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TENDER FOR CORPORATE GAS MAINTENANCE SAFETY/SERVICE CHECKS

TENDER – DOCUMENT TWO

SPECIFICATION

Thank you for expressing interest in this procurement for Corporate Gas Maintenance Safety/Service Checks.

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

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

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

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

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

Please mark envelopes/packages with only “TENDER RESPONSE: CORPORATE GAS MAINTENANCE SAFETY/SERVICE CHECKS (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
The Council
Democratic Services Department
Corby Cube
Parklands Gateway
George Street
Corby, Northamptonshire
NN17 1QG

	To be received not later than 12:00 noon on Friday, 31st August 2018.

Late submissions will be disregarded.
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DEFINITIONS

	Term or Acronym
	Definition

	Achieved KPIs:
	[bookmark: a752746]In respect of any Service in any measurement period, the standard of performance actually achieved by the Supplier in the provision of that Service in the measurement period in question.

	ACS
	Accredited Certificated Scheme.

	ACS
	Accredited Certificated Scheme.

	CDM
	Construction (Design and Management) Regulations 2015.

	Charges
	The charges which shall become due and payable by the Authority to the Supplier in respect of the Goods, Services, Supplier and/or Works in accordance with the provisions of the Contract.

	CO
	Carbon Monoxide.

	CO²
	Carbon Dioxide.

	Contract
	The legal agreement between the Parties, which details the Council’s requirements, terms and conditions.

	Contract Year
	A period of 12 months, commencing on the Contract Start Date.

	Controller
	[bookmark: a518487]Shall have the same meaning as set out in the Data Protection Legislation.

	The Council
	Corby Borough Council.

	CP15
	Form.

	CP17/12
	Form.

	Critical Service Level Failure
	A failure in service, deemed to be so critical to the continued operation of the Service and/or Contract that the Council.

	Default
	Failure by the Supplier to fulfil its obligations and/or maintain its minimum agreed service levels under the Contract.

	Deliverable
	The elements and/or work packages of the contract which the Supplier is required to complete and/or provide for, to or on behalf of the Council.

	EIR
	The Environmental Information Regulations 2004 (SI 2004/3391) together with any guidance and/or codes of practice issued by the Information Commissioner or relevant government department in relation to such regulations.

	Failure
	A failure by the Supplier to perform one or more of the requirements set out in the Contract.

	FMT
	Facilities Management Team.

	GDPR
	[bookmark: a118736]The General Data Protection Regulation ((EU) 2016/679).

	Government Data
	Any data required for collection or use by any branch of Government.

	Key Performance Indicator, KPI, Performance Indicators, PIs, Performance Measure
	The performance measurements and targets in respect of the Supplier’s performance of the Contract.

	Month
	A calendar month.

	NOx
	Nitrogen Oxide.

	O²
	Oxygen.

	Parties
	Corby Borough Council and the successful Supplier.

	Performance Monitoring Report
	The reports to be prepared and presented by the Supplier to include a comparison of Achieved KPIs with the Target KPIs in the measurement period in question and measures to be taken to remedy any deficiency in Achieved KPIs.

	Processor
	Shall have the same meaning as set out in the Data Protection Legislation.

	Prohibited Act
	The following constitute Prohibited Acts:
[bookmark: a137355]to directly or indirectly offer, promise or give any person working for or engaged by the Authority a financial or other advantage to: (i) induce the person to perform improperly a relevant function or activity; or (ii) reward that person for improper performance of a relevant function or activity;
[bookmark: a679607]to directly or indirectly request, agree to receive or accept any financial or other advantage as an inducement or a reward for improper performance of a relevant function or activity in connection with this agreement;
[bookmark: a391102]committing any offence: (i) under the Bribery Act; (ii) under legislation or common law concerning fraudulent acts; or (iii) defrauding, attempting to defraud or conspiring to defraud the Authority;
any activity, practice or conduct which would constitute one of the offences listed under (a) to (c), if such activity, practice or conduct had been carried out in the UK.

	Reporting Date
	A date, agreed by the Parties, on which all reporting data will be provided.

	Representative
	Means, in relation to a party, its employees, officers, representatives and advisors.

	Service Credit
	A sum which the Authority is entitled to deduct or invoice for a Service Failure.

	Service Credit Cap
	A payment ceiling, agreed between both Parties, after which the Council would consider a Service Level Failure to be a Critical Service Level Failure.

