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Health and Safety Policy Statement

Brandon & Byshottles Parish Council is committed to achieving high standards of health and safety for all
members of staff, councillors, visitors, members of the public, agency workers and contractors who may be on
the premises, and it understands that maintaining strong Health and Safety practices is vital for carrying out its
responsibilities efficiently and economically. It recognises its obligations under the Health and Safety at Work
Act 1974 and other relevant statutory provisions outlined in this policy (Legislation). Consequently, the Council
commits to fulfilling these obligations to the best of its ability by integrating robust health and safety
management practices into all its operations.

The primary aim of this policy is to reduce health, safety and welfare risks for its employees, volunteers, the
wider public and other stakeholders affected by its activities, while also minimising environmental risks. Every
reasonable effort will be made to establish a safe working and community environment. It is the duty of Parish
Council members to implement this policy and ensure that health and safety concerns are given precedence in
both planning and day-to-day supervision of work activities.

All members of staff are expected to co-operate in implementing this policy on the Council’s premises and
across all Council activities and to ensure that their own work is conducted without posing risks to themselves or
others, as far as reasonably practicable. All members of staff, volunteers, agency workers and contractors’
employees engaged by the Council must familiarise themselves with this policy and the importance of adhering
to its objectives.

Duties and Responsibilities of Brandon and Byshottles Parish Council
The responsibility for health and safety rests with everyone, from The Clerk through to each individual member of
staff.



Overall and final responsibility for health and safety within the business is that of Brandon and Byshottles Parish
Council as a corporate body.

Duties and Responsibilities of Parish Councillors
Parish Councillors share responsibility for implementing this Health and Safety Policy, overseeing day to day
operations, and ensuring insurance policies are up to date.
They will ensure that:
e Staff receive and understand the Health & Safety Policy on appointment.
¢ Council activities comply with health and safety objectives.
o Employment contracts include relevant health, safety, and environmental obligations.
e Staff are trained and competent for their roles.
e Staff are aware of hazards and follow safety procedures.
e Only competent or supervised individuals carry out high risk tasks.
o Safe working methods are followed.
e Contractors and suppliers meet legal safety standards.
e Allaccidents are recorded, reported, and investigated.
e Regular safety inspections and record keeping are maintained.

Duties and Responsibilities of the Parish Clerk
The Parish Clerk is responsible for ensuring all delegated health and safety duties are carried out in line with this
policy.
They will:
e Communicate the policy to staff and consult regularly.
e |dentify risks and implement appropriate control measures.
e Assess training needs and ensure staff are competent and supervised.
e Conductregular workplace and equipment inspections.
e Ensure contractors and agency workers are properly checked and managed.
e |nvestigate all incidents, take corrective action, and report to the HSE where required.

Duties and Responsibilities of Members of Staff
Staff must comply with the Council’s Health & Safety Policy and relevant legislation, including the Health and
Safety at Work Act 1974.
They are required to:
e Take reasonable care of their own health and safety and that of others.
o Be physically and technically capable of their duties.
e Use safety equipment properly and not misuse or interfere with it.
e Reportall accidents and near misses promptly to the Parish Clerk.
o Cooperate in incident investigations.
e Seek advice or assistance when unsure or untrained for a task.

Duties and Responsibilities of Contractors and/or Agency Workers
Contractors and agency workers must:
¢ Actsafely and comply with the Council’s Health & Safety Policy.
o Follow all relevant laws, regulations, and Codes of Practice.
¢ Use safe, well maintained tools and equipment with valid inspection and insurance certificates.
e Report any injuries on site immediately to the Parish Clerk and record them.
e Ensure all electrical equipment has a valid PAT certificate.
e Provide risk assessments and method statements before starting work.

Duties and Responsibilities to Visitors and Members of the Public
Brandon & Byshottles Parish Council owes a duty of care to members of the public and other visitors to the
Council’s premises and areas of the Parish under its control. The Council will endeavour to ensure, so far as is



reasonably practicable, that safe access and egress is available and that these areas are maintained in a safe
condition.

