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TENDER FOR BAR AND CATERING PROVISION AT LODGE PARK SPORTS CENTRE AND CATERING PROVISION AT CORBY EAST MIDLANDS INTERNATIONAL POOL

TENDER – DOCUMENT TWO

SPECIFICATION

Thank you for expressing interest in this procurement for Bar and Catering Provision at Lodge Park Sports Centre and Catering Provision at Corby East Midlands International Pool.

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 USB drive of the response document (Document Four).

Please mark envelopes/packages with only “TENDER RESPONSE: BAR AND CATERING PROVISION AT LODGE PARK SPORTS CENTRE AND CATERING PROVISION AT CORBY EAST MIDLANDS INTERNATIONAL POOL (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

	[bookmark: _GoBack]To be received not later than 12:00 noon on Friday, 28th September 2018.

Late submissions will be disregarded.
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1. INTRODUCTION

1.1. 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.

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

1.3. 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

2.1. There are two sites included in this procurement exercise:
i. Lodge Park Sports Centre Sir Matt Busby Lounge & Sports Bar; and
ii. Corby East Midlands International Pool Café and Vending.

2.2. The tender is to bid for both sites breaking down each separately. Please see tables below identifying each site with suggested requirements.

2.2.1. Catering Facilities (Table 2.2.1.)

	BUILDING
	CATERING FACILITIES
	INVESTMENT REQUIRED

	
	Catering
	Approx. Seats
	Bars
	Vending
	Hospitality
	

	Corby Pool
	Yes
	72
	No
	Yes
	Yes
	Light Equipment

	Lodge Park Sports Centre
	Yes
	-
	Yes
	Yes
	Yes
	Bar Furniture (tables and chairs), Projector for TV/sports games, Freezer, Gas Cooker



2.2.2. Attendances (Table 2.2.2.)

	FACILITY
	2015-16
	2016-17
	2017-18

	Lodge Park Sports Centre
	199,520
	211,724
	183,546

	Corby East Midlands International Pool
	443,026
	378,184
	379,948



2.2.3. Catering Turnover (Table 2.2.3.)

	FACILITY
	2017/18

	Lodge Park Sports Centre
	£200,000 approx

	Corby East Midlands International Pool
	



2.3. There is opportunity for the new contract to add value to the provision and create more income through increased marketing and promotion.

2.4. Opening Times and Events

2.4.1. Current opening times for each facility are shown as follows (Table 2.4.1.)

	FACILITY
	OPENING TIMES AND SPECIAL EVENTS
	CATERING / BARS OPERATING TIMES

	Corby Pool
	Monday - Friday 06:30 - 22:00

Saturday 09:00 - 17:00
(18:00 - 21:00 for swimming galas)

Sundays and Bank Holidays 09:00 - 16:00

Special Events 
6 full weekends of Galas per annum (circa 500 people per day)

	Monday - Friday
09.30 - 18:00

Saturday & Sunday
09:00 -15:30

Galas
08:00 - 17:00

	Lodge Park Sports Centre
	Open every day 07:30 - 22:00
	Monday – Friday
12:00 -14:00 / 18:00 - 11:00

Saturday
09:30 - 14:00 / 18:00 - 23:00



2.4.2. The Service Provider will be required to operate during the above core times, as a minimum. Any changes to this will need to be agreed with the Leisure Manager.

2.5. Lodge Park Sports Centre is a multifunctional facility with two Sports Halls, Crèche, Gym, all weather sports pitch, 4 studios and community room. There are also a number of small health and well-being related businesses operating from the facility.

2.6. Corby East Midlands International Pool consists of a 50-meter Pool with moveable floors supporting a wide range of aquatic sessions including diving, 20-meter Pool, Fun Pool, Flume and Health suite with Spa Pool, Jacuzzi and Sauna. The facility also has a Gym, Studio, Crèche and Cafe.
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3. SCOPE

3.1.	The successful bidder will be required to provide Bars and Catering services at the two facilities, as detailed below. Any change to the provision would need to be discussed and agreed with Facility Management.

3.2.	Service Provision required:

3.2.1.	Lodge Park Sports Centre
i. A bar service;
ii. The successful bidder will hold the License to sell alcohol in the premises and this must be maintained throughout the contract duration;
iii. Catering provision – no vending in any area, gaming machines need to be in agreement with the Leisure Manager;
iv. Take responsibility for security of building when leisure sessions in the facility end or are not open if a bar function operates outside of normal operating hours and bank holidays;
v. The successful bidder will ensure the decor and maintenance of the Sir Matt Busby Lounge remains clean and in a high standard of decoration. the successful bidder will be responsible for decorating the bar and lounge area in agreement with the Leisure Manager;
vi. Furniture, including tables and chairs, needs to be provided for the Lounge area and must be robust and in a safe condition at all times; and
vii. No alcohol will be allowed to be serviced to patrons under the age of 18 years and all diligence should be used in determining proof of age of any patron that looks under the age of 25 years. Appropriate management systems need to be in place to ensure this is well managed.

3.2.2.	Corby East Midlands International Pool
i. Cafe Service; and
ii. Vending within the café area, as identified on the facility plan, selling drinks and confectionary other than health and performance promoting, natural sports supplements products.

3.3.	The bar and café areas (shown edged in red on the plan provided at Appendix 1.1 and 1.2) includes through routes to other facilities and rooms at the facilities and users of the facilities must be permitted free access through the café seating area at all times.

3.4.	As a part of this Specification, Appendix 2.1 and 2.2 provide 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.

3.5.	This contract is to run for a minimum of 5 years, with the option for two further extensions of 3 years and then 2 years, in essence a maximum ten-year contract.

4. SERVICE CONDITIONS AND ENVIRONMENTAL FACTORS

4.1.	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.

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

4.3.	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

5.1.	Marketing, Advertising and Promotion

5.1.1.	Undertake positive marketing of the facility and the services and opportunities provided and provide services in a competent and professional manner.

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

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

5.1.4.	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.

5.1.5.	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.

5.1.6.	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.

5.1.7.	The successful bidder shall have no right to use the trademarks, 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.

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

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

5.2.	Cleaning, Hygiene and Waste

5.2.1.	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.

5.2.2.	The daily cleaning of the café, bar and kitchen areas, 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.

5.2.3.	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.

5.2.4.	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.

5.2.5.	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.

5.2.6.	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 Leisure Centre’s.

5.2.7.	The successful bidder shall minimise waste wherever possible and undertake their business with a view of minimising adverse affects on climate change.


5.2.8.	The successful bidder must:
i. 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;
ii. Provide adequate provision of refuse sacks and the placing of all waste refuse in containers approved by the Council at the designated collection point;
iii. 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;
iv. Be responsible for the disposal of waste cooking oil to such a disposal point as may be agreed with the Council; and
v. 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.

5.3.	Legislation

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

5.4.	Health and Safety and Fire Regulations

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

5.4.2.	The successful bidder shall ensure that it:
i. 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;
ii. 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;
iii. 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;
iv. Exercises particular care in relation to the storage of chemicals and equipment which can be dangerous in the event of fire; and
v. 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.

5.4.3.	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.

5.4.4.	The Council shall have access to all parts of the bar and/or catering areas at all times for the purpose of inspection and may prohibit unsafe practices as appropriate and, if necessary, demand the closure of these areas or parts thereof. 

5.4.5.	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 Leisure Manager has confirmed, in writing, that the non-compliance has been rectified.

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

5.4.7.	Inspections of all 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.


5.5.	Emergency Procedures

5.5.1.	The successful bidder shall agree to work in line with the facility EAP (Emergency Action Plan), attached at appendix 3 & 4, 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.

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

5.6.	Pest Control

5.6.1.	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.

5.7.	First Aid

5.7.1.	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.

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

5.7.3.	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.

5.8.	Accident Reporting

5.8.1.	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.

5.9.	Food Poisoning

5.9.1.	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:
i. the Council; and
ii. the officer of the Authority responsible for Environmental Health.

5.9.2.	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.

5.9.3.	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.

5.10.	Staff and Training

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

5.10.2.	The successful bidder shall take responsibility for the bar and café receipts and banking through tills 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.

5.10.3.	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.

5.11.	Charges

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

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

5.11.3.	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.

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

5.11.5.	The successful bidder will be financially responsible for all fees and licences that are relevant for their business areas such as music, TV, Sky, special events, gaming licence etc. This list is not exhaustive.

5.11.6.	The successful bidder will pay the Council an annual guaranteed management fee on a monthly basis. If the Council extends the initial term of the Contract the Council reserves the right to alter this fee in line with inflation.

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


5.12.	Insurance

5.12.1.	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 Leisure Manager, ahead of contract commencement and on any anniversary of renewal thereafter.

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

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

5.13.	Repairs, Maintenance and Servicing

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

5.13.2.	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 and all equipment associated with the service provision.

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

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

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

5.13.6.	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 bar and/or café equipment, fixtures, furniture and fittings when the successful bidder or their employees or their 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.

5.13.7.	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. Any charges relating to repairs or required works (not being emergency works) arranged without the written agreement of the Council, 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.

5.13.8.	The successful bidder shall have 14 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.

5.13.9.	The successful bidder shall:
i. Be responsible for maintenance and replacement of the Council assets arising from the negligence or wilful damage of its employees/volunteers, customers or agents;
ii. 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;
iii. Be responsible for ensuring that the bar and/or café area and the Council assets provided by the Council are and remain fit for the purpose for which they are required.
iv. Ensure that the bar and/or café area is kept clean and maintained in good repair and condition;
v. Ensure that all ventilation units shall be aired to prevent excessive heat, cooking smells, condensation and dust and to remove contaminated air;
vi. Ensure that all materials used for wiping up and drying surfaces and Council assets are clean and dry; and
vii. Consult with the Leisure Manager and gain permission prior to installation or fitting of any shelving, display boards/notices or safes etc. within the bar and/or café area.

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

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

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

5.14.	Control of Noise and Other Nuisance

5.14.1.	The successful bidder shall not cause any noise nuisance or other nuisance to users of the Leisure Centre’s or the surrounding residential and/or 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 Leisure Manager.


5.15.	Early Termination

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

5.16.	Miscellaneous

5.16.1.	The successful bidder will be required to equip the facilities to adequately meet their requirements. The successful bidder will also be responsible for ensuring removal of any and all equipment from the bar, café and/or 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.

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

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

5.16.4.	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)

6.1.	If the successful bidder wishes to operate an “account” system for staff within the facilities, 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 Leisure Manager aware, to enable the Council to fulfil its duties under the GDPR.

7. QUALITY REQUIREMENTS

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

7.2.	The successful bidder must have a proven track record of operation and management of bar 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.

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

8. WHOLE OF LIFE SUPPORT

8.1.	Corby Borough Council would like the successful bidder to bring some social and/or added value to the contract and support the development of the service within the facility and local community and would like to see at least one of the following social and/or added values listed below, over the contract term:
i. Development of areas of service – this may include investment in equipment, staff knowledge and/or marketing;
ii. 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;
iii. Development of product ranges on offer that are available for the customers;
iv. Employment opportunities from a selection or combination of newly created full time, part time, temporary or paid work experience opportunities;
v. Training opportunities from a selection or combination of workshops, short courses, or industry recognised accredited training schemes;
vi. Educational opportunities from a selection or combination of unpaid work experience, traineeships, volunteers, School, College and University placements;
vii. Bespoke support for the benefit of the local community; and/or
viii. Any other relevant suggestions, to be agreed with the Council.

9. SECURITY

9.1.	The successful bidder will be provided with keys to ensure full access to the required areas of the Leisure Centres and will be responsible for the security of the kitchens and bar and all associated equipment and takings. Please note that Leisure Facility staff will have access to the Sir Matt Busby Lounge and Sports Bar at Lodge Park Sports Centre. The café at Corby East Midlands International pool is open access, catering staff will be responsible for ensuring that no stock is accessible after closing and that the kitchen doors are locked. Catering staff will be responsible for locking and securing Lodge Park Sports Centre after any social functions which may run later than the normal operating hours of the facility.

9.2.	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.

9.3.	The Leisure Manager will hold a master key that will enable entry into all areas by Council staff or contractors if needed.

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

9.5.	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

10.1.	The contract start date will be Wednesday 5 December 2018. The Leisure Manager must be kept up-to-date with progress and any issues that may arise.

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

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

11.2.	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 Leisure Managers for both sites, 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 successful bidder and circulated to all attendees of the meeting and/or agreed persons.

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

11.4.	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.

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

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

11.7.	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.

11.8.	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.

11.9.	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.

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

11.12.	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.	TUPE (Transfer of Undertakings (Protection of Employment) Regulations 2006 / Acquired Rights Directive)

12.1.	The bar and catering services are presently supplied by an independent service provider. Bidders are advised to seek independent professional advice on the applicability of TUPE.

12.2.	The Council makes no assurances or assumptions as to the likely effect of TUPE on the contract resulting from this tender process.

12.3.	Bidders are to form their own views as to whether the TUPE applies before submitting tenders and must bid on the basis of the view they take.

12.4.	It is the responsibility of the Bidder to obtain any information regarding TUPE implications from the incumbent service provider. The Council cannot provide any guarantee or warranty as to the promptness of response to the request from the incumbent service provider, availability, accuracy or completeness of any TUPE Information it provides or which is provided on its behalf.

12.5.	Bidders shall not at any time make use for their own purposes or disclose to any person (except as may be required by law) any of the TUPE Information provided to them (whether communicated orally, electronically or in writing). 

12.6.	All TUPE Information shall be deemed to be strictly confidential and for use solely in connection with the preparation of tenders and the administration of any contract arising from this tender.

