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1 Purpose of Report 
  
1.1 For councillors to consider, approve and support the revised Corporate 

Health and Safety Policy. 
  
2 Recommendation 
  
2.1 To approve the revised Corporate Health and Safety Policy. 
  
3 Executive Summary 
  
3.1 
 
 
 
3.2  

The existing Corporate Health and Safety Policy has been reviewed and 
amended to take account of new legislation, best practice, and changes to 
the Council’s senior management structure.   
 
Specific major alterations to the policy include the addition of a Lone Working 
Policy and guidance on the health and safety of Expectant and Nursing 
Mothers. The Fire and Bomb Safety sections have been removed to become 
stand-alone policies. The Appendix detailing the constitution of the Health 
and Safety Committee (now referred to as a “Forum”) has been amended. 
Other changes, and the reasons for the above changes are detailed below. 
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4 The Report 
  
4.1 The revised Corporate Health and Safety Policy replaces the previous Policy, 

following a major review.  The review identified certain areas as being of 
importance, and consequently demanding more detailed coverage within the 
Policy.  Changes in the Selby DC senior management structure also required 
changes in the Policy. 

  
4.2 Information on lone working was included in the previous Policy; however, 

as this is a major aspect of work by Council staff, it was felt that a more 
comprehensive policy on this was required. The new Policy attempts to 
provide guidance that can be applied to all staff working for the Council.  

  
4.3 As SDC employs a number of women of childbearing age, it was considered 

necessary to include an appendix providing guidance on meeting risk 
assessment obligations for expectant or nursing mothers.  

  
4.4 Appendix C in the previous Policy which covered fire and bomb safety 

issues was both out of date and insufficient to adequately meet the Council’s 
obligations in these areas, having regard to recent changes in legislation 
covering fire safety provision. As a draft Fire Safety Policy is in the process 
of being developed, in conjunction with the Health and Safety Forum, 
Operational Management Team, and relevant Officers, this area has been 
removed from the main Health and Safety Policy to allow the latter to 
progress more easily to full approval. The bomb and suspicious packages 
section has also been removed from the main Policy and is being reviewed 
in consultation with our local Police advisor.  

  
4.5 Appendix A in the previous policy that dealt with the constitution of the 

Health and Safety Committee has been amended to reflect the current 
arrangements and new SDC senior management structure enabling the 
Council to meet its legal requirements to consult with staff on health and 
safety. 
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4.6 A number of other practical changes have been confirmed within the new 
Policy.  These are: 
 
 Accident Reporting: The accident reporting regime relating to 

relevant accidents to the national Incident Contact Centre (ICC) has 
been streamlined and clarified.  It has been agreed that all relevant 
accidents occurring on Council premises to both staff and visitors 
(other than on Leisure Services premises) will be reported to the ICC 
by the Corporate Safety Advisor or deputy. Accidents occurring in 
Leisure Services premises will be reported through their own 
administrative systems. 

 First Aid: The Corporate Safety Adviser will co-ordinate first-aid 
provision for all Council staff other than those in the Leisure Services 
Section. This will include the undertaking of risk assessments and 
organising first-aid training. The provision of first-aid equipment, and 
the re-stocking of first-aid boxes will be the responsibility of the 
Customer Services Manager. Leisure Services have their own 
arrangements in place. 

 Corporate Complaints Policy: There is now a section in the Health 
and Safety Policy clarifying the procedure for processing health and 
safety complaints made by members of the public and other outside 
bodies, and linking that to the Corporate Complaints Policy. 

  
4.7  Health and Safety related Policies have been, or are in the process of being 

developed in the areas of work-related road safety, violence at work and 
stress. These will be submitted to the Policy and Resources Committee in 
due course. 

  
4.8 A draft version of this Policy has been passed to a number of external and 

internal bodies for consultation including OMT, The H & S Forum, and 
regional and local UNISON. Their comments have been incorporated into the 
Policy. 

  
5 Financial Implications 
  
5.1 Health and safety provision should be made out of existing service budgets.  

However, in certain circumstances provision can also be made out of the 
Corporate Contingency Fund (this is the case with first-aid materials).  

  
5.2 If the Policy is not agreed and implemented the Council could be liable to 

criminal and civil action, including fines, if it could be demonstrated that 
adequate health and safety systems were not in place to cover the area in 
question. 

  
6 Conclusions 
  
6.1 If agreed, the Policy will become the main procedural document governing 

the majority of health and safety issues within the Council. 
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7 Link to Corporate Plan 
  
7.1 The Policy clearly links to a number of the Council’s strategic themes (see 

point 8.1 below) 
  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 The Health and Safety Policy is intended to provide protection for Council 

staff and visitors. In this way the Policy links to a number of the Council’s 
strategic themes namely: 
 

 Putting customers first: protecting visitors on our premises is a 
prerequisite of this. 

 Healthier communities: Council staff and visitors are part of the local 
community 

 Making better use of resources: staff are a resource, and therefore it 
is important to protect them to limit their time off work due to 
workplace ill-health and accidents.  A workplace that is healthy and 
safe is also likely to encourage more efficient work. 

 Organising to deliver: health and safety problems can disrupt service 
delivery, both through staff absence or through “last minute” hitches 
that need to be addressed, thereby disrupting the service delivery. 
Good health and safety conditions can be a motivating force, 
improving service delivery. 

  
9 Impact on Corporate Policies 
  
 
9.1 Service Improvement 

 
Impact 

 See bullet-point 4 in 8.1 above. 
  
9.2 Equalities 

 
Impact  

 The Policy recognises equalities issues in relation to health & safety. 
 

9.3 Community Safety and Crime 
 

No Impact 

  
9.4 Procurement 

 
Impact  

 All procurement activities should be in accordance with the Health and Safety 
Policy.  

  
9.5 Risk Management 

 
Impact  
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 There is a financial risk (see 5.2 above) and statutory enforcement risks under 
health and safety legislation (including corporate manslaughter) if adequate 
provision for health and safety provision is not made. This Policy, along with 
associated risk assessments, if implemented, will go some way towards 
alleviating those risks. 

  
9.6 Sustainability 

 
No Impact  

  
  
9.7 Value for Money 

 
No Impact  
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10 Background Papers 
  
10.1 Draft, revised Health and Safety Policy is attached at Appendix A.   
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1.0 Introduction 
 

1.1 The Health and Safety at Work etc Act 1974 – from hereon known as ‘The 
Act’ - and Regulations made under the Act impose duties of a specific and 
general nature on both employers and employees. 
 
Selby District Council - The Council - recognises and accepts its 
responsibilities to ensure, so far as is reasonably practicable, the health, 
safety and welfare of all its employees. 
 

1.2 The Council will have particular regard to the following: 
 
a) The need to make suitable and sufficient assessments of: 

 

 

 • The risks to health and safety of its employees to which they 
are exposed whilst they are at work. 

 
• The risks to the health and safety of persons not in the 

Council’s employment arising from the Council’s work and 
facilities provided by the Council 

 
 (b) The provision and maintenance of plant and systems of work that 

are, so far as is reasonably practicable, safe and without risks to 
health. 
 

 (c) Arrangements for ensuring, so far as is reasonably practicable, 
safety and absence of risks to health in connection with the use, 
handling, storage and transport of articles and substances. 
 

 (d) The provision of information, instructions, training and supervision to 
ensure, so far as is reasonably practicable the health and safety at 
work of its employees. 
 

 (e) The maintenance, so far as reasonably practicable, of any place in 
the Council’s control in a condition that is safe and without risks to 
health and the provision and maintenance of means of access to 
and egress from it that are safe and without such risks. 
 

 (f) The provision and maintenance of a working environment for its 
employees that is, so far as is reasonably practicable, safe, without 
risks to health and adequate, as regards facilities and arrangements, 
for their welfare at work. 
 

1.3 Without detracting from the primary responsibilities of Heads of Service 
and line managers for ensuring safe conditions of work, the Council will 
provide technical advice on safety and health matters to assist 
management in its task of ensuring safe working conditions. 
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1.4 The Council will consult UNISON-appointed Safety Representatives to 
ensure correct arrangements are in place for effective co-operation on 
promoting health and safety measures for all employees. 
 

