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TENDER FOR CANTEEN AND CATERING PROVISIONS AT CORBY INNOVATION HUB

TENDER – DOCUMENT TWO

SPECIFICATION

Thank you for expressing interest in this procurement for Canteen and Catering Provisions at Corby Innovation Hub.

Please ensure that you register your interest with the procurement contact named in Document One in order to receive updates, question responses, etc.

We now invite you to submit a tender. Further stages of the process are outlined in this document.

To assist you in this, four documents have been provided:

· Document One – Information and instructions (including the timetable)
· Document Two – Specification (this document)
· Document Three – General Terms and Conditions
· Document Four – Tender Response Document

When completed, please return two hard copies and a copy electronically saved on a CD of the response document (Document Four).

Please mark envelopes/packages with only “TENDER RESPONSE: CANTEEN AND CATERING PROVISIONS AT CORBY INNOVATION HUB (Private and Confidential)” and with no company markings or anything else which might identify your organisation e.g. personalised franking, and return to:

Democratic Services Manager
Corby Borough Council
Democratic Services Department
Corby Cube
Parklands Gateway
George Street
Corby, Northamptonshire
NN17 1QG

	To be received not later than 12:00 noon on Friday, 18th May 2018.

Late submissions will be disregarded.
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1. INTRODUCTION

This specification sets out the nature of the services to be provided. Where quality standards are set out, they are the minimum acceptable levels to be achieved on a consistent basis.

This specification is not exhaustive and is to be taken as indicative of the general standards which are to be achieved.

Where the services required are described, this is to give a board indication of the type of services currently envisaged. It is expected that the successful bidder will co operate with the Council during the course of the Contract to provide such services as required and to develop and improve the services to meet changing needs.

2. BACKGROUND

The Council provides a fitted out preparation and service area at The Corby Innovation Hub, this includes 17 tables with the capacity to sit 4 at each, totalling at 68 for tenants, staff and all visitors.

The Corby Innovation Hub’s occupancy is currently 11 individual companies, which include around 230 tenants. It is anticipated that this number will increase as more companies will fill our office and industrial space. There are expected to be around 350 tenants when the Hub reaches full capacity.

The Corby Innovation Hub also acts as a driving theory test centre on Tuesdays, Fridays, Wednesday evenings and every other Saturday.

3. SCOPE

The successful bidder will provide a good quality café operation, offering a counter service to Corby Innovation Hub users, visitors and staff, which offers a range of hot and cold food, snacks and beverages. There is also an opportunity to operate a vending machine provision on-site, but this should not be to the detriment of a manned counter service, during normal operating hours.

The café area (shown edged in red on the plan provided at Appendix 1) includes through routes to other facilities and rooms at the Corby Innovation Hub and users of the Hub must be permitted free access through the café seating area at all times.




As a part of this Specification, Appendix 2 provides details of the limited equipment, which is already available on-site for the successful bidder to use. Beyond PAT testing (where appropriate), the Council makes no other assurances of the suitability, quality or safety of any equipment and the successful bidder may choose to use or discard this equipment as their need requires. All other items should be provided by the successful bidder.




In recognition of the requirement to equip the café; a period of 6-months (six months) zero rated contract fee payable to the Council for the Corby Innovation Hub café will be allowed.

This contract is to run for a minimum of one year, with the option for two further one-year extensions, in essence a maximum three-year contract.

4. SERVICE CONDITIONS AND ENVIRONMENTAL FACTORS

Ensure all services should enhance the facilities and positive contribution to the total customer experience. There should be a high standard of food and beverages at prices that are comparable with other local providers.

Reflect the current trends towards healthy eating in the selection of food and beverages available to customers.

Ensure that the supervision of the services, business areas, and activities meet with the requirements of the Council, in providing a safe and pleasant environment for users.

5. STATEMENT OF REQUIREMENTS

Café Name, Marketing, Advertising and Promotion

The name of the café must be agreed in writing with the Council prior to the opening. The successful bidder shall be permitted to market, advertise or promote the café to Non users of the site, but is not permitted to use marketing boards at the property frontage or vehicular entrance to the building, however, the successful bidder may advertise in the reception area of the building.

Undertake positive marketing of the facility and the services and opportunities provided and provide services in a competent and professional manner. The successful bidder will be permitted to use the facilities for food preparation and services for Corby Innovation Hub visitors and tenants only.

The successful bidder must ensure appropriate levels of management and staff are available to operate the café during normal business hours.

Display prominently full menus and price lists at the premises and shall be responsible for the provision of display material on all necessary notice boards and signage.

Submit the proposed display of tariffs as per license requirements and their design to the Council for their approval before placing these on display at the premises.

The Successful bidder shall undertake to positively and proactively market the Services and the opportunities provided. This should be carried out in a planned and co-ordinated manner.

Both the Council and the successful bidder will actively promote the services for the other and proactively support the other to achieve their business aims in terms of marketing and general promotion or services and activities.

The successful bidder shall have no right to use the trade marks, symbols, logos or trade names of the Council and its facility management directly or indirectly whether at the facility or otherwise, in connection with any promotion, service or publication without the prior written approval of the Council.

The successful bidder shall ensure that no advertising material causes offence to the customers or embarrassment to the Council.

The successful bidder will be expected to assist in promoting the Council at all times.

Cleaning, Hygiene and Waste

Be responsible for the cleaning and hygiene standards of all facilities covered by the Contract or additional areas used and satisfy the Council of the quality standards to be met. The daily cleaning of the café area, including preparation and server areas, equipment, tables and chairs, flooring and internal walls will be the responsibility of the successful bidder. If the Council does not consider acceptable standards are being achieved such as following hygiene regulations, the Council reserves the right to undertake further cleaning outside normal business hours and to recharge the successful bidder for this. The Council will give a minimum of 12 hours written notice of such action to the successful bidder.

The successful bidder shall ensure that business operations conform to Good Industry Practice standards that ensure rigorous standards of food safety, hygiene, composition, origin, traceability, ethical sourcing, animal welfare & environmental protection; and any appropriate industry standards.

Have a clear, concise, and documented food safety policy statement and objectives that specify the extent of the organisation’s commitment to meet the safety, legality and quality needs of its products and include the provision of work wear, to ensure sufficient changes of work clothing can be facilitated in line with food safety, personal presentation & hygiene, and specified tasks for example cleaning. The successful bidder’s staff must keep outerwear in the designated place provided and on no account should these items be stored in the kitchen or foodservice areas.

Have a food safety management system, which is based on the principles of Codex Alimentarius Hazard Analysis Critical Control Point (HACCP) to establish documentation concerning all which shall be documented, maintained, implemented and continually improved. The system will be open to inspection upon reasonable notice throughout the term of any contract by the Council or any authorised agents acting on their behalf.

The removal of café waste will be the responsibility of the successful bidder. However subject to fair use, the successful bidder will be permitted to use the waste removal arrangements of the Corby Innovation Hub.

The successful bidder shall minimize waste wherever possible and undertake his/her business with a view of minimizing adverse affects on climate change.

The successful bidder must:
· Ensure that food waste and other refuse from the provision of the services must not be allowed to accumulate in food rooms at the Council premises, except so far as is unavoidable for the proper functioning of the business;
· Provide adequate provision of refuse sacks and the placing of all waste refuse in containers approved by the Council at the designated collection point;
· Ensure that adequate provision is made for the removal and storage of food waste and other refuse, this should be removed from the building into the containers in the bin compounds where possible glass waste should be recycled. Refuse stores must be designed and managed in such a way as to enable them to be kept clean, and to protect against access by pests, and against contamination of food, drinking water, or equipment;
· Be responsible for the disposal of waste cooking oil to such a disposal point as may be agreed with the Council; and
· Dispose of food waste and other refuse in disposable containers, unless the successful bidder can satisfy the Council that other types of containers used are appropriate.

Legislation

The successful bidder should ensure compliance with all current and future legislation, including but not limited to:
1. The Food Safety Act 1990;
1. The Food Hygiene (England) Regulations 2013;
1. The General Food Regulations 2004;
1. Regulation (EC) No 178/2002;
1. Superseded by the second line above
1. Regulation (EC) No 852/2004;
1. The Food Labeling Regulations 1996 (as amended);
1. Food Information Regulations (FIR) 2014;
1. The Weights & Measures Act 1985 (and amendments hereafter);
1. The Consumer Protection from Unfair Trading Regulations 2008;
1. The Health & Safety At Work Act 1974 (and associated Regulations);
1. Price Marking Order 2004;
1. Human Rights Act 1998; and
1. Equalities Act 2010.

Health and Safety and Fire Regulations

The successful bidder will be responsible for compliance with Health & Safety and Fire Regulations. Café staff will cooperate with the Council and take part in Fire Drills, or similar exercises, in relation to these matters.

The successful bidder shall ensure that it:
· Adopts safe methods of work in order to protect the health and safety of his own employees/volunteers, the employees/volunteers of the Council and of all other persons including members of the public;
· Constantly review its Health and Safety Policy and Safe Working Procedures as often as may be necessary and in the light of changing legislation or working practices or the introduction of new equipment and shall notify the Council in writing of any such revisions;
· Has full regard for the safety of all persons associated with the Services and shall keep all plant, machinery, equipment and chemicals in a safe condition at all times;
· Exercises particular care in relation to the storage of chemicals and equipment which can be dangerous in the event of fire; and
· Trains sufficient of his staff/volunteers in the basics of First Aid and shall ensure that there is a qualified First Aider on duty at the Facilities at all times when the Facilities are open. The qualification must be approved by the Red Cross, St Johns Ambulance or other similar organisation.

If at any time the Council reasonably considers that the Health and Safety at Work Act and/or the Council's safety policy are not being complied with, the Council shall be entitled to do either or both of the following:
(i) To instruct the successful bidder to cease to provide the services (or a specified part) either immediately or within a specified period not later than a specified date of time; and/or
(ii) To instruct the Successful bidder to;
1. take specified steps to secure compliance with the Health and Safety at Work Act and/or the Council’s safety policy (as appropriate); or
1. to comply with advice or requirements of the Health and Safety Executive or the Council’s Safety Adviser.

The Council shall have access to all parts of the Café Area at all times for the purpose of inspection and may prohibit unsafe practices as appropriate and, if necessary, demand the closure of the café area or parts thereof. 

In the event that the successful bidder is required to cease provision of the services or part of the service, they will not resume such provision until the Facilities Manager has confirmed, in writing, that the non-compliance has been rectified.

The Council retains the absolute right to instruct the successful bidder to close the catering facilities immediately in the interests of public safety.

Inspections of the equipment should be carried out on a regular basis and any defects rectified or reported to the Council with a response from the Council within 10 working days.

Emergency Procedures

The successful bidder shall agree to work in line with the facility EAP (Emergency Action Plan), attached, in order to deal effectively with situations such as smoke/fire, release of gases, bomb threats, water contamination, illness/injury, disorderly behaviour or disturbances, etc.




The successful bidder shall display any relevant Health and Safety notices as required.

Control

The successful bidder shall ensure adequate preventative and reactive procedures are in place to control pests in connection with the Contract, this to include the removal of pests where necessary.

First Aid

The successful bidder's Code of Practice shall include the procedures to be followed in case of injuries sustained by employees/volunteers and others while on the premises.

The successful bidder must comply with the provisions of The Health and Safety (Safety Signs and Signals) Regulations 1996.

The successful bidder will be responsible for administering first aid, calling an ambulance where necessary and for keeping the first aid box unlocked in a position where it is easily accessible and adequately stocked.

Accident Reporting

An accident book must be kept at the premises and used for logging every accident resulting in personal injury to employees, customers and visitors and the successful bidder will comply with Reporting of Injuries and Dangerous Occurrences Regulations 1985. The successful bidder will be expected to inform the Council of any serious injury or accident.



10 
Food Poisoning

In the event of an outbreak of food poisoning suspected of being attributable to any part of the services, the successful bidder will immediately notify:
· the Council; and
· the officer of the Authority responsible for Environmental Health.

The successful bidder will co-operate fully with any instructions of the Council or the officer of the Authority responsible for Environmental Health concerning an outbreak of food poisoning attributed to any part provided under the Agreement.

The successful bidder shall indemnify the Council against any claim for damages due to food poisoning made against any part provided under the Contract. A copy of a Certificate of Indemnity shall be provided by the successful bidder to the Council.

Staff and Training

Throughout the working day, café staff must wear clean and appropriate uniforms, which clearly identify them as café employees.

The successful bidder shall take responsibility for the café receipts and banking through a till which they shall provide. Monies should be removed on a daily basis and no money should be left on the premises outside of normal business hours.

The successful bidder shall ensure that all staff are fully trained to ensure a high standard of service provision, customer care and cleanliness throughout the opening hours and supervise staff and ensure they are trained in food hygiene and commensurate with their work activity.

Charges

The successful bidder will be responsible for timely payment of all associated business rates.

The Council will be responsible for the payment of all utilities, electricity, gas, sewerage and water relating to the café, subject to fair use.

The successful bidder will pay a Fee to the Council to cover the costs and expenses the Council will incur in the provision of the services. The Council will grant the successful bidder a license to occupy in order that they may carry out the services.

The successful bidder shall operate the services in such a way as to cover the costs of their business and any required profits from income but at all times operating in a way in which the Council would approve.

The Council will not consider any claim for loss of income as a result of closure due to a force majeure event.

The successful bidder agrees to pay for any photocopying required from reception at a cost of 0.10 pence per copy.

Insurance

The successful bidder will be responsible for public liability insurance and employer’s liability insurance and will provide a copy of the up-to-date Insurance Certificate to the Facilities Manager, ahead of contract commencement.

The Council will be responsible for building insurance. In the event of a claim, the successful bidder will co-operate fully with the Council, its insurers or other representatives.

The successful bidder will be responsible for insuring the café and all associated equipment against accidental damage and provide a copy of the current insurance paid premium to the Facilities Manager, ahead of contract commencement.

Repairs, Maintenance and Servicing

The good care, safekeeping, regular maintenance and servicing of all café equipment, fixtures, furniture and fittings are the responsibility of the successful bidder.

The successful bidder shall ensure that all equipment which requires PAT testing is tested annually. The successful bidder shall be responsible for PAT testing on any equipment at the premises which is not listed on the inventory included in Appendix 3. Testing is to be carried out on completion of works in the canteen.

As from the commencement date the successful bidder shall be responsible for the maintenance/ replacement of the Council assets as detailed in the inventory. 

The Council reserves the right to make use of Council assets for the Term of the Contract without costs to the Council.

The successful bidder shall be responsible for ensuring that the café area and the Council assets provided by the Council are and remain fit for the purpose for which they are required.

The successful bidder will remove any damaged or faulty equipment from use as soon as is reasonably practical after the damage or fault occurs. The Council reserves the right to recharge the successful bidder for the cost of repair or replacement of café equipment, fixtures, furniture and fittings when the successful bidder or his/her employees or his/her customers have caused damage/fault to property owned by the Council. The successful bidder shall ensure that the standards of design, materials, management and construction of equipment obtained to replace Council assets that have been lost, damaged or are otherwise unusable shall not be less than that of the Council assets it is replacing.

The Council will be responsible to maintain the structure and fabric of the premises. Except in cases of emergency any required works or repairs must be agreed in advance in writing with the Council’s Officer and must be undertaken by contractors approved by the Council. Repairs or required works (not being emergency works) arranged without the written agreement of the Council any charges relating to those works will be the responsibility of the successful bidder. If works are required due to the negligence misuse or wilful damage by employees, servants or agents of the successful bidder, associated costs will be borne by the successful bidder.

The successful bidder shall have 7 days in which to test and evaluate the condition of the Council assets, following which the parties shall jointly agree the inventory including the condition of equipment, any equipment that is not of a serviceable standard will be removed and not replaced.

The successful bidder shall:
· Be responsible for maintenance and replacement of the Council assets arising from the negligence or wilful damage of its employees/volunteers or agents;
· As soon as is reasonably practical inform the Council of loss or damage to the Council Assets shown on the inventory and provide all reasonable support to the Council in determining the cause of and making good the said loss or damage;
· Be responsible for ensuring that the café area and the Council assets provided by the Council are and remain fit for the purpose for which they are required.
· Ensure that the café area is kept clean and maintained in good repair and condition;
· Ensure that all ventilation units shall be aired to prevent excessive heat, cooking smells, condensation and dust and to remove contaminated air;
· Ensure that all materials used for wiping up and drying surfaces and Council assets are clean and dry; and
· Consult with the Facilities Manager and gain permission prior to installation or fitting of any shelving, display boards/notices or safes etc. within the café area.

Mop buckets shall never be filled from or emptied into food preparation sinks.

All cleaning equipment/materials shall be stored in a tidy, hygienic manner away from food.

Provision and replacement of all cleansing materials and equipment shall be the responsibility of the successful bidder.

Opening / Normal Business Hours

The Corby Innovation Hub’s core operating hours are 8:00am to 4.00pm, Monday to Friday only and the building is closed on Bank Holidays and Public Holidays.

The café is expected to be open between 8:30am and 2.00pm as a minimum. The successful bidder may open longer than these times but shall not be permitted to open outside of the Corby Innovation Hub’s opening hours, unless agreed in advance with the Facilities Manager.

Control of Noise and Other Nuisance

The successful bidder shall not cause any noise nuisance or other nuisance to users of the Corby Innovation Hub or the surrounding residential and commercial properties. The playing of music or other use of any means of public address shall only be permitted if agreed in writing with the Facilities Manager.

Early Termination

Should the successful bidder not adhere to the requirements of the contract, early termination provisions shall apply.

Miscellaneous

Free car parking shall be made available to café employees on a first-come-first-served basis.

The successful bidder will be required to equip the kitchen to adequately meet their requirements. The successful bidder will also be responsible for ensuring removal of any and all equipment from the kitchen at the end of their contract term. Any and all furniture (tables and chairs), which has been provided by the Council will be left in good condition and still be under the ownership of the Council at the end of the contract term.

The successful bidder will be expected to abide by all of the Council’s policies and emergency procedures within the building.

The Council may require the café to be available for special events throughout the year. This may include extended opening times and catering for large groups. The successful bidder will be expected to cater these events and will be notified in writing, ahead of these events taking place.

The Council will appoint the successful bidder as the preferred supplier for the catering requirements for meetings held at the Corby Innovation Hub. However the final choice of catering supplier will be at the discretion of the meeting organiser.

The successful bidder should use, wherever practicable, paper materials which are made of, or incorporate, re-cycled material.

6. DATA MANAGEMENT / GENERAL DATA PROTECTION REGULATION (GDPR)

If the successful bidder wishes to operate an “account” system for businesses within the Corby Innovation Hub, or a loyalty scheme or similar, which requires the collection and processing of personal information, this will be subject to the General Data Protection Regulations. As such, the successful bidder must make the Facilities Manager aware, to enable the Council to fulfil its duties under the GDPR.

7. QUALITY REQUIREMENTS

Where references are requested in the Response document (Document 4), responses provided should be relevant to canteen and catering provision.

The successful bidder must have a proven track record of operation and management of canteen and catering facilities, possess appropriate knowledge of employment legislation, comply with all relevant standards and guidance and have and operate policies, procedures and systems ensuring a safe, consistent and quality service.

The successful bidder must conform to Corby Borough Council policies and procedures in respect of the following:
· Health and Safety at Work;
· Code of Conduct; and 
· Dignity at Work.




  

8. WHOLE OF LIFE SUPPORT

Corby Borough Council would like the successful bidder to bring some added value to the contract and support the development of the service within the facility and would like to see at least one of the following added values listed below, over the contract term:
· Development of areas of service – this may include investment in equipment, staff knowledge and/or marketing;
· New ideas for service by complementing the services delivered within the facilities and detail how these will be implemented and the benefits this will bring to the service; and/or
· Development of product ranges on offer that are available for the customers.

9. SECURITY

The successful bidder will be provided with a key fob to ensure full access to the required areas of the Corby Innovation Hub and will be responsible for the security of the café and all associated equipment and takings. Security of the Corby Innovation Hub is the responsibility of all tenants and Council staff working at the premises.

The successful bidder shall ensure the Council is informed immediately of the loss of any such keys and the successful bidder shall, at their own cost, replace any such lost keys or replace locks if so required by the Council. The successful bidder will be responsible for any costs incurred in the event of a call out which was found to be as a consequence of their operation or locking of the Council’s premises.

The Facilities Manager will hold a master key that will enable entry into all areas by Council staff or contractors.

The successful bidder will be responsible for the security of all monies received in the provision of the Services.

Any loss of monies in the provision of the services, whether accidental or not, will be at the sole risk of the successful bidder, and will not affect any monies payable to the Council under the terms and conditions of the Contract.