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

Appendix 1 – Floor Plans




Appendix 2 – Inventories




Appendix 3 – Emergency Action Plans




Appendix 4 – Health and Safety Policy



Appendix 5 – Code of Conduct



Appendix 6 – Dignity at Work Policy



Appendix 7 – TUPE Information
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Kitchen Inventory - Corby East Midlands International Pool
Date -  Friday, 17th August 2018


Description Fixed or 
Portable Quantity Condition Value Total Value Replacement 


Price Location


Tabling c/w inset ink, F 1 Adequate £117 £117 £155 kitchen
Wall shelf F 1 Good £147 £147 £155 kitchen
Flykiller F 3 Good £121 £363 £128 kitchen
Cold store+freezer+racking F 1 Good £15 £15 £15,419 kitchen
4 x tier rack P 6 Good £1,335 £8,010 £8,490 kitchen
Bucket sink F 1 Adequate £360 £360 £381 kitchen
l shaped tabling c/w inset inset sink F 1 Good £1,085 £1,085 £1,150 kitchen
2 tier wall shelf F 1 Good £159 £159 £168 kitchen
Refrigerator P 1 ok £1,436 £1,436 £1,522 kitchen
Freezer P 1 Ok £1,714 £1,714 £1,816 kitchen
Microwave oven P 2 Good £748 £1,496 £792 kitchen
Twin tank fryer F 1 Adequate £1,662 £1,662 £1,761 kitchen
Spreader table P 1 Good £130 £130 £137 kitchen
Griddle F 1 Adequate £1,368 £1,368 £1,450 kitchen
Salamander grill F 1 Adequate £718 £718 £761 kitchen
Spreader table F 1 Good £147 £147 £155 kitchen
4 burner range F 1 Good £1,272 £1,272 £1,348 kitchen
Combi oven F 1 Adequate £4,111 £4,111 £4,357 kitchen
Spreader table P 1 Good £204 £204 £216 kitchen
Extract canopy F 1 Good by others kitchen
Inlet tabling c/w inset sinks F 1 Good £1,189 £1,189 £1,260 kitchen
Dish washer F 1 Good £5,841 £5,841 £6,191 kitchen
Outlet tabling F 1 Good £599 £599 £634 kitchen
Wash hand basin F 1 Good £68 £68 £72 kitchen
Water boiler F 1 Good £461 £461 £488 kitchen
Beverage machine F 1 Adequate £4,091 £4,091 £4,336 kitchen
Bottle fridge P 1 Adequate £1,871 £1,871 £1,983 kitchen
Pannini grill P 1 Good £413 £413 £437 kitchen
Back counter F 1 Good £1,091 1.091.00 £1,156 kitchen
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Kitchen Inventory - Corby East Midlands International Pool
Date -  Friday, 17th August 2018


Description Fixed or 
Portable Quantity Condition Value Total Value Replacement 


Price Location


Chilled display F 1 awaiting repair £1,245 £1,245 £1,319 kitchen
Jacket potato oven Not on site £1,236 £1,236 £1,310 kitchen
Ice maker F 1 Good £709 £709 £751 kitchen
Hot display F 1 Adequate £1,779 £1,779 £1,885 kitchen
Counter wash hand basin F 1 Good by others kitchen
Equipment Totals £44,016 £62,183





		Inventory
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Kitchen/Bar Inventory - Lodge Park Sports Centre
Date -  Tuesday, 17th February 2015


Description Fixed or 
Portable Quantity Condition Value Total Value Replacement 


Price Location


Deep Fat fryer F 1 Good £300 £300 £600 kitchen
Bar Fridges P 3 Good £300 £900 £900 Bar
Falcon Steakhouse Grill F 1 Adequate kitchen
Combi oven F 1 Adequate kitchen
Winterhalter Glass Washer F 1 Adequate £1,300 £1,300 £2,900 kitchen
Stainless Steel Workstation F 3 Adequate £100 £300 £576 kitchen
Stainless Steel Sink (single) F 2 Adequate by others kitchen
Stainless Steel Sink (double) F 1 Adequate by others kitchen
Stainless Steel Shelving F 3 Good £70 £210 £390 kitchen
Stainless Steel Shelving (mobile) P 2 Good £100 £200 £264 kitchen
Sink F 3 Good by others Bar
Stainless Steel Shelving F 4 Good £70 £280 £520 Bar
LG 42" LCD HD TV P 1 Good £200 £200 £330 Bar
9ft wide Projector Screen F 1 Good £160 £160 £320 Bar
Pool Table P 1 Good £500 £500 £895 Bar
Cellar Lift F 1 Good by others Cellar
Bucket Sink F 1 Good by others Cellar
Totals £4,350 £7,695





		Inventory




image6.emf
App 3.1 - CEMIP  Emergency Plan.pdf


App 3.1 - CEMIP Emergency Plan.pdf


August 2017 Page 1 of 30     


EMERGENCY ACTION PLAN 
 


The EAP stipulates procedures and roles for CBC employees.  Volunteers / Work Experience should be 
treated as members of the public in the case of an emergency. 
 
 
1.0  OVERCROWDING 
  


Overcrowding should not occur, as Session Manager and regular headcounts should keep numbers 
below the maximum capacity. However, if this occurs the following procedures should be adopted: - 


 
1.1  Leisure Assistant 
 


Pool staff will be the first to realise that an area is approaching the maximum bather load, as head 
counts for individual pools will be carried out on a regular basis.  Where possible ask customers to 
move into other pools i.e. from Fun Pool to Main Pool (Fun Pool End) and ensure pool closed 
signage is in place. Lifeguards should inform the Duty Manager where this is not possible. 


 
 1.2      Duty Manager 
 


a) Inform the reception to halt admissions (it may be specifically for under 8’s) and assist reception 
to organise the situation 


 
b) Check the approximate numbers in the pools and those changing. 


 
c) Instruct all spare qualified personnel to proceed to the poolside to assist in the supervision of 
the overcrowded areas in order to increase  supervision levels. 


 
d) After the numbers have declined from the pool and changing areas, and are at a manageable 
level, inform the receptionist to re-start admitting customers. 


 
1.3       Receptionist 
 


a) On the instruction of the Duty Manager do not admit further bathers to the pool. 
 
b) Explain to the customers waiting that there will be a delay in admitting them to the pool. 
 
c) Stop admissions, ask customers to wait or advise of the next session. 


 
d) After the numbers have declined the Duty Manager will advise the receptionist to re-start 


admitting customers.  
 
 
2.0  DISORDERLY BEHAVIOUR 
 
2.1  Leisure Assistant / Aquatic Instructors 
 


a) Any behaviour, which is likely to cause a nuisance or is dangerous to other bathers, should be 
stopped immediately. 


 
b) Speak to customers in a confident but non-aggressive manner indicating your reasons. Try to 


diffuse the situation tactfully. 
 
c) If the behaviour persists, give further warnings but do not become involved in an argument. 


 
d) In all cases it is important that the attention of pool staff during this type of incident is not drawn 


away from their primary role of pool supervision. 
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e) If the warnings have no effect, or the behaviour becomes serious, call the Senior Leisure 
Assistant / Duty Manager for assistance. 


 
2.2  Senior Leisure Assistant / Duty Manager 
 


a) Assess the situation. Use tact and diplomacy. 
 


b) If the situation cannot be resolved ask those involved to leave the pool. 
 


c) Where customers refuse to leave, and they are endangering other customers clear all pools. 
 
2.3 Duty Manager 
 


a) Phone the Police for assistance on 101 or in an emergency 999 
 


b) Stay in support of facility staff 
 
c) Complete an incident form and pass onto facility manager. 


 
 
3.0  LACK OF WATER QUALITY 
  


Immediately it is noticed that the pool water clarity is declining the Senior Leisure Assistant / Duty 
Manager must be informed.  The SLA should check the Plant Room to ensure chemicals / filtration 
systems are working correctly. 


  
If the clarity of the water suddenly worsens so that the bottom of the pool is not visible the pool 
should be cleared immediately. 


 
3.1  Leisure Assistant / Aquatic Instructors 
 


If the clarity of the water deteriorates immediately alert the Senior Leisure Assistant / Duty Manager. 
If the clarity of the water suddenly worsens so that the bottom of the pool is not visible the pool 
should be cleared immediately. 


 
3.2  Senior Leisure Assistant 
 


a) Inspect the clarity of the water.  
 


b) Carry out a water test and take the appropriate remedial action.  Check pool water filtration 
systems are operating correctly. 


 
c) Extra staff may be used to assist in pool supervision. Areas may be cleared altogether, ensuring 


that the remaining areas do not create a hazard through overcrowding. 
 


3.3 Duty Manager 
 


a)   Decide whether it is safe for the pool to remain open i.e. if the lane line at the bottom of the pool 
cannot be seen the pool must be cleared immediately and the facility manager informned.. 


 
b) Assess the length of closure time and inform the public to leave the pool area.  
 
c) Inform reception and display a notice of the closure. 


 
3.4  Receptionist 
 


a) On the instruction of the Duty Manager do not admit further bathers to the pool. 
 


b) Explain to the customers waiting that there is a problem, which may result in the pool being 
closed. 
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c) Issue the appropriate complimentary tickets. 
 


 
4.0 DISINFECTANT LEVELS 
 


The normal parameters for the pool disinfection are:- 
 


Free Chlorine 0.5 – 1.0 mg/l (UV in use). Aiming for 0.5 mg/l 
(The Combined Chlorine should ideally be 0.0 – 0.5 mg/l but should not exceed 1.0 mg/l). 
 
Free Chlorine 1.0 mg/l – 1.5 mg/l (UV not in use).   
(The combined chlorine should not exceed 50% of Free Chlorine). 


 
Inform the Duty Manager where combined chlorine is greater than 0.5 mg/l. 
 
Maintenance: UV lamps should be replaced where effectiveness drops below 80%. 
 
pH                 7.2 – 7.8 mg/l (Ideal 7.2 - 7.4). Aiming for 7.2 mg/l. 


 
Leisure Assistants / SLA need to inform the DM immediately where readings fall outside the 
above parameters.  DM’s to sign off water test sheet and report any remedial action taken. 
 


4.1 Senior Leisure Assistant / Duty Manager 
 


Where readings fall outside of the above parameters remedial action should be taken; 
 


a) Check the disinfectant control panels in the plant room. 
 


b) Confirm the sample test is correct. 
 


c) Take remedial action to rectify; 
 


4.1.1 High Chlorine 
 


3.0 mg/l or above - Stop Chlorination - Monitor and re-test as required. Add fresh water. 
 


6.0 mg/l                - Stop Bathing and close the pool 
         - Inform the Facility Manager  


 
4.1.2 Low Chlorine 


 
 0 mg/l        - Stop Bathing and close the pool 
         - Inform the Facility Manager 
 
 Check chemical dosing pumps are primed and working 
 Check injectors for blockage. 


 
4.1.3 High Combined Chlorine 


 
>0.5mg/l  - Add fresh water  
 - Add free chlorine 
 
> 1.0 mg/l - Inform the Facility Manager who will speak to the head of service in   relation to 


recommending closing the pool 
 


4.1.4 High pH 
 
 8.0mg/l       - Stop Bathing and close the pool 
         - Inform the Facility Manager 
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 Check chemical dosing pumps are primed and working 
 Add fresh water and re-test 
 


4.1.5 Low pH 
 
 6.8mg/l - Stop Bathing and close the pool 
   - Inform the Facility Manager 
 


 Add fresh water  
 Check chlorine levels 


 
 


5.0 WATER CONTAMINATION  
 
- Faecal Release 
- Vomit  
 


5.1 Solid Stool Release 
 
5.1.1 Leisure Assistant 
 


a) Retrieve the solid stool quickly using a scoop or bucket. 
 
b) Do not draw unnecessary attention to the incident. 


 
c)  Ensure continued supervision of the pool. 
 
d) Dispose of the stool and disinfect / clean the equipment used. 


 
e) Check disinfectant residuals are within the normal parameters.   


 
f) Inform the SLA / Duty Manager where readings are outside these levels. 


 
5.1.2 Aquatic Instructors 
 


a) Divert the lesson away from the stool. 
 


b) Do not draw unnecessary attention to the incident 
c) Retrieve the solid stool quickly using a scoop or bucket. 


 
d) Ensure continued supervision of the pool. 
 
e) Using the Walkie-Talkie get assistance re: disposal. 


 
5.1.3    Senior Leisure Assistant / Duty Manager 
   


a) Take the appropriate action to rectify the disinfectant residuals. 
 


b) Ensure all stools have been removed and equipment disinfected. 
   
 


5.2 Stool Release (Diarrhoea) 
 
The likeliest cause of diarrhoea is a virus or bacterium that is susceptible to disinfection.  However, 
there is also a possibility that it is from someone infected with one of the protozoal parasites, 
Cryptosporidium and Giardia which are resistant to chlorine disinfectants. 
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5.2.1 Senior Leisure Assistant / Leisure Assistant / Aquatic Instructors 
 


a) Where diarrhoea is evident clear the pool immediately. 
 


b) Advise all bathers present in the infected pool to shower thoroughly. 
 
c) Ask the customer if the person has been ill in the last 24 hours 
 
d) Close the affected pool. 
 
e) Inform the Duty Manager and facility manager 
 


 5.2.2 Duty Manager 
 


a) Ensure disinfectant levels are maintained at the top of the recommended range. 
 


b) Instruct staff to thoroughly sweep the pool and repeat as required.  Use the pool vacuum where 
appropriate. 


 
c) Ensure the PAC System is dosing correctly. 


 
d) Filter the water for six turnover cycles. 


 Main Pool – 21 hours 
 Learner Pool  - 6 hours 
 Fun Pool – 1.5 hours 
 Spa – 36 minutes or fully drain the Spa 
 


e) Backwash the filter.  
 


f) Inform the Facility Manager and Public regarding the pool closure, giving a time when the pool 
will be open. 


 
g) Pool to remain closed for a further 8 hours if the filter does not have a drain facility or there are 


suspected problems with the filtration / backwash process.  The Facility Manager will make this 
decision. 


 
h) Open the pool. 
 
 


5.3 Vomit 
 
There is no need to close the pool if someone has been sick in the water. 


 
5.3.1 Leisure Assistant 
 


 a) There is no need to remove bathers from the water where the amount of vomit is minimal, 
just clear the immediate area. 


 
b) Using the pool scoop/bucket remove the sick from the water. 


 
c) Inform the Senior Leisure Assistant who will check the disinfectant levels are within the normal 


parameters. 
 
d) Dispose of the vomit and clean the equipment. 


 
5.3.2 Aquatic Instructors 


 
a) There is no need to remove bathers from the water where the amount of vomit is minimal, 


just clear the immediate area. 
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b) Using the pool scoop/bucket remove the sick from the water. 
 
c) Using the Walkie-Talkie get assistance re: disposal. 


 
5.3.3    Senior Leisure Assistant 


 
a) Check the clarity of the water and confirm disinfectant levels are within the normal range. 
b) If the amount of vomit is sever the pool can be cleared of bathers (utilise other pools) and allow 


the water to circulate for 20 minutes.  Inform the Duty Manager. 
 
c) Bathing can then recommence. 


 
6.0 POOL WATER MICROBIOLOGICAL TESTING 
 


Under statutory guidance Environmental Health take water samples from all pools and the Spa.  
The samples are then tested by an external company. 


 
6.1 Test      Satisfactory Levels 
 


Colony Count (Plate)   Not more than 10 cfu/ml 
Indicates whether the pool disinfectant  Consistently raised 10-100 cfu/ml is 
Regime is effective in controlling  unsatisfactory and needs to be investigated. 
contamination under operational  
circumstances. 


 
Total Coliforms    Absent in 100 ml 
As show an indication of faecal A coliform count of up to  
contamination or poor hygiene. 10 cfu/100ml is acceptable provided that: 


Coliforms are not found in the repeat sample; 
 The colony count is less than 10 cfu/ml; 


There are no E. coli present; 
The residual disinfectant and pH values are within the 
recommended ranges 


 
Escherichia Coli    Absent in 100 ml 
The presence of E.coli in swimming pool 
water is an indication that faecal material 
has entered the pool water from  
contaminated skin, or from faecal  
material that has been accidentally or  
deliberately introduced. 


 
Pseudomonas Aeruginosa   No more than 10 per 100 ml 
Pseudomonas Aeruginosa can grow   Repeat test if >10 per 100 ml 
Within Untreated waters and in biofilms.   
It can cause skin, ear and eye infections  
when present in large numbers 
 


6.2 If test results fall outside the satisfactory levels; 
 


If a result is unsatisfactory, the test should be repeated. 
If the second result is also unsatisfactory; 
 


- Backwash the filter 
- Add fresh water 
 


If the third result is still unsatisfactory, immediate remedial action is required, which may mean 
closing the pool. 
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6.3 Closing Pools  
 


Pools should be closed following a routine microbiological test if: 
 


a) The result suggests gross contamination (see below); or 
b) There is other chemical or physical evidence that the pool disinfection system is not operating 


correctly (e.g. if the records show that residual disinfectant levels were inadequate or erratic 
and frequently too low, or the pool water is of unsatisfactory appearance). 