	Service Level
	The minimum level of service required of the Supplier by the Council when performing the service detailed in the Contract.

	Service Level Failure
	A shortfall or failure by the Supplier to provide the Services in accordance with any Target KPI.

	Service Level Threshold
	The minimum level of service the Council expects of the Supplier.

	Service Period
	The agreed term, during which, Goods, Services, Supplies, Works, or any part, thereof will be provided by the Supplier or any of their representatives.

	SO²
	Sulphur Dioxide.

	Start Date
	The date the Contract start

	The Supplier
	The company who wins the contract, following evaluation of all bids received by the Council.

	Target KPI
	The minimum level of performance for a KPI which is required by the Council.

	Working Day
	Monday to Friday, excluding any public holidays in England and Wales.



1. INTRODUCTION

This opportunity is issued by the Council for the gas safety/service maintenance checks on gas appliances in premises owned/leased by the Council.

2. BACKGROUND

Currently the Council does not have a gas safety/service maintenance contract in place for the boilers across the borough and at present procure the services on an ad-hoc basis.

[bookmark: _GoBack]To enable us to realise cost and service efficiencies Facilities Management are offering an opportunity to bid for a contract to cover this service. The contract is for a 12 month period with the option for two further one year extensions, in essence a maximum three-year contract.

By procuring this service Facilities Management will be contributing towards the Corporate Plan 2015-2020.

“Delivering excellence by providing value for money services and by delivering the best services we can”.

3. SCOPE

The works shall consist of the annual gas safety/service maintenance checks on gas appliances in premises owned by the Council. Combined with this will be call-outs and out of hours call-outs.

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

4. SERVICE CONDITIONS AND ENVIRONMENTAL FACTORS

Due to the location of the boilers being in public buildings / community centres, it is important they are maintained to ensure operational issues are minimised and repairs are undertaken as soon as parts are available, avoiding the need to close facilities and move planned events to alternative locations.

Operational information and guidance is given to the building managers to ensure they are informed on how to operate the boilers.

Risk assessments and method statements must be provided to Facilities Management prior to any work taking place.

If work is to be undertaken in accordance with CDM regulations Facilities Management must be informed prior to any work taking place.

When parts are obsolete and the only option is to replace existing boilers, consideration should be given to energy efficiency, the availability of parts for the replacement boiler and compatibility to the existing infrastructure.

As part of the report making the recommendation to replace existing boilers, photographic evidence/justification must be provided.
 
5. STATEMENT OF REQUIREMENTS

Standards

All work shall comply with the following European and British Standard statutory notices and codes of practices, to be updated as necessitated by new legislation, throughout the contract term:
· Gas Safety (Installation and Use) Regulations 1998. Approved Code of Practice and guidance notes
· WRAS Byelaws 2014
· 17th Edition of IEE Regulations
· Health & Safety at Work Act 1974 (1999/2015)
· COSHH 2016
· Asbestos at Work Regulations 2012
· IGEM/UP/4 (commissioning of gas fired plant)
· The Council’s own Health and Safety at Work Policy which can be accessed by double clicking on the icon below



The Supplier shall make one routine service/safety visit to each gas fired boiler, warm air unit, high level radiant heater, direct fired air heater or convector heaters in the Council properties as summarised in the Asset List 2018, which can be accessed by double clicking on the icon below.
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Gas Fired Plant

Carry out gas safety check (Landlords/Gas Safety Certificate CP17 and or CP12) and routine maintenance/service checks (CP15 and or CP) to all gas fired appliances as per manufactures instructions. Both the safety check and maintenance service visit will be undertaken at the same time.

Paying Attention to the Following:

Inspect and carefully clean burner jets, manifold injectors, gas train assemblies and control including the following items where applicable:
· Master gas control pressure governors,
· Cut off valves,
· Relay valves,
· Flame failure devices,
· Thermocouples,
· Test cocks,
· Weep pipes,
· Magnetic valves,
· Boiler circuit and control thermostats,
· High and low burner flame controls,
· Forced draught fans,
· Dampers,
· Motors,
· Pressure switches, and
· Electrodes.

