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1. Preface 
 

 

Harrow Council, as an employer, recognises its legal responsibility to secure as far as is 
reasonably practicable the health, safety and welfare of its employees, service users, 
contractors, and visitors. The Council aspires to achieve excellence in this by implementing and 
effectively maintaining a robust safety management system that will permit safe work practices 
without compromising the health, safety and wellbeing of employees, the general public and the 
environment. 

 
This Policy and in conjunction with local documents, Codes of Practice (CoP) and Guidance Notes 
(GNs) will highlight how health and safety is managed across the Council as well as define Senior 
Management roles and responsibilities. 

 
2. Statement of Intent 

 

 
Harrow Council is committed to ensuring the health and safety of our employees, our 
residents, and others who may be affected by our work activities and will take all reasonably 
practicable steps to minimize the incidence of all workplace risks. 

 
This policy reflects our intent to comply with health and safety legislations in our work and 
behaviours thereby demonstrating an ongoing and determined promise to continuous 
improvement of health and safety. 
Our employees, contractors and stakeholders will be made aware of and provided 
adequate resources to implement this policy even as we all share a personal responsibility 
in complying with the Councils policy and procedures. The health and safety policy will be 
implemented by the corporate health and safety performance plan. 
The councils’ approach to satisfying this commitment will be driven by; 

 
a. Implementing the HSG65 ‘Managing for Health and Safety’ Management 

System to ensure compliance with health and safety legislations. 
b. Establishing active and open dialogue between all employees, residents, 

contractors, trade unions and other stakeholders. Health and safety will be 
integrated into our communications, wherever appropriate. 

c. Ensuring health and safety roles and responsibilities are defined as 
necessary within job descriptions. 

d. Provision and allocation of adequate resources to health and safety at all 
levels 

e. Provision of comprehensive and relevant information, instruction, training, 
and supervision to ensure employees have the knowledge and competence 
required to meet their individual and collective responsibilities 

f. Carrying out suitable and sufficient risk assessments for all work activities, 
ensuring appropriate control measures are established, communicated, and 
implemented. 

g. Monitoring of accident/incidents/near miss and other cases of work-related ill- 
health, prioritizing investigations, and taking corrective actions to prevent a 
reoccurrence. 

h. Demonstration of leadership in health and safety by senior management 



4  

ensuring systems are in place and people within their services are 
empowered to freely raise health and safety concerns with management. 

i. Provision and maintenance of plants and a place of work or (premises under 
council control) that is safe and without risks to health with safe access and 
egress and appropriate facilities to maintain welfare at work 

j. Ensuring Managers are proactive in managing sickness absence using the 
Occupational Health Service (OHS) and Health surveillance is conducted as 
appropriate 

k. Promoting Health and Wellbeing at Work by encouraging a work life balance and 
healthier lifestyles such as 

 walk or cycle to work 

 provision of healthy eating options 
 discounts for staff at local leisure centre 

 support to employees who want to quit smoking. 
 

The Health and Safety Policy will be reviewed at least every year, or more frequently should there 
be a significant incident or any major changes to legislation, operations, or personnel. 

 
The Chief Executive has overall responsibility for health, safety, and welfare. Their day-to- 
day management is the responsibility of management and supervisory personnel. 
Employees share a responsibility to co-operate with management, and in accordance with 
the Health and Safety at Work etc. Act 1974, to ensure their own safety and the safety of 
those affected by their activities. This includes not intentionally or recklessly interfering with 
or misusing anything provided for their health or safety. 

 
 

Sean Harris Graham Henson 
Chief Executive Council Leader 
Date: 26th March 2021 Date: 26th March 2021 
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Harrow Council 

Chief Executive 

3. Scope 
 

 

Harrow Council’s Health and Safety policy applies to all employees and premises under 
the Councils control. This is inclusive of school and agency staff. This policy also 
extends to third parties who interact with the council such as consultants, contractors, 
service users and volunteers. 

 
4. Responsibilities for Health and Safety 

 

 

The council will coordinate its health and safety arrangements around existing corporate 
structure with clearly defined roles and responsibilities for efficient health and safety 
management. 