 
The following should be considered as gross contamination: 
a) greater than 10 E.coli per 100ml in combination with: 


an unsatisfactory aerobic colony count (>10 per ml); and/or 
an unsatisfactory P.aeruginosa count (>10 per 100ml);and 


b) greater than 50 P.aeruginosa per 100ml in combination with high aerobic colony count (>100 
per ml). 


 
Where there is evidence of gross contamination the pool should be closed to prevent illness 
in pool users. The Facility Manager will make the decision to close and inform all relevant 
Senior Management. 


  
7.0  SERIOUS INJURY/ACCIDENT/NEAR MISS / NEAR DROWNING 
 


Any near miss, injuries or accidents need to be dealt with immediately with the appropriate 
treatment and care required. 


 
a) Call for the assistance of another member of staff by using the walkie-talkie. “Code 5 Poolside” 


would indicate that immediate First Aid assistance is required and the location. Inform the Senior 
Leisure Assistant / Duty Manager.  Poolside supervision must be maintained at all times. 


 
b) Ensure the area is safe and that no further harm will come to the casualty/public. 


 
c) Carry out the appropriate first aid as per the First Aid at Work or NPLQ  training. 


 
d) The Senior Leisure Assistant / Duty Manager will assess the situation and instruct the 


receptionist to phone for an ambulance if required. Instruct one member of staff to meet the 
ambulance and take them to the scene of the accident as quickly as possible 


 
e) All accidents to staff and customers must be reported fully on the appropriate forms. 


 
f) It is important that staff support casualties by speaking to them confidentially and reassuringly. 


 
g) It may be necessary for additional staff to assist with the incident, which may mean closing pools 


temporarily. 
 


h) Incidents which lead to suspected spinal cord injury should be dealt with as per NPLQ training. 
 
i) Complete all relevant forms ensuring accuracy and legibility. NB: For pool rescues complete        


Near Drowning Accidents Forms and Incidents Reports as required. 
 


j)   The Facility Manager and or Principal Leisure Officer must be informed by the Duty Manager 
where medical assistance has been required in the event of all Pool rescues/First Aid Incidents. 


 
        
 
 
 


NB 
Reportable accidents and dangerous occurrences must be reported.  This report should then be 
retained by the respective Duty Manager to pass to the facility manager securely with the accident, 
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incident, near miss report form and copies subsequently forwarded to the Health and Safety 
Resilience Team via email on SafetyResilienceTeam@kettering.gov.uk  Or Janet Morris on 
janet.morris@corby.gov.uk.  
 


7.1 Reportable Accidents / Events 
 


- Death 
 


- Any fracture, other than fingers, thumbs and toes 
 


- Amputation 
 


- Dislocation of shoulder, hip knee or spine 
 


- Loss of sight (whether temporary or permanent) 
 


- A chemical or hot metal burn to the eye or any penetrating injury to the eye 
 


- Any injury resulting from electrical shock or electrical burn leading to unconsciousness or 
requiring resuscitation or admittance to hospital for more than 24 hours 


 
- Any other injury requiring resuscitation 


 
- Any injury leading to hypothermia, heat induced illness or to unconsciousness 


 
- Any injury requiring admittance to hospital for more than 24 hours 


 
- Loss of consciousness caused by asphyxia or exposure to a harmful substance of biological 


agent 
 


- Absorption of any substance by inhalation, ingestion or through the skin which causes loss of 
consciousness or an acute illness requiring medical treatment 


 
- An acute illness which requires medical treatment where this has resulted from exposure to a 


biological agent 
 
- Where a person at work is incapacitated for work for more than 3 consecutive days (excluding 


the day of the accident, but including any days which would not have been working days, 
because of an injury resulting from an accident in connection with work) 


 
- If a person died, or suffered a major injury or was off work for 3 days or more, as a result of an 


act of physical violence then this would need to be reported.  This includes an act of physical 
violence by a fellow employee as well as a member of the public. 


 
- Injuries caused by acts of violence to people at work. 


 
 
7.2 Non Employees 
 


-     Any person not at work who suffers an injury as a result of an accident arising out of or in 
connection with work and that person is taken from the site of the accident to the hospital for 
treatment in respect of that injury 
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7.3 Dangerous Occurrence 
 


If something happens which does not result in an injury, but which clearly could have done, this 
should be reported on the relevant paper work i.e. Near Miss and again reported to the Health and 
Safety Resilience Team via email on  SafetyResilienceTeam@kettering.gov.uk  


 
 
7.4 Reportable Diseases 


 
These include infections such as; 
 
Leptospirosis 
 
Hepatitis 
 
Legionellosis 
 
Tetanus 
 
De-compression illness (the bends) 


 
Duty Manager Responsibility 


 
Inform the Facility Manager. 
 
A member of the Safety Resilience Team must be contacted immediately following the 
occurrence of 1 of the above.  The Resilience Team will then complete form F2508 and 
forward to the HSE. 


 
In the absence of the Resilience Team you should contact Iain Smith (4061) 


 
 
8.0  DROWNING ALARM 
 
The Drowning Alarm will be used to identify the incident to all staff.  This is an intermittent audible alarm 
throughout the facility. 
 
8.1  Leisure Assistant – Casualty Rescue 
 


a) Before entering the water to recover a casualty the Drowning Alarm must be pressed or alert 
colleagues with 3 whistle blasts. 


 
b) Enter the water in a safe manner, recover the casualty as per National Pool Lifeguard 


Qualification training and land them at the nearest suitable landing point. 
 
c) Removal of a Casualty with a Suspected Spinal Injury – use the Spineboard and carry out as 


per National Pool Lifeguard Qualification training.  Where staff are unable to stand the floor 
should be moved to a suitable depth, lower the boom to enable access, move to the area and 
utilise the spine board. 


 
     Other swimmers must be out of the water prior to this action. 


  
d) Complete casualty checks as per National Pool Lifeguard Qualification training. 
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8.1.1 Aquatic Instructors 
 


a) Before entering the water to recover a casualty the Drowning Alarm must be pressed or alert 
colleagues with 3 whistle blasts. 
 


b) Enter the water in a safe manner, recover the casualty as per National Rescue Test training and 
land them at the nearest suitable landing point. 


 
c) When you suspect a casualty may have sustained a spinal injury, do not remove the casualty 


from the water.  Alert colleagues of this and wait for NPLQ trained staff to bring the Spineboard. 
 


8.2  Leisure Assistants on Poolside 
 


 a)  On hearing the drowning alarm clear the pool of all bathers immediately. Direct customers 
away from the incident and from the waters edge. 


 
 b)  If the Sub Aqua group are in the pool, continually tap a metal reach pole against another pole in 


the water.  This will also apply for Contractors providing sub aqua teams. 
 
 c)  Act accordingly depending on the nature of the incident. 


  
8.3  Duty Manager 
 


a) On hearing the drowning alarm immediately report to the poolside with the staff mobile phone for 
potential use if required.   


 
b) Ensure immediate aid/resuscitation has commenced as required.  Request the defibrillator if 


required. 
 


c) Instruct the receptionist or nominated staff to call an ambulance. 
 


d) Instruct one member of staff to meet the ambulance at the external door and bring them to the 
scene of the incident as quickly as possible. 


 
e) If it is apparent that the customer is not recovering instruct all bathers to leave the pool hall and 


get changed.  A complimentary ticket should be obtained from reception where applicable. 
 


f) Obtain the defibrillator located on the external beam at the main entrance and assist with 
EAR/CPR if required. 


 
g)  Press the reset button on the drowning alarm unit to re-set once the incident is resolved. 
 
h)   As soon as possible after the incident all staff involved will be required to complete an incident 


form. 
 


NB Be aware that staff may be upset by the incident. 
 


i)   Inform the Facility Manager of the incident. 
 
j)   Be aware that following a fatality the Police will attend to gain statements / details of the incident. 
 
k) No statements shall be made available to the press or other members of    the public. 
 
l)  Ensure that staff are able to comply with the NOP’s before re-starting public sessions 


 
8.4  Receptionist 
 


a) On hearing the Drowning Alarm obtain an outside line and await instructions from the Duty 
Manager or nominated staff member. 
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b) When instructed contact the Emergency Services. 


 
d) Do not allow any further admissions until the incident has been cleared. 


 
e) Issue the appropriate complimentary tickets. 
 


8.5 All Staff 
 


a) On hearing the drowning alarm all pools should be cleared and all available staff (not reception, 
gym 1 or crèche staff) must attend the poolside immediately and assist where required / 
instructed. 


 
 
9.0 Automatic External Defibrillator (AED)  
 
9.1 The defibrillator is located on the external beam at the main entrance.  The equipment can be utilised 


when CPR is required.  We aim to use a defibrillator with 4-6 minutes. The code required to open and 
use the AED is C159X and can be found in the DM office.  


 
9.2 Always ensure it is safe to help someone especially when dealing with an emergency. 
 
9.3 The defib needs the casualty to be in VF (this last between 4-6 minutes with no action).  CPR will 


maintain VF status.  Continue to use CPR until you are advised to stop. 
 
9.4 The Defib will be checked monthly by a Duty Manager.  If the unit is beeping it may need to be reset.  


Open the box and identify which red light is illuminated.  Some faults may be cleared by opening and 
shutting the box lid. A fault could indicate pads, battery or if the spanner is illuminated we would not be 
able to fix this.  In the event of a continuous fault please report this to the ambulance service.  The 
pads for single use only and therefore a spare set within the box. 


 
9.5 The Defib should not be used on children under 12 months. 
 
9.6 Think twice where we are operating the equipment:- 


 No pooling water 
 Not on standing or running water 
 Not in a gas filled environment (possible explosion) 
 If petrol fumes are involved you need to be a minimum of 15m away. 


On poolside it would be advisable to lay the casualty on a blanket. 
 
9.1 Operating The Defrillator 
 
9.1.1 Opening the lid turns the equipment automatically on.  Open the lid fully. 
 
9.1.2 The chest will need to be dry and bare of hair and clothing.  Cut any clothing off quickly using the 


scissors provided.  Use the razor to remove hair.  Jewellery will need to be removed out of the way.  
If there are any piercings joined together with chains, cut the chain.  Remove medical patches as 
these tend to have metal backs. 


 
9.1.3 Place the pads as identified (top right and bottom left – 10cm below the left arm pit on the bottom of 


the ribs).  If it is obvious that the casualty has a [pacemaker move the pad at the top further over the 
clavicle/shoulder. 


 
9.1.4 Do not touch the casualty when the Defib is completing it’s checks.  The equipment will tell you that 


it is analysing the casualty.  Move everyone away telling them to move back and stand clear.  If 
anyone refuses to move close the box and tell them you will not continue until they move to a safe 
distance. 
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9.1.5 Shock the casualty when instructed to do so.  Remember when you press the button to shock 
always look at the casualty.  Continue with a 2 minutes cycle of CPR using the ratio of 30:2.  The 
equipment will then analyse the casualty and advise whether to administer a further check.  
Continue the process until the equipment advises no shock advice.  Check for breathing and place 
the casualty in the recovery position.  Leave the pads on the casualty. 


 
 
10.0  POWER FAILURE 
 


The action taken will depend to some extent on the availability of natural light and lighting levels at 
any particular time. If the lighting level is deemed to be inadequate, arrangements must be made to 
evacuate the pool. Whether this is permanent will depend on the nature of power failure and 
whether it is a short or long term problem. 
 
Torches are available from the Duty Manager Office, Facility Manager Office, First Aid Room, 
Poolside (MP 25m lifeguard chairs and FP) and Plant Room. They are located near to 240-volt 
power socket and are kept on permanent charge. These must be checked at the start of each 
shift by the Duty Manager and Senior Leisure Assistant. 


 
10.1  All Staff 
 


a) Should the lights fail, ensure that the Duty Manager is aware. 
 


b) Where lighting levels require ensure that the pools are cleared immediately and ask customers 
to wait on the poolside away from the pool edges until further information concerning the 
situation is available. 


 
c) If the power failure is prolonged customers should be organised into groups and led into the 


changing rooms by staff to change. 
 


d) The controlled method of changing will alter depending on the availability of emergency lighting. 
Directions will be given by the Duty Manager. 


 
 e)   When instructed by the Duty Manager clear all areas as per the Evacuation List. 
 
 f)    Report to the Duty Manager to confirm when this is complete. 


 
10.2  Duty Manager 
 


a) Inform reception to halt any further admissions. 
 


b) Ensure that all pools have been cleared. Check all areas thoroughly. 
 Investigate the problem and try and ascertain how long the situation  
 will continue. 


 
d) Issue torches where appropriate. 


 
e) Obtain the master override locker control and screw driver from the safe or facility managers 


office 
 
f) The plant room equipment will shut down automatically. 


 
e) If the power failure is going to be prolonged advise bathers to change and 
 Obtain a complimentary ticket from reception. 
 
f) Inform the Facility Manager of any closure who will inform all relevant Senior Management.  The 


Head of Service will confirm what activities are to be cancelled. 
 


g) Water tests must be completed before the pool is re-opened. 
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10.3  Reception 
 


a) The power failure will prevent the use of the admissions system. 
b)  Apologise and explain to customers waiting that there will be a delay due to the power failure. 


 
c) Issue the appropriate complimentary ticket. 


 
d) Secure all takings in the safe with the Duty Manager if all admissions are stopped. 


 
 
11.  STRUCTURAL FAILURE 
  


Structural failure refers to the building as a whole, but could also apply to tiles coming off the pool 
floor/walls etc. 


 
11.1  All Staff 
 


a) In the event of a structural failure, cordon off and clear the affected area.  Tiles on the pool base 
could be covered with matting to prevent accidental access. 


 
b) Inform the Duty Manager. 


 
11.2  Duty Manager 
 


a) In the event of a structural failure, cordon off and clear the affected area. 
 


b) Assess the affected area without endangering yourself. 
 


c) Inform the Facility Manager (In their absence following FM instructions  
 below). 
 


 
11.3  Facility Manager 
 


a) If danger is suspected, evacuate customers from the building using whichever exit doors are 
unobstructed by the result of the structural failure. 


 
b)  Arrange for emergency repairs as required. 


 
c)  Inform Senior Management and Safety Resilience Team as required. 
 


12. EMISSION OF TOXIC GASES 
 


Consideration needs to be given to the type of emissions that are likely. Most probably the emission 
of toxic gas is likely to be chlorine from the inadvertent mixing of bleach with an acid, from a leak in 
the dosing plant, or from the bulk delivery of chemicals.  


 
Emissions of toxic gas may occur through mixing cleaning chemicals. Always ensure that equipment 
is cleaned before and after use. Never mix any chemicals.  


 
12.1 Duty Manager 


 
a)   Inform reception you are going to the Plant Room. 
 
b)   Before entering the lower Plant Room ensure you are wearing the Gas Mask (available from the 


first aid room – is this possible? 
 
c)  If safe to do so, put on full PPE and check the Plant Room / Chemical store. 
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d)   Turn off the required chemical feed pumps. 
 
e)  When safe to do so follow the chemical spillage instructions and / or chemical dosing failure 


procedures. 
 
e) If evacuation of the building is deemed necessary exits must be used which lead 


customers away from the danger.  Inform the Facility Manager. 
 


f) If safe to do so collect the applicable COSHH Sheets and give to the Emergency Services on 
arrival. These are located in the plant room and Duty Managers office. 