On completion of the specified boiler/burner maintenance works, the Supplier shall carry out tests, where applicable, as specified for gas fired plant and including the following:
· Check gas flow rate and pressures and adjust as necessary.
· Check for irregular burning jets and any excessive or unusual condensation.
· Check satisfactory operation of gas detection devices and gas shut off valve where provided.
· Boiler combustion tests are to be carried out and recorded on work sheets following service or burner breakdown visits in order that optimum efficiency may be obtained and thereby reduce fuel consumption. Test results shall be given for "High" and "Low" settings where applicable.
· Test Equipment. All efficiency tests must be carried out using a Combustion Analyser giving O², CO, NOx, SO² and temperature measurements, complete with calculation and display of CO², efficiency, stack loss and excess air.

The Printer is to have pre-set date/time option incorporated.

A copy of the print out must be attached to the service sheet as well as the figures written on to the correct service sheet.

Convector Heaters

Examine each heater for its correct and efficient operation and on completion signed and dated label shall be affixed inside each heater cabinet. Tie on labels will not be acceptable.

Each fan convector shall be vacuumed and blow cleaned including the heater battery and all components shall be left thoroughly clean on completion. Industrial vacuum cleaners and blowers shall be used for cleaning purposes (dust sheets shall be used to prevent spread of dust particles). Where a heater units panel is inaccessible the Facilities Team (FT) must be notified by telephone – if no one is available then a message should be left with Reception on 01536 464280 and an e-mail sent to both the Facilities Manager and Principal Facilities Manager.

Where air filters are fitted, they shall be removed completely, washed and replaced.

All bearings and working parts shall be checked, examined for wear and necessary adjustments carried out. All items shall be checked to ensure the safe and efficient operation of the boiler 

Where grease or oil points are provided the Supplier shall allow to apply the current lubrication to all bearings or motors or moving parts. 

[bookmark: _Hlk481424363]Check all room and frost thermostats and controls for satisfactory operation and leave set at 65°F or 18°C. Return air stats where set below 65°F or 18°C shall remain unaltered, where above 65°F or 18°C shall be reset at 65°F or 18°C. The Supplier will provide a log which details the temperature settings – 1 copy to be retained on site in the boiler house/boiler room. 

On completion the Supplier will advise and instruct staff at the premises on the operation, maintenance and interim cleaning of the equipment. 

All unit cases shall be repaired to ensure statutory compliance and efficient operation of the boiler. 

All replacement parts shall be recorded on a label fixed within the heater cabinet showing the date of replacement and the name of the operative who dealt with the repair. The latter should be printed. This is to provide a log of individual equipment faults. The label should be of sufficient size to allow additions should parts be required at a later date.

Carry out an inspection of the heater case externally and internally to ensure all parts are adequately sealed to prevent air by-pass of the heater battery of excessive escape of air from the cabinet structure other than inlet and outlet registers.

Pressurisation Unit

Supplier to check closed valve pressure and pump capacity, mechanical seals, and renew parts to ensure the effective/efficient operation of the equipment. Remove and clean pressure reducing valve filter. Check/adjust pressure setting reducing valve. Check accumulator charging valve for tightness. Dismantle and clean suction non-return valve/filter. Report on general condition of unit. Please note this excludes Corby East Midlands International Pool.

Electrical Controls

Check setting of high and low pressure switches. Ensure they interrupt the control circuit. Ensure pressurisation unit contactor in control panel is operational (where applicable). Clean, lubricate and adjust make adjustments to ensure the effective/efficient operation of the equipment.


Re-Commissioning

Adjust all cushion pressure, pressure switch and pressure reducing valve settings to conform to above design information.

Associated Heating Equipment 

Carry out visual inspection of hot water service storage cylinders, calorifiers, cold water feed tanks and repair any leaks in connection, inspection covers, gaskets, bolted heads, valves etc., and service in accordance with manufacturer’s guidance. Inspect all condense neutralisers and drains clean to ensure efficient and effective operation of the equipment, report on general condition annually.

Clean and adjust any local controls and vent to ensure the effective and efficient operation of the equipment.

Inspect all circulating pumps, bellows, check pump pressures, and running currents, service, adjust or repair to ensure the effective and efficient operation of the equipment, including checking and lubricating bearings, repacking glands, checking starter contacts, pump operation etc. Ensure pumps are properly fixed as appropriate and correctly aligned to avoid vibration. Please note the Cube, Deene House, Grosvenor House and Corby East Midlands International Pool are to be included in boiler shunt pump servicing only. 

Replace any lubrication systems requiring total changes at intervals and grease and oil all motor parts to ensure the effective and efficient operation of the equipment.

Check drain cocks are operational and drainage points are clean and functioning.