Accident Reporting

The Council actively monitors accidents and near misses to reduce incidents. The Parish Clerk must be notified
immediately of any such event involving staff, councillors, visitors, contractors, or the public on Council
premises or during Council activities.

Allincidents must be recorded promptly in the Accident Book. The Parish Clerk will ensure compliance with
RIDDOR regulations.

Accidents and near misses will be investigated, with recommendations made to the Council as needed. Reports
will be shared at Personnel Committee meetings.

Procurement of Materials, Equipment & Contractors

Anyone who purchases or hires materials, equipment or contractors on behalf of the Parish Council must ensure
that they have read and fully understand this Health and Safety Policy. All suppliers are asked to provide full
information on any hazards associated with the equipment or materials supplied and any precautions required.
This information must then be passed on to the Parish Clerk in order to be recorded.

Violence/Personal Safety

So as to avoid violence and aggression from members of the public or contractors, all members of staff should
avoid getting into a confrontational situation. Always remain polite, but back off from situations that are
potentially dangerous. If you feel it is required, please call the police. Any incidents should be reported to the
Clerk.

Emergency Equipment

Council premises will be equipped with sufficient emergency resources including fire extinguishers, first aid kits,
emergency exits, and evacuation signs. These will be regularly checked, maintained, and replenished as needed
to ensure they are always ready for use in an emergency.

Monitoring and Review

The Parish Council will conduct regular monitoring and evaluation of its health and safety performance through
inspections, audits and incident investigations. This proactive approach will enable the identification of potential
issues, trends, or areas for improvement, thereby facilitating timely intervention and corrective action.

This health and safety policy will be subject to review to assess its effectiveness, relevance and compliance with
legislative requirements.

This Health and Safety Policy will be reviewed at least annually and revised as necessary to reflect changes to the
Council’s activities and any changes to legislation. Any changes to the Policy will be brought to the attention of all
employees.

Date approved on: 19" September 2025
Minute number: 85



APPENDIX A: HEALTH & SAFETY ARRANGEMENTS

1. INTRODUCTION
This appendix explains how staff members and other stakeholders of Brandon & Byshottles Parish Council can
assist in addressing relevant Health and Safety issues relating to the various aspects of the Council's business. It
also gives details, guidance, and assurance regarding the way the Council supports and manages the health,
safety and wellbeing of its staff and other stakeholders in the conduct of its business.

2. HAZARD CONTROL
Brandon & Byshottles Parish Council endeavours to control any hazards that have the potential to cause harm.
Hazards can arise from work activities, e.g. use of machinery or chemicals, or as a consequence of the work
environment, e.g. poor lighting, working at height, poor housekeeping, etc. Any hazard identified must be
reported to a manager. The following principles should be followed to prevent harm employees or other people:
¢ Do not take the risk of an accident at work.
e Don'ttake chances - observe the “precautionary principle”.
e Bevigilant and report any potential hazard to your supervisor or manager.

Risk Assessment and Management

Brandon & Byshottles Parish Council will undertake systematic risk assessments across its operations to
identify potential hazards, evaluate associated risks and implement appropriate control measures. These
assessments will be conducted regularly, with particular attention given to new activities, changes in working
practices, or emerging hazards.

Upon identification of risks, the Council will implement control measures to minimise or eliminate hazards
where reasonably practicable. This may include the provision of suitable training, implementation of safe
systems of work, provision of personal protective equipment (PPE) and maintenance of equipment and facilities
to ensure their safe operation. Appendix B provides more information on Risk Assessments.

Safe System of Work
A formal, clear procedure resulting from the examination of a task and its component steps, is a definition of a
Safe System of Work (SSOW).