1.5 The Council will consult with all employees (not represented by UNISON 
Safety Representatives), either directly or indirectly through 
Representatives of Employee Safety (ROES) on matters relating to their 
health and safety at work and in particular: 
 

 (a) The introduction of any measure that may substantially affect their 
health and safety. 
 

 (b) Any health and safety information the Council is required to 
provide to employees under relevant statutory provisions. 
 

 (c) The planning and organisation of any health and safety training 
required to be provided to employees under relevant statutory 
provisions. 
 

 (d) The health and safety consequences for employees of the 
planning for and introduction of new technologies into the 
workplace. 
 

1.6 The attention of all Council employees is drawn to Section 7 of ‘The Act’ 
which provides that it shall be the duty of every employee while at work: 
 

 To take reasonable care for the health and safety of himself and other 
persons who may be affected by his acts or omissions at work. 
 

 In addition, under the Management of Health and Safety at Work 
Regulations 1999 every employee has a duty to:- 
 

 (a) Use correctly all work items provided by their employer in 
accordance with their training and the instructions they receive to 
enable them to use the items safely. 
 

 (b) Inform employers, or those they appoint to assist them with health 
and safety matters, without delay of any work situation which 
might present a serious and imminent danger to either 
themselves or others. 
 

 (c) Notify any shortcomings in the health and safety arrangements 
even when no immediate danger exists. 
 

1.7 The Council has established a Joint Health, Safety and Welfare 
Consultative Committee to review the measures taken to ensure the 
health and safety at work of its employees.  
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1.8 A copy of this Policy will be issued to all new employees at induction. 
The full policy will be available on the Intranet. Employees should be 
aware that the Policy may be amended from time to time and that such 
changes will be available on the Intranet for all employees to view. 
 

1.9 References in this document to the “Safety Advisor” means the Senior 
Environmental Health Officer (Health and Safety). 
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2.0 RESPONSIBILITIES FOR HEALTH AND SAFETY 

 
 

 
 
The above structure must be referred to when considering the health and 
safety responsibilities detailed below. 
 

2.1 General 
 
It is a fundamental principle of The Act and this Policy that everyone at 
work shall be aware of their statutory duties and responsibilities to 
themselves and others and accountable for them in all matters affecting 
health and safety. 
 
Managers and Supervisors have the duty and responsibility for: 
 

 (a) The safe working of employees. 
 

 (b) Safety and statutory compliance of any place of work under their 
control. 
 

Management Structure - October 2005

Elections

Legal Services and Licensing

Democratic Services

Head of Service -
Legal and

Democratic Services
Mike Rice

Housing Management

Property Services

Head of Service -
Housing

Mark Steward

Building Control

Development Control

Planning Policy

Economic Development

Head of Service -
Planning and

Economic Development
Helen Drye

Corporate
Consultation

Policy and Performance

Community Safety

Head of Service -
Policy and

Performance
Heather Watts

Payroll

Training and
Development

Human Resources

Head of Service -
Human Resources

Janette Barlow

Environmental Health

Leisure

Head of Service -
Environmental Health &

Leisure Services
Mike Thompson

Accountancy

Revenues

E Government

IT

Benefits

Customer Services Centre
and Central Support

Head of Service -
Finance and Central

Services
Dean Langton

Strategic Director
Steve Martin

Jonathan Lund

Chief Executive
Martin Connor
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  The Head of Service occupying a permanent place of work will be 

responsible for safety and statutory compliance at such place of 
work. 
 
The Head of Service occupying a temporary place of work will be 
responsible for safety and statutory compliance within the confines 
of the temporary place of work. 
 

 (c) The maintenance of adequate supervision. 
 

2.2 The Council including Councillors – Councillors - of the Council have 
responsibility for: 
 
The health, safety and welfare of the Council’s employees and the public 
whilst on Council premises or using Council Services. 
 
To meet these responsibilities Councillors should: 
 

 Ensure that there is an effective overall policy for the health, safety and 
welfare of employees, periodically appraise the effectiveness of the policies 
and ensure that any necessary changes are made. 
 

 Ensure that the Council’s activities do not detrimentally affect the health, 
safety and welfare of the general public; and 
 

 Ensure that the Council is organised and has a sufficient number of trained 
staff to meet its responsibilities for health, safety and welfare, both as an 
employer.  
 

2.3 Responsibilities of the Chief Executive and members of the Strategic 
and Organisational Management Teams (SMT and OMT): 
 

 (a) Annually review the performance of the Council in the field of health, 
safety and welfare and develop an annual health, safety and welfare 
programme. 
 

 (b) Be authorised to take any action they may consider necessary 
relating to the Council’s overall health, safety and welfare policy. 
 

 (c) Seek the co-operation of service units in ensuring that the 
responsibilities for health, safety and welfare are properly assigned 
and accepted at all levels. 
 

 (d) Advise the Council from time to time on the need for adequate 
staffing, materials and monies to meet the health, safety and welfare 
programme. 
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 (e) Take a direct interest in the Council’s health, safety and welfare 
programme and support all persons carrying them out. 
 

 (f) Ensure that a standing item “Health & Safety” be included on the 
agenda of Management Team Meetings. 
 

2.4 Responsibilities of Heads of Service 
 
• The day-to-day health, safety and welfare at work of employees shall 

in the first instance rest with Heads of Service (HoS). 
• Be the responsible officer for the health, safety and welfare   

programme and performance of their department. 
• Ensure that at all levels within their service area any responsibility 

delegated by them for the health, safety and welfare programme of 
their service area is properly assigned, accepted, fulfilled and 
reviewed. 

• Provide sufficient resources to finance such employee training and 
materials as are necessary to ensure that the health, safety and 
welfare programme of their department is effectively carried out. 

• Take a direct interest in the Council’s health, safety and welfare 
programme and support all persons carrying it out. 

• Join with the other members of Management Teams in evaluating 
risks, carrying out risk assessments and monitoring controls, 
reviewing. 

• Advise the Safety Adviser and all affected employees of the names 
and sections of their safety representatives. 

• Ensure that an item “Health and Safety” be included on all 
Department meeting (Team Briefing) Agendas. 

 
2.5 Responsibilities of Line Managers (LMs) 

 
• The management of the day-to-day health, safety and welfare at work 

of employees within their service unit. 
• Keep informed of accidents and incidents occurring within their team. 
• Shall regularly review instructions to employees, safety measures and 

training programmes to determine the effectiveness of arrangements 
for health and safety. 

• Ensure, so far as is reasonably practicable, that employees within 
their team are fully acquainted with their duties and obligations and 
safety instructions and shall if necessary consider appropriate 
disciplinary action in the event of a failure to comply in accordance 
with agreed procedures. 

• Carry out and review risk assessments to identify the hazards present 
in their team and evaluate risks to the health and safety of both the  
team members and members of the public affected by their team’s 
operation, and monitor resulting controls. 
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 • Take all necessary steps to ensure that their own knowledge of 
health, safety and welfare matters is kept up to date. 

• Shall carry out and record assessments of the risks to health and 
safety of their staff and members of the public by the operation of their 
unit. 

• As and when necessary, review risk assessments. 
• Put into practice and monitor the preventative and protective 

measures put in place following risk assessment. 
• Be aware of the contents of the Council’s Health, Safety and Welfare 

Policy and all other matters relating generally to their unit. 
• When issuing instructions, ensure that safe working practices are 

included and followed. 
• Shall ensure that their direct manager is made aware of any known 

unsafe plant or equipment or any defects thereto, immediately. 
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2.6 Responsibilities of the Safety Adviser 
 
The Safety Adviser’s primary function is to help line management to carry 
out its responsibilities and provide advice and assistance on all matters 
relating to occupational health, safety and welfare. 
 