Ensure that any guards and shields are properly located and fixed.

Check all motor mechanical parts, contracts, brushes, etc. and the operation of.

Check all cut-off switches and electrodes.

Check any immersion heaters, including supply leads and controls. Clean and repair to ensure the effective and efficient operation of the equipment, checking for signs of over-heating, malfunctions.

Water Treatment

Check correct properties of inhibitor within the heating system and top-up to ensure the effective and efficient operation of the equipment

Quality Assurance Label 

When a boiler is serviced the Supplier shall cause a label to be firmly adhered to the outside of the boiler or burner and where possible a duplicate label inside the boiler casing giving the following information:
· Name of Supplier:
· Telephone Number:
· Date of Service:


General Boiler House/Room Maintenance will Comply with the Following Procedure

Any work that is required outside the confines of the gas contract must be instructed from the Facilities Management Team (FMT). Once this has been done, an order number can be issued for the work.

Work that requires a minor part to be replaced and costs that will be up to £500.00 will need to be approved by the FMT or if other departments have their own budgets and cost centres the FMT will still have to be contacted, this will allow the FMT to liaise with the owner of that budget.

Any work that is in excess of £500.00, the Supplier will inform the FMT outlining the full extent of the works.

When the Supplier identifies work of an emergency nature, the Supplier will inform the FMT verbally within 2 hours outlining the exact nature of the work and the impact the emergency work will have on the building (verbal communication will be followed up by an e-mail within 2 days). Either the Principal Facilities Manager or the Facilities Manager will liaise with the budget holder for a decision on how to proceed

Should a gas fired boiler need to be shut-down and disconnected from the system due to safety concerns, the required paperwork will be issued to the FMT within 2 working days. The Facilities Manager will be informed of the disconnection immediately.

Replacement parts shall be labelled with the date of replacement. This will assist in the validation/guarantee period of the replacement part. 

All boiler houses/rooms will be kept locked & shut at all times. Only authorised personal shall be allowed access.

Recommendations for carrying out a “wet service” on boilers to maintain the efficiencies and life-span of the boilers is only required if the boiler water resistance is high. Should a boiler have large amounts of scale build up or magnetite deposit’s then the tell-tale signs would show well before a “wet service” requirement.

All contract and in-house personnel must have the appropriate “Gas Safe” certificates for undertaking work on gas fired appliances owned by The Council. A photocopy of the individuals “Gas Safe” identification and ACS qualifications obtained must be put on file.  New personnel employed on the contract must have the correct certification as mentioned above issued to CBC prior to any work being undertaken.  CBC reserve the right to see all certificates as detailed above on request.

Once the gas safety and maintenance has been carried out, a copy of the CP17/12 and CP15 shall be left on-site in the boiler house/room log book. A further copy shall be left with the occupier and a further copy sent to the Facilities Manager within 5 working days

Any appliance that has been upgraded or replaced shall have the required documentation filled in and sent to the Facilities Manager outlining what has taken place.

Out of Hours / Call Out

The Supplier will be required to provide an emergency call out service. Attendance on site will be within 2 hours of receiving the call.

6. TECHNOLOGY, SYSTEMS AND MANAGEMENT TECHNIQUES

It is critical that all boilers are inspected to comply with current legislation.

Log books on-site must be up-to-date with current certificates and documentation at all times.

The Supplier must ensure that the Council has current Gas Safe certificates for all engineers prior to any work taking place.

Copies of all certificates for all properties must be emailed to the FMT, to enable them to demonstrate compliance at all times.


The gas maintenance contractor will email the Principal Facilities Manager 2 months prior to the date when the annual gas maintenance is due at each of the properties to enable the FMT to coordinate works with the building manager to ensure access and minimum disruption and ensure statutory compliance is maintained

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

Suppliers must ensure all personal data is handled / processed to ensure compliance with the GDPR regulations 

The Supplier (hereafter referred to as the Processor within this Section) must provide the Council (hereafter referred to as the Controller within this Section) with the following information:-

· the subject matter of the processing;
· details of the duration of the processing;
· the nature and purpose of the processing;
· the type of personal data being processed;
· the categories of the data subjects;
· the obligations and the rights of the Controller;
· that the Processor acts on the documented instructions of the Controller;
· the requirement for the Processor to delete or return the personal data at the end of the provision of services;
· a requirement for the Processor to implement appropriate technical and organisational measures; and
· a right for the Controller to audit the Processor.