 

 

Harrow council, as an employer has the overall statutory responsibility for occupational health 
and safety. 
Consequently, the council will 
 Recognize significant health and safety risks faced by the Council 
 Have oversight over strategic decisions and their implication on health and safety 
 Establish appropriate communication and assurance systems to support this policy 

including its review and council uptake. 
 

Elected Members 
The Leader of the Council and Harrow Council Cabinet Members have overall responsibility for 
the control, direction and allocation of resources that are made available to manage health and 
safety. Where necessary, they will ensure that they take competent advice when considering 
matters relating to health and safety matters. Members are legally responsible for health and 
safety matters. Failure to comply with the requirements of current health and safety legislation will 
render them liable to prosecution under section 37 of the Health and Safety at Work etc. Act 1974. 

 

 

The Chief Executive has delegated authority from Harrow Council for the delivery, management 
and performance of this health and safety policy and ensuring that all health and safety matters 
are brought to the attention of the Elected Members. 

 
Specifically, the Chief Executive shall. 

 
a. Implement and endorse this policy as a visible demonstration of ownership and ensure its 

values are communicated 
b. Appoint the Corporate Director-Community with responsibility for overseeing the day-to- 

day management of health and safety on behalf of the Council 
c. Allocate suitable resources for the management of health and safety 
d. Agree on how this policy will be measured, monitored, and reported through the setting of 

appropriate key performance indicators and to review such performance data, celebrating 
achievement and taking corrective action where targets are not being met 

e. Determine a health, safety and wellbeing risk profile for the Council and agree an 
appropriate internal auditing program to reflect this profile 

f. Ensure that the statutory requirement to monitor health and safety issues affecting all 
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Corporate Health and Safety Board (CHSB) which should incorporate Trade Union 
representatives 

g. Continually review health and safety performances, make decisions where required and 
communicate results to staff 

 

The Corporate Director-Community  
 

The Corporate Director-Community is responsible for leading the council’s vision for a safe, 
secure, and healthy work environment. 

 
Specifically, the Corporate Director-Community shall. 

 
a. Act as the person with responsibility for overseeing the delivery of the day-to-day 

management of health and safety on behalf of the Council 
b. Advise the Council on the preparation and revision of the its Policy Statement for Health 

and Safety; the appropriate organisation and arrangements necessary to meet the policy’s 
aims and objectives 

c. Ensure that the Corporate Health and Safety Performance Plan is implemented and 
suitably disseminated 

d. Ensure that a safety management framework is in place, to enable the appropriate health 
and safety policies and procedures to be developed, maintained, monitored, and reviewed 

e. Encourage a practical approach to managing health and safety and imbue a positive 
health and safety culture among employees 

f. Ensure that all employees have access to competent health and safety advice 
g. Ensure that the required level of ‘competent’ persons are maintained within the directorate 

given the higher operational risk levels within certain areas of the directorate. 
h. Act as Chairperson for the Corporate Health and Safety Board (CHSB) and ensure that 

health and safety information is disseminated throughout the organisation and to escalate 
health and safety matters to the Corporate Strategic Board (CSB) and to the Employees 
Consultative Forum (ECF), if required 

i. Ensure that health and safety is promoted throughout all services and at all stages, 
including recruitment selection and training 

j. Regularly consult with employees through their Trade Union or other representatives with 
respect to changes that may affect their health, safety, and wellbeing. 

k. Coordinate the preparation of the Corporate Health and Safety Board (CHSB) meetings 
and management reports and ensure effective consultation with the ECF. 

 
 
 
 
 

Corporate Directors  

Corporate Directors are responsible for implementation and compliance with this Policy within 
their Directorates along with any specific health and safety Policies, Codes of Practice and Safe 
Systems of Work (SSoW) where required. 