The Safety Adviser shall: 
 
• Advise departments, as necessary, on their duties in respect to 

health, safety and welfare. 
• From time to time advise departments on accident prevention 

techniques. 
• Where considered necessary, to investigate accidents and advise 

on measures to prevent recurrences. 
• Report all relevant accidents and illnesses under the Reporting of 

Injuries, Diseases and Dangerous Occurrences Regulations 
(RIDDOR)1995 (with the exception of those that occur in the Leisure 
Services section)   

• Advise on safety and first-aid training. 
• Carry out corporate first-aid risk assessments as necessary, and 

maintain a register of first-aiders.  
• Liaise on all relevant health, safety and welfare matters with Council 

Members, Strategic and Operational Management Teams, Heads of 
Service (HoS), Line Managers (LM’s), Safety Representatives, other 
Staff Representatives, the Health and Safety Executive, Officers of 
North Yorkshire Fire and Rescue Service, Employment Advisers and 
other Government Enforcement Officers. 

• Carry out routine inspections and surveys to assist HoS in attaining 
a high standard of performance in health, safety and welfare 
matters. 

• Prepare reports for consideration by Committees and 
Sub-Committees as required. 

• Attend and advise Committees and Sub-Committees as necessary. 
• Assist HoS and LM’s in the preparation and review of risk 

assessments and the monitoring of controls. 
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2.7 Responsibilities of Employees 
 
• If aware of any unsafe practice or condition, or if in doubt about 

safety of a working situation, consult their immediate Line Manager 
or Safety Representative. 

• Obtain and use the correct tools and equipment for the job and use 
safety equipment and protective clothing etc, supplied. 

• Ensure that any tools and equipment used are in as reasonably 
good, practical and safe condition as possible. 

• Report any defects in vehicles, plant, tools, or equipment to their 
Line Manager immediately. 

• Not indulge in any “horseplay”. 
• Take reasonable care for the health and safety of themselves and of 

others who may be affected by their acts or omissions at work. 
• Co-operate with the Council and Management Teams to enable the 

Council, as an employer, to comply with its statutory duties for 
health and safety. 

• Comply with codes of practice, preventative and protective control 
measures and other instructions relating to health and safety 
produced by the Council. 

• Not intentionally or recklessly interfere with or misuse anything 
provided in the interests of health, safety or welfare in pursuance of 
any of the relevant statutory provisions. 

 
2.8 Other Specific Responsibilities 

 
 (a) Property Services Manager 

 
• Shall ensure that all workplaces under the control of the 

Council are kept in a safe and clean condition by cleaning, 
maintenance and repair. 

• Shall regularly test and maintain electrical installations and 
equipment, lifts, hoists, pressure systems, boilers, emergency 
repair work and safe methods of carrying these out. 

• Shall be responsible for the overall management of asbestos in 
Council-owned premises, including the implementation and 
revision of the Asbestos Policy. 

• Fire Safety responsibilities as determined by the Corporate Fire 
Safety and Bomb and Suspicious Package Policies 
respectively. 
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  • Shall in accordance with current legislation, ensure that the 

requirements with regard to health and safety be taken into 
account during the design, construction and engineering work 
undertaken by the Council. 

 
 (b) Administrative Officers 

 
  • Shall be responsible for ensuring that internal accident forms 

and violence-at-work incident forms are completed as and 
when necessary and that copies are forwarded to the Safety 
Adviser and, if applicable, to the employees’ Safety 
Representative, as soon as possible but in any event within 3 
days of the incident. 

 
3.0 Arrangements and Procedures for Implementing Safety 

 
3.1 Health, Safety and Welfare Forum 

 
A safe environment cannot be obtained unless it actively involves all 
employees.  To this end the Joint Management Team and employees 
recognise the importance of joint consultative and team briefing 
procedures as a means of stimulating the interest of employees in health 
and safety matters, and for the formulation of suggestions to achieve 
these objectives. 
 
The constitution of the Health, Safety and Welfare Forum can be found in 
Appendix A. 
   

3.2 Employee Safety Representatives (UNISON) and (non-union) 
Representatives of Employee Safety. 
 
UNISON appoint nominated representatives for employee safety in 
accordance the Safety Representatives and Safety Committees 
Regulations 1977. The Health and Safety (Consultation with Employees) 
Regulations 1996 also make provision for non-union, Representatives of 
Employee Safety, who can be elected. 
 
These representatives will represent the various areas of the workforce 
and are detailed in a list maintained by the Safety Adviser, which is also 
available on the intranet.  
 
These representatives will represent staff on the Health, Safety and 
Welfare Forum. 
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3.3 Risk Assessments 
 
Line Managers will deal initially with any health, safety and welfare 
matters raised by the Representative of Employee Safety or employee in 
addition to the functions described in 2.5 of this Policy.  In addition they 
will liaise with the Safety Representatives, Heads of Service and the 
Safety Adviser on health, safety and welfare matters. 
 
As specified in section 2.5 above, it is primarily the responsibility of Line 
Managers to carry out risk assessments for their team.  The standard 
pro-forma for risk assessments is contained within Appendix D to this 
policy. There is also a pro-forma for VDU (computer) assessments in 
Appendix E. 
 
There is information on the assessment of young persons in Appendix F, 
lone-working in Appendix G, and expectant or nursing mothers in  
Appendix H. However, all these can be assessed using the standard pro-
forma in Appendix D.  There are specialised risk assessments for stress 
in the Stress Policy. 
 
Fire safety risk assessments shall be carried out in accordance with the 
Corporate Fire Safety and Bomb and Suspicious Package Policies 
respectively. 
 
If Line Managers identify that specialised risk assessments relating to 
noise, chemical/substances, manual handling or personal protective 
equipment are required, the advice of the Corporate Safety Adviser can 
be sought if the Line Manager is not clear how to proceed with the 
assessment or requires a pro-forma. 
 
In general it is the role of the Corporate Safety Adviser to assist Line 
Managers, and other relevant officers with the preparation and review of 
risk assessments.  
   

3.4 Hazard Reporting and Action Procedures 
 
Where an employee becomes aware of a hazard which may affect their 
work they shall immediately report the findings to their Line Manager, who 
in turn shall advise their Line Manager, who, if unable to resolve the 
problem, shall advise the Head of Service who will decide what steps are 
to be taken and if necessary seek the advice of the Corporate Safety 
Adviser.  If the hazard is discussed by, or brought to the attention of a 
Representative for Employee Safety, then they shall advise the Line 
Manager. 
 
The Line Manager will update the Risk Assessment for the area or work 
activity as necessary. 
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3.5 Reporting of Accidents and Dangerous Incidents 
 
All accidents and dangerous occurrences occurring to employees and/or 
members of the public shall be reported on the form held by all 
Administrative Officers. 
 
Line Managers are responsible for keeping records of all accidents and 
dangerous incidents within their teams.  Copies of the report form should 
be passed to the Corporate Safety Adviser as soon as possible after the 
event. In the case of the Leisure Services Department, a quarterly 
summary of accidents will be forwarded to the Corporate Safety Adviser, 
from the Leisure Services Safety Adviser. 
 
All RIDDOR reports shall be prepared and sent to the Incident Contact 
Centre by the Corporate Safety Adviser, with the exception of those in the 
Leisure Services Department, which will be prepared and sent under the 
supervision of the Leisure Services Safety Adviser. 
 
Full details regarding the Reporting of Injuries Diseases and Dangerous 
Occurrences Regulations 1995 can be found in Appendix B. 
 

3.6 Corporate Health and Safety Complaints  
 
Corporate complaints, which may have a health and safety element would 
initially be recorded on the Selby DC Complaint Form by the complainant. 
 
Corporate complaints will then be directed to the Customer Services 
Manager, who will then refer the matter to the Head of Service for the 
section involved. The Head of Service may then request the assistance of 
the Corporate Safety Adviser. If the complainant is not satisfied by the 
response, then the complainant should follow the procedure laid down in 
the Selby DC Corporate complaints Procedure. 
 
 

4.0 STAFF TRAINING 
 

4.1 Introductory Training 
 
Heads of Service should ensure that all new employees as part of their 
introductory training, are made fully aware of their statutory duties, fire 
prevention and emergency procedures and arrangements for joint 
consultations; and an explanation of the contents of this Safety Policy 
document. This will be done as part of the induction process. 
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4.2 Occupational Training 
 
Health and Safety training requirements for employees will become 
apparent through: 
 
• the risk assessment process 
• the performance review process 
• the introduction of new plant and machinery 
• the introduction of new working practices. 
 