The Processor must:-

· process the personal data only on the documented instructions of the Controller;
· comply with security obligations equivalent to those imposed on the Controller (implementing a level of security for the personal data appropriate to the risk);
· ensure that persons authorised to process the personal data have committed themselves to confidentiality or are under an appropriate statutory obligation of confidentiality;
· only appoint Sub-processors with the Controller’s prior specific or general written authorisation, and impose the same minimum terms imposed on it on the Sub-processor; and the original Processor will remain liable to the Controller for the Sub-processor’s compliance. The Sub-processor must provide sufficient guarantees to implement appropriate technical and organisational measures to demonstrate compliance. In the case of general written authorisation, Processors must inform Controllers of intended changes in their Sub-processor arrangements;
· make available to the Controller all information necessary to demonstrate compliance with the obligations laid down in Article 28 of the GDPR and allow for and contribute to audits, including inspections, conducted by the Controller or another auditor mandated by the Controller - and the Processor shall immediately inform the controller if, in its opinion, an instruction infringes GDPR or other EU or member state data protection provisions;
· assist the Controller in carrying out its obligations with regard to requests by data subjects to exercise their rights under chapter III of the GDPR, noting different rights may apply depending on the specific legal basis for the processing activity (and should be clarified by the Controller up-front);
· assist the Controller in ensuring compliance with the obligations to implementing a level of security for the personal data appropriate to the risk, taking into account the nature of processing and the information available to the Processor;
· assist the Controller in ensuring compliance with the obligations to carry out Data Protection Impact Assessments, taking into account the nature of processing and the information available to the Processor; and
· notify the Controller without undue delay after becoming aware of a personal data breach.

8. MONITORING ARRANGEMENTS AND CONTRACT MANAGEMENT

The Council will provide the Supplier with an up-to-date asset list, detailing the date of the last inspection. The Supplier will undertake the annual gas inspections to ensure statutory compliance is maintained at all times.

The Supplier shall at all times ensure appropriate Risk Assessments and Method Statements are provided prior to any work being undertaken 

The Supplier shall at all times provide the Deliverables to meet or exceed the Service Level Performance Measure for each Service Level

The Supplier shall cooperate in good faith with the Council to develop relevant performance measures for this Contract.

The metrics that are to be implemented to measure performance shall be developed and agreed between the Council and the Supplier. Such metrics shall be incorporated into the list of Performance Indicators set out in the Contract.

The ongoing progress and development of performance measures shall be reported through regular contract management meetings, which will take place at least monthly.

Performance Monitoring Reports must be completed (even where there are no transactions to report) and returned to the Council by the Reporting Date every Month during the contract term and thereafter, until all transactions relating to the contract have permanently ceased.

The Performance Monitoring Report should report (among other things) on the agreed list of Performance Measures during the Month to which it relates, regardless of when the work was actually completed. For example, if a repair is raised for October but the work was actually completed in September, the Supplier must report the repair in October's Performance Monitoring Report and not September's.

If the Supplier discovers any errors in any reported Management Information, it will inform the Council and provide corrections in the next Performance Monitoring Report.

The Supplier agrees to attend meetings with the Council in person to discuss the circumstances of any Failure(s) at the request of the Council If the Council requests such a meeting, the Supplier shall propose and document measures to ensure that any Failures are rectified and do not occur in the future.

The Supplier acknowledges that any Service Level Failure shall entitle the Council to the rights set out in this Section including the right to any Service Credits and that any Service Credit is a price adjustment and not an estimate of the Loss that may be suffered by the Council as a result of the Supplier’s failure to meet any Service Level Performance Measure.

The Supplier shall send Performance Monitoring Reports to the Council detailing the level of service which was achieved in accordance with the requirements of this Specification and the associated Contract

A Service Credit shall be the Council’s exclusive financial remedy for a Service Level Failure except where:
i. the Supplier has over the previous (twelve) 12 Month period exceeded the Service Credit Cap; and/or
ii. the Service Level Failure:
a. exceeds the relevant Service Level Threshold;
b. has arisen due to a Prohibited Act or wilful Default by the Supplier;
c. results in the corruption or loss of any Government Data; and/or
d. results in the Council being required to make a compensation payment to one or more third parties; and/or
iii. the Council is otherwise entitled to or does terminate its Contract with the Supplier.