 
Specifically, the Corporate Director shall, 

 
a. By leadership and personal example foster positive attitudes towards health, safety, 

welfare, and security throughout their Directorates, such that their beliefs and commitment 
to health and safety become the shared values of all employees 
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b. Have oversight of health and safety performance in their areas of responsibility and 
actively contribute to achieving the overall health and safety strategic aims, including the 
delivery of the Corporate Health and Safety Performance Plan 

c. Support the Corporate Director-Community with responsibility for the lead health and 
safety role and champion Directorate employees with health and safety remits, to ensure 
that the Health and Safety Management System is adequately monitored and is effective. 

d. Ensure that a Health and Safety Board for their Directorate is in place, which should have 
a chairperson appointed and comprise of relevant Trade Union representatives. The 
Board should also incorporate the Terms of Reference agreed by the CHSB. 

e. Agree with Divisional Directors and Heads of Service targets for health and safety 
performance, in support of the Council’s overall strategy, the Corporate Health and Safety 
Performance Plan and Health and Safety Management System. 

f. Designate a named officer (Premises Manager) to be responsible for management of 
those buildings occupied by them or by more than one Directorate or agency and ensure 
that these responsible persons are adequately trained. 

g. Determine the health and safety responsibilities and safety critical roles of all employees 
in their Directorate are identified and incorporated within the employees’ role profile or job 
descriptions. 

h. Ensure suitable and sufficient consultation with the appropriate employee representatives 
with regards to health and safety matters. 

i. Be responsible for ensuring that this Policy and the Directorate Policy are communicated 
and understood by all employees in their Directorate 

j. Ensure adequate resources are available for health and safety measures in order to meet 
corporate responsibilities. 

k. Ensure that the appointed Safety Champion attend the Corporate Health and Safety board 
committee. 

 
 
 

Divisional Directors and Heads of Service  
 

Divisional Directors and Heads of Service have responsibility for ensuring that health and safety 
risks are managed in such a way as to meet Council aims and to ensure legal compliance as 
the minimum standard. 

 
Specifically, the Divisional Directors and Heads of Service shall. 

 
a. Prepare, implement, monitor, and periodically update their Divisional and Service Health 

and Safety Plans and ensure that the Council’s Health and Safety Management System is 
maintained. 

b. Carry out suitable and sufficient risk assessments of the existing & new premises, plant, 
machinery etc. and appropriate action taken to effectively control the identified hazards. 

c. Deliver the agreed targets on health and safety performance, including the Divisional 
Health and Safety Performance Plan, in support of the Council’s overall strategy, the 
Corporate Health and Safety Performance Plan and the Health and Safety Management 
System. 

d. Identify the resources necessary to meet health and safety obligations under the corporate 
and Directorate Safety Policy and making recommendations to their Corporate Director 
where an inadequacy of resources is identified. 
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e. Ensure that all accidents involving or have the potential to cause injury or harm to persons 
or damage to property are reported and investigated and any corrective action is taken to 
prevent recurrence. 

f. Ensure all contracts are adequate in terms of health and safety provisions and that 
contractors are monitored to ensure they meet corporate standards. 

g. Ensure that the appropriate information, instruction and supervision are provided to enable 
all employees to avoid hazards and contribute positively to their own and others safety, 
health and welfare at work. 

h. Ensure liaison with other employers, including contractors and occupiers of shared 
premises to ensure effective cooperation for the exchange of “user” information to permit 
compliance with Corporate Policy. 

i. Ensure compliance with Site Fire and Security Plans and allocating sufficient resources to 
meet the requirements of those plans in their work area and ensuring that emergency 
arrangements are in place to protect employees and others against risk of imminent danger 

j. Ensure that employees are competent and capable of performing their duties to the 
required standard with the provision of adequate training to ensure that competency is 
assured and maintained. 

k. Make suitable arrangements for consulting with employees on health and safety matters 
and in accordance with legal standards i.e. through regular recorded team meetings and 
ensuring that health and safety is a standard item on the agenda at these meetings. 

l. Obtain advice and support from the Corporate Health and Safety Team and / or the 
Occupational Health Service as may be needed. 

 
 

Corporate Health, Safety and Compliance Manager  

 
The Corporate Health, Safety and Compliance Manager (CHSCM) is the councils appointed 
‘competent person’ regarding health and safety management. 