10. IMPLEMENTATION CRITERIA

The contract start date will be June 2018. The Facilities Manager must be kept up-to-date with progress and any issues that may arise.

11. [bookmark: ITT]MONITORING ARRANGEMENTS AND CONTRACT MANAGEMENT

Ahead of the contract being finalised, the Council and the successful bidder will meet to formally agree Key Performance Indicators (KPI’s).

The successful bidder will be expected to attend monthly contract monitoring meetings to monitor all areas of the contract and discuss KPI’s. These meetings, between the successful bidder and the Facilities Manager, will provide an opportunity to discuss performance and general operational issues. The meeting will be “two way” enabling both the Council and the successful bidder to table items for discussion. The meetings and discussions will be recorded by the Facilities Manager and reported back to the Council.

KPI’s and performance discussions at contract monitoring meetings may include discussions on, but not be limited to:
· Compliments, comments and complaints;
· Invoices and payments (including any outstanding monies owed to the Council);
· Future bookings and marketing; and
· Repairs and maintenance.

All letters of complaint comment or compliment regarding the service received by the Council or successful bidder must be dealt with effectively and given a formal written response in accordance with Corby Borough Councils policy of acknowledgement within 5 days and a full response within 10 days. A written register of all complaints shall be maintained by the successful bidder for inspection by the Council. Copies of all letters are to be referred to the Council within 24 hours of receipt.

The successful bidder will be required to provide the Council with attendance figures during monthly management meetings.

The successful bidder will be required to provide accounts information upon request by the Council.

The successful bidder will be required to establish a properly maintained book keeping system. The information will include details of expenditure and income and will be made available for scrutiny by the Council if and when required.

The successful bidder will be required to use an electronic cash register to ensure that all income generated from the provision of the services is properly accounted for and recorded on an automatic roll which the successful bidder will retain for a period of not less than 36 months. The Council will be entitled to examine the said till rolls at any time.

The successful bidder will set their own tariffs for the services, but shall keep prices in line with present market levels. The Council retains the right to insist the successful bidder maintains prices in line with market forces if necessary.

The successful bidder will provide a list of tariffs charged for the services to the Council on an annual basis.

The successful bidder will be required to provide any other information deemed relevant by the Council, at their request, within one month of the request being made.

12. APPENDICES (double click on the .pdf document icon to open)

Appendix 1 – Floor Plan



Appendix 2 – PAT Testing



Appendix 3 – Emergency Action Plan



Appendix 4 – Health and Safety Policy



Appendix 5 – Code of Conduct



Appendix 6 – Dignity at Work Policy



13. [bookmark: Contacts]INVITATION TO TENDER

When completed, please return two hard copies and a copy electronically saved on a CD of the response document (Document Four) to:

Democratic Services Manager
Corby Borough Council
Democratic Services Department
Corby Cube
Parklands Gateway
George Street
Corby, Northamptonshire
NN17 1QG

To arrive by no later than 12:00 noon on Friday, 18th May 2018.

Please note that no other identifying mark should appear on the envelope. Failure to observe this will mean the tender will be disqualified.

14.	CONTACTS

In the event of any queries or requests for further information arising from this tender, please contact: 

David Allen (Corby Innovation Hub Facilities Manager)
david.allen@corby.gov.uk

Note that the Council cannot accept the return of completed tender responses by e-mail.

If the Council considers any question or request for clarification to be of material significance, both the query and the response will be communicated, in a suitably anonymous form, to all successful bidders / suppliers who have responded.
image2.emf
Spec Appendix 1 -  Floor Plan.pdf


Spec Appendix 1 - Floor Plan.pdf





image3.emf
Spec Appendix 2 -  PAT Testing.pdf


Spec Appendix 2 - PAT Testing.pdf





image4.emf
Spec Appendix 3 -  EAP.pdf


Spec Appendix 3 - EAP.pdf













image5.emf
Spec Appendix 4 -  Health & Safety.pdf


Spec Appendix 4 - Health & Safety.pdf


 


 


 


 
DCN: HSA001C Revision: R001 Status: For Approval Page 1 of 22 


 


 


 
 
 
 
 


 


 
 
 
 
 


 
 
 


HEALTH AND SAFETY POLICY 
 







Health and Safety Policy 


_________________________________________________________________________ 


 


 
DCN: HSA001C Revision: R001 Status: For approval Page 2 of 22 


 


Document Control 


 


The distribution of this document is controlled and the current version is available on the 
intranet. 
 
Any printed copies of this document will no longer be controlled. 


Document Details 


 


Document Title Health and Safety Policy 


Purpose of document To comply with the requirements of The 
Health & Safety at Work etc.  Act 1974. 
To demonstrate the Councils 
commitment to developing and 
maintaining a safe working environment 
for employees and others affected by its 
activities. 


Document Control Number  HSA001C 


Revision R001 


Document Status Approved 


Document Owner Chief Executive’s Office 


Prepared By Nigel Gayne 


Date Approved 11th January 2016 


Approved By JCC 


Next Scheduled Review 24 months from approval or sooner 
should changes be required. 


 


Revision Status 


 


Revision Number Section Details of Change Date 


001 All Complete review 
and update of 
Policy 


January 2015 


    


    


 


Distribution List 


 


Revision Number Issued To Title 


   


   


   


   


   


 







Health and Safety Policy 


_________________________________________________________________________ 


 


 
DCN: HSA001C Revision: R001 Status: For approval Page 3 of 22 


 


Table of Contents 


Document Control .............................................................................................................. 2 


Document Details ............................................................................................................... 2 


Revision Status................................................................................................................... 2 


Distribution List .................................................................................................................. 2 


SECTION 1: POLICY STATEMENT................................................................................ 5 


1.1 Introduction ............................................................................................................ 5 


1.2 Objectives ................................................................................................................ 5 


1.3 Statement of Intent ................................................................................................. 5 


SECTION 2: ORGANISATION ......................................................................................... 7 


2.1 The Council .......................................................................................................... 7 


2.2 Health and Safety Responsibilities ....................................................................... 7 


2.3 Chief Executive: ................................................................................................... 7 


2.4 Directors ............................................................. Error! Bookmark not defined. 


2.5 Heads of Service ................................................................................................... 8 


2.6 Service Unit Heads ............................................................................................... 8 


2.7 Head of Service: Planning and Environmental Services ...................................... 9 


2.8 Managers and Supervisors .................................................................................... 9 


2.9 All other employees ............................................................................................ 10 


2.10 Safety and Resilience Team ............................................................................ 11 


2.11 Joint Health and Safety Committee ................................................................ 12 


2.12 Safety Representatives .................................................................................... 13 


SECTION 3: ARRANGEMENTS FOR CARRYING OUT THE POLICY ................. 14 


3.1 Safety Management System ............................................................................ 14 


3.2 Risk Assessments ............................................................................................ 14 


3.3 Training and Supervision ................................................................................ 15 


3.4 Training ........................................................................................................... 15 


3.5 Supervision ..................................................................................................... 15 


3.6 Internal Communication ................................................................................. 15 


3.7 Reporting Procedures for Accidents and Near Misses ................................... 15 


3.8 First Aid .......................................................................................................... 15 


3.9 Fire Precautions .............................................................................................. 15 


3.10 Procedure for telephone calls concerning bombs etc. ................................. 16 


3.11 Security........................................................................................................ 16 


3.12 Machinery and plant .................................................................................... 16 







Health and Safety Policy 


_________________________________________________________________________ 


 


 
DCN: HSA001C Revision: R001 Status: For approval Page 4 of 22 


 


3.13 Safe systems of work................................................................................... 17 


3.14 Electricity .................................................................................................... 17 


3.15 Hazardous substances .................................................................................. 17 


3.16 Health Surveillance ..................................................................................... 18 


3.17 Workplace Environment ............................................................................. 18 


3.18 Display Screen Equipment. ......................................................................... 19 


3.19 Manual Handling ......................................................................................... 19 


3.20 Noise............................................................................................................ 19 


3.21 Violence at Work ........................................................................................ 20 


3.22 Consultation with Employees ..................................................................... 20 


3.23. Personal Protective Equipment (PPE) ......................................................... 20 


3.24. Control of Contractors ................................................................................. 21 


3.25. Records ........................................................................................................ 21 


3.26. Monitoring ................................................................................................... 21 


3.27. Review ......................................................................................................... 22 


3.28. Discipline .................................................................................................... 22 


 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







Health and Safety Policy 


_________________________________________________________________________ 


 


 
DCN: HSA001C Revision: R001 Status: For approval Page 5 of 22 


 


 
SECTION 1: POLICY STATEMENT 
 
1.1 Introduction 
 


The Health and Safety at Work etc. Act 1974, together with the Management of 
Health and Safety at Work Regulations 1999, other associated Health and Safety 
legislation and Codes of Practice impose duties on all employers in respect of 
health and safety at work.  These duties extend to the Council its employees and 
also other persons who may be affected by the Council's work activities.  As the 
employer, the Council has formulated a Health and Safety Policy Statement to 
include these duties. 
 
All Council employees should carefully read this Policy Statement. 


 
1.2 Objectives 
 


To eliminate or minimise, so far as is reasonably practicable, the risk of injury to: 
 
(a) All Council employees. 
 
(b) Staff, manual workers, persons on work experience and trainees on any 


Government Training Scheme for which the Council is a sponsor or 
managing agent. 


 
(c) All non-employees of the Council, including the general public, visitors to 


Council premises and any other person who may be affected by the activities 
or undertakings of the Council or its employees at work. 


 
1.3 Statement of Intent 


 
 Corby Borough Council recognises that the health, safety and welfare at work of all 


employees and others under their direct control, whether on the Council's 
premises, or carrying out the Council's business elsewhere, is primarily the 
responsibility of the Council.  In addition, a duty of care extends to other persons 
while they are on the Council's premises or affected by the Council's activities. 


 
To achieve this effectively, the Council will, so far as is reasonably practicable and 
through the use of risk assessment: - 
 


 identify hazards of its work activities and assess the risks to the health and 
safety of employees and other persons, and record the management action 
required to effectively reduce the risks of injury and ill health  


 


 Provide and maintain safe premises, plant and systems of work; 
 


 Ensure safe methods of using, handling, storing and transporting articles and 
substances; 


 


 Provide suitable and sufficient information, instruction, training and supervision; 
 


 Provide and maintain a safe working environments with adequate welfare 
facilities; 
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 Provide and maintain workplaces in a safe condition with safe access to and 
egress from a place of work and procedures for evacuation in an emergency. 


 


 Provide adequate and suitable personal protective equipment when required. 
  


 Identify individuals with responsibility for health and safety management and 
advice. 


 


 The Council will provide, so far as is reasonably practicable, Codes of Practice 
and systems to cover effectively all aspects on health, safety and welfare. 


 
The Council will arrange for the provision of competent, technical advice on health safety 
and welfare matters. 
 
No safety policy is likely to be successful unless it actively involves those at work. The 
Council will therefore fully cooperate in the appointment of Safety Representatives, by 
recognised Trade Unions, and where necessary, provide them with sufficient facilities and 
training to complete their duties. The council will also cooperate in the formation of a Joint 
Health and Safety Committee to represent all employees. 
 
Where employees share the same workplace, the Council will fully cooperate by co-
ordinating its activities to ensure that those persons are not exposed to unnecessary risks. 
The Council will also ensure that full and comprehensive information regarding their 
activities is provided when that situation arises. 
 
To assist in the management of health and safety and to ensure consistent approach by all 
Service Areas the Council has implemented a corporate safety management system.  
 
The Council reminds all its employees, whatever their status, of their duties under the 
Health and Safety at Work Act 1974 to take care of their own safety and that of others. 
They should also cooperate with management to enable them to carry out their 
responsibilities successfully. 
 
A copy of this statement and the following Organisation and Summary of Arrangements 
will be available to employees on the Council’s Intranet system and those employees that 
do not have access to Intranet will be able to view this document at their place of work in 
hard copy format. Further guidance and information will supplement and expand the 
arrangements where necessary. 
  
All documents will be added to or modified as legislation or the local situation dictates. 
 
 
Signed: 
 
 
 
 
Chief Executive November 2015 
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SECTION 2: ORGANISATION 
 


2.1 The Council 
 
The Council (corporate body), as the employer, is ultimately responsible in law for: 


 
 The health, safety and welfare of the Council’s employees at work. 


 
 Conducting the Council’s undertakings in a way that ensures the health, safety and 


welfare of the public and other persons not in their employment. 
 


To meet these responsibilities the Council must ensure that: 
 


 There is an effective overall policy for the health, safety and welfare of employees 
and other persons who may be affected by the Council’s undertaking and that 
adequate funds are available to meet health & safety requirements within the 
Council. 
 


 Any necessary changes are made to the Council’s safety policy.   
 


 The Council’s activities do not affect detrimentally the health safety or welfare of 
the general public. 


 
 The general public are made aware of any situations that arise which may affect 


their health, safety and welfare, and where reasonably practicable take steps to 
eliminate such situations. 


 
 The Council is organised and has sufficient numbers of competent staff to meet its 


responsibility for health, safety and welfare. 
 


2.2 Health and Safety Responsibilities 
 


Day to day responsibilities for health & safety matters are delegated to officers as set out 
below: 
 


2.3 Chief Executive: 
 
The Chief Executive is responsible for:  
 
 Ensuring that the Council has in place the appropriate arrangements to ensure 


compliance with legislation and local policies on health, safety and welfare. 
 


 Ensuring the Council employs competent persons to provide advice and assistance 
on health and safety matters, as required by the Management of Health and Safety 
at Work Regulations 1999, who will, in turn have full access to the Strategic 
Management Team and elected members. 


 
 Arranging for health and safety matters to be discussed by the strategic 


management team as and when necessary. 
 
 Ensuring arrangements are made for joint consultation of all employees. 
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2.4 Director of Corporate Services/Director of Operational Services 
 
In addition to the duties of the Chief Executive, the Corporate Services Director and 
Operational Services Director are responsible to ensure the discharge of the health and 
safety function on behalf of the Chief Executive. 
 
They are responsible for: 
 


 Monitoring and administering throughout their directorate all legislation and Council 
policy decisions concerning health, safety and welfare, and to ensure that 
employees at all levels are aware of their responsibilities. 
 


 Ensuring through supervision & monitoring, that adequate information, instruction, 
training and supervision is provided and that all employees in their directorate are 
suitable and competent in the health & safety aspect of the work they are required 
to undertake. 


 
 Requisitioning for sufficient funds to meet the foreseeable health and safety 


requirements of their directorates. 
 


 Written records are made and kept for all health and safety arrangements. 
 


 Ensuring arrangements are made for joint consultation with all employees. 
 


2.5 Heads of Service 
 
The health and safety legislation as it affects each directorate, together with training, 
administration and day to day working requirements, justify the need for delegation to 
personnel under the Corporate Services Director and Operational Services Director.  For 
this purpose, the following Heads of Service are nominated as being responsible for health 
and safety in the service unit specified: 
 


Head of Service: Culture and Leisure Services 
Head of Service: Planning and Environmental Services 
Head of Service: CB Property Services  
  


2.6 Service Unit Heads 
 


 Heads of Service will be responsible to the Director of Operational Services for all 
matters relating to health, safety and line management within their service unit.  
They will ensure that corporate, directorate, service unit or section guidance & 
instructions, relating to health and safety, are practised and information relating to 
regulations and codes of practice is disseminated to those employees for whom 
they are responsible.  They will also ensure that safe working methods are used at 
all times and necessary controls maintained. 


 
 Implementing and administering throughout their areas of responsibility all 


legislation and Council policy decisions concerning health, safety and welfare, and 
to ensure that employees at all levels are aware of their responsibilities. 


 
 Identify and ensure that adequate training, instruction, information and supervision 


is provided and that all employees in the Service Areas they control are suitable 
and competent in the safety aspects of the work they are required to undertake. 
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 Publishing written and signed safe working arrangements and practices where 
necessary and bring them to the attention of their employees. 


 
 Requisitioning for sufficient funds to meet the foreseeable health and safety 


requirements of their Service Areas. 
 
 Ensuring, so far as is reasonably practicable, that plant, transport, tools, 


equipment, articles and materials for use at work are without risk to health and 
safety, maintained in a safe condition and that they are used in a proper manner 
and in accordance with the manufacturer's instructions. 


 
 Considering the implications to the health, safety and welfare of employees when     


reorganising workplaces, changing systems of work or innovating new plant or 
machinery. 


 
 Written records are made and kept for all health and safety arrangements. 


 
2.7 Head of Service: Planning and Environmental Services 


  
In addition to the duty as a Head of Service, the Head of Service for: Planning & 
Environmental Services is responsible for ensuring arrangements are in place for: 


 
 Ensuring that in the absence of the Safety Adviser that corporate health & safety 


guidance and advice is available. 
 


2.8 Managers and Supervisors 
 
Managers/Supervisors will be responsible to their Head of Service for all matters relating 
to health and safety and line management within their section.  They will ensure that 
corporate, directorate or section guidance and instructions, relating to health and safety, 
are practised and information relating to regulations and codes of practice is disseminated 
to those employees for whom they are responsible.  They will also ensure that safe 
working methods are used at all times and necessary controls are maintained. 
 
Each manager or supervisor will be responsible within their section for ensuring that: 
 


 They are familiar with the Corporate Safety Policy, Organisation and 
Arrangements document, and any safety rules or codes of practice 
developed from them. 


 
 All hazardous activities are identified, the necessary risk assessments 


completed and control measures developed or maintained to reduce or 
eliminate the risk of harm to all persons who interface with the work area or 
operations. 


 
 Identifying and ensuring that adequate information, instruction, training and 


supervision is provided and that all employees in their section are suitable 
and competent in the safety aspects of the work they are required to 
undertake. 


 
 Employees under their control comply with safe working arrangements and 


systems at work. 
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 All new employees attend an induction course, followed by on the job training 
where necessary & familiarisation and refresher training to maintain the 
necessary skills to perform their work in a safe and proper manner. 


 
 Ensure that suitable records are kept of training and provision of information, 


to their employees and HR are notified. 
 


 Suitable protective clothing or safety equipment is provided and that 
employees under their control wear or use it and the necessary 
arrangements are in place to store, issue and maintain it and that records are 
kept of its issue. 


 
 All accidents are investigated identifying in particular how a recurrence will be 


prevented and that the results are recorded on the Accident/Incident 
database forms before submitting them to the Safety and Resilience Team. 


 
 Ensuring that the details of injuries to employees at work and injuries to other 


persons injured as a result of Council work or activities are entered on to the 
Accident/Incident Reporting database form and sent to the Safety and 
Resilience Team without delay. 


 
 Inspections are carried out to determine the effectiveness of the safe working 


arrangements. 
 


 They work closely with the Safety and Resilience Team and Safety 
Representatives in respect of matters that may affect the health and safety of 
their employees. 


 
 They maintain and update their own skills, information and knowledge 


relating to health & safety matters. 
 


 Plant, machinery and equipment used at work are safe, maintained in good 
working order and used in accordance with the manufacturer’s instructions 
and inspection & maintenance records kept. 


 
 First aid and fire precaution arrangements are in line with current 


requirements and employees are aware of such arrangements. 
 


 Adequate supervision is available at all times where necessary, especially 
where young people are involved. 


 
2.9 All other employees 


 
Employees have a duty to co-operate with their employers so far as is necessary to enable 
the employer to comply with their legal obligations.  All safety rules and arrangements 
relating to the authority’s activities will fall into the framework of legal obligations and all 
employees will be required to: 
 


 Comply with any procedures, safe systems of work or instructions that have 
been initiated by management for their health and safety. 


 
 To take reasonable care of their own health and safety and the health and 


safety of any other person who may be affected by their acts or omissions 
at work. 
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 Observe any safety rules at all times. 


 
 Wear or use, when specified, any protective clothing, footwear, safety 


equipment or other article provided by the Council in the interests of health 
of safety. 


 
 Not to misuse or damage any article provided by the Council in the interest 


of health of safety. 
 


 To report to their supervisor immediately all injuries of whatever nature in 
order that the appropriate manager may fulfil their legal obligation to 
investigate the accident/incident.  All accidents must be entered on to the 
Accident/Incident reporting database. 


 
 To report hazards or defects in safety equipment without delay to their 


managers/supervisors. 
 
All employees are encouraged to offer suggestions relating to any matter, which may 
improve the quality of health and safety within the authority.  These may be passed to the 
Safety Representative, a Supervisor, Manager or the Safety Adviser. 
 
NB. Failure to comply with health and safety instructions, intentional or reckless 
interference with or misuse of, anything provided in the interests of health safety or welfare 
may lead to disciplinary action up to and including dismissal. 
 
NB. Unacceptable delays in reporting an accident may affect any claim for industrial injury. 
 