 
12.2 All Staff 
 


a) If there is an emission from chemical mixing, the immediate area should be evacuated with 
haste, closing doors if possible to prevent the gases escaping to other inhabited areas. 


 
b) Inform the Duty Manager immediately. 


 
c) Should it be necessary the building should be evacuated follow the fire EAP. 


 
d) Receptionist to dial 9 999 for emergency services. 


 
e) The Facility Manager or most senior person on site should inform the Safety Officer. Inform 


senior management as required. 
 


f) Any person who has been gassed with chlorine should be taken to hospital as serious 
symptoms may develop at a later stage. Appropriate First Aid should be given. 


 
g) Complete the relevant incident/accident forms. 


 
The chemicals used at Corby East Midlands International Pool are:- 
 
- Sodium Hypochlorite 
- Sulphuric Acid 
- Sodium Bicarbonate 
- Sodium Carbonate  
- PAC 
- Sodium Thiosulphate – Only to be used on the facility managers instruction 


 
 
13. CHEMICAL SPILLAGE 
 


These are referred to as Minor or Major spillage; 
 


a) Minor Spillage – is determined when a liquid chemical spill is contained, controlled and 
absorbed by the Chemical Spillage Kit. 


b) Major Spillage – is determined when a liquid chemical spill is not contained, controlled and 
absorbed by the Chemical Spillage Kit. 
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13.1 The Chemical Spillage Kit is kept in the Chemical Store and contains; 
 


a) PIG Absorbent Socks 
Circle Larger spills with PIG Absorbent socks to contain the liquid and minimise the spill area.  
Where joints occur, overlap ends by several inches for a stronger barrier effect. 
 


b) PIG Pillows 
Place PIG pillows directly on larger spills to absorb liquids and aid in a quick clean up. 


 
c) PIG Mats Pads 


For smaller spills, place PIG Mat Pads directly on top of the liquid.  The spill will be absorbed 
quickly, easily and safely. 


 
(Please Note – Granules are only to be used on oil spills) 


 
13.2 Responding to a Chemical Spillage (Authorised Personnel) 
 


a) Inform the Duty Manager stating the chemical involved. 
 


b) Full PPE must be worn by all trained staff prior to dealing with the spillage. 
 


c) If gas is present or suspected wear the gas mask provided. 
 


d) Use the chemical spillage kit as appropriate ensuring that chemicals are prevented from entering 
drains. 


 
e) If required stop the source from getting worse e.g. stop chemical dosing pumps. 


 
f) When controlled and absorbed, place the socks / pillows / pads in Yellow Hazard Bags provided 


and seal. 
 


g) Decontaminate the site, equipment and all PPE. 
 


h) Arrange for the waste to be collected via an approved chemical waste disposal company. 
 


i) Where applicable arrange for the repair to chemical lines. 
 


j) Inform the Facility Manager. 
 


k) Complete accident / incident reports accordingly (RIDDOR). 
 


l) Arrange for the chemical spillage kit to be replaced as required. 
 
 
 
14. CHEMICAL DOSING FAILURE 
 


Hand dosing of chemicals is not recommended as this leads to inaccurate measurements.  If you 
are experiencing problems with the free chlorine levels and cannot rectify the problem, you will need 
to refer to the appropriate procedure e.g. cleaning injectors.  Contact the Maintenance Officer for 
assistance if required.  The Facility Manager must be informed if pools are closed.  If hand dosing is 
required this should be done in a controlled way ensuring that regular water tests are carried out 
between each hand dose.  Only the Facility Manager / Duty Managers / Maintenance officer along 
with the Senior Leisure Assistants are permitted to hand dose. 
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15.  FIRE EVACUATION 
 


It is important that you fully understand these procedures and that you familiarise yourself with the 
site of fire alarms (break glass points), fire extinguishers and exits. 
 
All staff need to check the designated Evacuation Areas at the start of their shift.  Any staff 
not included should report to reception and assist as required.  
 
The Fire Alarm is a continual Siren which is audible throughout the whole  facility. At the beginning 
of each shift all staff must check their area of responsibility  on the Evacuation List (displayed in the 
Staff Room, First Aid Room and Duty Manager’s Office). 
 
THE ASSEMBLY POINT IS ON THE PEDESTRIAN WALKWAY, JAMES ASHWORTH VC 
SQUARE INDICATED BY SIGNAGE AWAY FROM THE BUILDING. 
 
When the alarm is activated the alarm will be 2 stage process; 
 
Stage 1 
 
1. Fire alarm main panel (reception) and repeater panels (staff room, ground floor Stair 6) will 


continually beep. 
 
2. Localised beacons / smoke detectors will flash red in;  


 Reception 
 Pool Hall 
 Gym 
 Crèche 
 Staff Room 


 
3. Staff have 30 seconds in which to acknowledge the alarm by pressing the Investigate / Delay 


Button at the reception panel (key required).  This will then extend the investigation period to 
3 minutes. 


 
4. Within the 3 minutes staff need to go to the zone activated or contact staff in the area 


identified to confirm whether the alarm can be cancelled or if a full evacuation is required. 
 
Stage 2 
 
1. A second alarm activation within the investigation period will lead to a full evacuation.  This 


could be activated automatically or by staff. 
 
2. If a full evacuation is required press the Evacuate Button on the panel and call 999 if 


required. 
 


Duty Manager / Receptionist 1 
 
1. Stage 1 alarm – collect the Fire Panel key from the Duty Manager’s Office.  Duty Managers 


are issued with a personal key which should be carried on their person at all times 
along with the walkie talkie. 


 
2. Go directly to the panel, turn the key and press the Investigation / Delay Button.  This must 


be done within 30 seconds. 
 
3. Receptionist 1 will stay at the panel (must take walkie talkie radio). Inform Duty Manager via 


the walkie talkie which zone has been activated if they are not present.  Wait at the panel 
and act on any instruction from the Duty Manager. 


 
4.  a) If the alarm can be cancelled press the silence/resound button and then reset button. 
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 b) If the building needs to be evacuated press the Evacuation button. 
c) Phone the fire brigade and advise that we have a fire and we are evacuating the building. 
 


Duty Manager 
 
1. The Duty Manager or nominated staff will investigate the cause of the alarm activation by 


going directly to the identified zone or by contacting staff in the area identified. 
 
2. Having arrived in the identified zone, confirm the cause and assess whether; 


 a)  The alarm can be cancelled 
 b)  The building needs to be evacuated. 
 


3. Relay the required instruction to Receptionist 1. Confirm that they will phone the fire brigade. 
 
4. Take the appropriate action following this information i.e. 


  a)  Ensure all staff aware of false alarm 
b) Supervise the full evacuation process, ensuring the building is fully evacuated.  


Collect the Red Fire Evacuation file from the Facility Manager office. 
c) Meet the Fire Service and give details as to the location of the fire. Assist where 


required. 
d) Inform the Facility Manager detailing the damage caused by the fire. 


 
Receptionist 2 
 
1. Stage 1: Whilst the investigation period is in progress halt all admissions. 
 
2. Secure cash takings. 
 
3. Ask the public in the reception foyer / café to wait by the main entrance doors and ST6 exit 


doors. 
 
4. Collect the signing in book, staff rotas and evacuation list and first aid bag. 
 
5. Stage 2: Evacuate your designated area and go to the Assembly Point.  Close the fire doors 


once everyone is out. 
 
NB:  In the absence of Receptionist 1 take over their duties.  Reception 1 – return to reception 


immediately and complete Receptionist 2 duties. 
 
 
Pool Staff  (Aquatic Instructors / Senior Leisure Assistants and Leisure Assistant) 
 
1. Stage1: Whilst the investigation period is in progress, clear the pools of all bathers, directing 


them to their identified emergency exit doors within the Pool Hall.  Open the doors in 
anticipation. 


 
2. Once the bathers are out of the water, Senior Leisure Assistants are to check the wet 


change in the absence of a duty manager, Lifeguards 1, 5, 6 and 7 can go to their 
designated areas.  Aquatic Instructors should stay with their class and ensure all are (and 
remain) present. In the event the lesson cannot continue, do not allow children to leave with 
adults unless their identity is confirmed. 


 
3. Lifeguard 4 shall collect the Space Blankets. 
 
4. Stage 2: Evacuate your designated area and go to the Assembly Point.  Close the fire doors 


once everyone is out. 
   


NB: The Corby Cube will be used as a safe haven for pool swimmers and during 
inclement weather. 
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Gym Staff 
 
1. Stage 1: Whilst the investigation period is in progress assemble users at the designated 


exits.   
 
2.  Stage 2: Evacuate your designated area and go to the Assembly Point.  Close the fire doors 


once everyone is out. 
 
Crèche Staff 
 
1. Stage 1: Whilst the investigation period is in progress the crèche staff should gather the 


children together, take the signing in and out book, pick up the folder with all children’s 
details and emergency contact numbers and lead the children to the single emergency door. 


 
Where necessary and as time permits collect shoes and coats for the children.  Wait until the 
children are outside of the building before putting the coats and the shoes on the children. 


 
2. Stage 2: Evacuate the Crèche and go to the Assembly Point.  Once all children and staff are 


safely assembled, report to the Duty Manager giving details of numbers of children and staff. 
 
NB: Parents / guardians should be reminded not to return to the Crèche on hearing the alarm.  
Explain that the children will be at the Assembly Point. 
 
All Other Staff 
 
1. Stage 2: You will hear the continual siren.  Go to your designated evacuation areas.  Walk, 


do not run. 
 
2. Check the area thoroughly i.e. each cubicle, each toilet to ensure the rooms are completely 


vacated. 
 
3. Direct the public to the nearest available exit as per the Evacuation Route instruction. 
 
4. Close the emergency exits after use and direct everyone to the Assembly Point. 
 
5. Report to the Senior Leisure Assistant, confirming which areas have been cleared.  


The SLA will then relay this to the Duty Manager. 
 


A full building search must be completed by staff.  This means specifically checking and not 
just shouting to confirm an area is clear. 
 
Prior to entering rooms, place your hand on the door, checking for warning signs of fire i.e. 
heat and open doors cautiously. 
 
THE ASSEMBLY POINT IS ON THE PEDESTRIAN WALKWAY, JAMES ASHWORTH VC 
SQUARE INDICATED BY SIGNAGE AWAY FROM THE BUILDING 
 
If the Sub Aqua group are in the pool, on hearing the alarm, continually tap a metal reach 
pole against another metal pole in the water. 


 
DO NOT RE-ENTER THE BUILDING UNTIL THE FACILITY MANAGER / DUTY MANAGER 
HAVE CONFIRMED IT IS SAFE (initial confirmation will  come from the Emergency Services). 


 
In the event of a fire The Facility Manager / Duty Manager on agreement with the fire officers 
will determine which facilities are suitable for public use.  In the absence of the Facility 
Manager e.g. out of hours, the Duty Manager must contact the Facility Manager to discuss 
this and complete the require incident forms. 
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15.6  Evacuation Policy - Disability 
 


Corby East Midlands International Pool provides four disabled refuge areas located on the first and 
second floors.  Staff are trained to take customers  with mobility impairment to the appropriate 
refuge area when the fire alarm sounds. 


 
Each refuge area is protected by Fire Doors with 60 minutes fire integrity,  supported with a 
designated intercom which enables the customer to communicate with staff whilst the evacuation is 
in process. 


 
 Evacuation chairs are provided to support the transition of customers to the ground floor.  
Appropriate staff will be trained in the use of these.  Customers using wheelchairs may find difficulty 
transferring into the evacuation chair. Consideration would be given to carrying down the customer 
in their own wheelchair. Staff are trained in manual handling but would need to assess the risk. 


 
During the Fire Alarm investigation period red light beacons are activated in the gym, on poolside 
and in the café/reception area which may assist deaf and hearing impaired persons. 


 
Facility staff are available to assist visually impaired and blind people with orientation information 
facility tours where required.  The facility contains features to assist visually impaired people to 
evacuate independently e.g. good colour contrast on signage, stairs / hand rails etc. 


 
Orientation information would also potentially support and is available to  people with a learning 
disability. 


 
All staff attend a full Induction at the commencement of employment.  This covers in detail, the 
Normal Operating and Emergency Action Procedures.   The EAP explains in detail the Fire 
Evacuation Procedure.  Staff are required to pass a test on these. 


 
Practice evacuations are held quarterly.  Facility staff inform customers using the gym at induction 
the process of evacuation. 


 
a) If necessary Leisure Assistant’s should summon additional help to the poolside. Use the pool 


hoist where required. 
 


b) Leisure Assistants should explain to the public that they are being taken to the fire exits for their 
own safety. 


 
c) Leisure Assistants should check if there are any special requirements or blankets to keep warm. 


 
d)   Disabled persons on the 2nd floor need to wait in the disabled refuge areas located at; 


 
 Stair 2 
 Stair 3 
 Stair 6 
 Stair 7 
 
- Ensure the fire door is closed from the room / corridor 
- Press the refuge alarm and reassure customers that help is on the way. 
- Staff must inform the Duty Manager of their location and wait for assistance  
- Evacuation chairs are located in each refuge area and will be used by trained staff to evacuate 


persons as required. 
- Staff are to attend a refresher sessions in the use of the evac chairs and have this signed of in 


their training folders. 
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16.  BOMB THREAT 
 
 The Fire Alarm will be activated if the building needs to be evacuated. 
 
16.1  ON RECEIVING A BOMB THREAT OVER THE PHONE 
 


a) Record the following details on the form provided: 
 


- The exact words spoken 
- The time of the call. 
- The evacuation time allowed. 
- Approximate age and sex of the caller. 
- Accent of the caller. 
- Any background noises. 


b) Inform the Duty Manager immediately and await instructions. 
 
c) When instructed follow your evacuation procedure as listed under Fire Evacuation.  Check for 


any suspicious bags, packages etc. 
 
16.2  Duty Manager 
 


a) Obtain all information from the member of staff taking the call.  Phone the Police immediately 9 
999 and give the details.  Seek their advice. 


 
b) If instructed to evacuate – go to the Fire Alarm panel and press the Evacuate button. 
  
c) Follow your evacuation procedure as listed under Fire Evacuation. 
 
d) Whilst evacuating the building, check for any suspicious bags, packages etc. 


 
e) Liaise with the emergency services and escort them around the facility as required.   


 
f) On the advice of the Emergency Services inform firstly staff and then the public to re-enter the 


building. 
 
g)  Out of hours – inform the Facility Manager and complete the required incident forms. 


 
NB – Ensure that the building is safe and staff are able to comply with the NOPS before re-starting 
public sessions. 


 
16.3  All Staff 
 


a) When hearing the Fire Alarm follow your evacuation procedure as listed under Fire Evacuation. 
b) Check for any suspicious bags, packages etc and inform the Duty Manager. 
 
c) Once your area is clear follow the public out of the building, closing the fire exit behind you.  


Confirm the area is clear to the SLA. 
 


d) Do Not Re-Enter The Building. 
 


16.4  General 
 


a)   Report suspicious packages - warn others in the vicinity to stay clear and inform the Duty 
Manager immediately. 


 
b) YOU SHOULD NOT - touch or interfere with the object. 


 
      c)    Familiarise yourself with the details that need to be recorded. 
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       d)   Areas not used on a regular basis should be kept locked. 
 


e)  Ensure work areas/stores are kept tidy so that unusual/strange packages can be easily 
identified. 


 
f) Check that fire exits are kept clear and are not being used to gain access to the building. 