 
This role is to ensure that the health and safety of employees and those that engage with Council 
are not adversely affected by Council activities or processes, so far as is reasonably practicable, 
whilst promoting the highest quality of health and safety practice and continuous improvement 
across the Council’s wide spectrum of activities; so meeting all its legal and moral obligations in 
this regard 

 
Specifically, the Corporate Health, Safety and Compliance Manager shall. 

 
a. Define the content of this Policy, additional corporate health and safety related policies 

and guidance documents, which will be reviewed yearly or earlier, if required. 
b. Design, plan, and execute the Corporate Health and Safety Performance Plan (CHSPP) 
c. Provide adequate advisory support to ensure compliance throughout the Council 
d. Ensure that Senior Management are aware of their responsibilities in meeting health and 

safety objectives and targets 
e. Manage the corporate accident / incident database; preparing accident statistics; 

producing management reports and disseminating these as may be required 
f. Produce an action plan for Corporate Strategy Board (CSB) and Corporate Health and 

Safety Board identifying key risks to the organisation 
g. Set corporate performance standards and key performance indicators 
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h. Be the primary point of contact with external health and safety regulatory bodies and 
agencies. 

 
 
 
 

Head of Property and Facilities Management  
 

The Head of Property and Facilities Management has overall accountability for Corporate property 
related health and safety matters, except for properties managed by third party contractors on 
behalf of the Council, and leased properties, as appropriate. 
Specifically, the Head of Property and Facilities Management shall. 

 
a. Be responsible for managing the design, construction, installation, security, maintenance 

(including cleaning), inspection, decommissioning, demolition and refurbishment, as 
appropriate, of the Council’s non-domestic property portfolio, ensuring compliance with 
health and safety requirements including statutory obligations, i.e. asbestos management, 
fire safety compliance arrangements, control of legionella etc.; 

b. Conduct and compile a comprehensive suite of records of fire risk 
assessments/inspections, asbestos; registers/management/demolition/refurbishment 
surveys and plans, water quality control inspections and reports, etc. to be held both 
centrally and onsite for property and facilities management, duty holder and enforcing 
authority purposes. 

c. Ensure that suitable communication methods are established for liaison with all Premises 
Responsible Person who have been delegated with the day-to-day management of 
individual sites & properties and that these managers receive suitable information, support 
and assistance to effectively manage these buildings safely and in the decision making 
process when planning any changes to buildings 

d. Ensure that roles and responsibilities are set out and adhered to in lease and sub- lease 
agreements, including maintenance and repair obligations, fire safety, asbestos and 
legionella management, etc. 

e. Ensure adequate ‘control of contractors’ arrangements, including access to, permit to work 
and confined space working systems, etc. are in place to discharge (a) – (c) above; and, 

f. Act as temporary duty holders, ensuring that roles and responsibilities are set out for let 
agreements and out of hours access to Council premises to third parties. 

 
For the purposes of the corporate estate, this role falls to the Facilities Management Team within 
Community. 
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Head of Human Resources  

In terms of this Health and Safety Policy, the Head of Human Resources supports employee 
wellbeing and has responsibility for ensuring: 

 
a. The adequate provision of Occupational Health Services, including pre- employment 

health screening, medicals, vaccinations, health surveillance, etc. in consultation with 
Corporate Health and Safety. 

b. The adequate provision of Employee Assistance support 
c. Appropriate people policies and procedures are developed, maintained and monitored for 

work-related stress, driving at work and alcohol and drugs. 
d. The provision of health promotion initiatives within the Council to promote employee health 

and wellbeing. 
 
 

Responsible Person/Site Health and Safety Duty Holder  

In additional to normal managerial duties, employees who have control of premises or sites as 
part of their role (duty holders) shall undertake statutory health and safety related duties. 
Technical support for these duties will be provided by the property and facilities management 
team but the management of the duties are the responsibility of the Duty Holder. 

 
In order to ensure that responsible person/site health and safety duty holders can fulfil their duties 
and responsibilities under the corporate health and safety policy, the tasks involved in managing 
these premises may be delegated to other persons e.g. head teachers in schools, members of 
staff, managing agents or other external organisation, provided that they have the necessary 
competence, resources and have Council approval to perform these roles. 