 


2.10 Safety and Resilience Team 
 
The Safety and Resilience Team, managed by the Safety and Resilience Manager, will 
provide advice and assistance on health, safety and welfare matters for the Borough 
Council, to enable management to meet their statutory obligations and ensure consistent 
application of the Council’s Safety Policy.  Whilst recognising the formal responsibilities 
placed upon managers, the Safety and Resilience Team will, in exceptional 
circumstances, have a general responsibility, and carry the necessary authority, to provide 
an appropriate internal enforcement role, when a discernible breach of Health and Safety 
legislation or non-compliance of any Corporate safety procedures, is apparent. 
 
In particular, the Safety and Resilience Team will be responsible for: 
 


 The maintenance, amendment and distribution of the Health and Safety Policy 
documents. 


 
 Advising and assisting Line Managers to fulfil their responsibilities for the health 


and safety of employees and others affected by their action. 
 


 Advising on the design and implementation of safe working practices, the selection, 
provision and use of appropriate equipment and clothing, and safety aspects in the 
design and use of plant and equipment. 


 
 Generating corporate policies and procedures for managers to supplement the 


Health and Safety Policy Arrangements document. 
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 Promoting and providing regular safety training for all employees in collaboration 


with all Service Areas. 
 


 Maintaining a dialogue with all Service Areas, other local authorities, on health and 
safety matters, to promote and encourage professional development. 


 
 Liaise with statutory bodies, such as H.S.E. and The Fire Service, as necessary. 


 
 Collation, preparation and submission of accident statistics and other relevant 


safety reports presenting the information in a suitable form for management to 
measure safety performance. 
 


 Investigate serious injury accidents and any other incident which might have led to 
serious injury involving Council employees or any other person affected by Council 
work or activities. 
 


 Collation, recording, reporting and submission of all accident information in 
accordance with legal requirements and ensure that it is available to any official 
body that may have a legitimate interest (HSE, DWP, Solicitors, etc.). 


 
 Carry out periodic assessments, inspections or audits and draw the attention of the 


Chief Executive, Deputy Chief Executives, Head of Service or Manager concerned 
to any unsafe working practices, procedures, plant or any breach of legislation 
concerning health, safety and welfare and wherever possible, advising on remedial 
action.  


 
 Assisting Line Managers, through on site visits where appropriate, to ensure that 


contractors comply with all Health & Safety considerations and other relevant 
requirements affecting their undertakings on behalf of the Borough Council. 


 
 Promoting health and safety education in conjunction with Line Management, 


encouraging safety consciousness at all levels within the organisation and assisting 
and encouraging supervisory managers to develop safe working practices. 


 
 Attend the Joint Health and Safety Committee and Joint Consultative Committee 


(JCC) meetings and provide advice as an ex-officio member. 
 


Special Powers of the Safety and Resilience Team 
 
The Council Safety and Resilience Team members are authorised to enter any place of 
work owned/occupied or controlled by the Council, or any place of work occupied or used 
in connection with any government training scheme sponsored or managed by the 
Council, or any site or work place occupied by a contractor employed by the Council, and 
there order the immediate stoppage of work where there is serious risk of injury or health 
to any person, whether they are employed by the Council or not. 
 


2.11 Joint Health and Safety Committee  
 
As an employer the Council recognises the duties imposed by the Safety Representative 
and Safety Committee Regulations 1977 and as such: 
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 Facilities will be afforded for the formation of a Joint Union Health and Safety 
Committee where union and non-union safety representatives meet to discuss 
matters concerning health safety and welfare. 
 


 Safety Committee meetings will be held at intervals as agreed mutually by 
attendees, minutes will be kept and made available to all Council employees on 
request.  
 


 The Safety Committee will in no way affect the obligations of every employee to 
report or deal with hazards and dangerous situations as they arise through normal 
management channels. 
 


2.12 Safety Representatives 
 
In addition to their general duties as employees, Safety Representatives are responsible to 
their members for: 
 


 Promoting co-operation between management and employees and monitoring the 
local arrangements for affecting the authority’s Safety Policy. 


 
 Considering the circumstances and causes of accidents and dangerous incidents 


occurring within the workforce of the authority. 
 


 Making recommendations to the appropriate management for preventing a 
recurrence of incidents. 


 
 Making periodic inspections of selected areas of the authority’s work places and 


equipment in the interest of safety and health in conjunction with management 
and/or a member of the Safety and Resilience Team. 


 
 Making appropriate recommendations for the improvement of conditions as regards 


safety and health and receive and consider reports concerned with monitoring 
activities. 


 
 Securing the co-operation of all employees in the promotion of health and safety. 


 
 Participating in drawing up working safety rules. 


 
 Studying statistics of accidents in the authority, including personal injury, property 


damage and near miss incidents. 
 


 Considering the means whereby any official regulations, instructions, notices and 
other written and pictorial material relating to safety and health in the authority are 
brought to the attention of employees. 


 
 Co-operation with and as necessary seeking professional advice from the Safety 


and Resilience Team. 
 


 Be aware of hazards within the workplace relating to employees they represent and 
the measures in force to eliminate or minimise the risks entailed. 


 
 To attend Safety Committee meetings if requested to do so. 
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 To attend meetings with the Safety and Resilience Team Adviser following Joint 
Safety Committee meetings. 


 
SECTION 3: ARRANGEMENTS FOR CARRYING OUT THE POLICY 
 
The Chief Executive, Corporate Services Director and Operational Services Director must 
ensure that the following arrangements are followed: 
 
3.1 Safety Management System 
 
The Safety Management System is designed to provide managers with a corporate 
approach to managing health and safety and to ensure that the Council meets its legal 
duties. 
 
The system consists of:  
 


 A Health and Safety Manual containing corporate policies/procedures and 
information and guidance for managers. The manual is maintained by the Safety 
and resilience Tem and is held on the Intranet system. 


 
 Related Service Unit records of Risk Assessments to include, COSHH, VDU, 


manual handling assessments, electrical tests, property details, training, 
inspections etc.  


 
 Related Service Unit activities carried out, safe working practices, approved 


contractors, other Service Unit health and safety matters 
 
The manual provides information and guidance to managers on Council policies and 
procedures for health safety and welfare and on identifying the arrangements they need to 
comply with. 
 
The Operational Services Director must ensure that all Heads of Service within their 
directorate are familiar with the contents of the manual and ensure that the policies, 
procedures and arrangements are implemented. 
 
3.2 Risk Assessments 
 
The Council recognises its obligations under the Management of Health and Safety at 
Work Regulations 1999, and other legislation whereby it is required to undertake risk 
assessments and put in place safe systems of work. 
 


 It is the responsibility of the Corporate Management Team and Heads of Service to 
ensure that risk assessments are completed by line managers and supervisors for 
their respective areas of responsibility. 


 
 It is the responsibility of line managers and supervisors to make suitable and 


sufficient assessments of the risks to the health and safety of employees and that 
of persons not in employment, (e.g. visitors to the premises), arising out of or in 
connection with the Councils undertaking. 


 
 The carrying out of suitable and sufficient risk assessments by line management 


and supervisors should identify the measures that need to be taken to comply with 
the requirements and prohibitions imposed upon the Council under the relevant 
statutory provisions. 
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 All significant findings of risk assessments shall be recorded as well as risk 


assessments relating to any group of employees identified as being especially at 
risk, i.e. new and expectant mothers and young persons. 


 
3.3 Training and Supervision 
 
3.4 Training 
The council will ensure that suitable and adequate health and safety training is provided 
for all employees to ensure that they can carry out their responsibilities and work activities 
in a competent and safe manner.  
 
All personnel will receive induction training. 
 
Further training will be appropriate to the tasks that the person concerned is to carry out.  
 
The council requires all personnel to sign an “induction form” to confirm that they have 
received training.  
 
3.5 Supervision 


 
A suitable and satisfactory system of supervision should be provided with properly trained 
and competent supervisors who have authority to ensure that safety precautions are 
implemented, safety equipment used, and safe systems of work are followed.  Particular 
attention should be paid to young and inexperienced employees to ensure they are 
properly supervised. 
 
3.6 Internal Communication 
  
Management will advise employees about the standard of the performance in health and 
safety in terms of memos, feedback by managers, face to face etc. Managers will promote 
suitable means of communication from employees to management on health and safety 
matters. 
 
3.7 Reporting Procedures for Accidents and Near Misses 
 
All injuries resulting from accidents arising from Council activities on Council sites or on 
other sites for which the Council has responsibilities however minor are reportable by the 
supervisor to the Safety and Resilience Team by means of an Accident/Incident Reporting 
database’.  This includes accidents to persons on Corby Borough Council premises such 
as members of the public, visitors as well as Council employees. 
All reports should be sent to: SafetyResilienceTeam@kettering.gov.uk 
 
The procedures in use are in line with the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 2013 (RIDDOR). 
 
3.8 First Aid 
 
The council recognises its obligations for first aid under the Health & Safety (First Aid) 
Regulations 1981 and will provide adequate number of trained First Aiders to deal with 
emergencies that occur to staff or any non-employee within council buildings.  
 
3.9 Fire Precautions 
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The council recognises its obligations for fire safety under the Regulatory Reform (Fire 
Safety) Order 2005 and will take reasonable steps to prevent or minimise the possible 
occurrence of fire within premises that it owns and controls. Detection / warning systems 
will be provided and maintained, and emergency and evacuation procedures will be put in 
place and implemented as necessary.  
 
Fire Risk Assessments will be carried out for all premises; suitable fire evacuation 
instructions will be displayed. Appropriate training and information on fire prevention will be 
given to all employees at induction and further training will be given to fire 
wardens/marshals. 


 
3.10 Procedure for telephone calls concerning bombs etc. 
 


 On receipt of a call from any person other than the Police advising us of an 
emergency which might necessitate the evacuation of the Council buildings, the 
officer concerned should immediately notify the following:- 


 
 The Chief Executive or in his absence the Corporate Services Director,  


Operational Services Director or the  Safety Adviser.   
 


 Such Officers shall contact the Police for advice.  If evacuation is required the 
officer should, in the case of The Cube, Deene House or Grosvenor House, contact 
switchboard on extension 4000 who will immediately operate the fire alarm and 
ensure the evacuation of the buildings.  If none of the above officers are available 
the switchboard should immediately contact the Police, and if they so advise set off 
the fire alarms. 
 


3.11 Security 
 


 Staff should report to a senior Officer without delay if they see visitors acting 
suspiciously on Council premises or if they find suspicious packages left 
unattended.  In such cases the Police must be informed without delay.   
 


 Staff required to transport cash in the course of their duty should vary their times 
and routes as often as possible and should keep alert for any circumstances, which 
might indicate an attempt to steal the money.  Should an attempt be made under 
direct threat of violence no resistance should be offered, but note should be taken 
of the attackers personal description, vehicle description, registration number and 
direction of escape.  The Police must be informed by the quickest available means. 


 
3.12 Machinery and plant 
 
The Council recognises its obligation to provide and maintain safe plant, equipment and 
machinery under the Provision and Use of Work Equipment Regulations 1998. 
 


 Equipment will be maintained in an efficient state, in an efficient working order and 
in good repair. Where any machinery has a maintenance log then it will be kept up 
to date.  
 


 All persons who use work equipment will receive adequate health & safety 
information, instruction and training  


 
 Dangerous parts of a machine must be fitted with fixed guards where practicable, 


or where it is not practicable, the provision of other guards or protection devices, or 
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where this is not practicable, the provision of jigs, holders, push sticks or other 
similar devices.  


 
3.13 Safe systems of work 
 
A safe system of work is the sequence in which work is to be carried out with the provision 
of warnings and notices and the issue of special instructions.  There will be the provision of 
safety equipment and the taking of adequate precautions.  Whatever system of work is 
adopted the Council will ensure so far as is reasonably practicable that it is a safe one. To 
develop a safe system of work the following procedures need to be in place: 
 


 The tasks for which a system of work is required to be identified. 
 


 The identified systems to be properly catalogued. 
 


 The system to be monitored. 
 


 There should be systems to deal with temporary changes in work. 
 


 There should be proper systems of work for maintenance staff.  In certain 
instances there should be the allocation of permits to work e.g. confined spaces, 
roof work, live electrics, hot work etc. 


 
3.14 Electricity 
 
The council with comply with the provisions of the Electricity at Work Regulations 1989 
with respect to the use of electricity. 
  
These cover the electrical safety for portable equipment, computer equipment, fixed 
installations and appliances and electrical work activities and disposal of unwanted 
electrical equipment.  
 


 All systems shall at all times be of such construction and maintained so as to 
prevent danger. Every work activity, including operation, use and maintenance 
shall be carried out in such a manner not to give rise to danger. 
  


 Persons should report any defective equipment to a supervisor and should never 
interfere with or try to repair electrical apparatus. This should only be carried out by 
a qualified electrician.  


 
3.15 Hazardous substances 
Where substances are being used that may be harmful to health then the council will 
comply with the Control of Substances Hazardous to Health Regulations 2002 
(COSHH).  
 


 The council shall not carry out work which is liable to expose any employees to any 
substance hazardous to health unless a suitable and sufficient assessment of the 
risk is made and of the steps that need to be taken to eliminate or reduce the risk 
to a safe level.  
 


 The control measures and personal protective equipment will be maintained in an 
efficient state and in good repair.  
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 There shall be emergency procedures for handling spillages laid down, known and 
tested. 


 
 COSHH assessments should be carried out and recorded of all the hazardous 


substances used and the relevant staff informed of the findings.  
 


 Where necessary staff will undergo health surveillance.  
 
3.16 Health Surveillance 
 
Health surveillance allows for early identification of ill health and helps identify any 
corrective action needed. Health surveillance may be required by law if your employees 
are exposed to noise or vibration, solvents, fumes, dusts, biological agents and other 
substances hazardous to health, or work in compressed air. 
 
The following legislation requires that health surveillance may be needed: 
 


Control of Substances Hazardous to Health Regulations 2002 
Control of Noise at work Regulations 2005 
Control of Asbestos at Work Regulations 2012 
Control of Vibration at Work Regulations 2005 
Ionising Radiations Regulations 1999 


 
 It is the responsibility for line management in conjunction with the Occupational 


Health Nurse and Human Resources to manage health surveillance of employees 
 


 All new employees joining the Council will be required to undertake a medical 
health check, at the Council’s expense, prior to joining the Council. 


 
 Health surveillance might involve examinations by a doctor or trained nurse.  In 


some cases trained supervisors will perform checks e.g. skin checks. 
 


 Health records of health surveillance should be kept confidentially. 
 
3.17 Workplace Environment 


 
The Council recognises its obligations under the Workplace (Health Safety and Welfare) 
Regulations 1992. 
 


 The workplace shall be maintained in an efficient state, in efficient working order 
and in good repair. 


 
 Every enclosed workplace to be suitably ventilated with reasonable temperatures 


inside buildings and have suitable and sufficient lighting. 
 


 Every workplace and the furniture, floors, walls and ceilings shall be kept 
sufficiently clean. 


 
 Every room where persons work shall have sufficient floor area, height and 


unoccupied space. 
 


 All workstations shall be so arranged that they are suitable for any person at work 
who is likely to work at that workstation. 
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 Suitable and sufficient facilities shall be provided for any person at work to change 
clothing where the person has to wear special clothing for the purpose of work. 


 
 Suitable and sufficient rest facilities shall be provided at readily accessible places. 


 
 
3.18 Display Screen Equipment. 
 
The Council will comply with the requirements of the Health and Safety (Display Screen 
Equipment) Regulations 2002 and will carry out the following procedures for existing and 
new employees who are classified as ‘users’ and where equipment is used that comes 
under the Regulations: 
 


 There will be suitable and sufficient analysis of workstations for the purpose of 
assessing the health and safety risks to which those persons are exposed in 
consequence of that use.  
 


 Line management will ensure that ‘users’ are provided with adequate information 
about all aspects of health and safety relating to their workstations.  


 
 Ergonomics is the integration between people, equipment and the environment. 


The council will pay due ergonomic regard for workstation / equipment design, 
working methods and procedures and workplace design. 


 
 Specific attention will be paid to workstation posture, rest periods, any repetitive 


actions and any over excessive force.  
  
 
3.19 Manual Handling 
 
The Council is aware of its obligations under the Manual Handling Operations 
Regulations 1992 and where there is a possibility of injury being caused by manual 
handling activities the following action will be taken in line with the Regulations: 
 
18.1 So far as is reasonably practicable, there will be the avoidance for the need for 


employees to undertake manual handling activities through mechanised processes. 
 
18.2 Where it is not reasonably practicable to avoid manual handling activities then a 


risk assessment will be undertaken  
 
18.3 Appropriate steps to reduce the risk of injury to the lowest level reasonably 


practicable will be taken 
 
18.4 Employees engaged in manual handling activities will be provided with information 


about the load to include the weight of the load and the heaviest side of the load 
whose centre of gravity is not positioned centrally 


 
18.5 The assessments will be reviewed and kept up to date 
 
18.6 Employees have a duty to make full use of any system of work that is put in place 


to reduce the risk of injury during manual handling 
 
3.20 Noise 
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The Council recognises its duties under the Noise at Work Regulations 2005. 
 


 The Council accepts its general obligation as an employer to reduce the risk of 
hearing damage to the lowest level reasonably practicable through control 
measures and where not reasonably practicable then the use of ear defenders.  


 
3.21 Violence at Work 
 
In particular this relates to verbal and actual physical attacks on employees. These risks 
may be increased for persons subject to lone working. 
 
The Council will put in place the following precautions: 
 


 Lone working risk assessments will be carried out. 
 Panic alarms and mobile phones/radios supplied to lone workers. 
 Radio contact with town centre security within town centre sites. 
 Use of CCTV surveillance throughout Corby Borough Council with the co-operation 


of CCTV at Grosvenor House (this does not extend to the town centre) 
 Signing in and out procedure within each department. 
 Central point for reporting incidents. 
 Completion of incident report form. 
 Use of Guardian 24 monitoring system 
 Trackers fitted to CBC vehicles 
 Panic buttons within interview rooms 


 
3.22 Consultation with Employees 
 
The Council is aware of its obligations under the Health and Safety (Consultation with 
Employees) Regulations 1996 and will consult with its employees by way of the Health 
and Safety Committee on the following areas as covered by the Regulations:- 
 


 Any changes which substantially affect their health and safety at work i.e. changes 
in procedures, equipment or ways of working. 


 Arrangements for utilising “competent people” to assist in complying with health 
and safety legislation. 


 Information on the likely risks and dangers arising from work activities and 
measures to reduce or eliminate risks. 


 The planning of health and safety training. 
 The health and safety consequences of introducing new technology. 


 
 
 
3.23. Personal Protective Equipment (PPE) 
 
There are certain activities where hazards cannot be eliminated or controlled by other 
means and PPE should be used as part of a safe system of work.  The Council 
acknowledges its responsibilities under the Personal Protective Equipment at Work 
Regulations 2002 and the following procedures will apply: 
 


 Suitable PPE will be provided to employees, it will be maintained, provided 
with accommodation, be compatible and replaced when lost or damaged.  


  
 PPE will be properly used through instruction and training of staff. 
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 Employees are to use PPE correctly, always wear PPE when required and 
report   any loss or defect. 


 
 The use of PPE as part of a safe system of work must be adequately risk 


assessed   and documented. 
 
3.24. Control of Contractors 
 
The Council is aware of its obligation under the Health and Safety at Work Act 1974 in 
so far as it applies to contractors on the Council’s premises. 
 
In order to meet these obligations, the Council exercises the following controls over 


contractors: 
 


 Contractors are required to have the relevant insurance before 
commencement of work. 


 
 Contractors are required to submit their Health and Safety Policy, risk 


assessments and method statements for approval before commencement of 
work. 


 
 Where applicable work being carried out on Council premises will comply with 


the requirements of the Construction, Design and Management 
Regulations 2015. 


 
 Where larger projects are being carried out, the Council site safety rules will be 


observed.  These, along with the details of the Council/contractor liaison etc. 
will be discussed and agreed at a pre-contract meeting. 


 
3.25. Records 
 


 The Council will ensure that there are adequate arrangements for keeping statutory 
records. 


 
 Records relating to buildings will be retained by facilities management. Records of 


workshop equipment will be held at the depot.  
 


 The statutory records will include accident/incident details, risk assessments, safe 
systems of work, health records etc.  Sufficient use will be made of the information 
in the records to identify areas of strengths and weaknesses e.g. accidents and ill 
health, experience or training needs. 


 
3.26. Monitoring  


 
 Monitoring of health and safety performance will be carried out. This will be 


achieved through site inspections, surveys, sampling, study of safety 
documentation etc. 


 
 There will be sufficient staff with adequate facilities to carry out the monitoring. 