Not more than once in each Contract Year, the Council may, on giving the Supplier at least three (3) Months’ notice, change the weighting of Service Level Performance Measure in respect of one or more Service Levels and the Supplier shall not be entitled to object to, or increase the Charges as a result of such changes, provided that:
i. the total number of Service Levels for which the weighting is to be changed does not exceed the number applicable as at the Start Date;
ii. the principal purpose of the change is to reflect changes in the Council's business requirements and/or priorities or to reflect changing industry standards; and
iii. there is no change to the Service Credit Cap.

9. CRITICAL SERVICE LEVEL FAILURE

On the occurrence of a Critical Service Level Failure:
i. any Service Credits that would otherwise have accrued during the relevant Service Period shall not accrue; and
ii. the Council shall (subject to the Service Credit Cap) be entitled to withhold and retain as compensation a sum equal to any Charges which would otherwise have been due to the Supplier in respect of that Service Period ("Compensation for Critical Service Level Failure"), provided that the operation of this paragraph shall be without prejudice to the right of the Council to terminate this Contract and/or to claim damages from the Supplier for material Default.

Service Levels
i. If the level of performance of the Supplier:
a. is likely to or fails to meet any Service Level Performance Measure; or
b. is likely to cause or causes a Critical Service Failure to occur, the Supplier shall immediately notify the Council in writing and the Council, in its absolute discretion and without limiting any other of its rights, may:
i. require the Supplier to immediately take all remedial action that is reasonable to mitigate the impact on the Council and to rectify or prevent a Service Level Failure or Critical Service Level Failure from taking place or recurring;
ii. if a Service Level Failure has occurred, deduct the applicable Service Level Credits payable by the Supplier to the Council; and/or
iii. if a Critical Service Level Failure has occurred, exercise its right to Compensation for Critical Service Level Failure (including the right to terminate for material Default).

Service Credits
i. The Council shall use the Performance Monitoring Reports supplied by the Supplier to verify the calculation and accuracy of the Service Credits, if any, applicable to each Service Period.
ii. Service Credits are a reduction of the amounts payable in respect of the Deliverables and do not include VAT. The Supplier shall set-off the value of any Service Credits against the appropriate invoice in accordance with the calculation formula in the Annex to Part A of this Section.
iii. Annex A to Part A: Services Levels and Service Credits [The following are included by way of example only. Procurement-specific Service Levels should be incorporated

10. PERFORMANCE MONITORING AND REVIEW

Within twenty (20) Working Days of the Start Date the Supplier shall provide the Council with details of how the process in respect of the monitoring and reporting of Service Levels will operate between the Parties and the Parties will endeavour to agree such process as soon as reasonably possible.

The Supplier shall provide the Council with performance monitoring reports ("Performance Monitoring Reports") in accordance with the process and timescales agreed which shall contain, as a minimum, the following information in respect of the relevant Service Period just ended:
i. Response to reactive/breakdown maintenance;
ii. Quality of planned preventative maintenance;
iii. Effectiveness of communication channels;
iv. Client relationship
v. Level of innovation and proactivity
vi. Compliance with legislative requirements 
vii. All engineers are gas safe registered
viii. Adherence to the budget
ix. Management of health and safety;
x. Management of documentation and site operatives;
xi. Level of overall satisfaction.
xii. Engineers are professional, polite and courteous
xiii. Commercially sensitive information is only discussed with the Facilities Management team 
xiv. Complaints are resolved in a professional and timely manner
xv. Supplier provided Risk assessments and method statements prior to any work commencing 
xvi. All work was undertaken safely and to a high standard; and
xvii. such other details as the Council may reasonably require from time to time.

The Parties shall attend meetings to discuss Performance Monitoring Reports ("Performance Review Meetings") on a Monthly basis. The Performance Review Meetings will be the forum for the review by the Supplier and the Council of the Performance Monitoring Reports. The Performance Review Meetings shall:
i. take place within one (1) week of the Performance Monitoring Reports being issued by the Supplier at such location and time (within normal business hours) as the Council shall reasonably require;
ii. be attended by the Supplier's Representative and the Council’s Representative; and
iii. be fully minuted by the Supplier and the minutes will be circulated by the Supplier to all attendees at the relevant meeting and also to the Council’s Representative and any other recipients agreed at the relevant meeting.

The Supplier shall ensure at least one (1) weeks’ notice is given of the date and time of the Performance Review Meeting and will communicate to all Parties if it is not possible to attend at the agreed time.