Heads of Service should ensure that all health and safety training 
requirements are met in consultation with the Corporate Safety Adviser 
and Head of Service - Human Resources. 
 

5.0 SPECIFIC HAZARDS AND HEALTH MATTERS 
 

5.1 Home-working 
 
The Council has a policy of permitting home-working subject to approval.  
As part of that approval, the Line Manager will risk assess the home 
working environment and equipment using the pro-forma in Appendix D. 
 
The full Policy is available on the Intranet. 
 

5.2 Lone working 
 
Lone workers are defined as those who work by themselves without close 
or direct supervision. This may be on or outside Council premises. 
 
Lone workers should not face any more risks that workers doing similar 
jobs elsewhere within Council buildings. Lone working must be risk 
assessed, and this can be done using the pro-forma in Appendix D.  If the 
assessment shows that it is not possible for the work to be done safely by 
a lone worker, other arrangements must be put in place.  
 
A policy and practical procedure for safely managing lone working, and 
working outside Council premises is contained within Appendix G.  
 
The full Policy is also available on the Intranet 
 

5.3 Smoking at Work and Violence at Work 
 
Smoking at Work and Violence at Work are all highlighted within the 
Employee Handbook and relevant policies can be accessed in full on the 
intranet. 
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5.4 Stress at Work 
 
A separate Stress policy is available on the intranet. 
 

5.5 Fire Safety and Bomb/Suspicious Package Procedures 
 
Fire safety and bomb/suspicious packages are an important concern, and 
are now dealt with by the Fire Safety and Bomb and Suspicious Package 
Policies respectively. These will be available on the intranet when 
finalised. 
 

5.6 Working with VDUs (Computers) 
 
This is an area of work that occupies a large percentage of the time of 
council staff, and therefore represents a potentially significant health and 
safety risk if not managed correctly. 
 
Appendix E contains guidance on VDU usage and risk assessment. 
 

5.7 Expectant and Nursing Mothers 
 
Guidance on managing this area of risk is contained in Appendix H. 
 

5.8 Work-Related Road Safety  
 
Guidance on work-related road safety, including the use of mobile phones 
whilst driving, is contained separately in the Management of 
Work-Related Road Safety Policy, which is available on the intranet. 
 

6.0 MISCELLANEOUS PROVISIONS 
 

6.1 Design Planning 
 
In the light of current legislation and codes of practice it is essential that 
regard is given to the safety aspects of legislation when engineering, 
design and construction work is being undertaken by the Council, both 
from a safety point of view and the cost of implementing it. 
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6.2 Outside Contractors 
 
Heads of Service should ensure that any relevant health and safety 
information is provided to all contractors who carry out work within the 
Council’s premises or on behalf of the Council.  Information will include a 
copy of this Health and Safety Policy and any relevant risk assessments 
which identify hazards to which the contractor and his employees may be 
exposed. 
 
Any Contractor employed by the Council must also provide the Head of 
Service of the particular area they are working in with a copy of their 
Safety Policy document and any relevant working procedures, risk 
assessments or other pertinent documentation. 
 

7.0 FIRST AID 
 
During normal working hours First Aid advice may be obtained from the 
First Aid Representatives. A list of first-aid representatives (for all areas of 
Selby DC other than Leisure Services) will be maintained by the 
Corporate Safety Adviser, will also be available on the Selby DC intranet, 
and posted at first-aid stations. 
 
The Corporate Safety Adviser will carry out a first aid risk assessment for 
all areas of Selby DC other than Leisure Services periodically. In Leisure 
Services, the Leisure Services Safety Adviser will also carry out an 
equivalent assessment periodically. 
 
First aid materials should be procured centrally by the Customer Services 
Manager out of the Corporate Contingency Budget, with the exception of 
the Leisure Services Department who have their own designated health 
and safety budget. 
 
The Customer Services Manager will also monitor the contents of first aid 
boxes in all SDC premises, with the exception of Leisure Services, and 
replenish boxes accordingly. 
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APPENDIX A 
 
HEALTH, SAFETY AND WELFARE FORUM CONSTITUTION 
 
1. Title 

 
The Forum shall be called the Health, Safety and Welfare Forum. 
 

2. Representation 
 
The Health, Safety and Welfare Forum shall comprise: 
 
A combination of three Union Employee Safety Representatives, and (Non-
Union) Representative of Employee Safety 
 
Three Heads of Service, namely those of: Environmental Health and Leisure, 
Human Resources and Housing Services 
 
The Corporate Safety Adviser 
 
All members, with the exception of the Corporate Safety Adviser, and 
temporary advisers (see point 9) shall have voting powers in the event of a 
vote being required (refer to section10 of this Appendix). 
 

3. Attendance of Substitutes 
 
If a member of the Health, Safety and Welfare Forum is not able to attend 
any meeting the member may nominate a substitute. 
 

4. Chairman 
 
The Chairman for the Forum shall be appointed for a 6 month period 
alternating between the management and staff sides. 
 

5. Objectives 
 
To provide co-operation between the Council and its employees in instigating, 
developing and carrying out measures to ensure the health, safety and 
welfare at work of the employees and of members of the public who may be 
affected by the Council’s undertaking. 
 

6. Functions 
 

 (a) The study of accident and notifiable diseases statistics and trends. 
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 (b) The consideration of reports and factual information provided by 

inspectors of the Health and Safety Executive appointed under the 
Health and Safety at Work Act. 
 

 (c) The consideration of reports which Safety Representatives may wish 
to submit. 
 

 (d) To assist in the development of safe systems of work and safety 
rules. 
 

 (e) To discuss matters relating to health and safety training. 
 

 (f) To discuss the publicity and communication of health, safety and 
welfare in the workplace. 
 

 (g) To consider new legislation on health, safety and welfare and its 
effect on the Council’s and employees’ representatives. 
 

 (h) To make recommendations on matters relating to health, safety and 
welfare to the Council through the appropriate Committee. 
 

 (i) To monitor regular safety inspections of areas of the workplace. 
 

7. Secretarial Duties 
 
Secretarial services will be provided by a member of the Democratic Services 
team. The main secretarial duties will be the arranging of meetings, taking 
and distributing minutes, and circulating an agenda, prior to meetings. 
 

8. Meetings 
 
Meetings shall be held 3 monthly. 
 

9. Attendance of Safety Representatives and Advisers 
 
Three representatives, in total, from both the recognised trade union 
(UNISON), and non-union staff (Representative of employee safety) shall be 
entitled to attend. 
 
Where a member of the Forum may feel it necessary, they shall be entitled to 
be accompanied by one or more persons  acting in an advisory capacity at 
meetings of the Health, Safety and Welfare Forum subject to the approval of 
the Chairman. 
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10. Voting 
 
Voting will not be required on agenda items as a matter of course unless one 
member requests a vote.  In that circumstance no resolution shall be 
regarded as carried unless it has been approved by a majority of the 
members present on both sides of the Health, Safety and Welfare Forum.   If 
agreement cannot be reached, the views of both sides shall be submitted to 
the appropriate Board for determination.  When such views are submitted the 
Secretary to the Health, Safety and Welfare Forum shall ensure that full 
supporting documents relating to the views of both sides are presented to 
members concerned to enable a final decision to be reached on the basis of 
actual evidence. 
 

11. Release of Employees 
 
Employees shall be entitled to attend meetings of the Health, Safety and 
Welfare Forum as part of their normal working hours. Travelling and 
subsistence expenses shall be reimbursed where appropriate. 
 

12. Constitution Amendments 
 
Amendments to the constitution and objectives of the Health, Safety and 
Welfare Sub-Committees shall be agreed by a majority of Forum members, 
as detailed in point 10 above. 
 

13. Agenda 
 
The Agenda will be incorporated into the Operation Management Team 
(OMT) work programme.  
 

14. Minutes 
 
Minutes will be posted on the Selby DC intranet, and paper copies will be 
made available for sections that do not have intranet access. 
 