Brandon & Byshottles Parish Council will ensure that SSOW are developed for all work activities. Procedures
such as a Permit to Work system will be established and implemented where a task(s) requires specific control
processes. Staff members and other workers will be informed of The Safe System of Work for the tasks they will
be undertaking and are encouraged to raise any questions or concerns about performing their tasks.

Training and Information

The Council is committed to providing health and safety training to all employees and volunteers, where
required. This training will be tailored to the specific roles and responsibilities of individuals, encompassing
topics such as hazard awareness, safe working practices, emergency procedures and the proper use of
equipment and machinery.

Relevant health and safety information, including policies, procedures, and emergency protocols, will be
communicated effectively to all staff. This information will be accessible through various channels, ensuring that
individuals are well informed and equipped to fulfil their health and safety obligations.

3. FIRE SAFETY
Brandon & Byshottles Parish Council will appoint a suitably qualified and competent person to carry out a fire
risk assessment and action plan of the building, in accordance with the Regulatory Reform (Fire Safety) Order
2005. The assessment will be reviewed regularly and updated as necessary to ensure the ongoing safety of staff,
visitors, and premises. (example attached as APPENDIX C)
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The Council will also nominate a Responsible Person, in accordance with the Fire Safety Order, who will have
overall responsibility for ensuring fire safety duties are fulfilled in accordance with the Fire Risk Assessment and
Action Plan.

In the event of fire, the safety of life will override all other considerations, such as saving property or
extinguishing the fire.

In order to prevent fire and to minimise the likelihood of injury in the event of a fire the Council will:
e Assess the risk from fire at the Council’s premises and implement appropriate control measures.
e Ensure good housekeeping standards are maintained to minimise the risk of fire.
¢ Provide and maintain safe means of escape from the premises.
e Provide a fire evacuation procedure for all buildings.
o Provide and maintain appropriate fire fighting equipment.
o Regularly stage fire evacuation drills, inspect the means of escape and test and inspect fire fighting
equipment, emergency lighting and fire detection and alarm systems.
o Provide adequate fire safety training to employees.
¢ Make arrangements for the safe evacuation of deaf or otherwise disabled persons.
¢ Make arrangements for ensuring all visitors are made aware of the fire evacuation procedures.
o Displayfire notices.
e Keep fire safety records.

The Council does not require anybody to attempt to extinguish a fire, but extinguishing action may be taken if it is
safe to do so. Immediate evacuation of the building must take place as soon as the evacuate signal is given. All
occupants, on evacuation, should report to the designated assembly point. Re-entry to the building is strictly
prohibited until the fire brigade or a senior person present declares it is safe to do so. Staff members are
encouraged to report any concerns regarding fire procedures so that they can be investigated and remedial
action taken if necessary.

4. FIRSTAID
The Council is committed to providing sufficient provision for first aid to deal with accidents and injuries that
arise at work.

To achieve this objective the Council will:
e Appoint and train members of staff in first aid.
o Display first aid notices with details of first aid provision.
e Provide and maintain suitable and sufficient first aid boxes.

Appointed Person

The Appointed Person duties include:
e Taking charge when someone falls ill or is injured, including calling an ambulance if required.
e Looking after and maintaining the first aid box and contents.

The Appointed Person will not be required to provide treatment for which they have not been trained.

First Aiders

First aiders are qualified staff who have received training and passed an examination in accordance with HSE
requirements. Staff trained in first aid will be provided with refresher training at regular intervals to keep their
skills up to date.



First Aid Boxes

First aid boxes will be provided within the Council premises to ensure there are adequate supplies for the nature
of the hazards involved. All boxes will contain at least the minimum supplies suggested by L74: First Aid at Work
Approved Code of Practice. Only specified first aid supplies will be kept. No creams, lotions or drugs, however
seemingly mild, will be kept.

5. PERSONAL PROTECTIVE EQUIPMENT (PPE)
The Parish Council is responsible for assessing hazards, providing suitable PPE, and ensuring staff are trained
in its correct use.

Staff must use PPE properly, attend training, and report any defects.

