
TRING TOWN COUNCIL

HEALTH & SAFETY POLICY

HEALTH & SAFETY AT WORK

POLICY DOCUMENT

1. STATEMENT OF INTENT

1.1 Tring Town Council recognises its responsibilities as an employer for providing a safe
and healthy environment for all its employees, contractors, voluntary helpers, general
public and others who may be affected by the activities of the Council. All reasonable
measures will be taken to ensure the creation of a safe working and community
environment;

1.2. The Council is fully committed to meeting its responsibilities under the Health and Safety
at Work, etc Act 1974 and other statutory provisions. To achieve this, it keeps and
monitors a risk register, creates and reviews risk assessments, provides relevant
training to its staff, stays abreast of new legislation, regulations, standards and guidance
to ensure continued compliance and best practice;

1.3 The Council will monitor its health and safety performance regularly to enable remedial
action to redress any deficiencies and ensure continuous improvement;

1.4 If required, the Council will seek expert technical advice on Health and Safety matters;
and

1.5 This policy will be reviewed annually or as required by any significant changes to the
Council’s activities. This responsibility is delegated to the Finance and Policy
Committee.

1.6 Our The aim of the policy of Health & Safety is to take all possible and practical steps to
ensure the good health and safe working of employees and volunteers whilst at work,
and all visitors to our premises.

1.7 It is important that all these people take all reasonable steps to assist in the good
practice of Health & Safety.

Signed ……………………………………….

Lydia Housden
Town Clerk
Dated:
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2. ENACTMENT RESPONSIBILITY

2.1 The Full Council, as a corporate body, has ultimate responsibility for health and safety issues in
respect of Tring Town Council.

2.2 The Town Clerk is the appointed competent person who will help the Town Council to meet their
overall health and safety legal responsibilities. has the overall responsibility for Health & Safety
in the Council’s workplace However for practical reasons other members of staff will have
delegated responsibility as detailed below.

2.2 The Information Officer has delegated responsibility of health and safety in the Council’s
Information Centre at 99 Akeman Street (which is located in the Market House.)

2.3 The Town Warden has delegated responsibility for the remainder of the Town Council’s sites.
Full details of the Town Council’s Holdings list can be found on the Town Council website.

2.4 The following aspects of health & safety will be delegated to the following members of staff:
(a) First Aid: The Clerk (In the Market House)

The Town Warden (on outside sites)
(b) Fire: The Clerk (1st floor of the Market House)

The Information Officer (99 Akeman Street)

2.5 Health & Safety responsibility for the properties listed below largely lies with the respective
current Tenants (further details in the relevant headings below and in the relevant risk
assessment).

a. Market House - private office on first floor and the ground floor shop of the Market
House. (However the Town Council is responsible for Health & Safety Matters in the
communal areas).

b. The Nora Grace Hall
c. The Auction House
d. Tring Local History Museum
e. The ATC Hut at New Mill
f. Duckmore grass keep

2.6 The Town Clerk shall ensure that:
a. this policy is implemented, monitored, developed and communicated effectively
b. adequate insurance cover is provided at all times
c. there is regular communication and consultation with staff on health and safety matters
d. safe working practices are developed, implemented and maintained
e. accidents, ill health and ‘near miss’ incidents are recorded, investigated and reported
f. ensure that all employees receive adequate training, information and supervision to maintain

safe standards.

2.7 All Council employees are required to:
a. make themselves familiar with and conform to the requirements of this policy
b. observe safety rules at all times
c. where required, wear protective clothing and use appropriate safety devices provided
d. report to their line manager all accidents, injuries to persons and damage to

vehicles/plant/equipment
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e. know the location of First Aid facilities
f. report all safety hazards as a matter of urgency to the Clerk/Town Waden/line manager
g. know what to do in the case of fire, or other emergency, and the location of fire fighting

equipment
h. maintain good housekeeping at all times
i. observe safe standards of behaviour and dress

3. FIRST AID

3.1 Appropriate arrangements will be made to ensure that there is an adequate number of trained
first aiders. In the event of anything other than minor injuries, medical assistance must be sought.
(Next training due May 2025)

3.2 First Aid boxes are located at:
● First Floor, Market House - in the kitchen on top of an electric cupboard.
● Information Office, Market House - on the shelf behind the information desk.
● Town Warden’s van (for use by Town Warden)
● In the Warden’s shed (for use by Town Warden & Outside worker.)