Minutes will also be fed back to the SMT directly.  
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APPENDIX B 
 
THE REPORTING OF ACCIDENTS AND DANGEROUS OCCURRENCES 
 
Internal Report Form 
 
The internal accident report form (Form B/1) produced by the  Corporate Health and 
Safety Adviser and distributed to all departments, should be completed where an 
accident or dangerous occurrence takes place involving an employee of this Council 
or a member of the public.  The form should be completed either by the person 
involved in the accident or his immediate Supervisor.  It is important that all details 
requested on the form be provided in full.  A copy of the form itself should be 
forwarded to the Safety Adviser immediately or as soon as possible after the event.  A 
copy should also be forwarded to the employees’ Safety Representative (UNISON or 
non union as appropriate). 
 
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulation 1995 
(RIDDOR) 
 
These Regulations (RIDDOR), together with Social Security legislation, require 
employers to keep records of all accidents which occur to employees and members of 
the public in the workplace.  The forms mentioned above are a satisfactory method of 
fulfilling this requirement. 
 
In addition, the Incident Contact Centre must be notified as detailed below. 
 
(a) The death of any person - whether or not he or she is at work - as a result of 

an accident arising out of, or in connection with work. 
 

(b) Any person suffering a specified major injury or condition as a result of an 
accident arising out of or in connection with work (including as a result of 
physical violence). 
 

(c) One of a list of specified dangerous occurrences arising out of or in 
connection with work (dangerous occurrences are defined below). 
 

(d) A person at work being incapacitated for his or her normal work for more 
than 3 days as a result of an injury caused by an accident at work. 
 

(e) A person at work being affected by one of a number of specified diseases, 
provided that a doctor diagnoses the disease and that the person’s job 
involves a specified work activity. 
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Major Injuries 
 
The specific major injuries or conditions which are to be notified forthwith (e.g. 
telephone) and then reported within 7 days in writing are as follows:- 
 
(a) Fracture of the skull, spine or pelvis. 
(b) Fracture of any bones. 
 • in the arm or wrist, but not a bone in the hand; or 
 • in the leg or ankle, but not a bone in the foot. 
(c) Amputation. 
(d) Dislocation of the shoulder, hip, knee or spine. 
(e) The loss of sight of an eye, a penetrating injury to an eye, or a chemical or 

hot metal burn to an eye. 
(f) Either injury (including burns) requiring immediate medical treatment, or loss 

of consciousness, resulting in either case from an electrical shock from any 
electrical circuit or equipment, whether or not due to direct contact. 

(g) Loss of consciousness resulting from lack of oxygen or exposure to harmful 
substance or biological agent. 

(h) Either acute illness requiring medical treatment, or loss of consciousness, 
resulting in either case from the absorption of any substance by inhalation, 
ingestion or through the skin. 

(i) Acute illness requiring medical treatment where there is reason to believe 
that this resulted from exposure to pathogen or infected material. 

(j) Any other injury which results in the person injured being taken to hospital. 
 

Dangerous Occurrences 
 
The following dangerous occurrences must be notified whether or not causing death, 
personal injury or disablement. 
 
Lifting Machinery etc 
 
1. The collapse of, the overturning of, or the failure of any load bearing part of - 

 
 (a) any lift, hoist, crane, derrick or mobile powered access platform, but 

not any winch, teagle, pulley block, gin wheel, transporter or runway; 
 (b) any excavator; or 
 (c) any pile driving frame or rig having an overall height, when operating, 

of more than 7 metres. 
 

Passenger Carrying Amusement Device 
 
2. The following incidents at a fun fair (whether or not a travelling fun fair) while 

the relevant device is in use or under test - 
 

 (a) the collapse of, or the failure of any load bearing part of, any 
amusement device provided as part of the fun fair which is designed 
to allow passengers to move or ride on it or inside it; or 
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 (b) the failure of any safety arrangement connected with such a device, 
which is designed to restrain or support passengers. 
 

Pressure Vessels 
 
3. Explosion, collapse or bursting of any closed vessel including a boiler or 

boiler tube, in which the internal pressure was above or below atmospheric 
pressure, which might have been liable to cause the death, or any of the 
injuries or conditions covered by Regulation 3(2) to any person, or which 
resulted in the stoppage of the plant involved for more than 24 hours. 
 

Electrical Short Circuit 
 
4. Electrical short circuit or overload attended by fire or explosion which 

resulted in the stoppage of the plant involved for more than 24 hours and 
which, taking into account the circumstances of the occurrence might have 
been liable to cause the death of, or any of the injuries or conditions covered 
by Regulation 3(2) to any person. 
 

Explosion or fire  
 
5. An explosion or fire occurring in any plant or place which resulted in the 

stoppage of that plant or suspension of normal work in that place for more 
than 24 hours, where such explosion or fire was due to the ignition of 
process materials, their by-products (including waste) or finished products. 
 

Escape of Flammable Substances 
 
6. The sudden, uncontrolled release of one tonne or more of highly 

inflammable liquid, within the meaning of Regulation 2(2) of the Highly 
Inflammable Liquids and Liquefied Petroleum Gases Regulations 1972 (a), 
flammable gas or flammable liquid above its boiling point from any system or 
plant or pipe-line. 

 
Collapse of Scaffolding 
 
7. A collapse or partial collapse of any scaffold which is more than 5 metres 

high which results in a substantial part of the scaffold falling or overturning; 
and where the scaffold is slung or suspended, a collapse or part collapse of 
the suspension arrangements (including any outrigger) which causes a 
working platform or cradle to fall more than 5 metres. 
 

8. Any unintended collapse or partial collapse of - 
 

 (a) any building or structure under construction, reconstruction, 
alteration or demolition, or of any false-work, involving a fall of more 
than 5 tonnes of material; or 
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 (b) any floor or wall of any building being used a place of work, not 
being under construction, reconstruction, alteration or demolition. 

 
Escape of a Substance or Pathogen 
 
9. The uncontrolled or accidental release or the escape of any substance or 

pathogen from any apparatus, equipment, pipework, pipe-line, process 
plant, storage vessel, tank, in-works conveyance tanker, land-fill site, or 
exploratory land drilling site, which having regard to the nature of the 
substance or pathogen and the extent and location of the release or escape 
might have been liable to cause the death of, any of the injuries or 
conditions covered by Regulation 3(2) to, or other damage to the health of, 
any person. 
 

Explosives 
 
10. Any ignition or explosion of explosives, where the ignition or explosion was 

not intentional. 
 

Freight Containers 
 
11. Failure of any freight container or failure of any load bearing part thereof 

while it is being raised, lowered or suspended and in this paragraph “freight 
container” means a container within the meaning of Regulation 2(1) of The 
Freight Containers (Safety Convention) Regulations 1984 (a). 
 

Pipe-lines 
 
12. Either of the following incidents in relation to a pipe-line as defined by 

Section 65 of the Pipe-lines Act 1962 (b) - 
 

 (a) the bursting, explosion or collapse of a pipe-line or any part thereof;  
 (b) the unintentional ignition of anything in a pipe-line, or of anything 

which immediately before it was ignited was in a pipe-line. 
 
Conveyance of Dangerous Substances by Road 
 
13. (1) Any incident -  

 
  (a) in which a road tanker container used for conveying a 

dangerous substance by road; 
 

   • overturns, or 
   • suffers serious damage to the tank in which the 

dangerous substance is being conveyed; 
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  (b) in which there is, in relation to such a road tanker or tank 
container; 
 

   • an uncontrolled release or escape of the dangerous 
substances being conveyed; or 

   • a fire which involves the dangerous substance being 
conveyed. 

 
 (2) In this paragraph “conveyance by road”, “road tanker”, “tank 

container” and dangerous substance “has in each case the meaning 
assigned to it by Regulation 2(1) of the Dangerous Substances 
(Conveyance by Road in Tankers and Tank Containers Regulations 
1981 (a). 
 

