/greased. 

• Report any faults immediately. 

• Do not use a machine with a damaged PTO shaft guard. 

• Before carrying out adjustments, ensure that PTO is 
completely disengaged, all movement has ceased, the engine 
is switched off and you are safe to stop. 

• Before entering onto a highway clean all loose soil from the 
machine. 
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Identify the Hazards 
Spot hazards by: walking 

around your workplace; asking 
your employees what they 

think; checking manufacturers’ 
instructions; Don’t forget long-

term health hazards. 

Who may be harmed and how 
Identify groups of people. Remember: some 
workers have particular needs; people who 

may not be in the workplace all the time; 
members of the public; if you share your 

workplace think about how your work affects 
others present. 

Say how the hazard could cause harm. 

Risk 
Likelihood x 
severity of 

injury 

Control Measures 
List what is already in place to reduce the likelihood of 

harm or make any harm less serious. 

Using a tractor with 
attachments (continued) 

 H • Be aware of the height of the tractor and any attachments 
regarding to height, take note of warning signs, barriers posts 
and warning tapes. 

• Use caution when working on slopes 

• Ensure shaft guards, stand off guard for head, to relevant 
BS/CEN standard 

• Guard drives/run on points to relevant BS/CEN standard. 

• Ensure the head is designed to direct debris away from tractor; 
provide/specify guards for cab 

• Ensure the head cowl is designed to direct ejected flails away 
from tractor. breakaway head and freely rotating flails reduce 
flail ejection; design to prevent head touching ground 

• In case of accidental start up ensure the control levers 
automatically return to neutral (either when released or when 
power disengaged depending on operational requirements) 

• Ensure weight distribution/recommended tractor ballast 
weight range, when arm is at maximum reach to ensure tractor 
stability. 

• Ensure hydraulic controls have a failsafe system, overrun alarm 
and braking system to avoid unexpected overrun. 

• Ensure any counter weights, if used, are adequate.  
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