The minutes of the preceding Month's Performance Review Meeting will be agreed and signed by both the Supplier's Representative and the Council’s Representative at each meeting.

The Supplier shall provide to the Council such documentation as the Council may reasonably require in order to verify the level of the performance by the Supplier and the calculations of the amount of Service Credits for any specified Service Period.

The Council may undertake satisfaction surveys in respect of the Supplier's provision of the Deliverables. The Council shall be entitled to notify the Supplier of any aspects of their performance of the provision of the Deliverables which the responses to the Satisfaction Surveys reasonably suggest are not in accordance with this Contract.

11. WHOLE OF LIFE SUPPORT

Maintenance should be undertaken in accordance with manufacturer’s guidelines to ensure warranties are not jeopardised. Any new parts should be subject to the manufacturer’s warranty. Any recommendations for new equipment should ensure replacement parts are available for a minimum of 10 years from date of installation.

12. SECURITY

Many of the Community Centres are devolved, therefore commercially sensitive information should only be discussed with the FMT who will liaise with the budget holders as appropriate.

13. TRAINING

Full operational training will be provided to the Building Manager on the installation of new equipment.


14. IMPLEMENTATION CRITERIA

It is critical that all boiler inspections are undertaken in a timely manner to ensure they comply with statutory obligations.
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Document Control 


 


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


Document Details 


 


Document Title Health and Safety Policy 


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


Document Control Number  HSA001C 


Revision R001 


Document Status Approved 


Document Owner Chief Executive’s Office 


Prepared By Nigel Gayne 


Date Approved 11th January 2016 


Approved By JCC 


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


 


Revision Status 


 


Revision Number Section Details of Change Date 


001 All Complete review 
and update of 
Policy 


January 2015 
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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 
 
 


 


 







Health and Safety Policy 


_________________________________________________________________________ 


 


 
DCN: HSA001C Revision: R001 Status: For approval Page 7 of 22 


 


 


 
SECTION 2: ORGANISATION 
 


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


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


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


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


To meet these responsibilities the Council must ensure that: 
 


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


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


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


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


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


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


responsibility for health, safety and welfare. 
 


2.2 Health and Safety Responsibilities 
 


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


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


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


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


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


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


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


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


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


requirements of their directorates. 
 


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


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


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


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


2.6 Service Unit Heads 
 


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


 
 Implementing and administering throughout their areas of responsibility all 


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


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


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


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


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


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


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


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


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


 
2.7 Head of Service: Planning and Environmental Services 


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


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


guidance and advice is available. 
 


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


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


 
 All hazardous activities are identified, the necessary risk assessments 


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


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


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


 
 Employees under their control comply with safe working arrangements and 


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


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


to their employees and HR are notified. 
 


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


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


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


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


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


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


arrangements. 
 


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


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


relating to health & safety matters. 
 


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


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


requirements and employees are aware of such arrangements. 
 


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


 
2.9 All other employees 


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


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


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


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


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


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


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


of health of safety. 
 


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


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


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


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


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


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


and safety of employees and others affected by their action. 
 


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


 
 Generating corporate policies and procedures for managers to supplement the 


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


with all Service Areas. 
 


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


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


 
 Considering the circumstances and causes of accidents and dangerous incidents 


occurring within the workforce of the authority. 
 


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


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


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


 
 Making appropriate recommendations for the improvement of conditions as regards 


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


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


 
 Participating in drawing up working safety rules. 


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


damage and near miss incidents. 
 


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


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


and Resilience Team. 
 


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


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


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


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


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


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


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


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


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


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


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


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


and supervisors should identify the measures that need to be taken to comply with 
the requirements and prohibitions imposed upon the Council under the relevant 
statutory provisions. 