 
 The standards expected are known and understood. 


 
 There is a system in place for remedying identified deficiencies within a given 


timescale. 
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 All serious incidents will be investigated 


 
 In the event of an incident the performance of individuals or groups are measured 


against the extent of compliance with Safety Policy objectives as set out within the 
policy and specific procedures. 


 
3.27. Review 
 
The Health and Safety Policy will be reviewed as a result of any change either to the 
legislation, management structure within the Council or any of its operations that have an 
effect upon its arrangements for health and safety.  Reviews will be conducted by the 
Safety Adviser in consultation with senior management, at least every 2 years.  
Amendments will be circulated to the Unions and made available to all employees as part 
of the consultation process prior to the final document. 
 
3.28. Discipline 
 
Serious, wilful or persistent disregard of safety measures required by an Act of Parliament 
or Regulations made there under, or of any Council policy requirement, or failure to comply 
with any reasonable instruction given by a Supervisor or Manager in the interests of health 
and safety, will be dealt with under the agreed disciplinary procedure in force at the time 
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1. Introduction for Employees 
 


2. The public is entitled to expect the highest standards of conduct from all 
employees who work for Corby Borough Council (the Council).  This Code 
sets out the standards expected from employees.  It should be read, where 
appropriate, in conjunction with the Council’s employment policies, other 
relevant policies, procedures, protocols, conditions of service, standing 
orders, financial regulations and statutory requirements. 


 
3. An employee should never do anything as an employee of the Council which 


you could not justify publicly.  An employee’s conduct may effect the 
reputation of the Council.  An employee should at all times avoid any 
occasion for suspicion and any appearance of improper conduct. 


 
4. Please read the Code carefully.  It is an employee’s responsibility to ensure 


they comply with the standards set down.  Advice on the Code may be sought 
from an employee’s line manager, the Human Resources Section, the 
Council’s Monitoring Officer or Deputy Monitoring Officer. 


 
5. This Code applies to all employees of the Council (whether full-time, part-time 


or casual), any agency or temporary staff employed by the Council (whilst 
employed on Council business) and any contractors working on behalf of the 
Council (whilst employed on Council business). 


 
6. General Duties and Responsibilities 


 
7. The duty of an employee is to serve the Council by carrying out the Council’s 


work under the direction, control and guidance of their respective line 
manager.  An employee should work to the best of their ability.  Where advice 
is requested of an employee this should be objective and the best 
professional advice they can give. 


 
8. The reputation of the Council depends in large part on the conduct of its 


employees and what the public believes about their conduct.  The public 
expects conduct of the highest standard.  Confidence in this integrity will be 
shaken if there is the least suspicion that employees could have been 
influenced in any way by any improper motive. 


 
9. Employees are expected, through agreed procedures, and without fear of 


recrimination, to bring to the attention of the appropriate level of management 
any deficiency in the provision of services to the public together with any 
impropriety or breach of procedure.  In appropriate situations the Council’s 
Whistleblowing Procedure could be used. 


 
10. Employees are expected to give the highest possible standard of service to 


the public and, where it is part of their duties, to provide appropriate advice to 
fellow employees and Councillors with impartiality.    


 
11. Disclosure of Information 


 
12. The law requires certain types of information to be available to councillors, 


other employees, external organisations and the public.  These are outlined in 
the Council’s Publication Scheme, which has been produced in accordance 
with the Freedom of Information Act.  A copy of the Scheme is published on 
the Council’s website or is available from the Freedom of Information Officer. 
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13. Employees are expected to be open, informative and truthful in dealing with 


colleagues, councillors and the public and to provide the information to which 
each is entitled in accordance with the Freedom of Information Act.  If an 
employee is unsure whether information may be made available they should 
consult their respective line manager or seek advice from the Freedom of 
Information Officer. 


 
14. There is a balance between freedom of information and confidentiality for 


personal or commercial reasons that must be considered at all times by 
employees. 


 
15. Any information obtained in the course of an employees employment, which 


is not legally already within the public domain,  should not be used for an 
employee’s personal gain or benefit and should not be disclosed to any one 
else who could use it for their gain or benefit.   


 
16. Employees should not divulge personal information about a fellow employee 


or councillor without permission unless disclosure is required by law. 
 


17. Only employees authorised to do so may talk to the press/media or otherwise 
make personal statements on behalf of the Council.  All press/media 
enquiries should be directed to the Council’s Communications Office in the 
first instance or the Chief Executive’s Office or the relevant Head of Service. 


 
18. Political Neutrality 


 
19. Employees serve the Council as a whole, so they must serve all councillors 


and not just those of the controlling political group.  Employees must ensure 
that the individual rights of all councillors are respected and that employees 
do not compromise their political neutrality. 


 
20. Some employees may be in posts defined as “politically restricted” (see 


Appendix 2).  There are additional rules and responsibilities attached to 
employees in these posts.   


 
21. Employees, whether or not politically restricted, must follow every lawful 


policy of the Council and must not allow their own personal or political 
opinions to interfere with their work. 


 
22. Nothing in this Code prohibits an employee from being a member of a political 


party; however, employees need to be aware that they should not allow such 
membership to effect their responsibilities under the Code in carrying out their 
employment.   


 
23. Employees who are in politically restricted posts may be a member of a 


political party but this will need to be the subject of a declaration to the 
Council and the additional rules (Appendix 2) apply. 


 
24. All employees are entitled to be a member of a recognised trade union. 


 
25. During the period preceding an election (commonly referred to as “Election 


Purdah”) specific rules will be put into force to further protect the impartiality 
of the Council.  Employees will be reminded of these rules (see Appendix 3) 
at the appropriate time. 
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26. Relationships 


 
27. Mutual respect between councillors and employees is essential to good local 


government.  However, close personal familiarity between an employee and 
any individual councillor could damage this relationship and prove 
embarrassing to other councillors and employees.  Both employees and 
councillors should adhere to the agreed Officer/Member Protocol. 


 
28. Employees must always remember their responsibilities to the local 


community and ensure courteous, efficient and impartial service delivery to all 
groups and individuals within that community as defined by the Council’s 
policies and procedures. 


 
29. An employee must also be careful that any relationship that they have with 


any other person cannot bring the Council into disrepute.  In particular, an 
employee should avoid contact with family members or close associates 
when undertaking a regulatory, assessment or quasi-judicial function.  An 
employee needs to ensure that they avoid placing themselves and/or the 
Council in a position where their/its impartiality could be open to question.  
Any potential conflict of interest should be brought to the attention of the 
employee’s line manager. 


 
30. Orders and contracts must be awarded on merit and in accordance with the 


Council’s agreed procedures.  No special favours should be shown to 
businesses run by or employing family, partners or close associates.  Any 
potential conflict of interest should be brought to the attention of the 
employee’s line manager. 


 
31. An employee who places orders, awards contracts or supervises contractors 


and has previously had or currently has a relationship in a private or domestic 
capacity with contractors they deal with in the course of their Council duties 
should declare that relationship with their line manager. 


 
32. An employee in their official relationship with contractors and potential 


contractors must not conduct themselves in such a manner so as to convey 
that they are in a position of giving favour or in their conduct seek a gift, loan, 
or reward in order to convey an advantage to a contractor or potential 
contractor.   


 
33. In general, an employee is obliged to declare their interest in a relationship 


when it becomes apparent that said relationship may bring them into conflict 
with their responsibilities to the Council or may give the impression to others 
of a potential conflict. 


 
34. Personal Interests 


 
35. All employees must declare to the relevant Council officer (see table below) 


any financial or non-financial interests that an employee considers may 
conflict with the Council’s interest, or could cause an employee’s conduct to 
be questioned.  Such interests must also be registered with the Human 
Resources Section. 
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Reporting hierarchy for financial and non-financial interests 


Officer: Reports to: 
Chief Executive Monitoring Officer 
Director of Operational Services Chief Executive 
Director of Corporate Services Chief Executive 
Assistant Chief Executive Chief Executive 
Head of Service Chief Executive or appropriate 


Director 
Monitoring Officer Human Resources Section 
All other employees Head of Service 


 
36. An employee must declare to their Head of Service/line manager membership 


of any organisation not open to the public without formal membership and 
commitment of allegiance, and which has secrecy about rules, membership or 
conduct.  If an employee is a member of an organisation of this type they 
must register this with the Human Resources Section. 


 
37. The Council’s Monitoring Officer will have access to any declarations of 


interest made by the Council’s employees, under the supervision of the 
Council’s Human Resources Section. 


 
38. When attending meetings of the Council or its committees an employee 


should declare any personal financial interest in any item under discussion 
and withdraw from the meeting whilst that matter is under consideration. 


 
39. Appointment and other Employment Matters 


 
40. Employees involved in appointments have a statutory duty to ensure that 


these are made on the basis of merit. 
 


41. It is unlawful for an employee to make an appointment which is based on 
anything other than the ability of the candidate to undertake the duties of the 
post.  In order to avoid any possible accusations of bias, employees should 
not be involved in an appointment where they are related to an applicant, or 
have a close personal relationship outside work.  Any relationship which 
would disqualify participation should be declared to their line manager. 


 
42. All appointments will be made fairly and without consideration of any matters 


relating to race, colour, nationality, ethnic or national origin, disability, religion, 
political persuasion, marital status, sex, sexual orientation or age. 


 
43. References in support of job applicants must not be from relatives of the 


applicant or from anyone related to any employee participating in the 
appointment decision. 


 
44. An employee should not be involved in decisions relating to discipline, 


promotion, grievances or pay adjustments for any other employee who is a 
relative, partner etc or with whom they have a close personal relationship 
outside work. 
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45. Outside Commitments 
 


46. Employees off duty hours are their personal concern, but they should not 
conflict with their official duties at any time.   


 
47. The Council will not attempt to preclude any of its employees from 


undertaking additional employment but such employment must not in the 
Council’s view conflict or react detrimentally to the authority’s interest or in 
any way weaken the public’s confidence in the conduct of the authority’s 
business. 


 
48. Employees above Pay Scale SO1 or equivalent must not engage in any other 


business, or take up any additional appointment (whether paid or voluntary) 
without first receiving the express consent of their Head of Service and 
informing Human Resources. 


 
49. Employees should ensure that the hours worked in the additional employment 


do not make them too tired to work effectively and safely when working for the 
Council.  Legally the Council has a responsibility to ensure that none of its 
employees are working more than an average 48 hours per week.  If an 
employee takes up other employment in addition to their Council job this may 
take the employee above the legal limit.  Employees are required to inform 
the Council if they take regular employment which could result in their total 
average weekly working hours in both jobs coming to 48 hours or more.  
Employees should advise their line manager and Human Resources. 


 
50. Intellectual Property 


 
51. An intellectual property right (that is copyright, design rights and the right to 


patent inventions) relating to anything created or invented by employees in 
the course of their duties belongs automatically to the Council.  Employees 
are not entitled to use, sell or otherwise exploit the rights to any such thing 
without written permission of the Council (Head of Service or above). 


 
52. Equalities & Human Rights 


 
53.  All employees must comply with and promote the Council’s equality policies, 


other related corporate policies and the Single Equality Act 2010.  All 
employees and the public have a right to be treated with fairness and dignity. 


 
54. In the performance of their duties employees are required to comply with the 


requirements of the Human Rights Act 1998. 
 


55. All employees must in the exercise of their functions, have due regard to the 
need to eliminate discrimination, harassment, victimisation and any other 
conduct that is prohibited.   


 
56. All employees must have due regard for the need to advance equality of 


opportunity between all groups of people and foster good relations. 
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57. Separation of roles during Tendering 


 
58. If an employee is involved in the tendering of Council services or contracts or 


dealing with appointed contractors or external service providers an employee 
should be clear about the need for full transparency and accountability with 
regard to their actions. 


 
59. Employees must be aware of the need for confidentiality throughout the 


tendering process and not disclose to or withhold from potential tenderers 
information in relation to the process that they are entitled. 


 
60.  Confidential information must not be disclosed to any unauthorised person at 


any time. 
 


61. An employee must not treat current or former employees or their partners, 
close relatives or close associates more or less favourably than other people 
when considering the award of contracts to businesses run by them or 
employing them.  Any potential conflict of interest in relation to the tendering 
process needs to be brought to the attention of the employee’s line manager 
as soon as practicable. 


 
62. Corruption 


 
63. It is a serious criminal offence to corruptly receive or give any gift, loan, fee, 


reward or advantage.  If an allegation is made an employee may have to 
demonstrate that any such rewards had not been corruptly obtained 


 
64. If an employee discovers evidence of corrupt practises then it is their duty to 


bring this to the attention of the relevant senior officer or their line manager or 
if they feel appropriate through the approved “whistle blowing” procedure (see 
Appendix 1). 


 
65. Use of Resources 


 
66.  The Council’s property and resources are to be solely used for approved 


purposes. 
 


67. Any facility, vehicle, equipment, stationery or other property of the Council 
should not be used or utilised for non-Council business unless clear authority 
has been provided by the relevant Head of Service. 


 
68. Hospitality and Gifts 


 
69. Introduction 


 
70. Employees must act, and be seen to act, with the highest standards of 


integrity.  In the course of an employee’s work they may encounter situations, 
which, if not handled properly, could call your integrity into question.  
Examples of such situations include being offered tokens of appreciation or 
opportunities to meet socially with contractors or suppliers to the Council.   


 
71. the over-riding principle is that an employee, their family, their friends or any 


organisation of which an employee is a member or with which they are closely 
associated should not accept any gift, consideration or hospitality that would 
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call into question: an employee’s honesty, an employee’s ability to deal 
impartially and equitably with all service users, potential or actual contractors 
or suppliers, or an employee’s commitment and ability to pursue the best 
interests of the Council. 


 
72. An employee needs to ensure that they feel confident in defending their 


actions or inaction in the spirit of fairness, openness and accountability. 
 


73. If an employee requires guidance in relation to Hospitality or Gifts they should 
consult their line manager, Head of Service, the Monitoring Officer or Deputy 
Monitoring Officer. 


 
74. Gifts 


 
75. An employee must not solicit gifts, additional payments or any form of 


personal advantage from any service user, potential or actual contractor or 
supplier. 


 
76. An employee may accept gifts of token value such as pens, diaries etc from 


potential or actual contractors or suppliers.  Such gifts may be kept for an 
employee’s personal or business use.  An employee should, however, be 
aware of the adverse impression that may be created for competitors seeking 
to do business with the Council. 


 
77. An employee may accept gifts with nominal value from visitors to the Council 


when the gifts are proffered as tokens of friendship between Corby Borough 
and the visitor’s organisation. 


 
78. If an employee receives a gift of more than token or nominal value and it 


would cause offence or be impracticable to return it, an employee should 
register the gift and inform their Head of Service.  Such gifts will normally be 
donated to a charity or may, if suitable, be kept for use on Council premises. 


 
79. If an employee is offered a gift and they believe or suspect that the offer is 


made with the intention of influencing an employee to give favourable 
treatment to a service user, potential or actual contractor or supplier, an 
employee must inform their line manager, Head of Service, the Monitoring 
Officer or Deputy Monitoring Officer.  


 
80. Hospitality 


 
81. An employee must not solicit hospitality (for example meals, tickets to 


sporting or cultural events) from any service user, potential or actual 
contractor or supplier. 


 
82. An employee must not accept offers of hospitality unless they have the 


permission of their line manager or Head of Service.  Hospitality, which an 
employee has had permission to accept, must be declared on the Register of 
Gifts and Hospitality.  This Register is maintained by the Democratic Services 
Section.  Permission will not normally be granted for hospitality that requires 
overnight accommodation at the host’s expense. 


 
83. An employee should not allow a potential or actual contractor or supplier to 


pay for an employee to visit their sites or premises to inspect their goods or 
services.  If such visits are necessary, the Council will meet the costs 
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involved.  When visiting potential or actual contractors or suppliers an 
employee may accept refreshments appropriate to a work situation. 


 
84. An employee does not need prior permission to accept a meal which is 


offered in work-related circumstances and which would enable an employee’s 
work to be expedited, provided that the costs are reasonable in the 
circumstances. 


 
85. An employee does not need prior permission to accept modest hospitality 


offered at conferences and courses provided that the hospitality is offered to 
numbers of people in similar roles (i.e. is corporate) rather than personal. 


 
86. If an employee is offered hospitality and they believe or suspect that the offer 


is made with the intention of influencing an employee to give favourable 
treatment to a service user, potential or actual contractor or supplier, an 
employee must inform their line manager, Head of Service, the Monitoring 
Officer or Deputy Monitoring Officer. 


 
87. Registers of Disclosures and Interests and Gifts and Hospitality 


 
88. The Council’s Register of Disclosures and Interests will be maintained by the 


Democratic Services Section.  All employees are required to complete the 
appropriate form, sign and date the form, obtain the counter signature of their 
Head of Service and send the form to Democratic Services. 


 
89. Gifts and Hospitality should be registered via an employee’s respective Head 


of Service.  The Head of Service should register any Gifts and Hospitality 
received or refused by them or their staff on the appropriate form supplied by 
Democratic Services.  Completed forms, including “NIL” returns, should be 
sent to Democratic Services.  These forms will be available for public 
inspection. 


 
90. Sponsorship – Giving and Receiving 


 
91. Where an outside organisation wishes to sponsor or is seeking to sponsor a 


Council activity, whether by invitation, tender, negotiation or voluntarily, the 
basic conventions concerning acceptance of Gifts and Hospitality apply.  
Particular care must be taken when dealing with contractors or potential 
contractors. 


 
92. When the Council sponsors an event or service neither an employee, their 


partner, any relative or personal friend must benefit from the sponsorship in a 
direct way without there being full disclosure to the employee’s Head of 
Service.  An employee must register any such interest with Democratic 
Services. 


 
93. Where the Council through sponsorship, grant aid, financial or other means is 


giving support in the community, and an employee is giving advice ensure 
that it is impartial and that there is no conflict of interest involved. 


 
94. Public Speaking 


 
95. As detailed above (under Disclosure of Information) only authorised 


employees may speak or issue statements to the press/media on behalf of 
the Council.  All press/media enquiries should be directed to the Council’s 







Approved One Corby Policy Committee 
17th July 2012 


5b. 10 


Communications Office in the first instance or the Chief Executive’s Office or 
the relevant Head of Service. 


 
96. If an employee is invited to address a public meeting or gathering on behalf of 


the Council they should firstly ensure that this is brought to the attention of 
their line manager.  The employee should ensure that they only communicate 
within the agreed policies and procedures of the Council, in an objective 
manner and avoid any personal bias or opinion. 


 
97. These rules do not apply to Council employees acting as a local officer of a 


recognised trade union; however these employees need to ensure that it is 
clear that they are not communicating on behalf of Corby Borough Council. 


 
98. Health and Safety 


 
99. An employee has a duty to take reasonable care for the health and safety of 


themselves, their colleagues, members’ of the public and others who may be 
affected by anything done at work.  No job should be undertaken that in any 
way may endanger employees, members of the public or others. 


 
100. The Council’s Health & Safety guidelines and procedures should be adhered 


to at all times.  Where necessary advice may be provided by the Council’s 
duly appointed Health & Safety Officer(s). 


 
101. If an employee is made aware of a health & safety issue which requires 


address this should be dealt with by the employee, if appropriately trained or 
able to do so, or reported to their line manager or other senior officer. 


 
102. Employee facing Criminal Charges 


 
103. The Council expects employees facing criminal charges to give notice of 


such, without delay, to the Human Resources Section and their respective 
Head of Service whether they personally feel the matter is relevant or not, 
together with the outcome of any such charge. 


 
104. The nature of the charge may be relevant to the employee’s job; in other 


cases the issue may be less clear-cut.  The Council reserve the right if 
necessary to take appropriate steps, until the charge is determined, to make 
reasonable adjustments to the employee’s working practises or procedures. 


 
105. Discussion with the employee will take place as to the extent to which any 


charge reflects upon the ability of the employee to perform effectively or the 
extent to which the Council’s own interests may be prejudiced.  An 
opportunity will be given to have a colleague or trade union representative 
present during any discussions. 


 
106. All information obtained shall be treated as confidential by the Council. 


 
107. Review 


 
108. This Code will be reviewed at least every 3 years or on the introduction of any 


legislative changes or the issue of Government guidance.  
 


109. Representatives of recognised trade unions will be consulted prior to any 
revised Code being formally issued by the Council. 







Approved One Corby Policy Committee 
17th July 2012 


5b. 11 


 
110. Disciplinary Rules 


 
111. This Code forms part of the Council’s Disciplinary Rules.  The rules applied 


are those of normal good conduct.  The rules are expressed in the Council’s 
Disciplinary Procedure, which has the aims of establishing and maintaining a 
fair and equitable standard of discipline throughout the Council and 
encouraging improvements in conduct. 