3.3 An accident record book will be kept. All accidents, however small, must be recorded in the
accident book. Accidents should be reported to the Clerk immediately and, where necessary,
appropriate advice should be given e.g. visit to the Casualty Department of the local hospital or
GP. Any serious accident resulting in more than three days off work is to be reported to the
Health & Safety Executive.

3.4 In the case of illness, staff members and volunteers are to be encouraged to go home & rest.

4. FIRE at the Market House (See Appendix 1 and Council’s General Emergency Evacuation
Plan)

4.1
● A Fire Risk Assessment will be carried out by an independent provider and the

results will be shared with all employees and other occupiers of the building.
● There is a fire alarm installed and this is serviced by an outside company on a six

monthly basis.
● There are fire detectors and fire extinguishers, which are serviced by an outside

company annually.
● There is Emergency Lighting which is regularly serviced.
● Due to the typically minimal number of employees within the premises at any one

time, evacuation drills would not provide any additional benefit.
● Annual training will be provided, including notifying staff/volunteers of :

(a) Fire assembly point – pavement outside the front of the Police Station
(b) Location and use of fire extinguishers
(c) Routes of escape (Evacuation-based scenarios and a walk through of the
evacuation procedure including the tenants within the building.)
(d) Who has responsibility for relevant equipment
(e) Who the Health & Safety Officer is responsible for Health & Safety in specific
areas of the working environment.
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4.2. Employees and tenants in the Market House building should not obstruct passages and
stairways.

4.3 There is a mandatory ‘no smoking’ policy in all premises

4.4 In the case of fire:
Alert the Fire Brigade
Alert those in other offices and shops parts of the building
Close all fire doors around the landing
Tackle the fire only if safe to do so
Leave the building

Electrical appliances

5. Electrical Safety

5.1. At the end of the working day all employees should always ensure that electrical
appliances are switched off on the equipment and at the mains, if practicable.

5.2. Employees can bring personal mobile phones, tablets and laptops into the workplace
but they are NOT permitted to be left on site once the employee leaves nor charged on
site unless the charger has been tested and a record of such test provided. No other
electrical items are permitted.

5.3 The Town Warden is responsible for regular visual inspections of all portable electrical
equipment in the Market House property.

5.4 An electrical installation condition report is carried out at the Market House, Church
Square, Mansion Vista and the Market Place at least every five years by qualified
persons. Records of these inspections and tests are maintained and kept in the Town
Clerk's Office.

5.5 All electrical equipment at the Market House (the parts in the Council’s occupation) to be
checked by a competent person, licensed for Electrical Equipment Testing (previously a
PAT test). As a minimum, each appliance should be tested that it is safe and functioning
correctly. Records of these inspections and test are maintained and kept in the Town
Clerk's Office.

5.6 As a commercial Landlord the Town Council has responsibility to ensure that the
electrical system of the properties they let out is safe. The Council will ensure an
Electrical Condition Report is carried out on each property by a qualified person within
the last 5 years. Please refer to relevant risk assessment and actions required (if any).

6. Gas Safety

6.1. Tring Town Council recognises its responsibility for ensuring that an annual gas safety
check is carried out at the Market House within 12 months of the installation of any new
appliance or flue, which will be provided and carried out annually thereafter by a Gas
Safe Registered engineer. A record of the safety check will be kept for 2 years.
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6.2 In respect of Council properties that are let the respective lease will usually specify
who’s responsibility this is. Please refer to relevant risk assessment and actions
required (if any).

7. Legionnaires Disease

7.1 Tring Town Council will take all reasonable steps to assess and identify potential
legionellosis hazards and to prevent or minimise the risk of exposure, at all relevant
Council owned properties (excluding the ATC hut where the tenant carries out its own
checks). Tenants will be expected to work with the Council to deal with any issues
identified.