 
Specifically, responsible person/site health and safety duty holders shall ensure that. 

 
a. All health, safety and welfare risks under their management are identified, assessed, and 

controlled, with specialist input from corporate health and safety advisers and others, 
where required. 

b. That the requirements in this Policy are communicated and followed by all employees and 
third parties, including service users. 

c. Health and safety training needs analysis is carried out, and suitable training is delivered 
within appropriate timescales, including induction training. 

d. That workplace inspections are carried out each quarter (termly in schools), and that these 
are documented and, where required, remedial action is acted upon and delivered within 
appropriate timescales, that workplace inspections are carried out each quarter (termly in 
schools), and that these are documented and, where required, remedial action is acted 
upon and delivered within appropriate timescales 

e. Ensure compliance with Site Fire and Security Plans and sufficient resources are allocated 
to meet the requirements of those plans in their area, ensuring emergency arrangements 
are in place to protect all employees and others against risk of imminent danger 

f. Report and primary investigation of adverse events or conditions – injuries, work-related 
ill health, diseases, dangerous occurrences (‘near misses’); and any 
premises/plant/equipment hazards, damage or defects (corporate health and safety shall 
conduct significant adverse event investigations, as appropriate). 
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Community Schools Governing Body and Headteachers  
 

Governing Body 
The governing body's responsibility is to approve the strategic vision for the school, working in 
partnership with the Headteacher and promoting continuous improvement in the performance of 
the school health and safety performance. The governing body has legal duty under the Health 
and Safety at Work etc. Act 1974. 

 
Headteachers 
In accordance with Health and Safety legislation, the Employer is accountable for the Health 
and Safety of school staff and pupils. The day to day running of the school is delegated to the 
Headteacher and the school management team. In most cases they are responsible for 
ensuring that Health and Safety risks are managed effectively. 

 
Schools must seek competent advice and support to ensure they meet their health and safety 
duties. The provision of competent health and safety advice and support from qualified health 
and safety professionals is offered to schools through the Service Level Agreements (SLA’s). 

 
Specifically, Headteachers shall. 

 
a. Put in place suitable organisational arrangements for implementing, monitoring, and 

controlling the health, safety and welfare of staff and pupils. 
b. Undertake suitable and sufficient risk assessment on all school activities, where there is 

no relevant model risk assessment, obtain competent advice to undertake a suitable and 
sufficient risk assessment. 

c. Appoint an educational visit coordinator from their staff to advise and co-ordinate offsite 
educational visits and ensure that risks to pupil health and safety during off-site visits are 
adequately assessed and controlled. 

d. Appoint a designated person for fire safety to ensure there are adequate fire safety 
arrangements, including a written fire emergency plan. 

e. Make arrangements for the security, repair, and maintenance of the premises, including 
the proper selection and control of contractors, and ensure any defects are made safe 
without delay. 

f. Make arrangements for machinery, plant, and equipment to be maintained in a safe 
condition, including tests and inspections required by law, and keep records. 

g. Provide adequate information and instruction to employees, including the first aid 
provision and the fire evacuation procedure. 

h. Arrange for appropriate training in health and safety, and certification where required, 
and keep this up to date. Health and Safety must be a standard part of any new 
employee’s induction. 

i. Make sure that staff that supervise hazardous activities are suitably qualified and 
experienced. 

j. Undertake regular inspections of the workplace and working practices and report the 
findings to the Governing Body. 

k. Keep a record of accidents and report all accidents to the Harrow Council corporate 
health and safety team using the online SHE Assure incident reporting system 

l. Undertake prompt investigation of major accidents and take immediate action to prevent 
a recurrence. Record your investigation using the online SHE Assure incident reporting 
system. 

http://www.sheassure.net/harrow
http://www.sheassure.net/harrow
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Managers and Supervisors  
 

Employees that manage staff in any capacity are responsible for ensuring that activities carried 
out under their control are in accordance with Corporate Policies and procedures and in 
compliance with statutory provisions. 