 
112. Questions regarding this Code 


 
113. If an employee requires advice or guidance regarding this Code or its 


application they should consult their line manager, the Human Resources 
Section, the Council’s Monitoring Officer or Deputy Monitoring Officer. 
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1. Introduction 


1.1. Corby Borough Council recognises that harassment, discrimination, 
victimisation or bullying are unacceptable and is committed to creating a 
working environment where an employee feels that they are treated with 
dignity and respect.   Any employee behaviour or conduct that does not 
support this view may be considered to be misconduct and dealt with in 
accordance with the Council’s Disciplinary Procedure. 
 


2. Purpose and Scope 
 


2.1. This policy applies to all Corby Borough Council employees, in terms of their 
interactions with each other and with the Council’s clients.  


2.2. This policy provides information about behaviours and actions that may be 
considered to be harassment, discrimination, victimisation or bullying and 
provides signposts to the appropriate policies for dealing with them. 


2.3. This policy applies not only when the individual is on council premises but 
also whilst attending training courses or social functions that arise from 
employment with the council. 


2.4. Where the person being complained of is also an employee, this document 
should be read alongside the Grievance Policy, which should be applied to in 
the event that an employee wishes to complain of harassment, 
discrimination, victimisation or bullying.  


2.5.  In instances whereby the person being complained of is not an employee, 
and an employee wishes to complain of harassment, discrimination, 
victimisation or bullying the ‘Managing Conflict at Work Policy’ should be 
applied.  
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3. Rights & Responsibilities  


3.1. It is the responsibility of each employee to protect the dignity of everyone 
they work with and not to partake in any behaviour that may cause an 
individual to experience, harassment, discrimination, victimisation or bullying.   


3.2. Complaints have the potential to damage working relationships and therefore 
the manager should deal with complaints of such matters sensitively, 
speedily, consistently, with due regard to the relevant policy, and in 
consultation with HR, the H&S Officer or the Policy Officer (Equalities & 
Diversity). 


3.3. Any employee who raises a complaint has the right to be treated fairly and 
with due sensitivity, respect and understanding for their rights as an 
individual. Any employee against whom a complaint is made will be afforded 
the same rights and treatment. 


3.4. In line with the Grievance Policy and in normal circumstances internal 
complaints should be submitted in writing within three months of the event 
giving rise to it. Grievances raised 6 months after the latest incident occurring 
concerned may not be considered. 


3.5. Confidentiality will be maintained by those making a complaint, those subject 
to a complaint and those involved in resolving the complaint, within the 
bounds of the information sharing required as part of the investigatory 
process, as specified in the Grievance Policy.  


3.6. All complaints whether formal or informal in nature should be logged with 
either HR or the H&S Officer as required.   


 


4. Definitions: 


4.1. Bullying may be characterised as persistent behaviour that is offensive, 
intimidating, malicious with the intention to undermine the confidence and 
self-esteem of the employee. 


4.2. Harassment is unwanted behaviour that may or may not be related to a 
‘protected characteristic’ that is viewed as unacceptable or demeaning to the 
individual.  Employees should be aware what is acceptable behaviour for one 
person may not be acceptable to another.   


4.3. Discrimination is when an individual feels that they have been treated less 
favourably because they possesses one or more protected characteristic, or 
is perceived that they posses one or they are associated with another person 
who possesses a protected characteristic.  `Protected characteristics’ 
covered by the Equality Act (2010) are: age, disability, gender reassignment, 
race, religion or belief, sex, sexual orientation, marital status and civil 
partnership, maternity and pregnancy.   


4.4. Victimisation is when an employee feels that they have been treated badly 
in connection with their protected characteristic  because they have made or 
supported a complaint or raised a grievance under the Equality Act (2010), 
(or suspected of doing so). 
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4.5. Unwanted conduct does not have to be directed at a complainant for them to 
feel harassed or bullied.  The key element is that the actions or comments 
are viewed as demeaning, unacceptable or discriminatory. 


4.6. Incidents of harassment, discrimination, victimisation or bullying may not 
necessarily be face to face. It may be written communication, email or phone 
calls.  However, additional supervision methods for underperforming 
employees do not in themselves necessarily form a basis for a claim of 
bullying and harassment. 


4.7. Typical bullying behaviour could include verbal or physical threats, 
humiliating someone in front of others, making offensive or abusive personal 
remarks about people, or levelling false allegations against them. It may also 
be found in undermining people, deliberately freezing them out or making it 
impossible for them to do their job. This may be brought about by setting 
unattainable targets, withholding information, persistent criticism of a 
person’s work in front of others or removing areas of responsibility.  
Exceptions to the latter is where supportive action is being engaged to assist 
with managing performance or a reasonable adjustments in consideration of 
a disability, that can be justified as such. 


4.8. Examples of unacceptable behaviour which may give rise to a complaint in 
accordance with the definitions (section 4.1 – 4.4) of harassment, 
discrimination, victimisation or bullying may include, but are by no means 
limited to: 


4.8.1. Intentional spreading of malicious or insulting rumours. 


4.8.2. Deliberately distributing memos/emails that contain sensitive and 
confidential information to others who do not need to know. 


4.8.3. Purposely insulting, ridiculing or demeaning someone. 


4.8.4. Jokes or language which might be considered inappropriate or 
discriminatory, either made personally or circulated by email 


4.8.5. Deliberate breaches of personal space and physical contact, where 
the level of the breach is such that it falls within the natural variation of 
expectation in a work environment. 


4.8.6. Intentionally excluding and someone from social events that are 
organised within a team or unit. 


4.8.7. Deliberately failing to safeguard personal information of an individual. 


4.8.8. Misuse of position with purposeful intent. 


4.8.9. Making threats about job security without foundation and or without 
following corporate policies and procedures. 


4.8.10. Deliberately undermining a competent worker. 


4.8.11. Preventing individuals progressing by intentionally blocking promotion 
or training opportunities. 


4.8.12. Inappropriate or offensive language or behaviour used in front of the 
individual. 


4.8.13. Humiliating data published on social networking sites. 


4.9. Serious examples may constitute gross misconduct which, if proven could 
lead to dismissal under the Councils Disciplinary Policy. 
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4.10. If a complaint of harassment or similar is raised by an employee via the 
Grievance Procedure during the course of a disciplinary matter or 
associated procedure, action should be as follows: 


 Where a complaint is raised and the issues relate to the disciplinary 
matter or associated procedure, these will be considered during, and 
as part of, the disciplinary or other process. 


 Where a complaint is raised which is separate and unrelated to the 
matter in hand, this will be considered separately to the disciplinary 
or other process. 


 


5. Initial Steps 
 


5.1. Employee Action 


5.1.1 In the first instance and depending on the severity of the allegation, 
and if the complainant feels comfortable to do so, the complainant should 
speak to the individual to ask them to stop the behaviour that is causing 
distress.  


5.1.2 If the complainant is not comfortable speaking to the perpetrator, they 
could ask their Line Manager or manager of similar level to act on their 
behalf. 


5.1.3 If the behaviour does not stop with immediate effect then the 
employee should raise a formal complaint, and submit a complaint to their 
Line Manager or manager of similar level outlining the grounds of the 
complaint (in accordance with the Council’s Grievance Policy). 


5.1.4 Individuals who are concerned that they are being harassed, 
discriminated against, victimised or bullied are advised to keep a diary note 
of any incidents which occur, together with copies of any material, and to 
make note of any witnesses to support their concerns. 


 


5.2. Management Action 


5.2.1 Complaints have the potential to damage working relationships and 
therefore any complaint should be addressed as quickly as possible with due 
sensitivity.  HR or the H&S Officer as appropriate should be notified 
immediately.  


5.2.2 If the person being complained of is not an employee a `H&S Incident 
Reporting Form’ should be completed with the employee, and reported to the 
H&S Officer within 24 hours of the incident occurring (See section 7 of this 
policy). 


5.2.3 Any incident that is deemed as harassment, discrimination, 
victimisation or bullying, will be dealt with under CBC’s Grievance Policy. 


5.2.2 Mediation may be considered at any point as appropriate.  To initiate 
the services of mediation please speak to your Line Manager or HR. 


5.2.3 Should the complainant submit a formal complaint, the Council’s 
Grievance Policy or Managing Conflict Policy as applicable should be 
followed.  
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6. Harassment, Discrimination, Victimisation or Bullying by people met `in the 
course of business’. 


6.1. It is the authority’s duty under The Protection from Harassment Act (1997) to 
take reasonable steps to prevent the opportunity of instances whereby staff 
members experience unacceptable conduct from non-employees. (please 
refer to CBC’s Managing Conflict Policy) 


6.2. This refers to people such as service users, customers, elected members, 
employees of partner organisations, stakeholders, or suppliers whom staff 
members come across while discharging the duties of their job.  As these 
individuals are not subject to CBC internal procedures, the complainant must 
follow this alternative route. 


6.3. Where the employee feels that they are at risk from the person concerned, 
and where there have been any specific incidents of harassment, 
discrimination, victimisation or bullying, the employee should report this to 
their manager immediately.  


6.4. The Line Manager is responsible for completing the ‘Incident Reporting 
Form’ with the employee.  (appendix1) 


6.5. In line with the Council’s `Managing Conflict Policy’ the Line Manager should 
notify the H&S Officer (within 24 hours of the incident).  The H&S Officer will 
investigate the incident, report it to CMT and recommend remedial actions 
deemed necessary to prevent recurrence.  This may include referral to the 
employer of the person being complained of or the withdrawal of service 
provision as appropriate.  


6.6. In serious cases, in addition to the above, the complaint may also be referred 
to the police for further investigation.   


 


7. Miscellaneous 
 
7.1 The Council reserves the right to update and review this paper in line with 


changes to legislation, or recommendations made in accordance with case 
investigations. 
 


7.2 Variations in the format of a submission of a complaint from an employee with 
a protected characteristic will be considered under the relevant applicable 
policy. 
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Inform Line Manager and HR 


Is the person being complained 
of an employee of CBC? 


Employee & manager complete 
a `H&S Incident Reporting Form’ 


Employee/manager speaks to 
the person being complained of 


informally 


Form sent to H&S Officer 


H&S Officer investigates incident 


H&S Officer to implement 
authorised remedial action 


Does the inappropriate 
behaviour stop? 


No further action 


If the behaviour starts again, the 
employee should speak to their 


manager immediately 


Submit a written complaint 
under the Council’s Grievance 


Policy within 3 months of 
incident 


Would the employee like to 
pursue the informal route 


initially? 


Y 


Y 


N 
Y 


Harassment or bullying incident 
occurs 


N 


N 
 


Mediation may 
take place 


at any stage.  
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APPENDIX 1 


  
 
CORBY BOROUGH COUNCIL 
 


CORPORATE HEALTH AND SAFETY 
ARRANGEMENTS 


VIOLENCE AT WORK: APPENDICES (REPORT OF VIOLENT 
INCIDENT) 


Author: John Brookes (Safety 
Officer) 


Issue Date: 1ST September 2005 


Revised Date: Page  1 of 2 
 


 


APPENDICES 2 
 


Report of an incident involving verbally abusive, aggressive, 
threatening or violent behaviour. 


 
Employee 
 
Name……………………… ……………………………………………………………… 
Address…………………………… ……………………………………………………… 
…………………………………………………………………………………………….. 
 
Department……………………………………………………………………………….. 
Date of incident………………………. Day of the week………………. Time………. 
 
What were you doing at the time of the incident?…………………………………….. 
…………………………………………………………………………………………………
…………………… ……………………………………………………………………… 
 
 
Details of Assailant                      Witness(es)  
 
Name …………………………… …………..    Name………………………………… 
Address………………………………………     Address…..………………………….. 
………………………………………………..     ………………………………………… 
………………………………………………..     .……………………………………….. 
Age……………………………………………     Age…………………………………… 
Male/Female…………………………………     Other Details   ………………………  
Other Details ………………………………..      ……………………………………….. 
………………………………………………..       ………………………………………. 
 
 
Location of Incident 
 
Where did the incident take place?…………… ……………………………………….. 
……………………………………………………………………………………………… 
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……………………………………………………………………………………………… 
 
Were the police called?                      Yes/No 
Was the assailant arrested?               Yes/No  
 
What Happened ? 
 
Please give an account of the incident, including relevant events leading up to the 
incident:- 
 
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
………………… …………………………………………………….................................... 
 
 
Outcome:- 
…………………………………………………………………………………………………
…………………………………………………………………………………………………
……………………………………………………………………………………...............… 
………………………………………………………………………………………........…… 
 
Injury, verbal abuse, damage to property:- 
…………………………………………………………………………………………………
…………………………………………………………………………………………………
………………………………………………………………………………………........…… 
…………………………………………………………………………………………........… 
 
Health & Safety Officer’s Comments & Recommendations:- 
 
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
……………………………………………………………………………………………….... 
 
Manager/ Team Leader’s Comments  
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………… ….............. 
 
Managers/Team Leader’s Intentions  (if applicable ) 
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………….................. 
 
Signature…………………………… …………………… Date......................................... 


 







Dignity at Work Policy 2014  9
   


 


 


 


 


APPENDIX 2 


 


Useful Links 


http://web02:3269/PoliciesStrategiesGuidance/Documents/Violence%20at%20Work
%20-%20Reporting%20of%20Incidents.doc 


 


http://www.equalityhumanrights.com/advice-and-guidance/ 


 


http://web02:3269/PoliciesStrategiesGuidance/Documents/Grievance%20policy%20-
%20NEW%202013.docx 


 


http://www.citizensadvice.org.uk 


 


 


 


Useful Contacts 


 


Stress @ Work Help Line (01604 259770) Independent and confidential individual 
counselling for both work or personal  reasons. 


 


hr@corby.gov.uk for Human Resources department 


 


emma.freeman@corby.gov.uk for Policy Officer (Equalities & Diversity) 


 


Occupational Health via your HR Business Partner 


 


 


 


 


 


 


 



http://web02:3269/PoliciesStrategiesGuidance/Documents/Violence%20at%20Work%20-%20Reporting%20of%20Incidents.doc

http://web02:3269/PoliciesStrategiesGuidance/Documents/Violence%20at%20Work%20-%20Reporting%20of%20Incidents.doc

http://www.equalityhumanrights.com/advice-and-guidance/

http://web02:3269/PoliciesStrategiesGuidance/Documents/Grievance%20policy%20-%20NEW%202013.docx

http://web02:3269/PoliciesStrategiesGuidance/Documents/Grievance%20policy%20-%20NEW%202013.docx

http://www.citizensadvice.org.uk/

mailto:hr@corby.gov.uk

mailto:emma.freeman@corby.gov.uk
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SECTION 1: POLICY STATEMENT 
 
1.1 Introduction 
 


The Health and Safety at Work etc. Act 1974, together with the Management of 
Health and Safety at Work Regulations 1999, other associated Health and Safety 
legislation and Codes of Practice impose duties on all employers in respect of 
health and safety at work.  These duties extend to the Council its employees and 
also other persons who may be affected by the Council's work activities.  As the 
employer, the Council has formulated a Health and Safety Policy Statement to 
include these duties. 
 
All Council employees should carefully read this Policy Statement. 


 
1.2 Objectives 
 


To eliminate or minimise, so far as is reasonably practicable, the risk of injury to: 
 
(a) All Council employees. 
 
(b) Staff, manual workers, persons on work experience and trainees on any 


Government Training Scheme for which the Council is a sponsor or 
managing agent. 


 
(c) All non-employees of the Council, including the general public, visitors to 


Council premises and any other person who may be affected by the activities 
or undertakings of the Council or its employees at work. 


 
1.3 Statement of Intent 


 
 Corby Borough Council recognises that the health, safety and welfare at work of all 


employees and others under their direct control, whether on the Council's 
premises, or carrying out the Council's business elsewhere, is primarily the 
responsibility of the Council.  In addition, a duty of care extends to other persons 
while they are on the Council's premises or affected by the Council's activities. 


 
To achieve this effectively, the Council will, so far as is reasonably practicable and 
through the use of risk assessment: - 
 


 identify hazards of its work activities and assess the risks to the health and 
safety of employees and other persons, and record the management action 
required to effectively reduce the risks of injury and ill health  


 


 Provide and maintain safe premises, plant and systems of work; 
 


 Ensure safe methods of using, handling, storing and transporting articles and 
substances; 


 


 Provide suitable and sufficient information, instruction, training and supervision; 
 


 Provide and maintain a safe working environments with adequate welfare 
facilities; 
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 Provide and maintain workplaces in a safe condition with safe access to and 
egress from a place of work and procedures for evacuation in an emergency. 


 


 Provide adequate and suitable personal protective equipment when required. 
  


 Identify individuals with responsibility for health and safety management and 
advice. 


 


 The Council will provide, so far as is reasonably practicable, Codes of Practice 
and systems to cover effectively all aspects on health, safety and welfare. 


 
The Council will arrange for the provision of competent, technical advice on health safety 
and welfare matters. 
 
No safety policy is likely to be successful unless it actively involves those at work. The 
Council will therefore fully cooperate in the appointment of Safety Representatives, by 
recognised Trade Unions, and where necessary, provide them with sufficient facilities and 
training to complete their duties. The council will also cooperate in the formation of a Joint 
Health and Safety Committee to represent all employees. 
 
Where employees share the same workplace, the Council will fully cooperate by co-
ordinating its activities to ensure that those persons are not exposed to unnecessary risks. 
The Council will also ensure that full and comprehensive information regarding their 
activities is provided when that situation arises. 
 
To assist in the management of health and safety and to ensure consistent approach by all 
Service Areas the Council has implemented a corporate safety management system.  
 
The Council reminds all its employees, whatever their status, of their duties under the 
Health and Safety at Work Act 1974 to take care of their own safety and that of others. 
They should also cooperate with management to enable them to carry out their 
responsibilities successfully. 
 
A copy of this statement and the following Organisation and Summary of Arrangements 
will be available to employees on the Council’s Intranet system and those employees that 
do not have access to Intranet will be able to view this document at their place of work in 
hard copy format. Further guidance and information will supplement and expand the 
arrangements where necessary. 
  
All documents will be added to or modified as legislation or the local situation dictates. 
 
 
Signed: 
 
 
 
 
Chief Executive November 2015 
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SECTION 2: ORGANISATION 
 


2.1 The Council 
 
The Council (corporate body), as the employer, is ultimately responsible in law for: 


 
 The health, safety and welfare of the Council’s employees at work. 


 
 Conducting the Council’s undertakings in a way that ensures the health, safety and 


welfare of the public and other persons not in their employment. 
 


To meet these responsibilities the Council must ensure that: 
 


 There is an effective overall policy for the health, safety and welfare of employees 
and other persons who may be affected by the Council’s undertaking and that 
adequate funds are available to meet health & safety requirements within the 
Council. 
 


 Any necessary changes are made to the Council’s safety policy.   
 


 The Council’s activities do not affect detrimentally the health safety or welfare of 
the general public. 


 
 The general public are made aware of any situations that arise which may affect 


their health, safety and welfare, and where reasonably practicable take steps to 
eliminate such situations. 


 
 The Council is organised and has sufficient numbers of competent staff to meet its 


responsibility for health, safety and welfare. 
 


2.2 Health and Safety Responsibilities 
 


Day to day responsibilities for health & safety matters are delegated to officers as set out 
below: 
 


2.3 Chief Executive: 
 
The Chief Executive is responsible for:  
 
 Ensuring that the Council has in place the appropriate arrangements to ensure 


compliance with legislation and local policies on health, safety and welfare. 
 


 Ensuring the Council employs competent persons to provide advice and assistance 
on health and safety matters, as required by the Management of Health and Safety 
at Work Regulations 1999, who will, in turn have full access to the Strategic 
Management Team and elected members. 


 
 Arranging for health and safety matters to be discussed by the strategic 


management team as and when necessary. 
 
 Ensuring arrangements are made for joint consultation of all employees. 


 







Health and Safety Policy 


_________________________________________________________________________ 


 


 
DCN: HSA001C Revision: R001 Status: For approval Page 8 of 22 


 


2.4 Director of Corporate Services/Director of Operational Services 
 
In addition to the duties of the Chief Executive, the Corporate Services Director and 
Operational Services Director are responsible to ensure the discharge of the health and 
safety function on behalf of the Chief Executive. 
 
They are responsible for: 
 


 Monitoring and administering throughout their directorate all legislation and Council 
policy decisions concerning health, safety and welfare, and to ensure that 
employees at all levels are aware of their responsibilities. 
 


 Ensuring through supervision & monitoring, that adequate information, instruction, 
training and supervision is provided and that all employees in their directorate are 
suitable and competent in the health & safety aspect of the work they are required 
to undertake. 