The Council complies with the PPE at Work Regulations 1992.

Risk assessments determine the need and type of PPE provided.

PPE meets relevant safety standards and is regularly inspected and maintained.
Training covers proper use, limitations, maintenance, and emergency procedures.
Instruction materials accompany all PPE.

Damaged or worn PPE will be replaced promptly.

Records of PPE provision, training, inspections, and replacements are maintained.

6. PROVISION AND USE OF WORK EQUIPMENT
The Council will ensure all equipment is:

Suitable for its intended use and work conditions.

Properly maintained and inspected and supplied with instructions, and staff trained in safe use.
Used following risk assessments, with supervision if needed.

Assessed for safe operation and covered by emergency procedures.

Staff must:

e Use equipment correctly and only as intended.

e Report defects or hazards to the Parish Clerk.

e Not bring unapproved equipment onto premises.

e Follow safe work practices and equipment instructions.

7. ELECTRICAL AND GAS SAFETY
Brandon & Byshottles Parish Council will provide a safe working environment in line with electrical and gas
safety regulations. Staff must follow safety procedures, report hazards, and attend any required training.

The Council complies with the Health and Safety at Work Act 1974 and WEEE regulations, ensuring all
electrical systems are safe and electronic waste is responsibly disposed of. Regular inspection, testing, and
maintenance of installations and portable appliances will be carried out.

The Council is also committed to:

Reducing fuel and material waste.
Improving efficiency and lowering emissions.
Minimising risks to staff, the public, and the environment.

Electrical Safety Inspections/Installations
Electrical equipment and installations will be regularly inspected by qualified contractors. Risk assessments will
be completed before any electrical work to identify and manage potential hazards.

Gas Installations and Appliances
The Council will ensure all gas work is carried out by qualified operatives registered with the Gas Safe Register
(GSR), in line with regulations and official guidance.



Gas Leaks

Gas leaks can cause fire or explosions. Staff must stay alert to the smell of gas, especially near gas appliances. If
a leak is suspected, they must raise the alarm by calling The Northern gas Network on 0800 111 999 and follow
the fire alarm procedure.

8. DISPLAY SCREEN EQUIPMENT (DSE)

Brandon & Byshottles Parish Council is committed to supporting the health and wellbeing of staff who regularly
use DSE, in line with the DSE Regulations 1992.

The Council will:

e Provide safe, ergonomic workstations and necessary equipment.
e Require staff to complete and review DSE self assessment.

e Offer guidance on proper workstation setup and posture.

e Encourage regular breaks to reduce strain and fatigue.

o Address any reported discomfort or issues promptly.

e Provide access to occupational health support if needed.

Staff must follow DSE guidance, report concerns, and take part in training as required.

9. WORKING AT HEIGHT

Brandon & Byshottles Parish Council staff are not required to carry out any work at height. This section applies
solely to contractors engaged by the Council. Contractors are responsible for carrying out their own risk
assessments for any work at height, ensuring appropriate control measures are in place, and must hold valid
insurance covering such activities.

10. MANUAL HANDLING
Manual handling involves lifting, carrying, pushing, or moving objects by hand or body force, and can cause injury
if done incorrectly.
Brandon & Byshottles Parish Council will:
e Carry outrisk assessments and provide training and equipment.
e Monitor compliance with safe practices and investigate incidents.
e Staff, contractors, and agency workers must:
e Follow safe handling procedures and use equipment properly.
e Attend training and report any concerns or incidents promptly.

11. LONE WORKING
Brandon & Byshottles Parish Council will, as far as reasonably practicable, protect staff required to work
alone. Risk assessments will identify tasks that can be safely undertaken without supervision, considering
location, communication, potential for violence, and possible injury.

Staff attending off-site appointments will be provided with a mobile phone. If the appointment is at the end of
the working day and they are not returning to the office, they must notify a colleague or councillor once they
have left safely.

Staff must follow the Lone Worker Policy for full procedures and guidance.