 
Specifically, managers and supervisors shall. 

 
a. Deliver targets on health and safety performance as agreed with their Divisional Director 

or Head of Service, including their Service’s Health and Safety Performance Plan, and 
where required, their Directorate Health and Safety Performance Plan, the Corporate 
Health and Safety Performance Plan and Health and Safety Management System 

 
b. Managers and supervisors to develop, amend and review all their operational Risk 

Assessments and that managers communicate those risk assessments to their staff for 
understanding of those risks and what control measures are required to undertake their 
duties safely. 

 
c. Ensure all health and safety risk are identified, assessed, controlled/mitigated, and 

reviewed, as appropriate, with specialist input from corporate health and safety advisors 
and others including the Council occupational health provision, where required. 

 
d. Use and promote systems of communication to ensure all employees are involved in 

contributing to the safety of their work and workplace by giving feedback on existing safety 
rules and procedures 

 
e. Provide suitable and sufficient information, training, and supervision to ensure that all 

employees avoid injury / ill-health and contribute positively to their safety, health & welfare 
and that of others and monitor compliance 

 
f. Inspect the workplace at least quarterly; taking appropriate action to remedy the 

identified hazards; reporting those hazards that cannot be remedied to the line manager 
so that further action is carried out as may be required 

 
g. Ensure timely involvement of Occupational Health support to promote health at work and, 

where appropriate, to enhance the effective return to work of absent employees 
 

h. Ensure that Safe Systems of Work are devised and put in place and that staff have been 
suitably and sufficiently trained. Ensuring that the distinction between Safe Systems of 
Work (SSW) and Standard Operating Procedures (SOP) is fully understood. 

 
i. Ensure that Corporate Directors and Divisional Directors / Heads of Service are aware of 

any shortfalls in relation to a lack of resources, training requirements and support that may 
be required 

 
 
 
 

Employees  

All employees have a duty to take reasonable care whilst at work, ensuring not to endanger 
themselves or others that may be affected by their acts or omissions and to cooperate with 
management so as a high standard of health and safety throughout Harrow Council is achieved. 



 

Specifically, employees shall. 
 

a. Ensure they are aware of, understand and follow those parts of the health and safety 
management system, Codes of Practice and Guidance Notes which relate to their area of 
work. 

 
b. Also ensure that they are familiar with and understand the following. 

o Any necessary action concerned with fire and fire drills at their place of work 
o The first-aid arrangements and facilities available at their place of work. 
o The corporate accident / incident / near-miss reporting procedures. 

 
c. Avoid conduct that would put themselves and others (including visitors, contractors, the 

public and persons on work experience) safety, health, and wellbeing at risk of injury 
d. Attend any training provided and putting into practice all instruction intended to ensure 

safety whilst at work 
e. Not miss-use safety equipment and protective clothing provided, utilizing these in 

accordance with instructions or training received and immediately reporting any defects to 
their supervisor / manager 

f. Operating only those items of plant / equipment for which they have received training and 
are authorized to use 

g. Following any control measures identified within the risk assessments relevant to their 
work 

h. Complying with disciplined work procedures as detailed either in writing or verbally by their 
manager or supervisors and to ensure such instructions and training that is given is fully 
understood before commencement of work 

i. If in doubt, to query any matters regarding health and safety by contacting corporate health 
and safety service 

j. Using the correct tools and equipment for the task/s and ensuring that these tools are 
maintained in good working order therefore reporting any defects immediately to their 
supervisor / manager 

k. Report all accidents, incidents and near misses, in accordance with the corporate accident 
/ incident reporting procedure 

l. Cooperating with management in evaluating risks and suggesting ways to improve health 
and safety performance 

m. Refraining from 'horseplay', cutting corners, and taking unnecessary risks whilst 
undertaking their tasks 

n. Assisting management by ensuring that other employees, particularly new employees, are 
aware of the procedures, Safe Systems of Work and any potential hazards that are likely 
to be created during the work activity 

o. Ensuring that, where vehicles are used for work purposes, then these must be maintained 
in a safe and roadworthy condition and any materials and equipment carried in the vehicle 
should be appropriately secured thus in compliance with the related statutory regulations 

p. Not consuming any alcohol, recreational drugs or any other substances that may impede 
their mental and physical state of mind 

 

If you have any doubts about your health and safety responsibilities in your workplace, you must 
seek clarification from your supervisor or line manager. You may also seek guidance from your 
Trade Union Safety Representative or the Corporate Health and Safety Team. 
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Safety Representatives  
 

