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Whilst this document may be printed, the electronic version maintained on the 
Billinghay Parish Council website is the controlled copy. Any printed copies of 
this document are not controlled. 
 
© Billinghay Parish Council.  Not to be reproduced without written permission. 
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1. DOCUMENT CONTROL SHEET 
 

Purpose of 
document: 

 To detail the Parish Councils health and safety intent and the 

responsibilities of all parties concerned. 

Dissemination: This policy will be disseminated to all staff and council 
members and be made available on the parish website 

Implementation: This document will be accessible via the parish council 
website and is applicable to all staff and council members. 

Review:  This document will be reviewed in 2024 unless there are   

 significant changes in legislation or practice in which case it 

 will be reviewed earlier. 

Documents replaced 
or superseded by 
this document: 

Nil 

This document 
supports (enter 
Standards and 
Legislation: 

 The Health and Safety at Work etc. Act 1974 
Management of Health & Safety at Work Regulations 1999 
The Safety Representatives and Safety Committees 
Regulations 1997 
The Health and Safety (Consultation with Employees) 
Regulations 1996  
Managing for Health & Safety HSE HSG65 
  

Key related 
documents: 

Nil 

Financial 
Implications: 

This document has no financial implications for the Billinghay 
Parish Council. 

Key word search  Health, safety 
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3. Introduction 
 
a. Billinghay Parish Council (hereafter referred to as the council) recognises that the 
maintenance of a safe place of work and safe working environment is critical to the 
continued success of the Council. Accordingly, we view our responsibilities for health and 
safety as very important alongside our other organisational responsibilities. The Council 
requires all employees, Councillors and others who may be affected by council activities to 
equally accept their responsibilities as part of the development of a true safety culture. The 
Council aims to ensure the achievement of high standards in relation to the provision of 
our health and safety arrangements. 
 
b. The management of health and safety is an integral part of everyone’s role. All 
employees, Councillors and others who may be affected by council activities are required 
to adopt the approach laid out in the Management of Health and Safety at Work 
Regulations 1999. These state the need for hazard identification, risk assessment and the 
implementation of control strategies aimed at reducing accidents, injuries and ill health. 
 
c. The requirements of the Health and Safety at Work etc Act 1974 and other 
legislation and guidance will form part of the minimum standards to be achieved by the 
Council. The Council will aim to: 
 

i. Prevent accidents and cases of work-related ill health. 
 
ii. Manage health and safety risks in our workplace. 
 
iii. Provide clear instructions and information, and adequate training, to ensure 
employees are competent to do their work. 
 
iv. Provide personal protective equipment as required. 
 
v. Consult with our employees on matters affecting their health and safety. 
 
vi. Provide and maintain safe plant and equipment. 
 
vii. Ensure safe handling and use of substances. 
 
viii. Maintain safe and healthy working conditions. 
 
ix. Implement emergency procedures, including evacuation in case of fire or 
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other significant incident. 
 
4. Responsibilities of the Council 
 
a. All employees and Councillors are reminded of their statutory duty to take 
reasonable care for the health and safety of themselves and others who may be affected 
by their actions. This includes co-operating with arrangements and procedures introduced 
in the interests of health and safety and not interfering with or misusing anything provided 
in the interests of health and safety. 
 
b. The Council has the ultimate responsibility for ensuring that it fulfils its legal 
responsibilities, that the Policy’s objectives are achieved and that effective management is 
in place to secure its implementation and review as appropriate. To these ends delegated 
authority is given to the Parish Clerk to ensure the allocation of the resources necessary to 
maintain sound and efficient health and safety arrangements on an operational basis.  
 
5. Responsibilities of Parish Clerk 
 
a. The Parish Clerk will act as the ‘Competent Person’ in general matters of health and 
safety in accordance with Regulation 6 of the Management of Health & Safety at Work 
Regulations 1992. The Competent Person will provide advice to employees and 
Councillors on a wide range of health and safety issues, including the implementation of, 
and adherence to, this Health and Safety Policy and any arrangements made under it. 
 
b. The Parish Clerk will ensure that: 
 

 i. Staff implement the requirements of the Councils health and safety policy. 
 
ii. Assets are maintained, repaired and operated in a safe manner 
 
iii. All risk assessments are undertaken and safe systems of work established, 
for all tasks and places of work and that the significant outcomes of the risk 
assessments are made known to employees and any other parties who may need 
to be made aware. The requirement for Risk Assessments for pregnant employees 
is detailed in PCD026 Maternity and Paternity Leave Policy. 
 
iv. All current and past risk assessments are stored using an appropriate format 
for recording the relevant risk assessments. 
 
v. That risk assessments are reviewed regularly, or immediately after an 
accident / “near miss” incident or change in work process. 
 