12. WELFARE FACILITIES
Brandon & Byshottles Parish Council will provide clean, accessible welfare facilities for staff, including:

¢ An area with tea making facilities, drinking water, a microwave, and fridge.



e Clean, well stocked washrooms with toilets, handwashing facilities, and sanitary disposal.
e Regular cleaning and restocking of all facilities.
¢ Inclusive design to meet the needs of all individuals, where possible.

13. SMOKING ON COUNCIL PREMISES
Brandon & Byshottles Parish Council premises, including buildings, vehicles, and designated outdoor areas, are
smoke free and vape free.

Smoking or vaping is not permitted, and non compliance may lead to disciplinary action. The Council is
responsible for enforcing this policy.
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. STRESS

Work related stress occurs when job demands exceed an individual’s ability to cope. Causes include workload,

jo
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b insecurity, and conflicts.
e Brandon & Byshottles Parish Council promotes open communication, recognises stress signs, and
provides support to staff.
e Staff are responsible for monitoring their stress, seeking help, and supporting a positive work
environment.
¢ The Council aims to maintain manageable workloads with realistic deadlines and available resources.
o Anopen door policy encourages staff to raise concerns with line managers or Council members.

. DRUGS AND ALCOHOL MISUSE
Brandon & Byshottles Parish Council has a zero tolerance policy on drug and alcohol misuse on Council
premises.
The use, possession, sale, or distribution of illegal drugs or controlled substances is strictly prohibited.
Alcohol may only be consumed at authorised events.
Breaches of this policy may lead to disciplinary action, including exclusion or dismissal, in line with Council
procedures. Support may be offered where appropriate to encourage compliance.

DRIVING WHEN WORKING
The Council is committed to the safety of staff who drive for work. All drivers must hold a valid licence, have
appropriate business use insurance, and follow safe driving practices.

Staff must:

e Inform their line manager of any driving offences.

e Ensure vehicles are roadworthy, serviced, and maintained.

e Planjourneys safely, considering weather, traffic, and road conditions.

¢ Follow the Highway Code and avoid unsafe behaviours (e.g. speeding, phone use, or driving under the
influence).

e Report accidents, near misses, or incidents promptly. These will be reviewed to prevent recurrence.

17. CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (CoSHH)
The Council is responsible for identifying hazardous substances, carrying out risk assessments, implementing
control measures, and ensuring staff receive appropriate training in line with the Control of Substances
Hazardous to Health (CoSHH) Regulations 2002.
All staff, contractors, and agency workers must:
¢ Follow safe working practices and use PPE as instructed.
¢ Never handle hazardous substances without proper training.
e Reportany concerns orincidents to their line manager or safety officer.
¢ Read labels, wear issued PPE, and dispose of substances safely.



18. BEHAVIOUR AT WORK

The Council does not tolerate violent, aggressive, or intimidating behaviour, including physical, verbal, or
psychological abuse (e.g. shouting, swearing, or harassment).

Everyone including staff, councillors, and members of the public must treat each other with respect. Disputes
should be resolved through appropriate channels, not in public.

To manage risks, the Council will:

Conduct risk assessments and publicise its zero tolerance approach;
Maintain secure premises, especially during lone working;
Communicate clear procedures for dealing with incidents;

Train staff and provide support where needed;

Record and review all incidents to improve safety.

19. CONTROL OF WASTE MATERIALS
The Council is responsible for ensuring effective waste management and compliance with relevant
regulations. This includes providing appropriate facilities, informing staff, and ensuring waste is handled
safely.

Staff must follow waste procedures, including segregation, safe handling, and reporting any issues.

The Council will:

20.

Separate recyclable, non recyclable, hazardous, and organic waste;

Use licensed waste carriers for disposal;

Promote recycling and reuse where possible;

Ensure hazardous waste is identified, handled, and disposed of safely, in line with WEEE and other
regulations;

Keep records of waste collections, disposal, and any incidents.