 
 


17 LOST CHILD, PARENT OR GUARDIAN 
 
17.1 Lost Child 


 
If an adult comes to report that they have lost their child:  
 
Leisure Assistant  


 
a) Establish all necessary details e.g. Child's name, where child was last seen, what they are 


wearing 
 


b) Quickly view pools with parent/guardian to see if you are able to locate the child (Lifeguards 
should be aware of unattended children already, especially under 5’s)  


 
c) Notify reception that you have a lost child and give details so an a announcement can be made 


for the child to report to reception 
 


d) Clear all pools while another member of staff searches the changing rooms etc, so adult can see 
all children more clearly, and hopefully find their child 


 
e) If the child cannot be found contact the Duty Manager. 


 
Duty Manager 


 
a) Utilise all available staff to search the complex  


 
b) Inform CCTV, and if necessary the police, of the incident 


 
c) Stay in support of the parent 


 
d) Complete an incident report 


 
IF ANY CHILD IS LOST PLEASE ENSURE THAT YOU REMAIN CALM THROUGHOUT. 
 
 


17.2 Lost Parent / Guardian 
 
If a child comes to report that they have lost their parent/guardian: 


 
Leisure Assistant 


 
a) Establish whom the child is swimming with and where they saw them last 


 
b) Walk around the pools with the child looking for the adult 


 
c) If still not found report the incident to reception so an announcement can be made for 


parent/guardian to go to reception 
 


d) Wait with the child for a few minutes on poolside so that you are visible to any adult trying to 
locate the lost child 
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e) If still not found after approximately 5 minutes inform the Duty Manager that the child is going to 
get changed 


 
f) Get cover for your poolside position.  Wait in the changing area so the child knows where you 


are.  When changed take them to the Duty Manager’s office. 
 


Duty Manager 
 


a) When the child is brought from the changing rooms try and phone their parent/guardian (If child 
knows phone number or address).  If home is unobtainable try and phone a trusted relative (if 
details known). 


 
b) If you are not able to contact a responsible adult contact the Police. 


 
 
18 DISABLED TOILET ALARMS / INCIDENT ALARMS 
 
 When the alarm is activated a localised beacon will flash red.  The detail of which alarm is activated 


will also be relayed to monitoring units at reception, staff room (full system) and in the Gym (local 
alarms only). 
 
Reception 


 
a) On hearing the alarm identify the area it applies to by reading the descriptive text on the unit 
b) In the absence of the Duty Manager call a member of staff to investigate the alarm. 
 
c) Stay at the unit to ensure further assistance is given “Help Required” will be displayed. 


 
 Duty Manager 
 


a) On hearing the alarm investigate the cause and appropriately action any required 
assistance. 


 
 All Staff 
 


a) Staff investigating the alarm will press the reset button which indicates “Presence 
Acknowledged” on the monitoring unit. 


 
b) If no further help is required press the reset button again.  The alarm will be cancelled. 


 
c) If further assistance is required press the call button again.  “Help Required” will then be 


displayed on the monitoring units.  The beacon will remain constant red. Additional staff will 
be sent to the area by Reception, Duty Manager to assist as required. 


 
 
19 SILENT PANIC ALARMS 
 
19.1 All Staff at Gym Reception / Duty Manager Office / Facility Manager / Crèche Reception / Main 


Reception 
a) If emergency assistance is required due to robbery or physical violence press the panic 


alarms (located within the identified areas) with 2 fingers. 
 
 b) No audible alarm will be heard. 
 
 c) The police will respond to this activation. 
 
 Reception / Duty Manager 
 
 a) When the Police arrive check the panel and identify the area with the text on the unit. 
 b) Direct the Police as required. 







August 2017 Page 23 of 30     


 
 Duty Manager 
 
 a) Support staff as required. 
 
 b) Complete incident reports and inform the Facility Manager. 
 
 c) Provide a copy of CCTV images to the Police if required. 
 
 
20. BLOOD SPILLAGE 
  


Any blood spillage on the poolside should not be washed into the pool or poolside drains.  Instead, 
like blood spillage anywhere in the building, it should be dealt with using strong disinfectant. 


 
 Ideally the blood spillage kit should be used.  However in the absence of this 


comply as follows;  
 


A concentration equivalent to 10,000 mg/l of available chlorine; a 1% solution of hypochlorite may 
be convenient. 


 
The blood should be covered with paper towels, gently flooded with hypochlorite solution and left for 
at least two minutes before it is cleared away. 


 
The affected area can then be washed with water and detergent and, if possible, left to dry. 


 
The person clearing up the spillage will need to wear gloves. 


 
The bagged paper towels and gloves should be treated as hazardous waste and placed in the 
biohazard bag.  Inform the Duty Manager. 


 
 
21. LIFT ENTRAPMENT 
 
 All Staff / Reception 
 


a) On hearing the lift alarm alert the Management Team. 
 


b) The alarm is connected to 24 hour monitoring centres.  When the alarm is activated the centre 
will phone 464643.  Any member of staff receiving the phone call should inform the Management 
Team. 


 
c) The Management Team includes Facility Manager, Duty Manager, Senior Leisure Assistant and 


Stand In Duty Manager’s.  In the first instance, the Duty Manager will be contacted. 
 


Management Team – Action for Entrapment 
 


a) The management team or nominated trained person will investigate the cause of the alarm. 
Confirm exactly the number of people in the lift. Explain to them what you will be doing to rectify 
the problem. Ensure regular contacts is maintained with the customers to avoid panic. 


 
b) Keys will be required for the control panel (first floor adjacent to lift) and to manually open the 


doors. 
 
c) Pull down the blue cover.  A green luminated light will identify if the lift is located at one of the 


floors. 
 
d) Looking at the panel of switches turn off the mains (black switch (3) top left).  Lock the cupboard. 
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e) Go to the lift doors.  Using the ▲ key insert (top of the door in frame) and turn.  Pull back the 
door slowly from the centre.  The key can be released when the doors start to open.   


 
Only open the doors a few inches to ascertain which floor the lift is situated on.  If at ground level 
go downstairs and repeat (e).  Open the doors and let customers out.  Close the doors. 


 
f) Return to the Control Panel and turn the power back on.  Ascertain whether the lift is fit for 


purpose or whether an engineer needs to be called.  Phone the call centre to confirm outcome. 
 
g) If the lift is stuck between floors, the green light will not be luminated.  Check the exact position of 


the lift by repeating steps 2.4 and 2.5 (first paragraph).  Shout down to the lift occupants and 
explain you are dealing with the problem and that they will be released shortly.  Close the doors 
and return to the Control Panel. 


 
h) The lift can now be released manually.  Pull the red release valve.  You will hear compressed air 


being released.  Valve needs to show 20 bar of pressure for this to be effective.  Hold the valve 
out until the green light becomes illuminated confirming the lift has reached the ground floor.  
Lock the cupboard. 


 
i) Repeat (e) (first paragraph) opening the doors fully to enable the occupants to leave.  Apologise 


and enquire if any of the occupants require medical assistance. 
 
j) The lift should now be put out of order.  Phone the contracted lift operator and ask for an 


engineer to attend site. 
 
 


22. EMERGENCY ALARM / EQUIPMENT FAULT 
 
 If the emergency alarms are found to be faulty the following action should be taken; 
 
22.1 Drowning Alarm 
 


Senior Leisure Assistant / Leisure Assistant 
 
a) Inform the Duty Manager of the fault. 
 
Duty Manager 
 
a) Contact the appropriate contractor. 


 
b) Inform all staff and ensure all are carrying whistles on poolside 


 
c) Place an Out of Order sign over the alarm button. 


 
22.2 Fire Alarm 
 


If the Fire Alarm is not working, the facility may remain open to the public as long as there 
are sufficient persons appointed as Fire Wardens.  “Code Red” will be used to identify a fire. 
 
The Fire Wardens sole duty is to patrol all parts of the building. They must not be given any other 
duties to perform other than this whilst the fire alarm ceases to be functional. 
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Duty Manager 
 
b) The fire brigade will be called to check the building 


 
b) If it is established that there is no fire then the sounders will be disabled on the alarm panel and 


employees / public allowed to use the building subject to the following conditions: - 
 There will be no ‘hot work’ in the building e.g. contractors using flammable substances, staff 


use of toaster etc 
 Three persons will be appointed as being on full time fire watch. Each would be given 


unrestricted access to all rooms 
 The public address system will act as our fire alarm 


 
c) Each Fire Warden will be issued with a walkie-talkie 


d) Inform all staff that the Fire Alarm is not working and advise them to be extra vigilant when 
carrying out their duties. Inform Warden Control. 


 
e) Contact the appropriate contractor, i.e. as listed in the approved contractor list and ask for a 


priority response to the fault. 
 


 Fire Wardens 
 
 The Fire Wardens will patrol the following areas; 
  


Fire Warden 1   Fire Warden 2  Fire Warden 3 
 
Wet Change   Studio     Poolside Store 
Café / Kitchen   Dry Change   First Aid Room 
Café Toilets   Staff Room   Judges Office 
Health Suite   Crèche    Spectator Balcony 
Plant Room   Meeting Room   & Toilets 
Boiler Room   Cleaners Store 


  
 Each patrol should be completed on a continual basis and take approximately 2 minutes to 


complete 
 All rooms must be checked thoroughly 
 Do not engage in any other duties 
 In the event of a fire contact the receptionist via the walkie-talkie stating “Code Red” and the area 


in which the fire is 
 If trained, and it is safe to do so, tackle the fire 
 Leave the area closing all doors. 
 
Offices will be monitored by the Receptionist, Duty Manager and Facility Manager.  Leisure 
Assistants will monitor the pool hall.  Gym staff will be present in the gym at all times. 


 
Receptionist 
 
You must be ready to respond to any message from the Fire Wardens 
 
a) Following information relating to a fire, announce “Code Red Evacuate” to all areas using the 


public address system 
  
b) Contact the Fire Brigade using 9 999 
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All Staff 
 
a) Remain especially vigilant when carrying out your duties 


 
b) Follow your evacuation procedure as listed under Fire Evacuation. 


 
22.3 Disabled Toilet Alarm / Incident Alarm / Silent Panic Alarm 
 
 Senior Leisure Assistant / Leisure Assistant  
 
 a) Inform the Duty Manager of the fault  
 


Duty Manager 
 
a) Contact the appropriate contractor. 


 
b) Place an Out of Order sign over the alarm button. 
 
c) Inform all staff to be extra vigilant in these areas and when completing quality inspection checks 


 
22.4  Moveable Floors / Booms 
 


Senior Leisure Assistant 
 
 a) Inform the Duty Manager of the fault   
 


Duty Manager 
 
a) Contact the appropriate contractor 
 
b) Re-arrange the pool programme if required 
 
c) Do not allow anyone to use the area where the boom/floor has jammed 
 


NB: Ensure all Leisure Assistants and Instructors when coming on duty are informed that the floor alarm is 
not working. 


 
Reception 
 
c) Inform customers on admission of the technical problem.  Posters should be displayed if an area 


is closed / change of depth to that advertised. 
 


 
22.6 Walkie Talkies 
 
 Reception / Leisure Assistants 
 
 a) Inform the Duty Manager if your Walkie Talkie is not working.  Ask to swap it for a spare. 
  
 Duty Manager 
 
 a) Replace Walkie Talkies as required. 
 


b) Arrange for damaged Walkie Talkies to be returned to the supplier for repair. 
 
NB: Poolside must always have Walkie Talkies for Main Pool, Top of Slide and Instructor.  
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22.7 Building Alarm 
 


a) If the Building Alarm fails to set the Duty Manager / Stand In Duty Manager will investigate the 
area and check any fault identified on the panel.  Re-set and try again. 
 


b) If faults do not clear contact the alarm company and ask for an emergency call-out. 
 
c) Stay on the premises until the alarm is rectified or follow NOP locking up procedure. 


 
d) If the approved contractor will not attend site then you must phone the council control room on 


01536 400400 and inform them that the building is not alarmed.  
 
23. Unacceptable Conduct / Behaviour 
 
 All Staff 
 


a) Inform the Duty Manager where there has been unacceptable conduct / behaviour from the public 
or employees i.e. against Code of Conduct, Child Protection Concern, Changing Room behaviour, 
assault etc. 


   
 b) Complete the required incident / accident forms. 
 
 Duty Manager 
 


a) Approach the individual concerned assessing the allegation and where appropriate ask them to 
wait until the police arrive. 


 
b) Where situations require call the Police (9 999). 
 
c) Inform the Facility Manager. 


 
 Facility Manager 
 


a) Inform the relevant Senior Management, Health & Safety Officer. 
 


 
24. Closing of Area / Building 
 
 Duty Manager 
 
 Staff Levels:- 
 


a) Where staffing levels do not allow for areas to be supervised as per the NOPS assess how 
resources from within those on duty can be re-deployed and utilise accordingly. 


 
 b) Contact off-duty staff to cover where required. 
 
 c) If an area has to be temporarily closed until cover can be found; 
 


(i) Inform reception to let the public know prior to entry.  Posters should also be displayed. 
  (ii) Inform the Facility Manager and/or Principal Leisure Officer 
                       (iii) Update social media channels/website/phones where necessary. 
 
 
 Building Closure:-  
 


a) Where an emergency situation arises i.e. loss of water supply, contact the utility provider and 
ascertain estimated time of repair.  Confirm location of the leak. 
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b) Inform the Facility Manager. 
 


c) Prepare to contact Clubs / Schools / swimming lessons and Diving. 
 
d) Inform members of the public through Reception notices and updating facebook and CBC web 


pages. 
 
 Facility Manager 
 


a) Where possible speak to utility employees off site and confirm time of repair. 
 


b) Where a lengthy delay is expected contact the Head of Service who will make the decision 
whether to close. 


  
25. Loss of Keys / Access Cards 
 
 Duty Manager 
 


a) Any loss of personal building / safe keys needs to be reported to the Facility Manager 
immediately. 


 
b) Loss of internal keys – check key issue sheet and speak to the individual who has signed for the 
key.  Ask all staff on duty.  Report to Facility Manager if the key cannot be located. 


 
c) Loss of Door Access Cards.  Check the safe control book and speak to the individual who has 
signed for the card.  Ask all staff on duty.  Report to the Facility Manager if the card cannot be 
located. 


 
 Facility Manager 
 


a) Instruct / arrange for keys / locks to be replaced.  Inform Senior  Management if Duty Manager 
Building / Safe keys involved. 


 
 b) Investigate any loss. 
 
 c) Delete Access cards.  Issue replacements. 
 
 
26.  Building Alarm Response 
 
 Duty Manager / Senior Leisure Assistant 
 


a) The DM / SLA will provide a contact number for the out of hours call out list.  This number should 
not be switched off or silenced at night. 


 
b) Staff will need to answer this number for out of hours emergencies.  Where annual leave has 


been requested inform the alarm centre. 
 


c) Confirm to the Alarm notification centre of your attendance. 
 


d) Contact the Police and ask them to meet you at Corby East Midlands International Pool. 
 


e) Where the Police are unable to assist, contact a second key holder/another member of staff 
 
f) On arrival confirm the cause of activation.  Do not enter the premises if you suspect burglars are 


still present.  Wait for the police. 
 
g) Assess the damage and arrange for the building to be made secure.  Contact Warden Control for 


glazing to be boarded up by Depot employees. 
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h) Inform the Facility Manager. 
 
i) Restrict access to affected areas until the Scene of Crime Officer has attended.  Confirm their 


expected arrival time. 
 


j) Assess what areas of the facility can be opened safely to the public.  Discuss any closures with 
the Facility Manager.  Inform reception of restricted access. Where money / change cannot be 
taken allow free access in the first instance.  Ask customers to pay on exit / next visit etc. 


 
k) Any broken glazing on poolside will need to be swept and vacuumed up. Use the pool vacuum as 


a precaution in the learner pool.  Close off the affected area. 
 


l)  Arrange for damaged doors / locks etc to be repaired / replaced.  Only complete the work 
following SOCO attendance. 