7.2 Records will be kept of all maintenance, temperature monitoring and sampling carried
out. The Town Warden will carry out the temperature checks and sampling (if required)
will be carried out by a competent outside agency.

7.3 Persons carrying out control measures will receive appropriate training and supervision
so that they are able to perform their duties competently.

8. Asbestos

8.1 The Council will obtain and maintain an Asbestos Register for the Market House that is
available to all staff, contractors and property users.

8.3 In respect of the Council properties that are let, the respective lease will usually specify whose
responsibility this is. Please refer to relevant risk assessment and actions required (if any).

9. GENERAL SAFETY

9.1 All employees must comply with the following:
a. regularly checking that there are no tripping hazards (trailing wires, rugs etc).
b. that the offices are kept tidy, replace chairs and put away or cover equipment after use.
c. that any spillage is cleared up immediately Clear up any spillage immediately.
d. use adequate lighting when necessary.
e. do not run; walk at a reasonable pace, especially on stairways.
f. rubbish to be placed in bins provided.
g. do not stand near doors that may be opened onto you.
h. staff working with computers needs to have regular breaks

9.2 Display Screen Equipment (DSE)
The Town Council will protect their relevant workers from the health risks of working with
DSE by complying with The Health and Safety (Display Screen Equipment) Regulations
1992. Further details contained in the relevant risk assessment.

9.3 Manual Handling Operations
Where there is a risk of injury, manual handling operations must be avoided. Where they
cannot be avoided, an assessment of the task should be undertaken taking into account the
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load, the working environment and the capability of the individual involved. See HSE Manual
Handling at Work.

9.4 Working at Height
Before working at height, consider the following:
● Avoid working at height where it is reasonably practical to do so e.g. use extendable tools

from ground level
● Prevent falls by using the right type of equipment where risk cannot be eliminated e.g.

ladders and step ladders can be a sensible and practical option. See HSE Working at Height

9.5 Outdoor Operations
Those employees required to perform operations concerning outdoor amenities are
expected to follow basic Road Safety procedures in reaching that amenity. All work
conducted at those amenities must be performed within the capabilities of the operative
and with safe practice. Additional help must be sought before attempting work outside
the capabilities of any one person.

9.6 Personal Protective Equipment
Personal protective equipment is provided in those circumstances where employees are
exposed to risks to their health that cannot be controlled by other means.
Comprehensive training on its use, maintenance and purpose is provided as
appropriate. Whenever appropriate, the Council maintains such equipment in good
working order.

9.7 COSHH – CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH

Staff should be aware of the danger of certain hazardous substances e.g. Tippex, toner, bleach
etc.

Only the Town Warden and the Market House Caretaker may use specialised cleaning
materials. Do not mix cleaning materials.

Cleaning materials to be are ordered from Herts Direct County Supplies, and relevant data
sheets and risk assessments are available to users.

There is proper storage of any flammable liquids or other hazardous materials; and container
lids are screwed on tightly after use.

10. Contractors
All contractors, instructed by us, and working on our premises and land, are required to comply
with appropriate rules and regulations governing their work activities. All contractors to be used
for Council work are required to prove their competence by providing evidence, to include
evidence of adequate insurance cover. Before any work is undertaken and if appropriate to the
work being carried out a risk assessment and method statement are to be provided to the Town
Clerk. Any equipment used by contractors must be maintained and certificated as appropriate.
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11. LONE WORKING

Employers are responsible for the Health, Safety and Welfare at work of their employees and
for the Health and Safety of those affected by that work. These responsibilities cannot be
transferred to Employees who work alone or without close supervision. It is therefore the
Council’s duty to assess risks to lone workers and take steps to avoid or control the risk where
necessary. There is no general prohibition on working alone, however the general duties under
the Health and Safety at Work etc. Act 1974 apply. There will be some cases where there are
specific stipulations that at least two people must be involved in the work and which specify that
a safe system of work must be followed due to the risks involved. The work to be carried out by
the lone worker will always be assessed to identify hazards, the risks involved and to ensure
that appropriate control measures are implemented to eliminate or adequately control the risks.
Where the risk assessment determines that arrangements would not be adequate to ensure
that the work can be done safely by one person, then alternative arrangements providing help
or back-up will be devised

11.1 The Council’s policy and requirements are set out in the Town Council Staff Handbook
(February 2023 edition). Each employee has been provided with an electronic copy of this and
a hardcopy is kept in the Deputy Clerk’s office.