LEGISLATION
The following legislation may affect Brandon & Byshottles Parish Council members of staff, Councillors,
visitors, contractors and agency workers. This is not a definitive list, other legislation may be relevant.

The Health and Safety At Work Etc. Act 1974

The Management Of Health and Safety At Work Regulations 1999
Provision and Use Of Work Equipment Regulations 1998

Health and Safety (Display Screen Equipment) Regulations 1992

Health and Safety (Consultation With Employees) Regulations 1996

The Safety Representatives and Safety Committees Regulations 1977
Health and Safety (First Aid) Regulations 1981

Workplace (Health, Safety and Welfare) Regulations 1992

Personal Protective Equipment At Work Regulations 1992 (As Amended)
Personal Protective Equipment Regulations 2002

Reporting Of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)
Control Of Substances Hazardous to Health Regulations 2002 (COSHH)
Fire Precautions Act 1971

Fire Precautions (Workplace) Regulations 1997

Offices, Shops and Railway Premises Act 1963

Electricity at Work Regulations 1989

Waste Electrical and Electronic Equipment Regulations 2013

Building Safety Act 2022



21. HEALTH AND SAFETY EXECUTIVE (HSE)
The Council recognises the Health and Safety Executive (HSE) as the statutory enforcement agency. Any site
visits by statutory inspectors will be acknowledged and appropriate cooperation provided.
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APPENDIX B: RISK ASSESSMENTS

Risk Assessment involves identifying the hazards present on the Council premises or arising out of any Council
activity and evaluating the extent of the risks involved to employees and others, taking into account existing
precautions and their effectiveness. A hazard is something with a potential to cause harm and can include articles,
substances, plant or machines, methods of work and the work environment. Risk is the likelihood of harm from that
hazard being realised. Risk increases with the number of people exposed to the hazard and also with the potential
severity of the harm, i.e. the resultant injury or ill health effect. If there are no hazards there are no risks.

The regulations require that risk assessments are ‘suitable and sufficient’ in that they should identify all the
significant hazards present and that they should be proportionate to the risk. The assessment should cover all risks
that are reasonably foreseeable. The risk assessment must identify all those people who may be affected by the
hazard, whether they are workers or others, e.g. Councillors or members of the public.

Health and safety law does not demand absolute safety when considering what safety controls are required but
measures taken should go as far as is ‘reasonably practicable’ in terms of a balance between risk and costs; the
greater the risk the greater the need to commit resources in terms of time and money to remove or control the risk.
Risks may be controlled in various ways, so determining the effectiveness of those controls is a necessary part of
the risk assessment process. It is a legal requirement that the significant findings of risk assessments and
consequent control measures are brought to the attention of staff members and itis recommended that other users
of the premises are also informed of them as appropriate.

Carrying out risk assessments

It is important that the person carrying out a risk assessment is competent. This means that the person must have
the necessary skills and knowledge gained through experience and training and may have qualifications that enable
them to make sound judgments. They should:

e be competent

¢ have knowledge and experience of working procedures in practice, potential dangers and strengths and
weaknesses of existing precautions

¢ have knowledge and experience of how to solve problems identified by the assessment

e beina position to give the commitment, co-operation and resources required to implement the assessment
results.

The five stages of risk assessment (a risk assessment template is included below)

Step 1 - Identify the Hazards

Look for hazards by walking around the workplace. List the hazards that could reasonably be expected to cause
harm. Ask for the opinion of employees as they may have noticed things that are not immediately obvious.
Examples of hazards include:

e Cables trailing over floors

e Filing cabinet drawers left open

e Work benches which are too high or too low

e Loads which have to be moved manually

Step 2 - Identify Who May Be Harmed and How

List groups of people and individuals who may be affected by the hazards e.g.:
e Members of staff

e Councillors

e Members of the public

e Agency workers or contractors’ employees
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Particular attention should be paid to vulnerable persons, e.g. those with protected characteristics, visitors, and
young persons.