 
27. Flood 
 


b) In the event of areas flooding due to mechanical or environmental incidents the Duty Manager 
should assess the extent of the damage. 
 


c) Where operations are affected the Facility Manager should be informed. 
 


d) Do not enter an area where the electrics may have been affected. 
 
e) Contact the appropriate contactors to make the area safe and pump out any water. 
 


28 Loss of Mains Water Supply 
 


a) Stop admissions 
 


b) Telephone Anglian Water emergency number to determine the situation and the likely time the 
water supply will remain cut off 


 
c) Telephone your Leisure manager to inform them of the situation.  If the Leisure manager is not 


available then telephone the principal leisure manager. 
 
d) Telephone Cube to make them aware that toilets may be required and agree entry route and the 


toilets to be used. 
 
e) Duty Manager to update telephones and social media channels. Website to be updated by 


Culture and Leisure administration team. 
 
f) Swimming pools will continue to operate until the water level in balance tanks drops below the 


operational levels when pool filtration and pumps will automatically stop.  If this happens all 
pools should be closed and swimmers asked to change. 


 
g) If swimming session are in operation ask swimmers to leave (dependant on section f above) after 


their session time stops.  If it is a Gala inform the Gala organisers and arrange for spectators to 
use the Cube facilities for W/C’s.  The facility manager / principal facility manager will decide if 
the event can continue and will discuss with the Galas organisers. 


 
h) SINKS – These will stop operating.  Place hand sanitiser in all toilet areas and put signs up 


stating that the water supply has been affected. 
 
i) TOILETS – check grey water tank located in the rear of the Calorex plant to gauge how long the 


toilets are likely to remain operational.  Place posters up stating the dry side toilets are closed 
and that the cube toilets are available.  Wet side toilets should remain operational as long as 
possible. 


 
j) POOLSIDE SHOWERS – These will continue to operate until the pumps and filtration stops. 
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k) NORMAL SHOWERS – These will stop operating shut shower areas and place signs explaining 


the situation. 
 
l)   CAFE – Water supply will be lost in this area.  The cafe should follow their own EAP’s and the 


facility manager will decide if the cafe can continue to operate. 
 
m)  If refunds for swimming are required please issue complimentary tickets.  Money should only be 


refunded with the agreement of the facility manager. 
 
n) When water supply resumes pool water tests should be completed and the facility can re open to 


the public with agreement of the Leisure manager or Principal Leisure manager 
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Lodge Park Sports Centre 
 


All staff must read and continue to familiarise 
yourselves with the facility Emergency Action Plan 


(EAP) 
 


First Aid Trained Staff 
 


 
Kevin Williams    Leisure Manager 


 
Kate Trenwith     Duty Manager 
 
Cameron Ash     Duty Manager 
 
Lee Thomson     DM / Sports Assistant 
 
Scott Grant           Fitness Manager 


 
Paul Simpson     Senior Gym Instructor 
 
Lindsey Hipkiss    Reception / SIDM 
 
Kerry Thornton    Reception / SIDM 


 
Logan Ritchie     Sports Assistant / SIDM 
 
Harry Roberts                   Sports Assistant / SIDM 
 
Joanne Robertson DD Admin / SIDM 
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Before each shift it is the Duty Manager’s 
responsibility to ensure the following checks are 


completed. If you experience any problems you must 
rectify and report them immediately. If further action 
is required you must notify the Leisure Manager.  In 


the absence of the Leisure Manager you must 
contact the Principal Leisure Officer. 


 
 
 
 


Fire Exits Clear & Unlocked 
 


Centre radios working and charged 
 


Fire Extinguishers – Full & In Place 
 


CCTV – Working & Recording 
 


First Aid Kits in Place and Complete 
 


Torches available and working 
 


Overflow Car Park Open 
 


Car Park Pedestrian Access Open 
 


AED in place 
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Key to Numbers for Lodge Park Sports Centre Ground Floor Plan 
 
 
1 – Reception  


2 – Duty manager’s office  


3 – Gym Office  


4 – Gym – Cardio Equipment  


5 – Gym – Resistance Equipment 


6 – Gym Store Room  


7 – Dumbbell Store Room 


8 – Male Changing Room 


9 – Ladies Changing Room 


10 – Physiotherapy Room  


11 – Exit to Astro Turf  


12 – Store  


13 – Outside Tractor Store – (Small amount of petrol stored in here, max 5ltr Jerry can) 


14 – Stairs to Mind and Body studio and back fire exit 


15 – Beauty Room 2 


16 – Crèche  


17 – Crèche  


18 – Practice Sports Hall  


19 – Practice Hall Store Room  


20 – Practice Hall Store Room  


21 – Unisex Changing Room  


22 – Disabled Toilet  


23 – Fitness Manager Office 


24 – Practice Hall Store room  


25 – Switch Room  


26 – Staff Room 


27 – Main Hall Store Room  


28 – Cellar – (Potential storage for cellar gas 60/40 and 70/30 nitrogen / c02 mix) 


29 – Main Hall 


30 – Spray Tanning Room 


31 – Beauty Room 1 


 
 
 


 
 







Reviewed March 18 Emergency Action Plan 
J:\LPSC\NOP's and EAP's\EAP's\18 


7 of 33 
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Key to Numbers for Lodge Park Sports Centre First Floor Plan 
 


32 – Aerobics Studio 


33 – Conditioning Studio 


34 – Boiler Room 


35 – Male Cycle Studio Toilets  


36 – Ladies Cycle Studio Toilets 


37 – Cycle Studio  


38 – Mind and Body Studio  


39 – Sir Matt Busby Lounge  


40 – Sports Bar  


41 – Kitchen and Bar area  


42 – Gallery  


43 – Male Toilets  


44 – Female toilets 


45 – Tribes / SPLAT Store  


46 – Cellar (Potential storage for cellar gas 60/40 and 70/30 nitrogen / c02 mix) 


47 – Leisure Manager’s Office 


 


 


ZONES 


ZONE 3 – Gym, Physiotherapy Room, Spray Tanning Room, Vibro Gym, 


Beauty Room 2, Crèche 


ZONE 4 – Main Hall, Practice Hall (including store rooms,) Male and Female 


Changing Rooms, Corridors, Switch Room, Disabled Toilet, Unisex Shower, 


Staff Room, Beauty Room 1, Reception, DM Office, Outside Cellar 


ZONE 5 – Aerobics Studio, Conditioning Studio, SHAPE Dance Store, Cycle 


Studio and Toilets, Mind and Body Studio 


ZONE 6 – Boiler Room 


ZONE 7 – Sir Matt Busby Lounge, Sports Bar, Kitchen and Bar, Gallery, 


Cellar, Male, Female and Disabled Toilet, Leisure Manager Office,  
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Crèche & 
Sensory   Zone 3 


Crèche  


6 


5 


4 


2 


3 


1 


Key to numbers 
 
1 – Gym Office 
2 – Gym Store Room 
3 – Store Room  
4 – Beauty Room 2 
5 – Stairs to Mind and 
Body studio and back 
fire exit 
6 – Dumbbell Store  
7 – Physiotherapy Room 
8 – Fire Escape 
Stairwell from 1st Floor 
9 – Outside Tractor 
Store 
 


9


VibroGym™ 


Spray Tan 
Room


7


8


Gym 
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Zone 4 


3 


15 


16 


14 


13 


12 


11 


8 


10 


9 4 7 5 
6 


2 1 


Key to Numbers 
 
1 – Ladies Changing Room 
2 – Male Changing Room 
3 – Practice Sports Hall 
4 – Practice Hall Store Room 1 
5 – Practice Hall Store Room 2 
6 - Practice Hall Store Room 3 
7 – Unisex Shower Room 
8 – Disabled Toilet 
9 – Fitness Manager Office 
10 – Electrical Switch Room 
11 – Staff Room 
12 – Main hall store room 
13 – Cellar  
14 – Reception 
15 – Duty Manager Office  
16 – Main Hall 
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Key to numbers 
 


1 – Mind and Body Studio 
2 – Cycle Studio  
3 – Male Toilets 
4 – Ladies Toilets 
5 – Aerobics Studio  
6 – Conditioning Studio  


3 4 


6 


2 


5 


1 


Zone 5 
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Zone 6


Key to numbers 
 


1 –Boiler Room 
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Zone 7 


7 
6 


5 


4 


2 
8 


1 
3 


9 


11 10 


Key to Numbers 
 
1 – Sports Bar 
2 – Kitchens and Bar area 
3 – Gallery 
4 – Male Toilets  
5 – Female toilets  
6 – Leisure Manager Office 
7 – Cellar  
8 – Sir Matt Busby Lounge 
9 – Tribes / SPLAT Store 
10 – Lift 
11 – Disabled Toilet 
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1.0 FIRE EVACUATION  
 
It is important that you fully understand these procedures and familiarise yourself with the site of fire 


alarms (push button call points), fire extinguishers and exits.   


 


1.1 On Discovering a Fire 


a. If you are trained and able to do so WITHOUT ENDANGERING YOURSELF, attack the fire 


using the appropriate apparatus available and raise the alarm by pushing the nearest Fire 


Alarm Call Point. 


b. If the fire is beyond your immediate control, raise the alarm by pushing the nearest Fire Alarm 


Call Point. 


c. Upon raising the alarm, clear the surrounding area of people directing them to the nearest 


available fire exit.  


d. When the fire alarm sounds all staff should go to their designated area and instruct members 


of the public, in a calm and reassuring manner, to go to the nearest available fire exit.   


e. On the instruction of the Duty Manager or designated Fire Warden escort the public to the 


assembly point.   


f. The assembly point for all customers leaving via the front fire exit is in the far corner of the 


car park next to the green hut. Note: some users may use the rear exits, a member of duty 


staff should ask them to assemble at the far corner of the all-weather pitch and then assist 


with the safe direction of customers to the main assembly point if possible. Alternatively, the 


duty staff member should radio reception to indicate that all persons are accounted for and 


not in immediate danger. 


 


1.2 Duty Manager  


a. Go immediately to reception and look on the fire alarm panel display to find out which location 


the fire alarm has been activated from.  The duty manager must collect a radio from 


reception.   


b. The duty manager must then go immediately to the zone in which the alarm has been 


activated and assess the situation. 


c. Having assessed the situation, confirm the cause if possible and decide whether 1) The alarm 


can be cancelled or 2) The building needs to be evacuated.  


d. Relay the required instruction to Receptionist – confirm that they will call the fire brigade. 


e. If there is an indication of fire anywhere – DO NOT ENTER. 


f. If safe to do so check the first floor of Lodge Park Sports Centre – zones 5, 6 and 7 if bar 


staff or leisure manager is not on site then proceed to evacuate and meet staff at the fire 


assembly point in the car park.   
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g. Listen to all feedback from staff and if it was a false alarm, inform the staff and public that 


they are safe to return to the building, or if an emergency situation, ensure that all staff are 


accounted for and that the fire brigade are on their way.      


h. When the fire brigade arrive inform them: where the fire is and where the cellar gas cylinders 


and tractor / petrol are kept.   


i. On the advice of the fire brigade inform firstly staff and then the public that the building is safe 


to re-enter.   


j. Reset the alarm call point if necessary.  


k. Announce over the p.a. system that the incident has ended.  Thank them for their assistance.  


Issue complimentary tickets to members of the public as required.  As soon as possible, de-


brief the staff and congratulate them on their prompt response.   


l. Complete an incident report form and report to the Leisure Manager.  In the absence of the 


Leisure Manager inform senior officers as required.  


m. NB – Ensure that the building is safe and staff are able to comply with the normal operating 


procedures (NOP) before re-starting public sessions.   


 


1.3 Leisure Manager 


a. The leisure manager must walk around the first floor and check zones 5, 6 and 7.  Then 


proceed to the nearest fire exit informing customers of the situation and asking them to leave 


the building via the nearest exit. 


b. In the event of an actual fire the leisure manager must NOT put his or her own life in any 


danger. 


c. Once safely outside of the building report to the duty manager giving any relevant details. 


d. Liaise with the duty manager / fire brigade and assist where necessary.  


e. DO NOT re-enter the building until told to do so by the duty manager. 


f. DO NOT wait to collect any belongings, leave the building as quickly and safely as possible. 


 


1.4 Receptionist 


a. The receptionist should liaise with the Duty Manager and if instructed call 999 giving all 


relevant details of fire. Once done they should gather the side gate key; visitor signing in 


book, school signing in book, current week staff rota, a radio, close both tills and leave the 


building through the closet fire exit.   


b. The closest fire exit to the reception desk is the main entrance doorway. 


c. The receptionist must then radio the duty member of staff and persons who have left via the 


rear fire exit to make them aware of the situation.  


d. The receptionist will remain at the front of reception if safe to do so and direct the customers 


to the fire evacuation point next to the green hut at the far end of the car park. 


e. Once safely outside of the building report to the duty manager giving any relevant details.   
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1.5 Sports Assistant 
a. The sports assistant must go immediately to the fire alarm panel and meet the duty manager 


there to determine where there is a potential problem.  The sports assistant must collect a 


radio at reception and proceed to evacuate the building.   


b. The sports assistant must walk around the ground floor of the building informing customers of 


the situation and asking them to leave the building directing the customers where to go.   


c. It is the responsibility of the sports assistant to check the whole of the ground floor where 


possible.  The areas which need checking are zones 3 and 4.  Unless otherwise directed by 


the duty manager. The sports assistant must exit via the rear fire exit if safe to do so and 


control customers on the astro-turf assembly point. 


d. In the event of a real fire the sports assistant must NOT put their own life in any danger and 


must evacuate as soon as they feel their life threatened. 


e. Once safely outside of the building you must radio the duty manager giving any relevant 


details.   


 


1.6 Gym Staff 


a. The gym instructor needs to direct the gym users out of the closet fire exit.  The gym 


instructor must then, if possible check the male and female changing rooms (including 


cubicles) before leaving the building.   


b. There are 3 fire exits in the gym – a single exit at the side, a double exit at the back and the 


main exit at the top of the stairs. 


c. The gym instructor must direct customers to the assembly points and meet the DM at the 


assembly point at the green hut in the front car park. 


d. Once safely outside of the building, report to the duty manager giving any relevant details. 


 


1.7 Crèche Staff 


a. With a minimum of two members of staff on duty in the crèche at all times, the crèche 


supervisor will collect the register, radio and keys and proceed to open the nearest fire door. 


b. One member of staff will check the toilets and ball pond room then lead the children to the fire 


door keeping them safe in line behind the Crèche Supervisor. 


c. One member of staff will check toy store, yellow room, inside playhouse and sensory room 


then lead the children to the fire door keeping them safe in line behind the Crèche Supervisor. 


d. Once everyone is gathered together, staff to lead or carry the children to the assembly point 


on the Astro-turf. Crèche Supervisor to radio Duty Manager for further instruction 


e. Do not re-enter the building until told to do so by the duty manager. 


f.    Do not wait to collect any belongings leave the building as quickly and safely as possible but          


      where necessary collect shoes and coats for the children.  Wait until the children are outside  


      of the building before putting the coats and/or shoes on the children.   
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1.8 Cleaners 


a. The cleaners must check the upstairs toilets and then evacuate the building via the closet fire 


exit.   


b. While evacuating the building, any customers the cleaner comes across they explain the 


situation and direct the customers on where to go.   


c. In the event of a real fire the cleaner must NOT put their own life in any danger and must 


evacuate. 


d. Once safely outside of the building report to the duty manager giving any relevant details.   