14. (1) Any incident involving a vehicle conveying a dangerous substance 
by road, other than a vehicle to which paragraph 13 applies, where 
there is - 
 

  (a) an uncontrolled release from any package or container of the 
dangerous substance being conveyed; or 

  (b) a fire which involves the dangerous substances being 
conveyed. 
 

 (2) In this paragraph “dangerous substances” has the meaning 
assigned to it by Regulation 2(1) of the Classification, Packaging 
and Labelling of Dangerous Substances Regulations 1984 (b). 
 

Breathing Apparatus 
 
15. Any incident where breathing apparatus while being used to enable the 

wearer to breathe independently of the surrounding environment 
malfunctions in such a way as to be likely either to deprive the wearer of 
oxygen or, in the case of use in a contaminated atmosphere, to expose the 
wearer to the contaminant to the extent in either case of posing a danger to 
his health, except that this paragraph shall not apply to such apparatus while 
it is being - 
 

(a) used in a mine; or   
(b) maintained or tested. 

 
Overhead Electric Lines 
 
16. Any incident in which plant or equipment either comes into contact with an 

uninsulated overhead electric line in which the voltage exceeds 200 volts, or 
causes an electrical discharge from such an electric line by coming into 
close proximity to it, unless in either case the incident was intentional. 
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Locomotives 
 
17. Any case of an accidental collision between a locomotive or a train any other 

vehicle at a factory or at dock premises which might have been liable to 
cause the death of, or any of the injuries or conditions covered by 
Regulation 3(2) to any person. 
 

Notification 
 
All the above notification, using Form B/2 where appropriate, must be sent to the 
Incident Contact Centre via a number of methods: 
 
• By phone  0845 3009923 (8.30-17.00) 
• By fax  0845 3009924 (any time) 
• By internet  www.riddor.gov.uk (any time) 
• By email  riddor@natbrit.com 
• By post  Incident Contact Centre, Caerphilly Business Park, Caerphilly CF83 

3GG 
 
 
 
PLEASE NOTE 
 
THE HEAD OF SERVICE (FINANCE AND CENTRAL SERVICES) REQUIRES 
INSURANCE CLAIM FORMS TO BE COMPLETED IN RELATION TO ACCIDENTS 
QUITE SEPARATE AND IN ADDITION TO NOTIFICATIONS FOR HEALTH AND 
SAFETY PURPOSES. 
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FORM B/1                                  SELBY DISTRICT COUNCIL 
HEALTH AND SAFETY AT WORK ETC ACT 1974 

ACCIDENT REPORT 
 
This form must be completed in ink and returned immediately to the Health and Safety 
Officer following all accidents to employees or members of the public 
 
PERSON INVOLVED Name                                              Age 

 
Address:  

HEALTH & SAFETY  
OFFICER’S USE 

Department:  Accident Ref No. 
Section:   
Occupation:   
State work being done 
at time of accident 
 

 TYPE OF 
ACCIDENT 

DETAILS OF ACCIDENT Date                                  Time INVESTIGATION 
Place   
Brief details of how    

 INCAPACITY  
 COMMENCED 

accident occurred 
(name machinery if 
involved)   
Injuries Sustained   
  RESUMED WORK 
   
Action taken   ACTION TAKEN 
(eg Hospital, First Aid)   
   
Time loss (in hours)  

 resulting from Accident 
unless person is still off   
Witnesses to Accident   
Name: 1. 2. 
Address:   
   
Occupation:   
Name: 3. 4. 
Address:   
   
Occupation:   

IMPORTANT: 
This form should be 
completed and 
returned to:- 
 
The Health &  
Safety Officer 
Environmental 
Health Department 
Selby District 
Council 
Civic Centre 
Portholme Road 
Selby 
YO8 4SB 

 
Signature:      ______________________________________________ 
 
Designation:  ______________________________________________  Date:  
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REPORT OF AN INJURY OR DANGEROUS OCCURRENCE     FORM B/2 
 
Filling in this Form 
This form must be filled in by an employer or other responsible person. 
 
PART A  PART C 
About you 
1  What is your full name? 
 
     _____________________________________________ 
2   What is your job title? 
 
     _____________________________________________ 
3   What is your telephone number? 
 
     _____________________________________________ 
About your Organisation 
4   What is the name of your organisation? 
 
     _____________________________________________ 
5   What is its address and postcode? 
 
     _____________________________________________ 
 
     _____________________________________________ 
6   What type of work does the organisation do? 
 
     _____________________________________________ 
 
PART B 
About the Incident 
 
1   On what date did the incident happen? 
       
       ____________________________________________ 

 About the injured person 
If you are reporting a dangerous occurrence, go to Part F. 
 
If more than one person was injured in the same incident, 
please attach the details asked for in Part C and Part D 
for each injured person. 
 
1   What is their full name? 
 
      ___________________________________________ 
2    What is their home address and postcode? 
 
      ___________________________________________ 
 
      ___________________________________________ 
 
      ___________________________________________ 
3    What is their home phone number? 
 
       __________________________________________ 
 
4    How old are they?          _______________________ 
 
5     Are they    Male              
                         Female          
       
6    What is their job title?  

 
At what time did the incident happen?   ________________ 
(Please use 24-hour clock eg 0600) 
 

     ___________________________________   
7  Was the injured person (tick only one box) 
        one of your employees? 
        on a training scheme?  Give details  

3   Did the incident happen at the above address? 
 
     YES     Go to question 4. 
      NO      Where did the incident happen? 
 
                 elsewhere in your organisation - give the 
                      name, address and postcode 
                 at someone else’s premises - give the  
                      name, address and postcode 
                 in a public place - give details of where it  
                      happened 
      _____________________________________________ 
 
      _____________________________________________ 
 
     If you do not know the postcode, what is the name 
     of the local authority? 
 
     _____________________________________________ 
4  In which department or where on the premises did the 
    incident happen? 
 
    ______________________________________________ 

  
     ___________________________________________ 
 
     ___________________________________________ 
       on work experience? 
      employed by someone else?  Give details of the       
            employer    
      ___________________________________________ 
 
      ___________________________________________ 
        self-employed and at work? 
        a member of the public? 
 
PART D 
About the Injury 
 
1   What was the injury?  (eg fracture, laceration) 
 
     ______________________________________  
 
2   What part of the body was injured? 
 
     ______________________________________  
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Part D (continued) 
 
3   Was the injury (tick the one box that applies) 
       a fatality? 
       a major injury or condition? (see accompanying  
            notes) 
       an injury to an employee or self-employed person 
            which prevented them doing their normal work for 
            more than 3 days? 
       an injury to a member of the public which meant  
            they had to be taken from the scene of the accident 
            to a hospital for treatment? 
 
4   Did the injured person (tick all the boxes that apply) 
       become unconscious? 
       need resuscitation? 
       remain in hospital for more than 24 hours? 
       none of the above. 

 PART G 
Describing what happened 
 
Give as much detail as you can.  For instance 
• the name of any substance involved 
• the name and type of any machine involved 
• the events that led to the incident 
• the part played by any people 
 
If it was a personal injury, give details of what the person 
was doing.  Describe any action that has since been taken 
to prevent a similar incident.  Use a separate piece of 
paper if you need to. 
 
______________________________________________ 
 

PART E 
About the kind of accident 
 
Please tick the one box that best describes what happened, 
then go to Part G. 

  Contact with moving machinery or material being 
       machined 

  Hit by a moving, flying or falling object. 
  Hit by a moving vehicle 
  Hit something fixed or stationary. 

________________________________________________ 
  Injured while handling, lifting or carrying 
  Slipped, tripped or fell on the same level 
  Fell from a height 

      How high was the fall?    _________________  metres 
  Trapped by something collapsing 

________________________________________________ 
  Drowned or asphyxiated 
  Exposed to, or in contact with, a harmful substance 
  Exposed to fire 
  Exposed to an explosion 

________________________________________________ 
  Contact with electricity or an electrical discharge 
  Injured by an animal 
  Physically assaulted by a person 

________________________________________________ 
  Another kind of accident (describe it in Part G) 

 

 ______________________________________ 
 
______________________________________ 
 
_____________________________________________ 
 
______________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
 

   ___________________________ 
PART H 
Your signature 

PART F 
Dangerous Occurrences 
 
Enter the number of the dangerous occurrence you are 
reporting.  (The numbers are given in the Regulations and in 
the notes which accompany this form.) 
 