Step 3 - Evaluate and Control the Risk

Evaluate the risks arising from the hazards and decide whether existing precautions are adequate or if more
should be done. When evaluating the extent of the risk, account should be taken of the chance of some harm
occurring (likelinood), the likely severity of this, and the number of people who could be affected. The formula is:
Severity x Likelihood = Risk.

Even after all precautions have been taken some risk may remain.

Ensure the precautions in place meet standards set by legal requirements, comply with a recognised standard,
represent good practice, and reduce (mitigate) the risk as far as is reasonably practicable.

Where additional controls or further action are necessary to reduce the risk, decide what more could reasonably
be done by adopting the following principles:

e Avoid the risk completely

e FEvaluate risks which cannot be avoided

e Combatrisks at source

e Adapt work to the individual

e Make use of technology

o Replace the dangerous with none or less dangerous

e Develop an overall prevention policy

e Give priority to measures which protect the greatest number of people
e Give appropriate information and instructions to members of staff.

Implement an Action Plan
Once the level of risk has been determined and the control measures needed to reduce or eliminate the risk
established, an action plan should be drawn up with timescales for implementation of the control measures.

Step 4 - Record Your Findings

The significant findings of the assessment must be recorded since these provide evidence that something has
been done, it is also a legal requirement. Keep any written assessments for future reference and ensure that
members of staff are informed of the findings and control measures, either existing or additional, that have to be
observed and used. In some circumstances the findings of the risk assessment should also be given to others
who could be affected, e.g. councillors, visitors, agency workers, contractors’ employees, etc.

Step 5 - Monitor and Review the Assessment

It is important that the control measures are monitored and that records are kept. Aregular review of the
assessments should be made to take into account any changes to the methods or systems of work. You should
also review the assessment following any accident or incident, where there has been a significant change to the
work, if new information comes to light, or if there is any other reason to believe that it may no longer be valid.

Following the review, additional control measures should be implemented if required. Even if there are no

significant changes since the original risk assessment, it should be regularly reviewed to confirm that it is still
relevant and valid.
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Risk Assessment Template

Name of Parish Council

P20 Lo =TT SR

F N (=T I T T 1= o PR

Under Additional Controls you should note the measures that are needed to reduce the risk to an acceptable

level and record when they have been implemented.

Hazard/Risks

Existing
Controls

Likelihood
L

Severity
S

Risk Rating
LxS

Additional
Controls

Likelihood Rating
1=Low (Seldom) 2=Medium (Frequently 3 =High (Certain or near certain)
Severity Rating

1 =Low (Minor cuts and bruises) 2 — Medium (Serious injury — off 3 days)

3 = High (Fatality or a number of persons seriously injured)

Risk Rating = Likelihood x Severity

1/2=Low Priority 3/4=Medium Priority 6 /9 =High Priority
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APPENDIX C: FIRE RISK ASSESSMENTS

A Fire Risk Assessment (FRA) is a statutory requirement that involves a structured and methodical evaluation of
premises, activities conducted within them, and the potential for fire to cause harm to individuals in or around
the building.

The primary aim of the Fire Risk Assessment is to:
e |dentify potential fire hazards;
e Evaluate the risk to people and property;
e |Implement control measures to prevent or mitigate the risk;
e Ensure the safety of all building users, especially vulnerable persons.

Under the Building Safety Act 2022, the following legal duties apply:
The Responsible Person (as defined in the Regulatory Reform (Fire Safety) Order 2005) must:
o Maintain a fully completed Fire Risk Assessment, using a recognised checklist or template;
¢ Record the identity and competence of any individual or organisation engaged to carry out or review the
FRA;
¢ Record the fire safety arrangements that demonstrate how fire safety is managed;
e Provide and update current contact information.