 
 Requisitioning for sufficient funds to meet the foreseeable health and safety 


requirements of their directorates. 
 


 Written records are made and kept for all health and safety arrangements. 
 


 Ensuring arrangements are made for joint consultation with all employees. 
 


2.5 Heads of Service 
 
The health and safety legislation as it affects each directorate, together with training, 
administration and day to day working requirements, justify the need for delegation to 
personnel under the Corporate Services Director and Operational Services Director.  For 
this purpose, the following Heads of Service are nominated as being responsible for health 
and safety in the service unit specified: 
 


Head of Service: Culture and Leisure Services 
Head of Service: Planning and Environmental Services 
Head of Service: CB Property Services  
  


2.6 Service Unit Heads 
 


 Heads of Service will be responsible to the Director of Operational Services for all 
matters relating to health, safety and line management within their service unit.  
They will ensure that corporate, directorate, service unit or section guidance & 
instructions, relating to health and safety, are practised and information relating to 
regulations and codes of practice is disseminated to those employees for whom 
they are responsible.  They will also ensure that safe working methods are used at 
all times and necessary controls maintained. 


 
 Implementing and administering throughout their areas of responsibility all 


legislation and Council policy decisions concerning health, safety and welfare, and 
to ensure that employees at all levels are aware of their responsibilities. 


 
 Identify and ensure that adequate training, instruction, information and supervision 


is provided and that all employees in the Service Areas they control are suitable 
and competent in the safety aspects of the work they are required to undertake. 
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 Publishing written and signed safe working arrangements and practices where 
necessary and bring them to the attention of their employees. 


 
 Requisitioning for sufficient funds to meet the foreseeable health and safety 


requirements of their Service Areas. 
 
 Ensuring, so far as is reasonably practicable, that plant, transport, tools, 


equipment, articles and materials for use at work are without risk to health and 
safety, maintained in a safe condition and that they are used in a proper manner 
and in accordance with the manufacturer's instructions. 


 
 Considering the implications to the health, safety and welfare of employees when     


reorganising workplaces, changing systems of work or innovating new plant or 
machinery. 


 
 Written records are made and kept for all health and safety arrangements. 


 
2.7 Head of Service: Planning and Environmental Services 


  
In addition to the duty as a Head of Service, the Head of Service for: Planning & 
Environmental Services is responsible for ensuring arrangements are in place for: 


 
 Ensuring that in the absence of the Safety Adviser that corporate health & safety 


guidance and advice is available. 
 


2.8 Managers and Supervisors 
 
Managers/Supervisors will be responsible to their Head of Service for all matters relating 
to health and safety and line management within their section.  They will ensure that 
corporate, directorate or section guidance and instructions, relating to health and safety, 
are practised and information relating to regulations and codes of practice is disseminated 
to those employees for whom they are responsible.  They will also ensure that safe 
working methods are used at all times and necessary controls are maintained. 
 
Each manager or supervisor will be responsible within their section for ensuring that: 
 


 They are familiar with the Corporate Safety Policy, Organisation and 
Arrangements document, and any safety rules or codes of practice 
developed from them. 


 
 All hazardous activities are identified, the necessary risk assessments 


completed and control measures developed or maintained to reduce or 
eliminate the risk of harm to all persons who interface with the work area or 
operations. 


 
 Identifying and ensuring that adequate information, instruction, training and 


supervision is provided and that all employees in their section are suitable 
and competent in the safety aspects of the work they are required to 
undertake. 


 
 Employees under their control comply with safe working arrangements and 


systems at work. 
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 All new employees attend an induction course, followed by on the job training 
where necessary & familiarisation and refresher training to maintain the 
necessary skills to perform their work in a safe and proper manner. 


 
 Ensure that suitable records are kept of training and provision of information, 


to their employees and HR are notified. 
 


 Suitable protective clothing or safety equipment is provided and that 
employees under their control wear or use it and the necessary 
arrangements are in place to store, issue and maintain it and that records are 
kept of its issue. 


 
 All accidents are investigated identifying in particular how a recurrence will be 


prevented and that the results are recorded on the Accident/Incident 
database forms before submitting them to the Safety and Resilience Team. 


 
 Ensuring that the details of injuries to employees at work and injuries to other 


persons injured as a result of Council work or activities are entered on to the 
Accident/Incident Reporting database form and sent to the Safety and 
Resilience Team without delay. 


 
 Inspections are carried out to determine the effectiveness of the safe working 


arrangements. 
 


 They work closely with the Safety and Resilience Team and Safety 
Representatives in respect of matters that may affect the health and safety of 
their employees. 


 
 They maintain and update their own skills, information and knowledge 


relating to health & safety matters. 
 


 Plant, machinery and equipment used at work are safe, maintained in good 
working order and used in accordance with the manufacturer’s instructions 
and inspection & maintenance records kept. 


 
 First aid and fire precaution arrangements are in line with current 


requirements and employees are aware of such arrangements. 
 


 Adequate supervision is available at all times where necessary, especially 
where young people are involved. 


 
2.9 All other employees 


 
Employees have a duty to co-operate with their employers so far as is necessary to enable 
the employer to comply with their legal obligations.  All safety rules and arrangements 
relating to the authority’s activities will fall into the framework of legal obligations and all 
employees will be required to: 
 


 Comply with any procedures, safe systems of work or instructions that have 
been initiated by management for their health and safety. 


 
 To take reasonable care of their own health and safety and the health and 


safety of any other person who may be affected by their acts or omissions 
at work. 
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 Observe any safety rules at all times. 


 
 Wear or use, when specified, any protective clothing, footwear, safety 


equipment or other article provided by the Council in the interests of health 
of safety. 


 
 Not to misuse or damage any article provided by the Council in the interest 


of health of safety. 
 


 To report to their supervisor immediately all injuries of whatever nature in 
order that the appropriate manager may fulfil their legal obligation to 
investigate the accident/incident.  All accidents must be entered on to the 
Accident/Incident reporting database. 


 
 To report hazards or defects in safety equipment without delay to their 


managers/supervisors. 
 
All employees are encouraged to offer suggestions relating to any matter, which may 
improve the quality of health and safety within the authority.  These may be passed to the 
Safety Representative, a Supervisor, Manager or the Safety Adviser. 
 
NB. Failure to comply with health and safety instructions, intentional or reckless 
interference with or misuse of, anything provided in the interests of health safety or welfare 
may lead to disciplinary action up to and including dismissal. 
 
NB. Unacceptable delays in reporting an accident may affect any claim for industrial injury. 
 
 


2.10 Safety and Resilience Team 
 
The Safety and Resilience Team, managed by the Safety and Resilience Manager, will 
provide advice and assistance on health, safety and welfare matters for the Borough 
Council, to enable management to meet their statutory obligations and ensure consistent 
application of the Council’s Safety Policy.  Whilst recognising the formal responsibilities 
placed upon managers, the Safety and Resilience Team will, in exceptional 
circumstances, have a general responsibility, and carry the necessary authority, to provide 
an appropriate internal enforcement role, when a discernible breach of Health and Safety 
legislation or non-compliance of any Corporate safety procedures, is apparent. 
 
In particular, the Safety and Resilience Team will be responsible for: 
 


 The maintenance, amendment and distribution of the Health and Safety Policy 
documents. 


 
 Advising and assisting Line Managers to fulfil their responsibilities for the health 


and safety of employees and others affected by their action. 
 


 Advising on the design and implementation of safe working practices, the selection, 
provision and use of appropriate equipment and clothing, and safety aspects in the 
design and use of plant and equipment. 


 
 Generating corporate policies and procedures for managers to supplement the 


Health and Safety Policy Arrangements document. 
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 Promoting and providing regular safety training for all employees in collaboration 


with all Service Areas. 
 


 Maintaining a dialogue with all Service Areas, other local authorities, on health and 
safety matters, to promote and encourage professional development. 


 
 Liaise with statutory bodies, such as H.S.E. and The Fire Service, as necessary. 


 
 Collation, preparation and submission of accident statistics and other relevant 


safety reports presenting the information in a suitable form for management to 
measure safety performance. 
 


 Investigate serious injury accidents and any other incident which might have led to 
serious injury involving Council employees or any other person affected by Council 
work or activities. 
 


 Collation, recording, reporting and submission of all accident information in 
accordance with legal requirements and ensure that it is available to any official 
body that may have a legitimate interest (HSE, DWP, Solicitors, etc.). 


 
 Carry out periodic assessments, inspections or audits and draw the attention of the 


Chief Executive, Deputy Chief Executives, Head of Service or Manager concerned 
to any unsafe working practices, procedures, plant or any breach of legislation 
concerning health, safety and welfare and wherever possible, advising on remedial 
action.  


 
 Assisting Line Managers, through on site visits where appropriate, to ensure that 


contractors comply with all Health & Safety considerations and other relevant 
requirements affecting their undertakings on behalf of the Borough Council. 


 
 Promoting health and safety education in conjunction with Line Management, 


encouraging safety consciousness at all levels within the organisation and assisting 
and encouraging supervisory managers to develop safe working practices. 


 
 Attend the Joint Health and Safety Committee and Joint Consultative Committee 


(JCC) meetings and provide advice as an ex-officio member. 
 


Special Powers of the Safety and Resilience Team 
 
The Council Safety and Resilience Team members are authorised to enter any place of 
work owned/occupied or controlled by the Council, or any place of work occupied or used 
in connection with any government training scheme sponsored or managed by the 
Council, or any site or work place occupied by a contractor employed by the Council, and 
there order the immediate stoppage of work where there is serious risk of injury or health 
to any person, whether they are employed by the Council or not. 
 


2.11 Joint Health and Safety Committee  
 
As an employer the Council recognises the duties imposed by the Safety Representative 
and Safety Committee Regulations 1977 and as such: 
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 Facilities will be afforded for the formation of a Joint Union Health and Safety 
Committee where union and non-union safety representatives meet to discuss 
matters concerning health safety and welfare. 
 


 Safety Committee meetings will be held at intervals as agreed mutually by 
attendees, minutes will be kept and made available to all Council employees on 
request.  
 


 The Safety Committee will in no way affect the obligations of every employee to 
report or deal with hazards and dangerous situations as they arise through normal 
management channels. 
 


2.12 Safety Representatives 
 
In addition to their general duties as employees, Safety Representatives are responsible to 
their members for: 
 


 Promoting co-operation between management and employees and monitoring the 
local arrangements for affecting the authority’s Safety Policy. 


 
 Considering the circumstances and causes of accidents and dangerous incidents 


occurring within the workforce of the authority. 
 


 Making recommendations to the appropriate management for preventing a 
recurrence of incidents. 


 
 Making periodic inspections of selected areas of the authority’s work places and 


equipment in the interest of safety and health in conjunction with management 
and/or a member of the Safety and Resilience Team. 


 
 Making appropriate recommendations for the improvement of conditions as regards 


safety and health and receive and consider reports concerned with monitoring 
activities. 


 
 Securing the co-operation of all employees in the promotion of health and safety. 


 
 Participating in drawing up working safety rules. 


 
 Studying statistics of accidents in the authority, including personal injury, property 


damage and near miss incidents. 
 


 Considering the means whereby any official regulations, instructions, notices and 
other written and pictorial material relating to safety and health in the authority are 
brought to the attention of employees. 


 
 Co-operation with and as necessary seeking professional advice from the Safety 


and Resilience Team. 
 


 Be aware of hazards within the workplace relating to employees they represent and 
the measures in force to eliminate or minimise the risks entailed. 


 
 To attend Safety Committee meetings if requested to do so. 
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 To attend meetings with the Safety and Resilience Team Adviser following Joint 
Safety Committee meetings. 


 
SECTION 3: ARRANGEMENTS FOR CARRYING OUT THE POLICY 
 
The Chief Executive, Corporate Services Director and Operational Services Director must 
ensure that the following arrangements are followed: 
 
3.1 Safety Management System 
 
The Safety Management System is designed to provide managers with a corporate 
approach to managing health and safety and to ensure that the Council meets its legal 
duties. 
 
The system consists of:  
 


 A Health and Safety Manual containing corporate policies/procedures and 
information and guidance for managers. The manual is maintained by the Safety 
and resilience Tem and is held on the Intranet system. 


 
 Related Service Unit records of Risk Assessments to include, COSHH, VDU, 


manual handling assessments, electrical tests, property details, training, 
inspections etc.  


 
 Related Service Unit activities carried out, safe working practices, approved 


contractors, other Service Unit health and safety matters 
 
The manual provides information and guidance to managers on Council policies and 
procedures for health safety and welfare and on identifying the arrangements they need to 
comply with. 
 
The Operational Services Director must ensure that all Heads of Service within their 
directorate are familiar with the contents of the manual and ensure that the policies, 
procedures and arrangements are implemented. 
 
3.2 Risk Assessments 
 
The Council recognises its obligations under the Management of Health and Safety at 
Work Regulations 1999, and other legislation whereby it is required to undertake risk 
assessments and put in place safe systems of work. 
 


 It is the responsibility of the Corporate Management Team and Heads of Service to 
ensure that risk assessments are completed by line managers and supervisors for 
their respective areas of responsibility. 


 
 It is the responsibility of line managers and supervisors to make suitable and 


sufficient assessments of the risks to the health and safety of employees and that 
of persons not in employment, (e.g. visitors to the premises), arising out of or in 
connection with the Councils undertaking. 


 
 The carrying out of suitable and sufficient risk assessments by line management 


and supervisors should identify the measures that need to be taken to comply with 
the requirements and prohibitions imposed upon the Council under the relevant 
statutory provisions. 
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 All significant findings of risk assessments shall be recorded as well as risk 


assessments relating to any group of employees identified as being especially at 
risk, i.e. new and expectant mothers and young persons. 


 
3.3 Training and Supervision 
 
3.4 Training 
The council will ensure that suitable and adequate health and safety training is provided 
for all employees to ensure that they can carry out their responsibilities and work activities 
in a competent and safe manner.  
 
All personnel will receive induction training. 
 
Further training will be appropriate to the tasks that the person concerned is to carry out.  
 
The council requires all personnel to sign an “induction form” to confirm that they have 
received training.  
 
3.5 Supervision 


 
A suitable and satisfactory system of supervision should be provided with properly trained 
and competent supervisors who have authority to ensure that safety precautions are 
implemented, safety equipment used, and safe systems of work are followed.  Particular 
attention should be paid to young and inexperienced employees to ensure they are 
properly supervised. 
 
3.6 Internal Communication 
  
Management will advise employees about the standard of the performance in health and 
safety in terms of memos, feedback by managers, face to face etc. Managers will promote 
suitable means of communication from employees to management on health and safety 
matters. 
 
3.7 Reporting Procedures for Accidents and Near Misses 
 
All injuries resulting from accidents arising from Council activities on Council sites or on 
other sites for which the Council has responsibilities however minor are reportable by the 
supervisor to the Safety and Resilience Team by means of an Accident/Incident Reporting 
database’.  This includes accidents to persons on Corby Borough Council premises such 
as members of the public, visitors as well as Council employees. 
All reports should be sent to: SafetyResilienceTeam@kettering.gov.uk 
 
The procedures in use are in line with the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 2013 (RIDDOR). 
 
3.8 First Aid 
 
The council recognises its obligations for first aid under the Health & Safety (First Aid) 
Regulations 1981 and will provide adequate number of trained First Aiders to deal with 
emergencies that occur to staff or any non-employee within council buildings.  
 
3.9 Fire Precautions 
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The council recognises its obligations for fire safety under the Regulatory Reform (Fire 
Safety) Order 2005 and will take reasonable steps to prevent or minimise the possible 
occurrence of fire within premises that it owns and controls. Detection / warning systems 
will be provided and maintained, and emergency and evacuation procedures will be put in 
place and implemented as necessary.  
 
Fire Risk Assessments will be carried out for all premises; suitable fire evacuation 
instructions will be displayed. Appropriate training and information on fire prevention will be 
given to all employees at induction and further training will be given to fire 
wardens/marshals. 


 
3.10 Procedure for telephone calls concerning bombs etc. 
 


 On receipt of a call from any person other than the Police advising us of an 
emergency which might necessitate the evacuation of the Council buildings, the 
officer concerned should immediately notify the following:- 


 
 The Chief Executive or in his absence the Corporate Services Director,  


Operational Services Director or the  Safety Adviser.   
 


 Such Officers shall contact the Police for advice.  If evacuation is required the 
officer should, in the case of The Cube, Deene House or Grosvenor House, contact 
switchboard on extension 4000 who will immediately operate the fire alarm and 
ensure the evacuation of the buildings.  If none of the above officers are available 
the switchboard should immediately contact the Police, and if they so advise set off 
the fire alarms. 
 


3.11 Security 
 


 Staff should report to a senior Officer without delay if they see visitors acting 
suspiciously on Council premises or if they find suspicious packages left 
unattended.  In such cases the Police must be informed without delay.   
 


 Staff required to transport cash in the course of their duty should vary their times 
and routes as often as possible and should keep alert for any circumstances, which 
might indicate an attempt to steal the money.  Should an attempt be made under 
direct threat of violence no resistance should be offered, but note should be taken 
of the attackers personal description, vehicle description, registration number and 
direction of escape.  The Police must be informed by the quickest available means. 


 
3.12 Machinery and plant 
 
The Council recognises its obligation to provide and maintain safe plant, equipment and 
machinery under the Provision and Use of Work Equipment Regulations 1998. 
 


 Equipment will be maintained in an efficient state, in an efficient working order and 
in good repair. Where any machinery has a maintenance log then it will be kept up 
to date.  
 


 All persons who use work equipment will receive adequate health & safety 
information, instruction and training  


 
 Dangerous parts of a machine must be fitted with fixed guards where practicable, 


or where it is not practicable, the provision of other guards or protection devices, or 
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where this is not practicable, the provision of jigs, holders, push sticks or other 
similar devices.  


 
3.13 Safe systems of work 
 
A safe system of work is the sequence in which work is to be carried out with the provision 
of warnings and notices and the issue of special instructions.  There will be the provision of 
safety equipment and the taking of adequate precautions.  Whatever system of work is 
adopted the Council will ensure so far as is reasonably practicable that it is a safe one. To 
develop a safe system of work the following procedures need to be in place: 
 


 The tasks for which a system of work is required to be identified. 
 


 The identified systems to be properly catalogued. 
 


 The system to be monitored. 
 


 There should be systems to deal with temporary changes in work. 
 


 There should be proper systems of work for maintenance staff.  In certain 
instances there should be the allocation of permits to work e.g. confined spaces, 
roof work, live electrics, hot work etc. 


 
3.14 Electricity 
 
The council with comply with the provisions of the Electricity at Work Regulations 1989 
with respect to the use of electricity. 
  
These cover the electrical safety for portable equipment, computer equipment, fixed 
installations and appliances and electrical work activities and disposal of unwanted 
electrical equipment.  
 


 All systems shall at all times be of such construction and maintained so as to 
prevent danger. Every work activity, including operation, use and maintenance 
shall be carried out in such a manner not to give rise to danger. 
  


 Persons should report any defective equipment to a supervisor and should never 
interfere with or try to repair electrical apparatus. This should only be carried out by 
a qualified electrician.  


 
3.15 Hazardous substances 
Where substances are being used that may be harmful to health then the council will 
comply with the Control of Substances Hazardous to Health Regulations 2002 
(COSHH).  
 


 The council shall not carry out work which is liable to expose any employees to any 
substance hazardous to health unless a suitable and sufficient assessment of the 
risk is made and of the steps that need to be taken to eliminate or reduce the risk 
to a safe level.  
 


 The control measures and personal protective equipment will be maintained in an 
efficient state and in good repair.  
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 There shall be emergency procedures for handling spillages laid down, known and 
tested. 


 
 COSHH assessments should be carried out and recorded of all the hazardous 


substances used and the relevant staff informed of the findings.  
 


 Where necessary staff will undergo health surveillance.  
 
3.16 Health Surveillance 
 
Health surveillance allows for early identification of ill health and helps identify any 
corrective action needed. Health surveillance may be required by law if your employees 
are exposed to noise or vibration, solvents, fumes, dusts, biological agents and other 
substances hazardous to health, or work in compressed air. 
 
The following legislation requires that health surveillance may be needed: 
 


Control of Substances Hazardous to Health Regulations 2002 
Control of Noise at work Regulations 2005 
Control of Asbestos at Work Regulations 2012 
Control of Vibration at Work Regulations 2005 
Ionising Radiations Regulations 1999 


 
 It is the responsibility for line management in conjunction with the Occupational 


Health Nurse and Human Resources to manage health surveillance of employees 
 


 All new employees joining the Council will be required to undertake a medical 
health check, at the Council’s expense, prior to joining the Council. 


 
 Health surveillance might involve examinations by a doctor or trained nurse.  In 


some cases trained supervisors will perform checks e.g. skin checks. 
 