 


1.9 Bar and Catering Staff 


a. The bar staff on duty must proceed to evacuate the bar area, the Sir Matt Busby Lounge, the 


sports bar, gallery and male, female and accessible toilets, then evacuate the building via the 


closet fire exit.  


b. There are three fire exits from the first floor. One at the back of the Sir Matt Busby lounge, 


one at the bottom of the back exit stairwell at the end of the aerobics corridor and the main 


stairwell down towards the front of the building.   


c. The bar staff must make sure they inform customers of the situation and direct customers to 


the nearest safe exit. 


d. In the event of a real fire the bar staff must NOT put their own life in any danger. 


e. Once safely outside of the building report to the duty manager giving any relevant details.   


 


1.10 Aerobic Instructors 


a. The aerobics instructor needs to direct the aerobic customers out of the closet fire exit.  


b. The closest fire exit to the aerobic studio is turn right and down the back fire exit stairwell .  


The closet fire exit to the mind and body studio is down the stairwell and out to the back of the 


building. The closest fire exit to the conditioning studio is turn right and down the back fire exit 


stairwell.  


c. Aerobics staff must direct customers out of the nearest fire exit and congregate at the rear 


assembly points (all-weather pitch).   


d. Once safely outside of the building report to the duty manager giving any relevant details.  


 


1.11 Cycle Class Instructors  


 a. Cycle instructor must direct all customers out of the nearest fire exit. 


 b. There is one fire exit in this room which leads out to the back of the building. 


 c. The instructor must lead customers out of this fire exit and direct them to the assembly    


                 point on the astro-turf. 


 d. Once safely outside of the building report to the duty manager giving any relevant details.  
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1.12 Sports Coaches (LPSC / Private / SHAPE / Happenin’ / Sports Dev) 


a. The sport coaches must gather together the class or group they are taking, collect up their 


register and proceed to evacuate the building via the closet fire exit to where they are working 


and take head count / register at the assembly point. 


b. In the event of a real fire the sports coach must NOT put their own life in any danger and 


must evacuate immediately with their class. 


c. Once safely outside of the building report to the duty manager / sports assistant depending on 


location, giving any relevant details.   


 


1.13 Children’s Activities Holiday Staff (SPLAT / SHAPE / Happenin’ / Sports Dev) 


a. The holiday staff must gather together the class or group they are taking, collect up their 


register and proceed to evacuate the building via the closet fire exit to where they are working 


and take head count / register at the assembly point. 


b. In the event of a real fire the holiday staff must NOT put their own life in any danger and must 


evacuate immediately with their class. 


c. Once safely outside of the building report to the duty manager / sports assistant depending on 


location, giving any relevant details. 


 


1.14 Work Experience  


a. The person on work experience must proceed to evacuate immediately via the closet fire exit 


to the front or back assembly point.  


b. In the event of a real fire the work experience placement must NOT put their own life in any 


danger and must evacuate as soon as they feel their life threatened. 


c. Once safely outside of the building report to the duty manager giving any relevant details.  


1.15 Spray Tanning Room 


a.   On hearing the fire alarm the Spray Tan operator must evacuate the room immediately via     


      the closest fire exit which is located in the room. 


b. They must proceed with any clients they have to the assembly point at the far corner of the   


      astro turf. 


c. Once safely outside of the building report to the duty manager giving any relevant details. 


1.16 Physiotherapy / Massage / Beauty Rooms 


a.   On hearing the fire alarm the operator must evacuate the room immediately via     


      their closest fire exit. 


d. They must proceed with any clients they have to the assembly point at the green hut in the 


car park or if at the back of the building far corner of the Astroturf. 


e. Once safely outside of the building report to the duty manager giving any relevant details. 
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1.15 Disabled Users 


 


Visual Impairments 


 Visually impaired users/staff are to be evacuated out of the building by a suitable member of staff.  


 The member of staff should ask the person/s to grasp hold of their elbow and talk them through the 


evacuation route until the safe fire assembly point is reached. 


Staff are responsible for informing the person/s within their designated evacuation areas to evacuate the 


building and provide assistance if needed as long as they do not put themselves in danger. 


 


Hearing impairments  


Hearing impaired users/staff can be alerted to the fire alarms by a red flashing light, which are only 


located in the Gym, Conditioning Studio and Community room. 


In the above area and areas where there is not a flashing light a member of staff will inform those with 


hearing impairments by pointing to a Fire Exit sign and directing person/s out of the building by the 


nearest Fire Exit Route 


Staff are responsible for informing the person/s within their designated evacuation areas to evacuate the 


building and provide assistance if needed as long at hey do not put themselves in danger. 


 


Safe Refuge / Evac Chair / PEEP / GEEP 


A refuge area and evacuation chair is provided in two places upstairs in Lodge Park Sports Centre, 


depending where possible fire hazard is. 


Refuge 1 – top of the main stairwell where two sets of doors provide a closed off area. 


Refuge 2 – top of the back fire escape stairwell where two sets of doors provide a closed area. 


 


The Duty Manager & Leisure Manager as instructed in point 1.2 are responsible for informing people 


with disabilities who cannot use the stairs for evacuation, are led to a refuge point and assisted down to 


safety with the Evac Chair by a trained member of staff.  


Holiday activity staff will designate members of the team to ensure those children with disabilities who 


cannot use the stairs, are taken to the safe refuge points and duty staff are aware in case evacuation is 


required. 


 
The person must be able to transfer themselves into the evacuation chair or with the assistance of their 


carer as designated in their PEEP – they MUST NOT be lifted by other members of staff. 
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2.0 Serious Injury/Accident 


Any injuries or accidents need to be dealt with immediately with the appropriate treatment and care 


required.   


a. Call for the assistance of another member of staff by using the radios or the internal 


telephones.  Inform the Duty Manager.  


b. Ensure the area is safe and that no further harm will come to the casualty or to the public.   


c. Carry out the appropriate first aid as per the First Aid at Work (Only qualified First aiders 


should give the first aid). 


d. The Duty Manager will assess the situation and instruct the receptionist to phone for an 


ambulance if required. Instruct one member of staff to meet the ambulance and take them to 


the scene of the accident as quickly as possible.   


e. All accidents to staff and customers must be reported fully on the appropriate forms found in 


the DM Office and electronically to the Safety Team. 


f. It is important that staff support casualties by speaking to them confidently and reassuringly. 


g. NB Reportable accidents and dangerous occurrences should be reported to the CBC Safety 


Officer representing the Northants Safety and Resilience Team.    


 


2.1 Automatic External Defibrillator (AED)  


 


a. The defibrillator is located to the left hand side of the main entrance in a yellow box. The code 


to access the box is C159X. The equipment can be used when CPR is required. The ambulance 


service will instruct you to get the defib. We aim to use the defib within 4-6 minutes. 


 b. Always ensure it is safe to help someone when dealing with an emergency. 


c. The defib need the casualty to be in VF (ventricular fibrillation) this lasts between 4-6 minutes 


with no action. CPR will maintain VF status. Continue to use CPR until you are advised to stop. 


d. The defib will be checked monthly by the ambulance service. If the unit is bleeping it may need 


to be reset. Open the box and identify which red light is illuminated. Some faults may be cleared 


by opening and shutting the box lid. A fault could indicate pads, battery or if the spanner is 


illuminated we would require professional assistance to repair the fault. Report this immediately 


to the ambulance service using the number on the defib. 


e. The defib should NOT be used on children under 12 months. 


f. Think carefully where you are operating the defib: 


 - No pooling water 


 - Not on standing or running water 


 - Not in a gas filled environment (risk of explosion) 


 - If petrol fumes are involved you need to be a minimum of 15m away. 
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Operating the AED 


 


Follow the instructions that the defib gives when you open the lid. Stay calm and remember your training. 


 


2.3 Reportable Accidents / Events under RIDDOR 
 


- Death 
 


- Any fracture, other than fingers, thumbs and toes 
 


- Any injury which is likey to lead to permanent loss of sight or reduction in sight 
 


- Any crush injury to the head or torso causing damage to the brain or internal organs 
 


- serious burns (including scalding) which: (a) covers more than 10% of the body (b) causes 
significant damage to the eyes, respiratory system or other vital organs 


 
- any scalping requiring hospital treatment 


 
- any loss of consciousness caused by head injury or asphyxia 


 
- Any other injury arising from working in an enclosed space which: (a) hypothermia or heat 


induced injury (b) requires resuscitation or admittance to hospital for more than 24 hours 
 
 
 


2.2 Over-seven-day incapacitation of a worker  


Accidents must be reported where they result in an employee or self-employed person being away from 


work, or unable to perform their normal work duties, for more than seven consecutive days as the result 


of their injury. This seven day period does not include the day of the accident, but does include 


weekends and rest days. The report must be made within 15 days of the accident. 


 


2.3 Over-three-day incapacitation 


Accidents must be recorded, but not reported where they result in a worker being incapacitated for 


more than three consecutive days. If you are an employer, who must keep an accident book under the 


Social Security (Claims and Payments) Regulations 1979, that record will be enough 


 


2.4 Non fatal accidents to non-workers (eg members of the public) 


Accidents to members of the public or others who are not at work must be reported if they result in an 


injury and the person is taken directly from the scene of the accident to hospital for treatment to that 


injury. Examinations and diagnostic tests do not constitute ‘treatment’ in such circumstances. 


There is no need to report incidents where people are taken to hospital purely as a precaution 


when no injury is apparent. 
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If the accident occurred at a hospital, the report only needs to be made if the injury is a ‘specified injury’ 


(see above). 


Occupational diseases 


Employers and self-employed people must report diagnoses of certain occupational diseases, where 


these are likely to have been caused or made worse by their work: These diseases include (regulations 


8 and 9): 


 carpal tunnel syndrome; 


 severe cramp of the hand or forearm; 


 occupational dermatitis; 


 hand-arm vibration syndrome; 


 occupational asthma; 


 tendonitis or tenosynovitis of the hand or forearm; 


 any occupational cancer; 


 any disease attributed to an occupational exposure to a biological agent. 


Further guidance on occupational diseases is available using this link 


http://www.hse.gov.uk/riddor/reportable-incidents.htm#specified  


Specific guidance is also available for: 


 occupational cancers  


 diseases associated with biological agents  


 


Dangerous occurrences  


Dangerous occurrences are certain, specified near-miss events. Not all such events require reporting. 


There are 27 categories of dangerous occurrences that are relevant to most workplaces, for example: 


 the collapse, overturning or failure of load-bearing parts of lifts and lifting equipment;  


 plant or equipment coming into contact with overhead power lines; 


 the accidental release of any substance which could cause injury to any person.  


Further guidance on these dangerous occurrences is available via this link  


http://www.hse.gov.uk/riddor/reportable-incidents.htm#specified  
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Duty Manager Responsibility 
 


The Safety & Resilience Team must be contacted immediately following the occurrence of 
one of the above.   


 


3.0 Disorderly Behaviour 


3.1 All staff members 


a. Any behaviour which is likely to cause a nuisance or is dangerous to staff or customers 


should be stopped immediately.   


b. Speak to customers in a firm but non-aggressive manner indicating your reasons.  Try to 


diffuse the situation tactfully.   


c. If the behaviour persists, give further warnings but do not become involved in an argument.   


d. If the warnings have no effects, or the behaviour becomes serious call the Duty Manager. 


e. Do not put yourself in any unnecessary danger. 


3.2 Duty Manager 


a. Assess the situation.  Use tact and diplomacy. 


b. If the situation cannot be resolved ask those involved to leave the centre. 


c. The police should be called on 999. 


d. Stay in support of the centre staff. 


e. Do not put yourself in any unnecessary danger. 
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4.0 Lighting Failure 


The action taken will depend to some extent on the availability of natural light and lighting levels around 


the building.  


 4.1 Sports assistants / Receptionists and all other staff members 


a. Should the lights fail, the emergency lighting will be automatically be activated.  Ensure that 


the duty manager is aware.    


b. Depending upon the time of day, the natural light level and the numbers of customers in the 


building the Duty Manager will give instructions.  If the lighting cannot be restored the building 


will be evacuated and emergency electricians called.  Vouchers and concession leaflets will 


be given out where necessary.   


c. Ensure you have a torch available with you. 


 


4.2 Duty Managers 


a. Assess the situation and inform staff of what they should do.   


b. Collect the torch from DM office and check the five switch boards. 


  


1 – Switch Room    


2 – Gym Store Room   


3 - Kitchen   


4 – Boiler Room  


5 – SHAPE Dance Cupboard  


6 – All weather pitch 


7 – Bar switch cupboard 


8 – Crèche  


 


c. Evacuate building if the lighting does not come on to an appropriate standard.   


d. The emergency electricians must then be called out and the situation explained to customers.   


e. Check the building thoroughly if a full evacuation has been done. 
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5.0 Structural Failure  


5.1 Sports Assistants  


a. In the event of a structural failure, cordon off and clear the affected area. 


b. Inform the duty manager. 


 


5.2 Duty Manager  


a. In the event of a structural failure, cordon off and clear the affected area.   


b. Assess the affected area without endangering yourself 


c. Inform the Leisure Manager and the Council Safety Officer 


d. If danger is suspected evacuate customers from the building using whichever exit doors are 


unobstructed as a result of the structural failure 


e. Telephone Corby Borough Council emergency services (01536 400088) for the required trade 


person. 


f. In the event of an emergency, telephone the relevant emergency service on 999 


 


6.0 Emission Gases / Asbestos 


The only gases held at Lodge Park Sports Centre are those stored in the upstairs or downstairs cellar, 


which power the pumps for beer in the bar.  There will be approximately 3-5 gas cylinders in the upstairs 


cellar and 3-5 gas cylinders in the downstairs cellar.  These cylinders are filled with Nitrogen/C2O gas 


mix.   


a. If a member of staff is concerned about a gas leakage they should inform a duty manager 


immediately.   


b. The building should then be evacuated in the same manner as for a fire evacuation.   


c. The COSHH folder should be collected ready for the emergency services, which are in the 


duty manager’s office.   


d. Do not re-enter the building until the emergency services have authorised entry. 


e. The duty manager or the leisure manager should report the incident to the council safety 


officer.   


f. Any person who has come into contact with gas should receive appropriate medical 


treatment.   


g. Complete all the relevant forms.  
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6.1 Asbestos 


Our most recent Asbestos survey dated 14.07.14 has identified three areas of extremely low risk 
Asbestos containing materials in floor tiles in three storage cupboards in the centre. These areas are: 
 


 Vinyl floor tiles in the Main hall cupboard.  
 Bitumen Adhesive on the floor in Practice Hall cupboard number 1. 
 Bitumen Adhesive on the floor in Practice Hall cupboard number 4. 
 Vinyl floor tiles in Switch Room. 


 
These areas have been encapsulated and pose no day to day risk to staff or members of the 
public.  
 
All contractors who undertake any works throughout the centre must sign the Asbestos Management 
Folder before commencing ANY job. This is to ensure they have read, understood and know what 
they need to do if their work impacts on any of these areas. 
 