11.2 This includes the requirement that the Town Council will, as far as is reasonably practicable,
ensure that:-
● employees required to work alone are protected from risks to their health, safety and welfare;
● any risks are identified in discussion with the Town Clerk, and any actions required to

mitigate high risks are taken before lone working is undertaken;
● employees take responsibility for their own safety, and understand that they must remove

themselves immediately from any potentially difficult situation;
● any concerns must be reported immediately to the Town Clerk.

11.3 In order to fulfill its statutory responsibilities, the Town Council places specific responsibilities on
the Town Clerk to ensure that:-

● all lone working activities are formally identified, and appropriate risk assessments
undertaken, to identify any risks to lone workers, and the control measures necessary to
minimise those risks, as far as is reasonably practicable;

● arrangements for lone working are communicated effectively, and the details of what can or
cannot be done while working alone are explicit;

● the lone worker is made aware of the hazards, and understands all the necessary control
measures that need to be put in place;

● reasonable enquiries are made to ensure that the lone worker is medically fit to undertake
work alone;

● adequate supervision, instruction and training are in place, and that the lone worker is
competent (the extent of the supervision is a management decision, which should be
established through the risk assessment process);

● monitoring of lone working practices is in place to ensure that control measures identified in
the lone working risk assessment are observed.

12. HOME WORKING
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12.1 The Council’s full policy and requirements are set out in the Town Council Staff Handbook
(February 2023 edition). Each employee has been provided with an electronic copy of this and
a hardcopy is kept in the Deputy Clerk’s office.

12.2 To meet the Town Council’s health and safety duty to take reasonable care that our staff are not
subjected to any unnecessary risks of injury and to protect our liability for personal injury, the
Council will ensure that their employees home office complies with the same standards of
health and safety as at the work place, and a risk assessment will be undertaken jointly with the
employee;

13. HYGIENE AND WELFARE

(a) Toilets

(i) Toilets are provided, marked appropriately and soap, toilet tissues and towels are
available but female hygiene provision is not provided.

(ii) Wash basin with hot and cold running water is provided.

Female hygiene provision is not provided.

Ensure that soap, toilet tissue and towels are available. If not, then contact the Deputy
Clerk.

Wash basin with hot and cold running water is provided. Always wash hands after use.

(b) Offices

(i) Premises, furniture and fittings are kept clean, floors and stairs are vacuumed regularly
and rubbish is removed twice weekly.

(ii) Cleaning staff shall be employed to maintain a good standard of health and hygiene.

(c) Refreshments area First Floor Kitchen

This area should be kept as clean as possible at all times.

(i) Hot and cold drinks may be prepared in the kitchen on the first floor.

(ii) Hot and cold water, hand towels, soap etc. will be provided for staff washing crockery.

No food to be prepared on the premises.

Hand towels, soap etc. will be provided for staff washing cups.

(iii) Staff should ensure the kettle is switched off at the mains every day but that the
refrigerator and water heater are kept on at all times.

Ensure the refrigerator is kept on at all times.
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Ensure that the water heater is on at all times.

(d) Council Chamber

(i) The Council Chamber can be hired out to outside bodies if not in Council use. A booking
form must be completed, and a fee paid, if appropriate.

(ii) Use of the Council Chamber does not confer use of any premises other than the
Chamber and the toilets.

(iii) Use of the whiteboard in the Chamber is prohibited to outside bodies.

(e) Whiteboard

Materials are provided for Council use only of the Board, and instructions are lodged with
them.

14. STRESS

It is the policy of the Council to ensure, so far as is reasonably practicable, that no
employee is subjected to a level of stress due to work, which is detrimental to his or her
health.

The Council aims to create an environment where workplace stress can be dealt
with openly and fairly and expects all managers/supervisors to apply this policy and
guidance in a consistent and timely manner. The Council also commits itself to
investigating all claims of ill health due to workplace stress to ensure appropriate action is
taken to prevent any recurrence of the situation.