Health and Safety Policy 


_________________________________________________________________________ 


 


 
DCN: HSA001C Revision: R001 Status: For approval Page 15 of 22 


 


 
 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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GAS SERVICING AND MAINTENANCE


Building Address Asset Make Model Units
On-Site Comments Cost £


1. Arran Way Community Centre Mull Drive, Corby NN17 2XF Boiler Potterton Kingfisher  RS100 1
2. Arran Way Community Centre Mull Drive, Corby NN17 2XF Boiler Main Mersey Super 1
3. Autumn Centre Counts Farm Road NN18 8BH Boiler Ideal Classic FF360 1
4. Autumn Centre Counts Farm Road NN18 8BH Boiler Ideal Classic NF280 2
5. Autumn Centre Counts Farm Road NN18 8BH Boiler Ideal Response 80 1
6. Beanfield Community Centre Beanfield Avenue, Corby NN18 0AX Boiler Ideal Logic system 30 1
7. Beanfield Community Centre Beanfield Avenue, Corby NN18 0AX Boiler Vokera Mynute 28se 1
8. Corby Cube Parklands Gateway, George Street NN17 1QB Boiler Remeha Gas 210 Eco Pro 160 1
9. Corby Cube Parklands Gateway, George Street NN17 1QB Boiler Remeha Gas 310 Eco 7 2
10. Corby Heritage Centre High Street, Corby Old Village NN17 1UU Boiler Vaillant Eco Tec Plus 824 1
11. Corby Enterprise Centre London Road, Priors Hall NN17 5EU Boiler Hamworthy Wessex ModuMax Eco 100C 2
12. Corby Enterprise Centre London Road, Priors Hall NN17 5EU Boiler Atlantic 2000 R22-90 2
13. Danesholme Community Centre Danesholme Square, Corby NN18 9EJ Boiler Ideal Evomax 60 1
14. Danesholme Community Centre Danesholme Square, Corby NN18 9EJ Boiler Ideal Mexico Super RS 125 1
15. Deene House New Post Office Square, Corby NN17 1GD Boiler Broag Remeha Gas 220-200 ACE 2
16. Ennerdale Community Centre Ennerdale Road, Corby NN17 2EA Boiler Baxi Solo 30 HE 1
17. Hazelwood Community Centre Gainsborough Road, Corby NN17 0QD Boiler Baxi Duo-Tee Combi 28 HE 1
18. Hazelwood Community Centre Gainsborough Road, Corby NN17 0QD Boiler Ideal Classic FF280 4
19. Kingswood Community Centre Alberta Close, Corby NN18 9HU Boiler Worcester Greenstar 281 junior 1
20. Kingswood Community Centre Alberta Close, Corby NN18 9HU Boiler Ideal Isar HE 30 1
21. Kingswood Community Centre Alberta Close, Corby NN18 9HU Boiler Ideal Logic + Heat 30 1
22. Kingswood Community Centre Alberta Close, Corby NN18 9HU Boiler Baxi Solo 24 HE A 2
23. Kingswood Community Centre Alberta Close, Corby NN18 9HU Water Heater Main Multipoint BF 1
24. Kingswood Nursery Alberta Close, Corby NN18 9HU Boiler Alpha CD 35C 1
25. Much Loved 53-57 High Street, Corby NN17 1UY Water Heater Heatrae 75/100 1
26. Much Loved 53-57 High Street, Corby NN17 1UY Boiler Vaillant B28D 1
27. New Olympic Boxing Club Saxilby Centre, Saxilby Close, Corby NN18 9BH Boiler Ideal Logic 30 1
28. New Olympic Boxing Club Saxilby Centre, Saxilby Close, Corby NN18 9BH Boiler Johnson and Star B28D 1
29. Old Village Community Centre High Street, Corby Old Village NN17 1UU Boiler Remeha Quinta 45 1
30. Saxilby Depot Saxilby Close, Corby NN18 9BH LPG Fire Superser F-100 1
31. Stevenson Way Community Centre Stevenson Way, Corby NN17 1DA Boiler Hamworthy Lilliput HE 1
32. West Glebe Cottingham Road, Corby NN17 1QB Water Heater Andrews CDC 59 GB 2
33. West Glebe Cottingham Road, Corby NN17 1QB Boiler Vaillant VU GB 656/4.5-H ECO TEC 2
34. Grosvenor House George Street Corby NN17 1QG Boiler Ideal Imax F160 1
35. Grosvenor House George Street Corby NN17 1QG Boiler Ideal Imax Xtra F160 1
36. Corby East Midlands International Pool Parklands Gateway, George St NN17 1QB Boiler Remeha Eco 610 6
37. Lodge Park Sports Centre Shetland Way, Corby NN17 2SG Water Heater Lochinvar CE 600 Auto 2 Due to age, replacement planned for 2018
38. Lodge Park Sports Centre Shetland Way, Corby NN17 2SG Boiler Concord Super S4 Module 50 4 Due to age, replacement planned for 2018
Sub-Total 58
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