________________________________________ 
 

 Signature: _____________________________________ 
 
Date:        _____________________________________ 
 
Where to send the form  
Please send it to the Enforcing Authority for the place 
where it happened.  If you do not know the Enforcing 
Authority, send it to the nearest HSE office. 
 

For official use 
 
Client Number                            Location Number                       Event Number 
 
____________________            _____________________         _____________________   INV     REP     Y      N 
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APPENDIX C 
 
Maintaining Portable Electrical Equipment 
 
All portable electrical equipment in use in Council premises should be included on the 
inventory kept by the Council. 
 
All non-double insulated equipment should be given a formal visual inspection by a competent 
person every two years. 
 
Formal visual inspection includes:- 
 
1. Signs of damage, eg cuts, abrasions (apart from light scuffing) to the cable 

covering. 
 

2. Damage to the plug, eg the casing is cracked or the pins are bent. 
 

3. Non-standard joints including taped joints in the cable. 
 

4. The outer covering (sheath) of the cable not being gripped where it enters the 
plug or the equipment.  Look to see if the coloured insulation of the internal wires 
is showing. 
 

5. Equipment that has been used in conditions where it is not suitable e.g. a wet or 
dusty workplace. 
 

6. Damage to the outer cover of the equipment or obvious loose parts or screws. 
 

7. Overheating (burn marks or staining). 
 

8. Removal of the plug cover (if not a moulded plug) and checking: 
 

 (a) that a correct fuse is being used; 
 (b) the cord grip is holding the sheath of the cable highly; 
 (c) the wires are securely attached to the correct terminals; 
 (d) no bare wire visible other than at the terminals; 
 (e) the terminal screws are tight; 
 (f) there is no sign of internal damage overheating or entry of liquid dust or 

dirt. 
 

 All users should look for damage to the outside of equipment, its lead and plug 
before they use it.  If a problem is seen this should be notified to line manager and 
the equipment labelled faulty and taken out of use to be repaired.  (The plug can 
be taken off to prevent its use). 
 

 

144



32 

APPENDIX D 
 
RISK ASSESSMENT 
 
Most Heads of Service and Line Managers and some Representatives for Employee Safety 
have received training to ensure their competence to carry out risk assessments required 
under the Management of Health and Safety at Work Regulations 1999. 
 
Definitions 
 
A risk assessment involves identifying the hazards present in a work place and then 
evaluating the extent of the risks involved, taking into account whatever precautions are 
already being taken. 
 
A hazard is something with the potential to cause harm. 
 
A risk expresses the likelihood that the harm from a particular hazard is realised. 
 
The extent of a risk covers the population which might be affected by a risk (i.e. the number of 
people who might be exposed and the consequences for them). 
 
Risks arising from routine activities associated with life in general, unless the work activity 
compounds those risks, can generally be ignored in the risk assessment procedure. 
 
Control Measures are preventative and protective measures put in place to avoid the risk 
altogether or minimise the risk so far as is reasonably practicable. 
 
Risk Assessment in Practice 
 
A form for recording the risk assessments forms part of this Appendix. 
 
Assessors should involve all employees in the process of assessment particularly in the 
identification of hazards, existing control measures and choosing additional control measures. 
 
The risk assessment will identify those areas which need attention most urgently and the 
protective and preventative measures which should be put in place. 
 
It is always best to avoid a risk altogether (e.g. by not stocking or using a particular dangerous 
substance or article if it is not essential). 
 
Review 
 
Risk Assessment should be reviewed and, if necessary, modified as assessment is not a 
once and for all activity.  The nature of work may change, appreciations of hazard and risk 
may develop, preventative and protective measures may change due to technological 
developments. 
 
Information 
 
The results of risk assessments should be notified to all employees affected and to 
contractors and other persons who may be affected by the Council’s working procedures. 
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Reference:                                                                               Date:  
 
SELBY DISTRICT COUNCIL 
RISK ASSESSMENT - HEALTH AND SAFETY 
 
 
Department:   ___________________________________________________________ 
 
Section:         ___________________________________________________________ 

Assessor:  _____________________________ Job Title: ________________________ 

Trading Unit Manager:   __________________ Job Title:  ________________________ 
 
1 a)   Work activity: 
 
 
 
   b)   Key elements: 
 
 
 
 
 
 
 
 
    c)  Frequency: 
 
2.  Significant hazards:                                
___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________

People/Property/Equipment at Risk 
___________________________________

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________

 
3.   Specialised Risk Assessment required           YES                                NO   
 
      Manual Handling                                          ____________                 ____________ 

      Display Screen Equipment                           ____________                 ____________ 

      Hazardous Substances                                ____________                 ____________ 

      Noise at Work                                               ____________                 ____________ 

      Personal Protective Equipment                    ____________                 ____________ 
 
Reference:                                                                               Date:  
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4.  Risk Rating:     
 
           Hazard                        Severity/Consequence       Likelihood            Action 
Priority   
 
_____________________            A       B       C                  1    2     3 
 
_____________________            A       B       C                   1    2     3 
 
_____________________            A       B       C                   1    2     3 
 
_____________________            A       B       C                   1    2     3 
 
_____________________            A       B       C                   1    2     3 
 
_____________________            A       B       C                   1    2     3 
 
NOTES: 
 
Severity/Consequence    A =  death, major injury, major damage or loss to equipment 
                                           B =  over 3 day injury, damage to property or equipment 
                                           C =  minor injury, minor damage to equipment or property 
 
Likelihood:                        1 =  extremely likely to occur 
                                           2 =  frequent, often or likely to occur 
                                           3 =  slight chance of occurring 
 
Action Priority: A1 

A2/B1 
A3/C1 
B2 
B3/C2 
C3 

= 
=
=
=
= 
= 

Unacceptable - must receive immediate attention 
Urgent - must receive attention as soon as possible 
Immediately verify reduction of severity or likelihood, 
check systems 
Attention required 
Low priority 
Low priority 
 

5  a)   Current control/measures 
 
 
 
 
 
 
 
 
 
     b)  Are these adequate?                                                         YES                NO     
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Reference:                                                                        Date: 
 
 
Actions Required 
 
6   Further control measures required:                                                  Target Date 
 
 
 
 
 
7    Information/Training needs required: 
 
 
 
 
 
Action Taken 
 
8  a)  Additional control measures implemented? 
 
 
        _________________________(date)  ___________________________________ (signature)
 
    b)  Information/training given 
 
 
         ________________________ (date)  ___________________________________ (signature)
 
9   Monitoring 
 
     a)  Frequency 
 
     b)  Person responsible 
 
10 Review dates 
 
     After controls implementation: 
 
     Maximum period: 
 
     Signatures: 
 
     Assessor:  ____________________________     Manager ____________________________ 
 
     Health & Safety Adviser:  ______________________________________________________ 
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APPENDIX E 
 
WORKING WITH VISUAL DISPLAY UNITS (VDUs) 
 
Introduction 
 
The Health and Safety (Display Screen Equipment) Regulations 1992 give minimum 
health and safety requirements for work with display screen equipment. 
 
All visual display units (VDUs) used by the Council fall within the definition of display 
screen equipment, however, it should be noted that televisions do not. 
 
The Regulations are for the protection of employees who habitually use display 
screen equipment during the course of their work and for the purpose of the 
Regulations are called “users”. 
 
Definition of “User” 
 
Service Unit Managers should identify which members of their departments are 
classed as “users” and therefore subject to the requirements of the Regulations. 
 
The following criteria should be used to help classify if the person is a “user”:- 
 
(1) The individual depends on the use of a VDU to do the job, as alternative 

means are not readily available for achieving the same results. 
 

(2) The individual has no discretion as to use or non-use of the VDU. 
 

(3) The individual needs specific training and/or particular skills in the display 
screen equipment to do the job. 
 

(4) The individual normally uses a VDU for continuous spells of an hour or more 
at a time. 
 

(5) The individual uses a VDU in this way daily. 
 