 Health records of health surveillance should be kept confidentially. 
 
3.17 Workplace Environment 


 
The Council recognises its obligations under the Workplace (Health Safety and Welfare) 
Regulations 1992. 
 


 The workplace shall be maintained in an efficient state, in efficient working order 
and in good repair. 


 
 Every enclosed workplace to be suitably ventilated with reasonable temperatures 


inside buildings and have suitable and sufficient lighting. 
 


 Every workplace and the furniture, floors, walls and ceilings shall be kept 
sufficiently clean. 


 
 Every room where persons work shall have sufficient floor area, height and 


unoccupied space. 
 


 All workstations shall be so arranged that they are suitable for any person at work 
who is likely to work at that workstation. 
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 Suitable and sufficient facilities shall be provided for any person at work to change 
clothing where the person has to wear special clothing for the purpose of work. 


 
 Suitable and sufficient rest facilities shall be provided at readily accessible places. 


 
 
3.18 Display Screen Equipment. 
 
The Council will comply with the requirements of the Health and Safety (Display Screen 
Equipment) Regulations 2002 and will carry out the following procedures for existing and 
new employees who are classified as ‘users’ and where equipment is used that comes 
under the Regulations: 
 


 There will be suitable and sufficient analysis of workstations for the purpose of 
assessing the health and safety risks to which those persons are exposed in 
consequence of that use.  
 


 Line management will ensure that ‘users’ are provided with adequate information 
about all aspects of health and safety relating to their workstations.  


 
 Ergonomics is the integration between people, equipment and the environment. 


The council will pay due ergonomic regard for workstation / equipment design, 
working methods and procedures and workplace design. 


 
 Specific attention will be paid to workstation posture, rest periods, any repetitive 


actions and any over excessive force.  
  
 
3.19 Manual Handling 
 
The Council is aware of its obligations under the Manual Handling Operations 
Regulations 1992 and where there is a possibility of injury being caused by manual 
handling activities the following action will be taken in line with the Regulations: 
 
18.1 So far as is reasonably practicable, there will be the avoidance for the need for 


employees to undertake manual handling activities through mechanised processes. 
 
18.2 Where it is not reasonably practicable to avoid manual handling activities then a 


risk assessment will be undertaken  
 
18.3 Appropriate steps to reduce the risk of injury to the lowest level reasonably 


practicable will be taken 
 
18.4 Employees engaged in manual handling activities will be provided with information 


about the load to include the weight of the load and the heaviest side of the load 
whose centre of gravity is not positioned centrally 


 
18.5 The assessments will be reviewed and kept up to date 
 
18.6 Employees have a duty to make full use of any system of work that is put in place 


to reduce the risk of injury during manual handling 
 
3.20 Noise 
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The Council recognises its duties under the Noise at Work Regulations 2005. 
 


 The Council accepts its general obligation as an employer to reduce the risk of 
hearing damage to the lowest level reasonably practicable through control 
measures and where not reasonably practicable then the use of ear defenders.  


 
3.21 Violence at Work 
 
In particular this relates to verbal and actual physical attacks on employees. These risks 
may be increased for persons subject to lone working. 
 
The Council will put in place the following precautions: 
 


 Lone working risk assessments will be carried out. 
 Panic alarms and mobile phones/radios supplied to lone workers. 
 Radio contact with town centre security within town centre sites. 
 Use of CCTV surveillance throughout Corby Borough Council with the co-operation 


of CCTV at Grosvenor House (this does not extend to the town centre) 
 Signing in and out procedure within each department. 
 Central point for reporting incidents. 
 Completion of incident report form. 
 Use of Guardian 24 monitoring system 
 Trackers fitted to CBC vehicles 
 Panic buttons within interview rooms 


 
3.22 Consultation with Employees 
 
The Council is aware of its obligations under the Health and Safety (Consultation with 
Employees) Regulations 1996 and will consult with its employees by way of the Health 
and Safety Committee on the following areas as covered by the Regulations:- 
 


 Any changes which substantially affect their health and safety at work i.e. changes 
in procedures, equipment or ways of working. 


 Arrangements for utilising “competent people” to assist in complying with health 
and safety legislation. 


 Information on the likely risks and dangers arising from work activities and 
measures to reduce or eliminate risks. 


 The planning of health and safety training. 
 The health and safety consequences of introducing new technology. 


 
 
 
3.23. Personal Protective Equipment (PPE) 
 
There are certain activities where hazards cannot be eliminated or controlled by other 
means and PPE should be used as part of a safe system of work.  The Council 
acknowledges its responsibilities under the Personal Protective Equipment at Work 
Regulations 2002 and the following procedures will apply: 
 


 Suitable PPE will be provided to employees, it will be maintained, provided 
with accommodation, be compatible and replaced when lost or damaged.  


  
 PPE will be properly used through instruction and training of staff. 
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 Employees are to use PPE correctly, always wear PPE when required and 
report   any loss or defect. 


 
 The use of PPE as part of a safe system of work must be adequately risk 


assessed   and documented. 
 
3.24. Control of Contractors 
 
The Council is aware of its obligation under the Health and Safety at Work Act 1974 in 
so far as it applies to contractors on the Council’s premises. 
 
In order to meet these obligations, the Council exercises the following controls over 


contractors: 
 


 Contractors are required to have the relevant insurance before 
commencement of work. 


 
 Contractors are required to submit their Health and Safety Policy, risk 


assessments and method statements for approval before commencement of 
work. 


 
 Where applicable work being carried out on Council premises will comply with 


the requirements of the Construction, Design and Management 
Regulations 2015. 


 
 Where larger projects are being carried out, the Council site safety rules will be 


observed.  These, along with the details of the Council/contractor liaison etc. 
will be discussed and agreed at a pre-contract meeting. 


 
3.25. Records 
 


 The Council will ensure that there are adequate arrangements for keeping statutory 
records. 


 
 Records relating to buildings will be retained by facilities management. Records of 


workshop equipment will be held at the depot.  
 


 The statutory records will include accident/incident details, risk assessments, safe 
systems of work, health records etc.  Sufficient use will be made of the information 
in the records to identify areas of strengths and weaknesses e.g. accidents and ill 
health, experience or training needs. 


 
3.26. Monitoring  


 
 Monitoring of health and safety performance will be carried out. This will be 


achieved through site inspections, surveys, sampling, study of safety 
documentation etc. 


 
 There will be sufficient staff with adequate facilities to carry out the monitoring. 


 
 The standards expected are known and understood. 


 
 There is a system in place for remedying identified deficiencies within a given 


timescale. 
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 All serious incidents will be investigated 


 
 In the event of an incident the performance of individuals or groups are measured 


against the extent of compliance with Safety Policy objectives as set out within the 
policy and specific procedures. 


 
3.27. Review 
 
The Health and Safety Policy will be reviewed as a result of any change either to the 
legislation, management structure within the Council or any of its operations that have an 
effect upon its arrangements for health and safety.  Reviews will be conducted by the 
Safety Adviser in consultation with senior management, at least every 2 years.  
Amendments will be circulated to the Unions and made available to all employees as part 
of the consultation process prior to the final document. 
 
3.28. Discipline 
 
Serious, wilful or persistent disregard of safety measures required by an Act of Parliament 
or Regulations made there under, or of any Council policy requirement, or failure to comply 
with any reasonable instruction given by a Supervisor or Manager in the interests of health 
and safety, will be dealt with under the agreed disciplinary procedure in force at the time 
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1. Introduction for Employees 
 


2. The public is entitled to expect the highest standards of conduct from all 
employees who work for Corby Borough Council (the Council).  This Code 
sets out the standards expected from employees.  It should be read, where 
appropriate, in conjunction with the Council’s employment policies, other 
relevant policies, procedures, protocols, conditions of service, standing 
orders, financial regulations and statutory requirements. 


 
3. An employee should never do anything as an employee of the Council which 


you could not justify publicly.  An employee’s conduct may effect the 
reputation of the Council.  An employee should at all times avoid any 
occasion for suspicion and any appearance of improper conduct. 


 
4. Please read the Code carefully.  It is an employee’s responsibility to ensure 


they comply with the standards set down.  Advice on the Code may be sought 
from an employee’s line manager, the Human Resources Section, the 
Council’s Monitoring Officer or Deputy Monitoring Officer. 


 
5. This Code applies to all employees of the Council (whether full-time, part-time 


or casual), any agency or temporary staff employed by the Council (whilst 
employed on Council business) and any contractors working on behalf of the 
Council (whilst employed on Council business). 


 
6. General Duties and Responsibilities 


 
7. The duty of an employee is to serve the Council by carrying out the Council’s 


work under the direction, control and guidance of their respective line 
manager.  An employee should work to the best of their ability.  Where advice 
is requested of an employee this should be objective and the best 
professional advice they can give. 


 
8. The reputation of the Council depends in large part on the conduct of its 


employees and what the public believes about their conduct.  The public 
expects conduct of the highest standard.  Confidence in this integrity will be 
shaken if there is the least suspicion that employees could have been 
influenced in any way by any improper motive. 


 
9. Employees are expected, through agreed procedures, and without fear of 


recrimination, to bring to the attention of the appropriate level of management 
any deficiency in the provision of services to the public together with any 
impropriety or breach of procedure.  In appropriate situations the Council’s 
Whistleblowing Procedure could be used. 


 
10. Employees are expected to give the highest possible standard of service to 


the public and, where it is part of their duties, to provide appropriate advice to 
fellow employees and Councillors with impartiality.    


 
11. Disclosure of Information 


 
12. The law requires certain types of information to be available to councillors, 


other employees, external organisations and the public.  These are outlined in 
the Council’s Publication Scheme, which has been produced in accordance 
with the Freedom of Information Act.  A copy of the Scheme is published on 
the Council’s website or is available from the Freedom of Information Officer. 
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13. Employees are expected to be open, informative and truthful in dealing with 


colleagues, councillors and the public and to provide the information to which 
each is entitled in accordance with the Freedom of Information Act.  If an 
employee is unsure whether information may be made available they should 
consult their respective line manager or seek advice from the Freedom of 
Information Officer. 


 
14. There is a balance between freedom of information and confidentiality for 


personal or commercial reasons that must be considered at all times by 
employees. 


 
15. Any information obtained in the course of an employees employment, which 


is not legally already within the public domain,  should not be used for an 
employee’s personal gain or benefit and should not be disclosed to any one 
else who could use it for their gain or benefit.   


 
16. Employees should not divulge personal information about a fellow employee 


or councillor without permission unless disclosure is required by law. 
 


17. Only employees authorised to do so may talk to the press/media or otherwise 
make personal statements on behalf of the Council.  All press/media 
enquiries should be directed to the Council’s Communications Office in the 
first instance or the Chief Executive’s Office or the relevant Head of Service. 


 
18. Political Neutrality 


 
19. Employees serve the Council as a whole, so they must serve all councillors 


and not just those of the controlling political group.  Employees must ensure 
that the individual rights of all councillors are respected and that employees 
do not compromise their political neutrality. 


 
20. Some employees may be in posts defined as “politically restricted” (see 


Appendix 2).  There are additional rules and responsibilities attached to 
employees in these posts.   


 
21. Employees, whether or not politically restricted, must follow every lawful 


policy of the Council and must not allow their own personal or political 
opinions to interfere with their work. 


 
22. Nothing in this Code prohibits an employee from being a member of a political 


party; however, employees need to be aware that they should not allow such 
membership to effect their responsibilities under the Code in carrying out their 
employment.   


 
23. Employees who are in politically restricted posts may be a member of a 


political party but this will need to be the subject of a declaration to the 
Council and the additional rules (Appendix 2) apply. 


 
24. All employees are entitled to be a member of a recognised trade union. 


 
25. During the period preceding an election (commonly referred to as “Election 


Purdah”) specific rules will be put into force to further protect the impartiality 
of the Council.  Employees will be reminded of these rules (see Appendix 3) 
at the appropriate time. 
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26. Relationships 


 
27. Mutual respect between councillors and employees is essential to good local 


government.  However, close personal familiarity between an employee and 
any individual councillor could damage this relationship and prove 
embarrassing to other councillors and employees.  Both employees and 
councillors should adhere to the agreed Officer/Member Protocol. 


 
28. Employees must always remember their responsibilities to the local 


community and ensure courteous, efficient and impartial service delivery to all 
groups and individuals within that community as defined by the Council’s 
policies and procedures. 


 
29. An employee must also be careful that any relationship that they have with 


any other person cannot bring the Council into disrepute.  In particular, an 
employee should avoid contact with family members or close associates 
when undertaking a regulatory, assessment or quasi-judicial function.  An 
employee needs to ensure that they avoid placing themselves and/or the 
Council in a position where their/its impartiality could be open to question.  
Any potential conflict of interest should be brought to the attention of the 
employee’s line manager. 


 
30. Orders and contracts must be awarded on merit and in accordance with the 


Council’s agreed procedures.  No special favours should be shown to 
businesses run by or employing family, partners or close associates.  Any 
potential conflict of interest should be brought to the attention of the 
employee’s line manager. 


 
31. An employee who places orders, awards contracts or supervises contractors 


and has previously had or currently has a relationship in a private or domestic 
capacity with contractors they deal with in the course of their Council duties 
should declare that relationship with their line manager. 


 
32. An employee in their official relationship with contractors and potential 


contractors must not conduct themselves in such a manner so as to convey 
that they are in a position of giving favour or in their conduct seek a gift, loan, 
or reward in order to convey an advantage to a contractor or potential 
contractor.   


 
33. In general, an employee is obliged to declare their interest in a relationship 


when it becomes apparent that said relationship may bring them into conflict 
with their responsibilities to the Council or may give the impression to others 
of a potential conflict. 


 
34. Personal Interests 


 
35. All employees must declare to the relevant Council officer (see table below) 


any financial or non-financial interests that an employee considers may 
conflict with the Council’s interest, or could cause an employee’s conduct to 
be questioned.  Such interests must also be registered with the Human 
Resources Section. 
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Reporting hierarchy for financial and non-financial interests 


Officer: Reports to: 
Chief Executive Monitoring Officer 
Director of Operational Services Chief Executive 
Director of Corporate Services Chief Executive 
Assistant Chief Executive Chief Executive 
Head of Service Chief Executive or appropriate 


Director 
Monitoring Officer Human Resources Section 
All other employees Head of Service 


 
36. An employee must declare to their Head of Service/line manager membership 


of any organisation not open to the public without formal membership and 
commitment of allegiance, and which has secrecy about rules, membership or 
conduct.  If an employee is a member of an organisation of this type they 
must register this with the Human Resources Section. 


 
37. The Council’s Monitoring Officer will have access to any declarations of 


interest made by the Council’s employees, under the supervision of the 
Council’s Human Resources Section. 


 
38. When attending meetings of the Council or its committees an employee 


should declare any personal financial interest in any item under discussion 
and withdraw from the meeting whilst that matter is under consideration. 


 
39. Appointment and other Employment Matters 


 
40. Employees involved in appointments have a statutory duty to ensure that 


these are made on the basis of merit. 
 


41. It is unlawful for an employee to make an appointment which is based on 
anything other than the ability of the candidate to undertake the duties of the 
post.  In order to avoid any possible accusations of bias, employees should 
not be involved in an appointment where they are related to an applicant, or 
have a close personal relationship outside work.  Any relationship which 
would disqualify participation should be declared to their line manager. 


 
42. All appointments will be made fairly and without consideration of any matters 


relating to race, colour, nationality, ethnic or national origin, disability, religion, 
political persuasion, marital status, sex, sexual orientation or age. 


 
43. References in support of job applicants must not be from relatives of the 


applicant or from anyone related to any employee participating in the 
appointment decision. 


 
44. An employee should not be involved in decisions relating to discipline, 


promotion, grievances or pay adjustments for any other employee who is a 
relative, partner etc or with whom they have a close personal relationship 
outside work. 
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45. Outside Commitments 
 


46. Employees off duty hours are their personal concern, but they should not 
conflict with their official duties at any time.   


 
47. The Council will not attempt to preclude any of its employees from 


undertaking additional employment but such employment must not in the 
Council’s view conflict or react detrimentally to the authority’s interest or in 
any way weaken the public’s confidence in the conduct of the authority’s 
business. 


 
48. Employees above Pay Scale SO1 or equivalent must not engage in any other 


business, or take up any additional appointment (whether paid or voluntary) 
without first receiving the express consent of their Head of Service and 
informing Human Resources. 


 
49. Employees should ensure that the hours worked in the additional employment 


do not make them too tired to work effectively and safely when working for the 
Council.  Legally the Council has a responsibility to ensure that none of its 
employees are working more than an average 48 hours per week.  If an 
employee takes up other employment in addition to their Council job this may 
take the employee above the legal limit.  Employees are required to inform 
the Council if they take regular employment which could result in their total 
average weekly working hours in both jobs coming to 48 hours or more.  
Employees should advise their line manager and Human Resources. 


 
50. Intellectual Property 


 
51. An intellectual property right (that is copyright, design rights and the right to 


patent inventions) relating to anything created or invented by employees in 
the course of their duties belongs automatically to the Council.  Employees 
are not entitled to use, sell or otherwise exploit the rights to any such thing 
without written permission of the Council (Head of Service or above). 


 
52. Equalities & Human Rights 


 
53.  All employees must comply with and promote the Council’s equality policies, 


other related corporate policies and the Single Equality Act 2010.  All 
employees and the public have a right to be treated with fairness and dignity. 


 
54. In the performance of their duties employees are required to comply with the 


requirements of the Human Rights Act 1998. 
 


55. All employees must in the exercise of their functions, have due regard to the 
need to eliminate discrimination, harassment, victimisation and any other 
conduct that is prohibited.   


 
56. All employees must have due regard for the need to advance equality of 


opportunity between all groups of people and foster good relations. 
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57. Separation of roles during Tendering 


 
58. If an employee is involved in the tendering of Council services or contracts or 


dealing with appointed contractors or external service providers an employee 
should be clear about the need for full transparency and accountability with 
regard to their actions. 


 
59. Employees must be aware of the need for confidentiality throughout the 


tendering process and not disclose to or withhold from potential tenderers 
information in relation to the process that they are entitled. 


 
60.  Confidential information must not be disclosed to any unauthorised person at 


any time. 
 


61. An employee must not treat current or former employees or their partners, 
close relatives or close associates more or less favourably than other people 
when considering the award of contracts to businesses run by them or 
employing them.  Any potential conflict of interest in relation to the tendering 
process needs to be brought to the attention of the employee’s line manager 
as soon as practicable. 


 
62. Corruption 


 
63. It is a serious criminal offence to corruptly receive or give any gift, loan, fee, 


reward or advantage.  If an allegation is made an employee may have to 
demonstrate that any such rewards had not been corruptly obtained 


 
64. If an employee discovers evidence of corrupt practises then it is their duty to 


bring this to the attention of the relevant senior officer or their line manager or 
if they feel appropriate through the approved “whistle blowing” procedure (see 
Appendix 1). 


 
65. Use of Resources 


 
66.  The Council’s property and resources are to be solely used for approved 


purposes. 
 


67. Any facility, vehicle, equipment, stationery or other property of the Council 
should not be used or utilised for non-Council business unless clear authority 
has been provided by the relevant Head of Service. 


 
68. Hospitality and Gifts 


 
69. Introduction 


 
70. Employees must act, and be seen to act, with the highest standards of 


integrity.  In the course of an employee’s work they may encounter situations, 
which, if not handled properly, could call your integrity into question.  
Examples of such situations include being offered tokens of appreciation or 
opportunities to meet socially with contractors or suppliers to the Council.   


 
71. the over-riding principle is that an employee, their family, their friends or any 


organisation of which an employee is a member or with which they are closely 
associated should not accept any gift, consideration or hospitality that would 
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call into question: an employee’s honesty, an employee’s ability to deal 
impartially and equitably with all service users, potential or actual contractors 
or suppliers, or an employee’s commitment and ability to pursue the best 
interests of the Council. 


 
72. An employee needs to ensure that they feel confident in defending their 


actions or inaction in the spirit of fairness, openness and accountability. 
 


73. If an employee requires guidance in relation to Hospitality or Gifts they should 
consult their line manager, Head of Service, the Monitoring Officer or Deputy 
Monitoring Officer. 


 
74. Gifts 


 
75. An employee must not solicit gifts, additional payments or any form of 


personal advantage from any service user, potential or actual contractor or 
supplier. 


 
76. An employee may accept gifts of token value such as pens, diaries etc from 


potential or actual contractors or suppliers.  Such gifts may be kept for an 
employee’s personal or business use.  An employee should, however, be 
aware of the adverse impression that may be created for competitors seeking 
to do business with the Council. 