The Council will take seriously and investigate report(s) from employees about causes of
workplace stress and will take preventative and protective measures to reduce the risk.
Workplace stress is recognised as a Health and Safety issue. The main legislation, which
is relevant to this subject, is the Management of Health and Safety at Work Regulations
1999 and the Health and Safety at Work Act 1974, Sections 2 and 7.

Work-related stress can develop because a person is unable to cope with the demands being
placed on them. Stress, including work-related stress, can be a significant cause of illness and is
known to be linked with high levels of sickness absence, staff turnover and other issues such as an
increase in mistakes at work.

Tring Town Council recognises the dangers of work-related stress. Through effective management
and communication the Council’s aim is to create a supportive and positive working environment
which will greatly reduce the possibility of an individual being at risk of work-related stress. Positive
and supportive engagement between Town Councillors and employees is recognised as key to this.

The Council endeavors to have no job that is inherently dangerous to mental health. Employees
are presumed able to withstand the normal pressures of the job unless they know of a particular
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problem, or unless any reasonable person would realise a colleague could not cope. Tring Town
Council is also reasonably entitled to accept a colleague’s statement that they are able to cope.

Stress is not pressure and pressure is not stress. Stress is defined as the adverse reaction people
have to excessive pressures or other types of demand placed on them. Stress is not an illness, but
if it is prolonged or especially intense, it can lead to physical or mental health problems. Many of
the factors that can produce stress are the antithesis of good management. Consequently,
measures to reduce the risk of stress are likely to improve, among other things, efficiency,
effectiveness, commitment and personal development.

Specific risk assessments will be prepared if a colleague informs management that they are unable
to cope. The findings of the assessment will be used to provide personal controls. The
Departmental Manager will endeavor to take the following steps at all times:

● Schedule work sensibly and accept that, where possible, work-travel should be completed in
working time.

● Encourage high productivity, discourage long hours and monitor hours.
● Manage under-performance and/or absence at an early stage - before others suffer.
● Manage re-entry after absence.
● Be approachable, communicate clearly, and listen to colleagues’ needs.
● Recruit, retain, train and promote so that people are suited to the demands and pressures of

the work.
● Set clear objectives, prioritise tasks, eliminate unnecessary work, and try to give warning of

urgent work.
● Demonstrate zero tolerance of bullying or harassment.
● Co-ordinate workloads and holidays.

To assist, every employee must:

● Be alert to individuals or groups at particular risk - e.g. prolonged, frequent and uncharacteristic
absences.

● Not harass or bully any colleague - including senior colleagues.
● Inform a Departmental Manager if they recognise a significant change in an activity, or

recognise a significant stressor that is not being addressed.
● Help colleagues (including senior colleagues) by being alert to signs of distress/failure. Report

your concerns to someone who can help.
● Not to deal with your stress by re-distributing it amongst colleagues – e.g. storming into work in

a state, banging things around etc. and getting colleagues ruffled while you calm down.

It is encouraged that you should let your Line/Departmental Manager know if you are:
● Coming under excess pressure in your private life.
● Suffering from anxiety or depression to an extent that interferes with your current or reasonably

foreseeable work demands.
● Suffering physical illness that significantly reduces your resilience - e.g. pain that interferes with

sleep or on receipt of a life-limiting prognosis.
● Suffering stress, due to work, that is threatening your health.

Giving consideration to the following aspects of your life may help you to prevent stress arising or
reduce its effects:
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● Manage your time and set yourself challenging but realistic objectives.
● List tasks in order of priority and tackle the most important first.
● Take care of your health through healthy eating, tackling addictions, avoiding stress crutches

(drinking, sleeping pills, comfort eating, etc)
● Exercising, keeping up with friends and family, talking to someone, relaxing.
● Ensure sufficient rest and an adequate number of hours of sleep and take short breaks to let

yourself recuperate during busy times.
● Raise concerns if you are being mistreated.

It can help to try and identify the possible causes of stress by writing them down. Should you be
absent with stress, co-operate with your Departmental Manager in developing a sensible return to
work plan, as concern for your welfare is not prying. Acknowledge your own success in stress
control each step of the way.