For more detailed information please speak to a Duty Manager or see the Asbestos Management Plan in 
the Duty Manager Office. 
 
If you suspect any asbestos containing materials have been disturbed: 
 


1. Clear all members of staff and public from the immediate vicinity. 
2. Cordon off the suspected area. 
3. Refer to the Asbestos Management Plan located in the Duty Manager office and contact 


the CBC designated Asbestos control officers for their advice. 
4. Fill out an incident report and pass to Leisure Manager and Safety & Resilience team.   
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7.0 BOMB THREAT / SUSPECT PACKAGE / TERRORIST ATTACK 


7.1 Receptionists/Sports Assistant and all other relevant staff 


This checklist is to help staff deal with a telephoned bomb threat effectively and to record the required 
information to pass on to the emergency services. In the event that a caller informs you that there is an 
explosive device on your premises, try to complete as much of the following information as possible: 
 
Date and time of call:  
Name of person taking the call:  
Record the exact wording of the threat: 
 
 
 
Ask the following questions: 
Where is the bomb right now?  
When is it going to explode?  
What does it look like? e.g. is it in 
a container/backpack 


 


What kind of bomb is it?  
What will cause it to explode?  
Did you place the bomb?  
INFORM YOUR LINE MANAGER, THE BUILDING MANAGER AND POLICE (999) 
 
COMPLETE THE FOLLOWING INFORMATION AFTER THE CALL 
Estimated length of call:    Sex of caller:   


Nationality/accent:    Age of caller:   


Details of codeword used:   


Did the caller sound well spoken, calm, irrational, reading a message? 


Describe any background noise e.g. traffic, indoor, machinery: 


Any other relevant information? 
 


Time call made to police:    Date:   


Signature:    Position:   
  
DO NOT REPLACE THE TELEPHONE HANDSET EVEN AFTER THE CALLER HAS RUNG 


OFF. 
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Suspect Packages  
7.2 In the event of discovering a suspect package the following rules should be followed:  


a.  Do not touch or move suspicious items.  


b. Move everyone away to a safe distance and prevent others from approaching.  


c. Communicate safely to staff, visitors and the public.  


d. Communicate what has been found to the Building Manager/security, using internal 


phones or face to face (hand held radio or Mobile phones should only be used once out of 


line of sight and behind hard cover).  


e. Notify the police in liaison with the Building Manager.  


f. If appropriate the building evacuation procedure will be activated.  


g. Ensure that whoever found the item or witnessed the incident remains on hand to brief the 


police.  


 


Recommended cordon distances:  
Small suspect item 100m  
Suspect car 200m  
Suspect van/lorry 400m 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







Reviewed March 18 Emergency Action Plan 
J:\LPSC\NOP's and EAP's\EAP's\18 


29 of 33 


 
Building evacuation  
 
7.3 Evacuation may be undertaken under circumstances such as:  
 


a.  A threat received directly to the building.  


b. A threat received elsewhere and passed on to you by the police.  


c. Discovery of a suspicious item in the building.  


d. Discovery of a suspicious item or vehicle outside the building.  


e. An incident to which the police have alerted you.  


f. A live incident where a threat to staff or assets exists.  


 
7.4 A decision on when, how and where to evacuate to will be evaluated on the basis of the incident, 
taking into account:  
 


a. The location of the incident within the building, for example avoiding any location 


containing suspect package or contamination  


b. If the threat is located external to the building, it may be appropriate to remain in the 


building.  


 
7.5 The decision to evacuate will be taken by the most senior officer onsite, in consultation with the 
police.  
 


7.6 Staff will be informed of the need to evacuate by a selection of the following methods: 
  


a. Public Address (PA) system  


b. Existing internal messaging systems; text, email, staff phones etc  


c. Word of mouth  


d. Existing fire evacuation routes and fire wardens  


 
The method of mass communication will depend on the circumstance and sensitivity around the 
situation.  
Use of the fire alarm should be avoided to reduce incorrect response to an incident. 


The default assembly point for staff will be: 


 


FAR CORNER OF ASTROTURF PITCH 
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7.7 Terrorist Attack  
 
7.8 In the event of a marauding terrorist attack, following the ‘Stay Safe’ principles (Run Hide Tell) 


provide simple actions to take in an incident. It also considers information that armed officers may need 


in the event of a firearms and weapons attack.  


Run  
� Escape if you can.  
� Consider the safest options.  
� Is there a safe route? RUN if not HIDE.  
� Can you get there without exposing yourself to greater danger?  
� Insist others leave with you.  
� Leave belongings behind.  
 
Hide  
� If you can’t RUN, HIDE.  
� Find cover from gunfire.  
� If you can see the attacker, they may be able to see you.  
� Cover from view does not mean you are safe, bullets go through glass, brick, wood and metal.  
� Find cover from gunfire e.g. substantial brickwork / heavy reinforced concrete walls.  
� Be aware of your exits.  
� Try not to get trapped.  
� Be quiet, silence your phone.  
� Lock / barricade yourself in.  
� Move away from the door.  
 
Tell  
� Call 9999 - What do the police need to know?  
� Location - Where are the suspects?  
� Direction - Where did you last see the suspects?  
� Descriptions – Describe the attacker, numbers, features, clothing, weapons etc.  
� Further information – Casualties, type of injury, building information, entrances, exits, hostages etc.  
� Stop other people entering the building if it is safe to do so.  
 
 
 
Armed Police Response  
� Follow officers’ instructions.  
� Remain calm.  
� Can you move to a safer area?  
� Avoid sudden movements that may be considered a threat.  
� Keep your hands in view.  
 
Officers may  
� Point guns at you.  
� Treat you firmly.  


� Question you.  


� Be unable to distinguish you from the attacker.  


� Officers will evacuate you when it is safe to do so.  
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8.0 LOST CHILD, PARENT OR GUARDIAN 
 
8.1 Lost Child 


 
If an adult comes to report that they have lost their child:  
 
Reception / Sports Assistant  


 
a) Establish all necessary details e.g. Child's name, where child was last seen, what they are 


wearing 
 


b) Member of staff to remain by the main door exit to ensure child will not leave the building. 
 
c) Receptionist to make an announcement for the child to report to reception. 


 
d) 2 members of staff will proceed to search all zones, starting with where child was last seen. 


 
e) If the child cannot be found contact the Duty Manager. 


 
 


Duty Manager 
 


a) Utilise all available staff to search the complex  
 


b) Inform CCTV main control room, and if necessary the police, of the incident 
 


c) Stay in support of the parent 
 


d) Complete an incident report and email to Leisure Manager. 
 


IF ANY CHILD IS LOST PLEASE ENSURE THAT YOU REMAIN CALM THROUGHOUT. 
 


8.2 Lost Parent / Guardian 
 
If a child comes to report that they have lost their parent/guardian: 


 
Reception / Sports Assistant 
 
a) Establish whom the child is with and where they saw them last. Get as many details as 


possible on the missing person. 
 


b) 2 members of staff to walk around the centre with the child looking for the parent/guardian. 
 
c) Receptionist to make an announcement for the parent/guardian to report to reception. 


 
d) If the parent/guardian does not return for the child, receptionist and another staff member to 


wait with the child at the front of reception whilst Sports Assistant proceeds to search all 
zones, starting with where the parent/guardian was last seen. 


 
Duty Manager 


 
a) When the child is brought to reception, try and phone their parent/guardian (If child knows 


phone number or address).  If home is unobtainable try and phone a trusted relative (if details 
known). 


 
b) If you are not able to contact a responsible adult contact the Police. 
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9.0      DISABLED TOILET ALARMS / INCIDENT ALARMS 
 
 When the alarm is activated a localised beacon will flash red. The detail of which alarm is 


activated will also be relayed to monitoring units at reception. 
 
Reception 


 
a) On hearing the alarm identify the area it applies to by checking the illuminated red beacon on 


the unit 
 
b) In the absence of the Duty Manager call a member of staff to investigate the alarm. 
 
c) Stay at the unit to ensure further assistance is given. 


 
 Duty Manager 
 


a) On hearing the alarm investigate the cause and appropriately action any required 
assistance. 


 
 All Staff 
 
 a) Staff investigating the alarm will press the reset button which will silence the alarm.  
 
 b) If no further help is required press the reset button again.  The alarm will be cancelled. 
 


b)        If further assistance is required do not reset and radio reception. The beacon will remain   
           constant red. Additional staff will be sent to the area by Reception, Duty Manager to assist   
           as required. 


 
 
10.0 SILENT PANIC ALARMS 
 
10.1 All Staff at Main Reception / Duty Manager Office / Bar 
 


a) If emergency assistance is required due to robbery or physical violence press the panic 
alarms (located within the identified areas) with 2 fingers. 


 
 b) No audible alarm will be heard. 
 
 c) The police will respond to this activation. 
 
 Reception / Duty Manager 
 
 a) When the Police arrive inform them of the situation if possible. 
 
 b) Direct the Police as required. 
 
 Duty Manager 
 
 a) Support staff as required. 
 
 b) Complete incident reports and inform the Facility Manager. 
 
 c) Provide a copy of CCTV images to the Police if required. Reset P.A. using key. 
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11. BLOOD / VOMIT / BODILY FLUID SPILLAGE – See CBC Communicable Diseases  
Arrangements via intranet. 


  
Any spillage of this kind in the building should be dealt with initially using the emergency spillage 
compound. This can be found in the first aid bag located in main reception. 
 
Cleaning procedure: 
 


1. Wear suitable protective clothing. 
2. Liberally sprinkle contents over the spillage area, ensuring absolute coverage. 
3. Allow approximately 90 seconds before scooping debris into a suitable disposal 


bag. 
4. If you experience any difficulty when removing compound residue from carpets, 


apply purified water to the pile to break down the gel and then wipe clear wearing 
protective gloves. 


 
The affected area can then be washed with water and detergent and, if possible, left to dry. 


 
The person clearing up the spillage will need to wear gloves. 


 
Any bagged paper towels and gloves should be treated as hazardous waste and placed in the 
biohazard bag.  Inform the Duty Manager. 


 
 
12. LIFT ENTRAPMENT 
 
 All Staff / Reception 
 


a) On hearing the lift alarm, alert the Duty Manager. The alarm is a “wailing” noise. 
 


Duty Manager / Stand in Duty Manager – Action for Entrapment 
 


a) The Duty Manager or SIDM will investigate the cause of the alarm. Confirm exactly the 
number of people in the lift. Explain to them what you will be doing to rectify the problem. 
Ensure regular contact is maintained with the customers to avoid panic. 


 
b) Using the door release key, place into hole at top right of lift door, this will release a catch. Key 


is in red box in the safe. 
 
c) Slowly pull the door open and depending on which floor, ground / first, ascertain whether it is 


safe for occupants to exit. 
 
d) Do not, under any circumstances, enter the lift pit!! 


 
e) Once all occupants are safely out of the lift, apologise and enquire if any of them require 


medical assistance.  
 


f) The lift should now be put out of order. Phone the contracted lift operator and ask for an 
engineer to attend site as soon as possible. 


 
g) Currently these are : Express Lifts Alliance 0116 2011 050 - site reference 176522 
 
h) IN THE EVENT OF AN EMERGENCY CONTACT THE FIRE BRIGADE. 
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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. 
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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. 







Health and Safety Policy 


_________________________________________________________________________ 


 


 
DCN: HSA001C Revision: R001 Status: For approval Page 11 of 22 


 


 
 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. 


 







Health and Safety Policy 


_________________________________________________________________________ 


 


 
DCN: HSA001C Revision: R001 Status: For approval Page 14 of 22 


 


 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. 







Approved One Corby Policy Committee 
17th July 2012 


5b. 3 


 
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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3. Rights & Responsibilities 
4. Definitions 
5. Complaints Procedure 
6. Complaints of harassment, discrimination, victimisation or bullying 


by people ‘met in the course of business’. 
7. Miscellaneous 


 
 
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). 







Dignity at Work Policy 2014  3
   


 


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. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







Dignity at Work Policy 2014  6
   


 


 
PROCEDURE FLOWCHART 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


  
  
  


  
  


 F
O


R
M


A
L


 S
T


A
G


E
 


  
  
  
  
  


  
  
  
  
  
  
  
  
  
  
  
  
  
 I


N
F


O
R


M
A


L
 S


T
A


G
E


 
                                                      


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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TUPE Information
Thursday, 23rd August 2018


Position Main Site Start Date Weekly 
Hours


Contract 
Type Pay Type Rate of Pay Additional Pay / Benefits Pension Scheme


Annual Leave 
Entitlement (Inc 


BH) Pro Rata
Sickness Provision Pay 


Schedule Pay Type


1. Contract Manager ALL 1 Apr 2016 37.5 Permanent Salary £20,000.00 Company Car / £4,000 Per Year 
Discretionary Bonus Scheme


NEST EE: 3% ER: 2% 28 Days 4 Weeks @ Full Pay / 4 Weeks @ 
half pay


Fortnightly BACS


2. Food Service Assistant Lodge Park 25 Apr 2016 7.0 Permanent Hourly £7.83 N/A NEST EE: 3% ER: 2% 28 Days SSP Fortnightly BACS
3. Cook Supervisor Golf Club 29 Jan 2018 30.0 Permanent Hourly £8.00 N/A NEST EE: 3% ER: 2% 28 Days SSP Fortnightly BACS
4. Bar Attendant Lodge Park 9 May 2016 25.0 Permanent Hourly £7.83 N/A NEST EE: 3% ER: 2% 28 Days SSP Fortnightly BACS
5. Food Service Assistant Corby Pool 18 Sep 2017 16.0 Permanent Hourly £7.83 N/A NEST EE: 3% ER: 2% 28 Days SSP Fortnightly BACS
6. Food Service Assistant Corby Pool 29 Aug 2017 0.0 Zero Hourly £7.50 N/A NEST EE: 3% ER: 2% 28 Days SSP Fortnightly BACS
7. Food Service Assistant Corby Pool 4 Dec 2017 0.0 Zero Hourly £4.20 N/A NEST EE: 3% ER: 2% 28 Days SSP Fortnightly BACS
8. Food Service Assistant Corby Pool 26 Feb 2018 16.0 Permanent Hourly £7.83 N/A NEST EE: 3% ER: 2% 28 Days SSP Fortnightly BACS
9. Food Service Assistant Corby Pool 29 Jan 2018 25.0 Permanent Hourly £7.83 N/A NEST EE: 3% ER: 2% 28 Days SSP Fortnightly BACS
10. Food Service Assistant Corby Pool 12 Feb 2018 16.0 Permanent Hourly £4.20 N/A NEST EE: 3% ER: 2% 28 Days SSP Fortnightly BACS
11. Cook Supervisor Corby Pool 7 Jul 2017 37.0 Permanent Hourly £8.83 N/A NEST EE: 3% ER: 2% 28 Days SSP Fortnightly BACS
12. Food Service Assistant Corby Pool 14 Nov 2017 16.0 Permanent Hourly £6.00 N/A NEST EE: 3% ER: 2% 28 Days SSP Fortnightly BACS
13. Bar Attendant Golf Club 4 Jul 2016 25.0 Permanent Hourly £7.83 N/A NEST EE: 3% ER: 2% 28 Days SSP Fortnightly BACS
14. Food Service Assistant Golf Club 30 Apr 2018 0.0 Zero Hourly £6.00 N/A NEST EE: 3% ER: 2% 28 Days SSP Fortnightly BACS
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