Safety Representatives have legal recognition under the SRSC Regulations 1977. They are 
elected by Trade Union members recognised by the Council and have a duty to represent their 
members (employees). Functions of a Safety Representative include: 

 
a. Conducting investigations of potentially significant hazards and dangerous occurrences in 

the workplace and to examine the cause/s of an accident 
 

b. Investigating complaints raised by any employee they represent relating to the employee’s 
health, safety or welfare. 

 
c. Making representations to management on matters arising from the two above duties or 

any other legitimate health and safety concerns 
 

d. Carrying out inspections of the workplace at agreed intervals, having given reasonable 
notice to the responsible manager 

 
e. Reviewing information from Health and Safety Inspectors and others on behalf of 

employees whose health and safety they represent 
 

f. Attending health and safety meetings and where necessary, ensuring that their members 
are adequately represented. 

 
 
 

Third Parties  
 

This policy also relates to third parties who interact with the council such as consultants, 
contractors, service users and volunteers. 

 
Specifically, they are to. 

 
a. Act in accordance with the council’s guidance on third parties with respect to the 

management of their health and safety 
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Training 

Risk assessment 

Risk Register 

Accident / incident reporting and investigation 

5. Arrangements for the Management of Health and Safety 
 

 

Health and safety training will be provided for all staff as part of their induction and subsequently, 
repeated periodically as part of their mandatory training through Training Academy and E- 
Learning Pool. 
Other specialist training necessary for staff with specific health and safety responsibilities in each 
workplace will be identified through the risk assessment process and staff appraisals. This 
includes 
e.g. Fire Warden, First Aider, Legionella and Asbestos Awareness. 

 
The Health and Safety training matrix can be referred to as an aid to help identify mandatory and 
recommended health and safety training for your staff. This can be found on SharePoint 
http://our.harrow.gov.uk/worksites/corporateHS/Lists/training/AllItems.aspx 

 
 

Risk assessment is the key to effective and sensible health and safety management. The findings 
from risk assessments will be used to identify, prioritise and control risks at all levels in the 
company. 

 
Managers will ensure that all significant hazards in their workplace / work activities under their 
control have been suitably risk assessed and that any subsequent risks are adequately controlled. 
Risk assessments will be reviewed at least every year, or more frequently should there be a 
significant incident or any major changes to legislation, operations, or personnel. 

 
Risk assessments should be uploaded or carried out using the councils health and safety 
management software, SHE Assure 

 
 

If a risk has been identified as being high or may have a major impact and/or be detrimental to 
service users, staff and the organisation, the Corporate Risk Register must be updated. All high 
risks that have been placed on the risk register should be reviewed regularly until resolved. 

 
The risk register is managed by the Corporate Risk Management team they update it quarterly 
for the Corporate Strategic Board (CSB). The Corporate Health and Safety Compliance 
manager updates the Risk Register on health and safety risks quarterly. 

 
 

All accidents / incidents and ‘near-misses’ should be recorded, reported, and investigated in 
accordance with the company’s Incident Reporting Policy. 

 
Reporting of accident/incidents/near misses is carried out using the council’s health and safety 
management software SHEASSURE 

 

Each employee is responsible for reporting accidents / incidents to which they are party / 
witness and should liaise with their line manager in this regard. 
Managers will review all reported incidents/accidents which occur in their workplace and 
investigate certain incidents further, e.g. those which are actually or potentially more serious or 
those which are frequent. The main purpose of the investigation is a ‘lessons-learnt’ approach – 
wherever possible, to reduce the likelihood of repeat events occurring. 

http://our.harrow.gov.uk/worksites/corporateHS/Lists/training/AllItems.aspx
http://www.sheassure.net/harrow
https://sheassure.net/harrow
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All RIDDOR reportable incidents will be reported to the HSE by the Corporate Health and Safety 
team. However, as RIDDOR Reportable incidents are time bound, the corporate health and 
safety team must be notified of such incidents the same day they occur. 

 

 First Aid at work                                                                                                                     
Harrow Council will prioritize adequate first aid provision to ensure employees get immediate 
medical attention when required. 

 
The level of provision provided will be appropriate to the risks identified in each workplace risk 
assessment. 

 
All First Aiders will be competent in either First Aid at Work (FAW), Emergency First Aid at Work 
(EFAW), or Mental Health First Aid course (MHFA) and hold a valid certificate of training and their 
names and locations will be prominently displayed in each workplace. First aiders will also be 
responsible for first aid kits. 