10. General

All staff should receive an overview of all aspects of Health & Safety when they join the
Council and updates given when necessary.

Annual meetings should be held to review procedures.

The Health & Safety Officer should carry out an appraisal of the premises at least once a
year.

The Clerk shall maintain a continuous watch on all aspects of this Policy to ensure its
implementation.

14. RISK ASSESSMENTS AND POLICIES TO BE FOLLOWED ARE UNDER THE FOLLOWING
HEADINGS:

Risk Assessments:
● Town Council Functions
● General office
● Outside Workers
● Fire - Market House
● Legiona
● Health & Safety Requirements as commercial Landlord*
● Homeworking *
● COSHH *

Policies:
● Child Protection Policy
● Child Protection: dealing with disclosures
● Child Protection: Role of designated safeguarding Lead
● Driving at Work Policy

* These are new proposed Risk Aassessments, some don’t exist yet but are in the process of being
prepared.
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Lydia Housden
6th March 2023

Adopted by the Council’s Finance & Policy Committee on 8th March 2018
Minute 19611. Reviewed 6th March 2022 at Finance & Policy Committee No. 21347.

APPENDIX 1 FIRE PRECAUTIONS

IMPORTANT

The primary concern is the safety of everyone - the building and its contents are of secondary
importance.

Fire Officers: 1st floor – the Town Clerk
Information Centre – the Information Officer

Responsibilities: Determine and review exits

Evacuation: If time allows: Phone 999
Visit offices and shops to warn Staff/volunteers/visitors
Check for missing people and advise Fire Brigade

Duties:

Ensure that:

(a) personnel know where the assembly point is

(b) arrangements are made to instruct personnel in the evacuation procedure

(c) evacuation procedure is reviewed approximately every year

(d) any revisions are issued to relevant personnel

(e) everyone knows the main and alternative escape routes, if they exist

(f) everyone knows the position of fire fighting appliances

(g) an up to date register of staff is kept

(h) escape routes are kept clear and fire fighting appliances are not obstructed

(i) special arrangements are made for people with disabilities
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(j) fire warden to notify/nominate a deputy whilst they are out or on holiday.

When an alarm sounds ensure that:

(i) all rooms in the entire building are evacuated

(ii) Personnel evacuate in a speedy and orderly way directly to the assembly point and that no-one
stops to collect clothing or personal belongings – never against the flow of people. If on the
telephone – end call politely – do not carry on with the conversation

(iii) if easy to do so close windows and unplug appliances

(iv) Non-ambulant to be assisted to the place of safety on the landing (1st floor only) to await rescue
by the Fire Service. Do not use the stairlift.

(v) All fire doors on landing are closed

(vi) Staff stand in a compact group near the assembly point. If anyone is missing, attempts should
be made to establish their whereabouts without re-entering the building

(vii) Assistance is given to Fire and Rescue Service if asked

(viii) No-one to return to the building until advice is given by the Fire and Rescue Service indicating
“all clear”.

INSTRUCTIONS FOR EMPLOYEES

All employees should familiarise themselves with the evacuation procedure and particularly note the
escape routes, smoke alarm points and location of fire fighting appliances.

Duties

(a) never obstruct escape routes

(b) report obstructed exit routes to fire officer if unable to clear

(c) report to fire officer if fire extinguishers are missing, damaged or obstructed

(d) always ensure that someone is notified when you leave the building

(e) when you see a fire, phone the Fire Brigade

(f) after the Fire and Rescue Service have been notified small fires may be tackled using the
extinguishers provided – but familiarise yourself with types of extinguishers for types of fires
e.g. do not use water extinguishers on electrical fires

ALWAYS put yourself between the fire and way of escape

When an alarm sounds:
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(g) if easy to do so, close windows and unplug electrical appliances

(h) evacuate the building and go to your assembly point. If away from your office when the
alarm rings leave by the nearest exit and go to the nearest assembly point

(i) do not stop to collect personal belongings and clothing

(j) do not re-enter the building unless instructed to do so by the fire officer

(k) move quickly and in an orderly manner – do not run !

(l) escort any visitors from the building

(m) do not return to the building until a fire officer gives the go-ahead.
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