Competent Persons
e One or more competent persons must be appointed to carry out the fire risk assessment.
e Competency includes adequate training, experience, knowledge, and understanding of fire safety
principles.
e The assessment must be conducted in a practical and systematic way and cover the entire premises,
including:
o Offices and workspaces
Storage areas
Corridors and stairways
Emergency exits
Outdoor locations
Infrequently used areas

o O O O O

The assessment must consider all relevant persons, especially those who may be vulnerable or at increased risk,
including persons with disabilities. Significant findings and recommended actions must be communicated to all
building users and, where necessary, to neighbouring premises to ensure coordinated emergency procedures.
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Example of Fire Risk Assessment Checklist

forits records.
Premises Owner:
Responsible Person:
Address of Premises:
Number of Floors:
Number of Employees:
Assessor:

Date of Assessment:

Fire Risk Assessment Checklist — The Council must keep a copy of this completed fire risk assessment

Electrical installations and equipment YES | NO

Are fixed installations periodically inspected and tested every five years?

Are electrical equipment and appliances periodically inspected and tested?

Is the use of trailing leads and adaptors avoided where possible?

Smoking YES | NO

Are adequate measures in place to stop people from smoking on the premises?

Are ‘No smoking’ signs provided?

Are suitable arrangements in place for those who wish to smoke outside the premises?

Arson YES | NO

Are the premises adequately secured to prevent unauthorised access?

Are combustible materials, waste and refuse bins stored safely?

Heating systems and portable heaters YES | NO

Are fixed heating systems subject to periodic maintenance?

Are portable heaters subject to periodic inspection and used safely?

Cooking YES | NO

Are adequate measures taken to prevent fires from cooking?

Housekeeping YES | NO
Is the gtandard of housekeeping adequate to avoid accumulation of combustible materials and

VAVraeSéZ.mbustible materials kept separate from ignition and heat sources?

Isitensured that all contractors who undertake work on the premises are competent and

qualified?

Dangerous substances YES | NO

Are measures in place to control fire hazards arising from use and storage of dangerous

substances?

Other significant fire hazards YES | NO

Are there any other significant fire hazards in the premises?

]I(f the answer to the above questions is yes, identify each hazard and control measures to reduce the likelihood of
ire

Means of escape YES | NO

Are all escape routes kept clear of obstructions to enable people to escape safely?

Are all fire exits easily and immediately openable?

Are distances of travel considered reasonable?

Are suitable precautions in place for allinner rooms?

Is ade’;:]uate fire protection provided to stairways, including provision of self-closing, fire-resisting

i?g:Zésonable arrangements in place for the safe evacuation of any disabled persons on the

premises?

Means of giving warning in case of fire YES | NO

Is there a suitable electrical fire alarm system?

Are automatic smoke/heat detectors provided and is the extent and coverage considered
adequate?
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Manual fire extinguishers YES | NO
Is there reasonable provision of fire extinguishers?

Emergency escape lighting YES | NO
Is there a reasonable standard of emergency escape lighting to illuminate escape routes?

Fire safety signs and notices YES | NO
Is there a reasonable standard of fire exit signage and fire safety signs?

Are fire action notices provided and sited in prominent locations?

Management of fire safety YES | NO

Has someone been appointed to manage fire safety?

Are procedures in the event of fire appropriate and properly documented?

Are allemployees given regular instruction and training on the action to take in the event of a fire?

Are fire wardens appointed and given additional training to carry out their roles?

Are daily checks carried out to ensure exit routes are kept clear and fire exits remain easily
openable?

Are monthly and annual testing routines in place for the emergency escape lighting?

Are weekly testing and maintenance and servicing routines in place for the fire alarm system?

Are fire extinguishers subject to annual maintenance?

Are records of testing and maintenance maintained?
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FIRE SAFETY ACTION PLAN

If any of the above boxes are ticked with a NO, the deficiencies should be described below,
along with a proposed action for rectification.

ITEM:

DEFICIENCY:
PROPOSED ACTION:
TIMESCALE:

PERSON RESPONSIBLE:
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