 
More specific details are contained in the first aid at work code of practice HSCOP 12-00 

 
 

 Occupational Health Service                                                                                                 
Harrow Council is committed to promoting physical and psychological wellbeing of all its 
employees thereby undertaking appropriate measures to prevent ill-health and injury that may 
arise from any work activities. 
The Occupational Health Service (OHS) and Employment Assistance Programme (EAP) are 
services provided by the Health Management Limited (HML), providing expert advice, specialist 
counselling and support to all Harrow Council employees when required. 

Employees can access the EAP service 24 hours a day, 7 days a week, either online or by the 
telephone. The range of topics covered by EAP include legal, bereavement, bullying and 
harassment advice etc. 

 
Employees requiring the Occupational Health Service can receive this following initial referral by 
their line manager 

 
Further advice / information can be obtained from Human Resources Department, email - AskHR 
AskHR@harrow.gov.uk as these services sit separate to the Corporate Health & Safety function, 
but will liaise with, and contribute to, any corporate health & safety plan for the purpose of ensuring 
the welfare of all. 

 

 Supporting Documentation  
The council has several supporting documents which provide employees with more detailed 
practical arrangements regarding health and safety issues. These are available on 
SharePoint -Corporate Health and Safety Documents 

 
 

 Communicating Health and Safety Information  
 

The council uses a variety of methods to ensure suitable and sufficient health and safety 
information is disseminated to all staff; these are: 
 Health and safety law poster and local contact notices e.g. first aiders, fire marshals. 
 SharePoint 
 Health and safety policies, guidance documents and handbook which can be found on 

Share point or on SHE ASSURE document Library 
 Safety Circles 
 COMMS 
 Team briefings which may contain occasional health and safety information. 

mailto:AskHR@harrow.gov.uk
http://our.harrow.gov.uk/worksites/corporateHS/CorporateDocuments/Forms/grouped.aspx
http://our.harrow.gov.uk/worksites/corporateHS/Home.aspx
http://our.harrow.gov.uk/worksites/corporateHS/Home.aspx
http://www.shheassure.net/harrow
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All other arrangements for health and safety can be found in the councils’ health and safety staff 
handbook. This will be given to staff during induction, can be requested from your manager or 
accessed using either Share Point or SHE Assure document library Reference 133 

 
 

6. Assurance 
 

 
In order for this policy to be effectively implemented there needs to be an assurance process. 
Assurance will be established by. 

 
• Documentation - Divisional Health and Safety Plans including copies of risk assessments 

and safe working methods will be in writing and kept either electronically or as hard copy. 
It is essential that working documents such as risk assessments are readily available to 
all employees 

 
• Reporting – Ensure key indicators are in place to monitor performance and include data 

to identify trends that will be fed back to Senior Management 
 

• Independent Review - The Corporate Health and Safety Team will undertake assurance 
work of all Directorates. Directors and Heads of Service will ensure that active monitoring 
is carried out in their areas, based on the Corporate Health and Safety Performance Plan. 
In addition, Inspectors of the enforcing authorities and health and safety representatives 
appointed by recognized Trade Unions will / may conduct independent inspections and 
audits. 

 

7. Sign off of Policies and Procedures 
 

 

The responsibility for producing, updating, and communicating corporate policies and 
procedures rests with the corporate health & safety team under the Corporate Health, Safety 
Compliance Manager. 

 
All Policies are presented at the Corporate Health and Safety Board where the board committee 
is represented by Corporate Director, Divisional Directors, Human Resources, Corporate Health 
Safety and Compliance Manager and Trade Unions. All members of this board have 
responsibility to review and encourage feedback before final sign-off 

 
Health & Safety requires the proactive, timely production of relevant and required policies and 
procedures to ensure the safety of those in the organisation. To this end, such policies and 
procedures final sign off rests with the Corporate Director-Community, and will be reported to 
the Corporate Health & Safety Board for information and cascading as necessary. 

http://our.harrow.gov.uk/worksites/corporateHS/CorporateDocuments/Forms/grouped.aspx
http://www.sheassure.net/harrow
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