vi. Authorised, qualified and competent people are assigned tasks and that 
appropriate safe systems of work are in place with consideration to any potentially 
vulnerable people (e.g. expectant and nursing mothers, young persons and persons 
with a disability) and any appropriate levels of supervision are provided. 
 
vii. Accidents, near misses, ill health and incidents of violence or abuse are 
reported to full council and are investigated. 
 
viii. All employees accept their own health and safety responsibilities and that 
induction and training initiatives are developed which provide safe work practices 
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considering hazardous operations, substances, machinery or equipment 
 
ix. Appropriate personal protective equipment is made available (free of 
charge), suitable and worn as identified by the process of risk assessment, and that 
records are held of this equipment and it is replaced as required. 
 
x. Appropriate action is taken and prompt attention given on any representation 
submitted by any employee who has comments or concerns regarding health and 
safety. 
 
xi. Existing fire procedures for occupied premises are adhered to in accordance 
with the landlords (NKDC) Evacuation Policy 
 
xii. They undertake regular checks to ensure that fire exits, corridors, stairs, 
landings and walkways in offices are kept clear at all time 
 
xiii. They identify training needs through the risk assessment and performance 
review processes. 
 
xiv. The Council’s Health and Safety Policy is available to all new and temporary 
employees and volunteers, and that health and safety awareness is included in the 
Council’s induction training. 
 
xv. They maintain corporate accident and near miss incident sheets 
 
xvi. They review accident and incident data to identify trends and any appropriate 
remedial as necessary. 

 
6. Responsibilities of Employees. 
 
a. All employees have a duty to take reasonable care of their own health and safety 
and that of others and to co-operate with their manager on health and safety issues. All 
employees must ensure that they will: 
 

i. Carry out all work and tasks in the prescribed manner and follow any 
training, information and instruction provided. 
 
ii. Use equipment correctly at all times and not intentionally or recklessly 
interfere with or misuse anything provided in the interests of health, safety or 
welfare (for example firefighting equipment, protective guards or devices, personal 
protective equipment, warning signs, etc.). 
 
iii. Familiarise themselves with the evacuation procedures on the sites that they 
work from or visit regularly. 
 
iv. Make themselves familiar with the Health and Safety policy, health and 
safety information any other documents provided for their safety. 
 
v. Wear or use appropriate personal protective equipment as provided; report 
immediately to the Parish Clerk all accidents, incidents, unsafe acts or damage 
including any “near misses”. 
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vi. Co-operate in the investigation of accidents with the objective of introducing 
methods to prevent re-occurrence. 
 
vii. Inform the council if they are pregnant at the earliest opportunity or as 
detailed in PCD026 Maternity and Paternity Leave Policy. 
 

b. In addition, all employees must report any of the following to the Parish Clerk: 
 

i. Incidents of any pain or discomfort arising out of the carrying out of their work 
activity. 
 
ii. Any physical injury resulting from the carrying out of their work activity. 
 
iii. Any incident of violence or abuse aimed at the employee. 
 
iv. All cases where work equipment or personal safety equipment becomes 
defective. 
 
v. Take part in risk assessments, workplace inspections and audits when 
necessary. 
 
vi. Observe safe systems and methods of working at all times, avoiding taking 
short cuts which would entail unnecessary risks. 
 
vii. Ensure that when driving while at work that they are fit to do so and drive in a 
safe and proper manner. 

 
7. Responsibilities of Contractors. 
 
a. Contractors will be reminded of all their legal obligations, including the reporting of 
accidents and “near miss” incidents. All contractors must take reasonable care to make 
sure that their employees and others are safe in and about their work, and competent to 
undertake the work required. All contractors must ensure that: 
 

 i. Their employees are competent, and craftsmen have received adequate 
training to enable them to safely perform the job. 
 
ii. Adequate supervision of untrained staff or young workers. 
 
iii. Safe plant, i.e. equipment and appliances in good working order safe 
systems of work 
 
iv. Adequate third-party liability insurance as specified by any contract.  
 

b. Any employee of the Council, who brings in a contractor to carry out works for or on 
behalf of the Council, is responsible for ensuring that contractor, and any sub-contractors 
they may appoint, are competent to undertake the necessary works. They must also 
ensure that suitable systems are in place before the works start to ensure the contractor 
undertakes work as per their own documented health and safety procedures, and that all 
works are carried out in a safe manner. 
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8. Responsibilities of agency staff and volunteers.  
 
a. Agency staff and volunteers will be reminded of their legal obligations, including the 
reporting of accidents and “near miss incidents”. All agencies and voluntary agencies 
(where involved) must ensure the individuals they appoint to work for us are competent to 
undertake the work required. 
 
 
 