 
77. An employee may accept gifts with nominal value from visitors to the Council 


when the gifts are proffered as tokens of friendship between Corby Borough 
and the visitor’s organisation. 


 
78. If an employee receives a gift of more than token or nominal value and it 


would cause offence or be impracticable to return it, an employee should 
register the gift and inform their Head of Service.  Such gifts will normally be 
donated to a charity or may, if suitable, be kept for use on Council premises. 


 
79. If an employee is offered a gift and they believe or suspect that the offer is 


made with the intention of influencing an employee to give favourable 
treatment to a service user, potential or actual contractor or supplier, an 
employee must inform their line manager, Head of Service, the Monitoring 
Officer or Deputy Monitoring Officer.  


 
80. Hospitality 


 
81. An employee must not solicit hospitality (for example meals, tickets to 


sporting or cultural events) from any service user, potential or actual 
contractor or supplier. 


 
82. An employee must not accept offers of hospitality unless they have the 


permission of their line manager or Head of Service.  Hospitality, which an 
employee has had permission to accept, must be declared on the Register of 
Gifts and Hospitality.  This Register is maintained by the Democratic Services 
Section.  Permission will not normally be granted for hospitality that requires 
overnight accommodation at the host’s expense. 


 
83. An employee should not allow a potential or actual contractor or supplier to 


pay for an employee to visit their sites or premises to inspect their goods or 
services.  If such visits are necessary, the Council will meet the costs 
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involved.  When visiting potential or actual contractors or suppliers an 
employee may accept refreshments appropriate to a work situation. 


 
84. An employee does not need prior permission to accept a meal which is 


offered in work-related circumstances and which would enable an employee’s 
work to be expedited, provided that the costs are reasonable in the 
circumstances. 


 
85. An employee does not need prior permission to accept modest hospitality 


offered at conferences and courses provided that the hospitality is offered to 
numbers of people in similar roles (i.e. is corporate) rather than personal. 


 
86. If an employee is offered hospitality and they believe or suspect that the offer 


is made with the intention of influencing an employee to give favourable 
treatment to a service user, potential or actual contractor or supplier, an 
employee must inform their line manager, Head of Service, the Monitoring 
Officer or Deputy Monitoring Officer. 


 
87. Registers of Disclosures and Interests and Gifts and Hospitality 


 
88. The Council’s Register of Disclosures and Interests will be maintained by the 


Democratic Services Section.  All employees are required to complete the 
appropriate form, sign and date the form, obtain the counter signature of their 
Head of Service and send the form to Democratic Services. 


 
89. Gifts and Hospitality should be registered via an employee’s respective Head 


of Service.  The Head of Service should register any Gifts and Hospitality 
received or refused by them or their staff on the appropriate form supplied by 
Democratic Services.  Completed forms, including “NIL” returns, should be 
sent to Democratic Services.  These forms will be available for public 
inspection. 


 
90. Sponsorship – Giving and Receiving 


 
91. Where an outside organisation wishes to sponsor or is seeking to sponsor a 


Council activity, whether by invitation, tender, negotiation or voluntarily, the 
basic conventions concerning acceptance of Gifts and Hospitality apply.  
Particular care must be taken when dealing with contractors or potential 
contractors. 


 
92. When the Council sponsors an event or service neither an employee, their 


partner, any relative or personal friend must benefit from the sponsorship in a 
direct way without there being full disclosure to the employee’s Head of 
Service.  An employee must register any such interest with Democratic 
Services. 


 
93. Where the Council through sponsorship, grant aid, financial or other means is 


giving support in the community, and an employee is giving advice ensure 
that it is impartial and that there is no conflict of interest involved. 


 
94. Public Speaking 


 
95. As detailed above (under Disclosure of Information) only authorised 


employees may speak or issue statements to the press/media on behalf of 
the Council.  All press/media enquiries should be directed to the Council’s 
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Communications Office in the first instance or the Chief Executive’s Office or 
the relevant Head of Service. 


 
96. If an employee is invited to address a public meeting or gathering on behalf of 


the Council they should firstly ensure that this is brought to the attention of 
their line manager.  The employee should ensure that they only communicate 
within the agreed policies and procedures of the Council, in an objective 
manner and avoid any personal bias or opinion. 


 
97. These rules do not apply to Council employees acting as a local officer of a 


recognised trade union; however these employees need to ensure that it is 
clear that they are not communicating on behalf of Corby Borough Council. 


 
98. Health and Safety 


 
99. An employee has a duty to take reasonable care for the health and safety of 


themselves, their colleagues, members’ of the public and others who may be 
affected by anything done at work.  No job should be undertaken that in any 
way may endanger employees, members of the public or others. 


 
100. The Council’s Health & Safety guidelines and procedures should be adhered 


to at all times.  Where necessary advice may be provided by the Council’s 
duly appointed Health & Safety Officer(s). 


 
101. If an employee is made aware of a health & safety issue which requires 


address this should be dealt with by the employee, if appropriately trained or 
able to do so, or reported to their line manager or other senior officer. 


 
102. Employee facing Criminal Charges 


 
103. The Council expects employees facing criminal charges to give notice of 


such, without delay, to the Human Resources Section and their respective 
Head of Service whether they personally feel the matter is relevant or not, 
together with the outcome of any such charge. 


 
104. The nature of the charge may be relevant to the employee’s job; in other 


cases the issue may be less clear-cut.  The Council reserve the right if 
necessary to take appropriate steps, until the charge is determined, to make 
reasonable adjustments to the employee’s working practises or procedures. 


 
105. Discussion with the employee will take place as to the extent to which any 


charge reflects upon the ability of the employee to perform effectively or the 
extent to which the Council’s own interests may be prejudiced.  An 
opportunity will be given to have a colleague or trade union representative 
present during any discussions. 


 
106. All information obtained shall be treated as confidential by the Council. 


 
107. Review 


 
108. This Code will be reviewed at least every 3 years or on the introduction of any 


legislative changes or the issue of Government guidance.  
 


109. Representatives of recognised trade unions will be consulted prior to any 
revised Code being formally issued by the Council. 
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110. Disciplinary Rules 


 
111. This Code forms part of the Council’s Disciplinary Rules.  The rules applied 


are those of normal good conduct.  The rules are expressed in the Council’s 
Disciplinary Procedure, which has the aims of establishing and maintaining a 
fair and equitable standard of discipline throughout the Council and 
encouraging improvements in conduct. 


 
112. Questions regarding this Code 


 
113. If an employee requires advice or guidance regarding this Code or its 


application they should consult their line manager, the Human Resources 
Section, the Council’s Monitoring Officer or Deputy Monitoring Officer. 
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1. Introduction 


1.1. Corby Borough Council recognises that harassment, discrimination, 
victimisation or bullying are unacceptable and is committed to creating a 
working environment where an employee feels that they are treated with 
dignity and respect.   Any employee behaviour or conduct that does not 
support this view may be considered to be misconduct and dealt with in 
accordance with the Council’s Disciplinary Procedure. 
 


2. Purpose and Scope 
 


2.1. This policy applies to all Corby Borough Council employees, in terms of their 
interactions with each other and with the Council’s clients.  


2.2. This policy provides information about behaviours and actions that may be 
considered to be harassment, discrimination, victimisation or bullying and 
provides signposts to the appropriate policies for dealing with them. 


2.3. This policy applies not only when the individual is on council premises but 
also whilst attending training courses or social functions that arise from 
employment with the council. 


2.4. Where the person being complained of is also an employee, this document 
should be read alongside the Grievance Policy, which should be applied to in 
the event that an employee wishes to complain of harassment, 
discrimination, victimisation or bullying.  


2.5.  In instances whereby the person being complained of is not an employee, 
and an employee wishes to complain of harassment, discrimination, 
victimisation or bullying the ‘Managing Conflict at Work Policy’ should be 
applied.  
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3. Rights & Responsibilities  


3.1. It is the responsibility of each employee to protect the dignity of everyone 
they work with and not to partake in any behaviour that may cause an 
individual to experience, harassment, discrimination, victimisation or bullying.   


3.2. Complaints have the potential to damage working relationships and therefore 
the manager should deal with complaints of such matters sensitively, 
speedily, consistently, with due regard to the relevant policy, and in 
consultation with HR, the H&S Officer or the Policy Officer (Equalities & 
Diversity). 


3.3. Any employee who raises a complaint has the right to be treated fairly and 
with due sensitivity, respect and understanding for their rights as an 
individual. Any employee against whom a complaint is made will be afforded 
the same rights and treatment. 


3.4. In line with the Grievance Policy and in normal circumstances internal 
complaints should be submitted in writing within three months of the event 
giving rise to it. Grievances raised 6 months after the latest incident occurring 
concerned may not be considered. 


3.5. Confidentiality will be maintained by those making a complaint, those subject 
to a complaint and those involved in resolving the complaint, within the 
bounds of the information sharing required as part of the investigatory 
process, as specified in the Grievance Policy.  


3.6. All complaints whether formal or informal in nature should be logged with 
either HR or the H&S Officer as required.   


 


4. Definitions: 


4.1. Bullying may be characterised as persistent behaviour that is offensive, 
intimidating, malicious with the intention to undermine the confidence and 
self-esteem of the employee. 


4.2. Harassment is unwanted behaviour that may or may not be related to a 
‘protected characteristic’ that is viewed as unacceptable or demeaning to the 
individual.  Employees should be aware what is acceptable behaviour for one 
person may not be acceptable to another.   


4.3. Discrimination is when an individual feels that they have been treated less 
favourably because they possesses one or more protected characteristic, or 
is perceived that they posses one or they are associated with another person 
who possesses a protected characteristic.  `Protected characteristics’ 
covered by the Equality Act (2010) are: age, disability, gender reassignment, 
race, religion or belief, sex, sexual orientation, marital status and civil 
partnership, maternity and pregnancy.   


4.4. Victimisation is when an employee feels that they have been treated badly 
in connection with their protected characteristic  because they have made or 
supported a complaint or raised a grievance under the Equality Act (2010), 
(or suspected of doing so). 
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4.5. Unwanted conduct does not have to be directed at a complainant for them to 
feel harassed or bullied.  The key element is that the actions or comments 
are viewed as demeaning, unacceptable or discriminatory. 


4.6. Incidents of harassment, discrimination, victimisation or bullying may not 
necessarily be face to face. It may be written communication, email or phone 
calls.  However, additional supervision methods for underperforming 
employees do not in themselves necessarily form a basis for a claim of 
bullying and harassment. 


4.7. Typical bullying behaviour could include verbal or physical threats, 
humiliating someone in front of others, making offensive or abusive personal 
remarks about people, or levelling false allegations against them. It may also 
be found in undermining people, deliberately freezing them out or making it 
impossible for them to do their job. This may be brought about by setting 
unattainable targets, withholding information, persistent criticism of a 
person’s work in front of others or removing areas of responsibility.  
Exceptions to the latter is where supportive action is being engaged to assist 
with managing performance or a reasonable adjustments in consideration of 
a disability, that can be justified as such. 


4.8. Examples of unacceptable behaviour which may give rise to a complaint in 
accordance with the definitions (section 4.1 – 4.4) of harassment, 
discrimination, victimisation or bullying may include, but are by no means 
limited to: 


4.8.1. Intentional spreading of malicious or insulting rumours. 


4.8.2. Deliberately distributing memos/emails that contain sensitive and 
confidential information to others who do not need to know. 


4.8.3. Purposely insulting, ridiculing or demeaning someone. 


4.8.4. Jokes or language which might be considered inappropriate or 
discriminatory, either made personally or circulated by email 


4.8.5. Deliberate breaches of personal space and physical contact, where 
the level of the breach is such that it falls within the natural variation of 
expectation in a work environment. 


4.8.6. Intentionally excluding and someone from social events that are 
organised within a team or unit. 


4.8.7. Deliberately failing to safeguard personal information of an individual. 


4.8.8. Misuse of position with purposeful intent. 


4.8.9. Making threats about job security without foundation and or without 
following corporate policies and procedures. 


4.8.10. Deliberately undermining a competent worker. 


4.8.11. Preventing individuals progressing by intentionally blocking promotion 
or training opportunities. 


4.8.12. Inappropriate or offensive language or behaviour used in front of the 
individual. 


4.8.13. Humiliating data published on social networking sites. 


4.9. Serious examples may constitute gross misconduct which, if proven could 
lead to dismissal under the Councils Disciplinary Policy. 
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4.10. If a complaint of harassment or similar is raised by an employee via the 
Grievance Procedure during the course of a disciplinary matter or 
associated procedure, action should be as follows: 


 Where a complaint is raised and the issues relate to the disciplinary 
matter or associated procedure, these will be considered during, and 
as part of, the disciplinary or other process. 


 Where a complaint is raised which is separate and unrelated to the 
matter in hand, this will be considered separately to the disciplinary 
or other process. 


 


5. Initial Steps 
 


5.1. Employee Action 


5.1.1 In the first instance and depending on the severity of the allegation, 
and if the complainant feels comfortable to do so, the complainant should 
speak to the individual to ask them to stop the behaviour that is causing 
distress.  


5.1.2 If the complainant is not comfortable speaking to the perpetrator, they 
could ask their Line Manager or manager of similar level to act on their 
behalf. 


5.1.3 If the behaviour does not stop with immediate effect then the 
employee should raise a formal complaint, and submit a complaint to their 
Line Manager or manager of similar level outlining the grounds of the 
complaint (in accordance with the Council’s Grievance Policy). 


5.1.4 Individuals who are concerned that they are being harassed, 
discriminated against, victimised or bullied are advised to keep a diary note 
of any incidents which occur, together with copies of any material, and to 
make note of any witnesses to support their concerns. 


 


5.2. Management Action 


5.2.1 Complaints have the potential to damage working relationships and 
therefore any complaint should be addressed as quickly as possible with due 
sensitivity.  HR or the H&S Officer as appropriate should be notified 
immediately.  


5.2.2 If the person being complained of is not an employee a `H&S Incident 
Reporting Form’ should be completed with the employee, and reported to the 
H&S Officer within 24 hours of the incident occurring (See section 7 of this 
policy). 


5.2.3 Any incident that is deemed as harassment, discrimination, 
victimisation or bullying, will be dealt with under CBC’s Grievance Policy. 


5.2.2 Mediation may be considered at any point as appropriate.  To initiate 
the services of mediation please speak to your Line Manager or HR. 


5.2.3 Should the complainant submit a formal complaint, the Council’s 
Grievance Policy or Managing Conflict Policy as applicable should be 
followed.  
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6. Harassment, Discrimination, Victimisation or Bullying by people met `in the 
course of business’. 


6.1. It is the authority’s duty under The Protection from Harassment Act (1997) to 
take reasonable steps to prevent the opportunity of instances whereby staff 
members experience unacceptable conduct from non-employees. (please 
refer to CBC’s Managing Conflict Policy) 


6.2. This refers to people such as service users, customers, elected members, 
employees of partner organisations, stakeholders, or suppliers whom staff 
members come across while discharging the duties of their job.  As these 
individuals are not subject to CBC internal procedures, the complainant must 
follow this alternative route. 


6.3. Where the employee feels that they are at risk from the person concerned, 
and where there have been any specific incidents of harassment, 
discrimination, victimisation or bullying, the employee should report this to 
their manager immediately.  


6.4. The Line Manager is responsible for completing the ‘Incident Reporting 
Form’ with the employee.  (appendix1) 


6.5. In line with the Council’s `Managing Conflict Policy’ the Line Manager should 
notify the H&S Officer (within 24 hours of the incident).  The H&S Officer will 
investigate the incident, report it to CMT and recommend remedial actions 
deemed necessary to prevent recurrence.  This may include referral to the 
employer of the person being complained of or the withdrawal of service 
provision as appropriate.  


6.6. In serious cases, in addition to the above, the complaint may also be referred 
to the police for further investigation.   


 


7. Miscellaneous 
 
7.1 The Council reserves the right to update and review this paper in line with 


changes to legislation, or recommendations made in accordance with case 
investigations. 
 


7.2 Variations in the format of a submission of a complaint from an employee with 
a protected characteristic will be considered under the relevant applicable 
policy. 
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Inform Line Manager and HR 


Is the person being complained 
of an employee of CBC? 


Employee & manager complete 
a `H&S Incident Reporting Form’ 


Employee/manager speaks to 
the person being complained of 


informally 


Form sent to H&S Officer 


H&S Officer investigates incident 


H&S Officer to implement 
authorised remedial action 


Does the inappropriate 
behaviour stop? 


No further action 


If the behaviour starts again, the 
employee should speak to their 


manager immediately 


Submit a written complaint 
under the Council’s Grievance 


Policy within 3 months of 
incident 


Would the employee like to 
pursue the informal route 


initially? 


Y 


Y 


N 
Y 


Harassment or bullying incident 
occurs 


N 


N 
 


Mediation may 
take place 


at any stage.  
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APPENDIX 1 


  
 
CORBY BOROUGH COUNCIL 
 


CORPORATE HEALTH AND SAFETY 
ARRANGEMENTS 


VIOLENCE AT WORK: APPENDICES (REPORT OF VIOLENT 
INCIDENT) 


Author: John Brookes (Safety 
Officer) 


Issue Date: 1ST September 2005 


Revised Date: Page  1 of 2 
 


 


APPENDICES 2 
 


Report of an incident involving verbally abusive, aggressive, 
threatening or violent behaviour. 


 
Employee 
 
Name……………………… ……………………………………………………………… 
Address…………………………… ……………………………………………………… 
…………………………………………………………………………………………….. 
 
Department……………………………………………………………………………….. 
Date of incident………………………. Day of the week………………. Time………. 
 
What were you doing at the time of the incident?…………………………………….. 
…………………………………………………………………………………………………
…………………… ……………………………………………………………………… 
 
 
Details of Assailant                      Witness(es)  
 
Name …………………………… …………..    Name………………………………… 
Address………………………………………     Address…..………………………….. 
………………………………………………..     ………………………………………… 
………………………………………………..     .……………………………………….. 
Age……………………………………………     Age…………………………………… 
Male/Female…………………………………     Other Details   ………………………  
Other Details ………………………………..      ……………………………………….. 
………………………………………………..       ………………………………………. 
 
 
Location of Incident 
 
Where did the incident take place?…………… ……………………………………….. 
……………………………………………………………………………………………… 
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……………………………………………………………………………………………… 
 
Were the police called?                      Yes/No 
Was the assailant arrested?               Yes/No  
 
What Happened ? 
 
Please give an account of the incident, including relevant events leading up to the 
incident:- 
 
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
………………… …………………………………………………….................................... 
 
 
Outcome:- 
…………………………………………………………………………………………………
…………………………………………………………………………………………………
……………………………………………………………………………………...............… 
………………………………………………………………………………………........…… 
 
Injury, verbal abuse, damage to property:- 
…………………………………………………………………………………………………
…………………………………………………………………………………………………
………………………………………………………………………………………........…… 
…………………………………………………………………………………………........… 
 
Health & Safety Officer’s Comments & Recommendations:- 
 
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
……………………………………………………………………………………………….... 
 
Manager/ Team Leader’s Comments  
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………… ….............. 
 
Managers/Team Leader’s Intentions  (if applicable ) 
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………….................. 
 
Signature…………………………… …………………… Date......................................... 
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APPENDIX 2 


 


Useful Links 


http://web02:3269/PoliciesStrategiesGuidance/Documents/Violence%20at%20Work
%20-%20Reporting%20of%20Incidents.doc 


 


http://www.equalityhumanrights.com/advice-and-guidance/ 


 


http://web02:3269/PoliciesStrategiesGuidance/Documents/Grievance%20policy%20-
%20NEW%202013.docx 


 


http://www.citizensadvice.org.uk 


 


 


 


Useful Contacts 


 


Stress @ Work Help Line (01604 259770) Independent and confidential individual 
counselling for both work or personal  reasons. 


 


hr@corby.gov.uk for Human Resources department 


 


emma.freeman@corby.gov.uk for Policy Officer (Equalities & Diversity) 


 


Occupational Health via your HR Business Partner 


 


 


 


 


 


 


 



http://web02:3269/PoliciesStrategiesGuidance/Documents/Violence%20at%20Work%20-%20Reporting%20of%20Incidents.doc

http://web02:3269/PoliciesStrategiesGuidance/Documents/Violence%20at%20Work%20-%20Reporting%20of%20Incidents.doc

http://www.equalityhumanrights.com/advice-and-guidance/

http://web02:3269/PoliciesStrategiesGuidance/Documents/Grievance%20policy%20-%20NEW%202013.docx

http://web02:3269/PoliciesStrategiesGuidance/Documents/Grievance%20policy%20-%20NEW%202013.docx

http://www.citizensadvice.org.uk/

mailto:hr@corby.gov.uk

mailto:emma.freeman@corby.gov.uk
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