(6) Fast transfer of information between the user and screen is an important 
requirement of the job. 
 

(7) The performance requirements of the system demand high levels of 
attention and concentration by the user. 
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Examples of definite users within the Council are:- 
 
(a)  Secretary 
(b)  Typist 
(c)  Graphic Designer 
(d)  Data Input Operator 
 
Examples of possible users within the Council are:- 
 
(a)  Administrative Assistants inputting data 
(b)  Architectural Technicians 
(c)  IT Systems Administrators 
 
Examples of definite non-users within the Council are:- 
 
(a)  Senior Managers who use VDUs for occasional monitoring. 
(b)  Professional Officers (e.g. EHO’s, Planning Officers) who use VDUs to  
      obtain details and input information occasionally. 
 
The table on the next page shows how the “user” criteria is applied to particular jobs.
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Application of “user” criteria to particular jobs 
 
 
 
Cat 
 
 

 
 
Job 

(a) 
Dependency 

(b) 
Discretion 

(c) 
Significant 
Training 

(d) 
Prolonged 
spells >1hr 

(e) 
Daily Use 

(f) 
Fast Information Transfer 

(g) 
Criticality 
of errors 

Word processing H L Yes Frequent Yes Yes M 
Secretary M-H M Yes - Yes Yes M 
Data input H L Yes - Yes Yes M 
Sub editor H L Yes - Yes Yes M 
Journalist M-H M Yes - Yes Yes L 
Tele-sales etc H L Yes - Yes Maybe (paced by 

incoming calls) 
M 

Air traffic control H L Yes - Yes Yes H 
Financial dealer H M Yes - Yes Yes H 
Graphic designer M-H L Yes - Yes Maybe M 

 
D 
e 
f 
i 
n 
i 
t 
e 
 

U 
s 
e 
r 
s 

Librarian H L Yes Variable Yes Yes M 
Client manager M-H H No 1 per day Yes No M 
Scientist L-H H No 1 per day Yes No M 
Building Society Officer M M-H No Occasional Yes No M 
Airline check-in M-H L Yes Infrequent Yes Variable M 
Community care L-H L-H No Infrequent Maybe  Variable M 

M 
a 
y 
b 
e 
 

U 
s 
e 
r 
s 

Receptionist 1 M M Yes Infrequent Yes Maybe M 
Senior manager 1 L-M H No Infrequent Yes No M 
Senior manager 2 L-M H No Infrequent No No M 

 
N 
o 
t 

U 
s 
e 
r 
s Receptionist L-M H No Infrequent No No L 
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Any individual meeting the criteria will be classed as a “user”.  A register of “users” will be 
kept within each Service Unit. 
 
Analysis of Workstations 
 
Every workstation used by a “user” must be assessed for possible health and safety risks.  
The principal risks relate to physical/musculoskeletal) problems, visual fatigue and mental 
stress. 
 
The assessment will highlight any areas which may give rise for concern and remedial 
action will normally be straightforward, for example:- 
 
(a) Postural problems - may be overcome by simple adjustments to the 

workstation such as repositioning equipment or adjusting the chair, training of 
the user (eg correct hand position, posture, how to adjust equipment) and 
provision of document holders and footrests in some cases. 
 

(b) Visual problems - repositioning screens or use of blinds to reduce glare, 
placing the screen at a more comfortable viewing distance from the user, 
ensuring the screen is kept clean. 
 

(c) Fatigue and stress - can be alleviated by correcting defects mentioned above 
and by good design of the task itself (eg suitable breaks from the screen). 
 

Requirements for Workstations 
 
The following are the minimum requirements for workstations used by “users”:- 
 
Equipment 
 
(a) Display Screen 

 
• The characters on the screen shall be well defined and clearly formed, 

of adequate size and with adequate spacing between the characters and 
lines. 

 
• The image on the screen should be stable, with no flickering or other 

forms of instability. 
 
• The brightness and contrast between the characters and the 

background shall be easily adjustable. 
 
• The screen must swivel and tilt easily and freely. 
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 • It shall be possible to use a separate base for the screen or an 
adjustable table 

 
• The screen shall be free of reflective glare and reflections liable to cause 

discomfort. 
 

(b) Keyboard 
 
Shall be tiltable and separate from the screen so as to allow the user to find a 
comfortable working position avoiding fatigue in the arms or hands. 
The space in front of the keyboard shall be sufficient to provide support for the 
hands and arms of the user. 
 
Shall be provided with a matt surface to prevent glare. 
The arrangement of the keyboard and the characteristics of the keys shall be 
such as to facilitate the use of the keyboard. 
 
The symbols on the keys shall be adequately contrasted and legible from the 
working position. 
 

(c) Work desk or Work Surface 
 
Shall have a sufficiently large, low reflectance surface to allow flexible 
arrangement of the screen, keyboard, documents and related equipment. 
 
The document holder shall be stable and adjustable and shall be positioned 
so as to minimise the need for uncomfortable head an eye movements. 
 
Adequate space must be provided for users to find a comfortable position. 
 

(d) Work Chair 
 
Must be stable and allow the user freedom of movement and comfortable 
position. 
 
The seat must be adjustable in both height and tilt. 
 
A footrest should be provided to users on request. 
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SEATING AND POSTURE CHECKLIST FOR TYPICAL OFFICE TASKS: 
 
1. Seat Back Adjustability 
 
2, Good Lumbar Support 
 
3. Seat Height Adjustability 
 
4. No Excess Pressure On Underside Of Thighs And Backs Of Knees 
 
5. Foot Support If Needed 
 
6. Space For Postural Change - No Obstacles Under Desk 
 
7. Forearms Approximately Horizontal 
 
8. Minimal Extension, Flexion Or Deviation Of Wrists 
 
9. Screen Height And Angle Should Allow Comfortable Head  

Position 
 
10. Space In Front Of Keyboard To Support Hands/Wrists During 
 Pauses In Keying 
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Environment 
 
(a) Space requirements 

 
Workstations dimensions and design must provide sufficient space for the 
user to change position and vary movements. 
 

(b) Lighting 
 
Room lighting shall ensure an appropriate contrast between the screen and 
the background environment. 
 
Glare and reflection on the screen must be prevented by co-ordinating 
workplace and workstation layout with the positioning and technical 
characteristics of artificial lighting sources. 
 

(c) Reflections and Glare 
 
Workstations must be designed that sources of light (eg windows) and other 
openings, bright coloured walls or fixtures) cause no direct glare or 
distracting reflections on the screen. 
 
Windows must be fitted with a suitable system of adjustable covering to 
attenuate daylight falling on the workstation. 
 

(d) Noise 
 
Noise emitted by equipment belonging to any workstation must be taken into 
account when equipping a workstation to ensure that attention is not 
distracted and speech not disturbed. 
 

(e) Heat 
 
Equipment belonging to any workstation must not produce excess heat 
causing discomfort to users. 
 

 
Daily Work Routine of Users 
 
Where possible jobs at VDUs must be designed to consist of mixed screen based and non-
screen based work to prevent fatigue and to vary visual and mental demands.  Where this 
is not possible deliberate breaks must be introduced. 
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Short frequent breaks are much more satisfactory than occasional longer breaks.  A 5-10 
minute break after 50-60 minutes continuous screen and/or keyboard work is 
recommended. 
 
Informal breaks away from the screen or other tasks appear from study evidence to be 
more beneficial in relieving visual fatigue than formal rest breaks. 
 
The Service Unit Manager must ensure that work activities of users are arranged to take 
into account these breaks and encourage users to take them. 
 
Eye and Eye Tests 
 
All “users” who request one are provided with appropriate eye tests.  These are carried out 
by Vision Value and charges are made direct to the Council. 
 
The frequency of repeat testing varies between individuals.  Service Unit Managers should 
be guided by the Optometrist.  Normally this should be on a two-yearly cycle, however, 
users experiencing visual difficulties reasonably seen to relate to the use of VDUs (eg 
eyestrain, focusing difficulties) may have an additional eye test at the discretion of the 
Service Unit Manager. 
 
If the eye test shows that a “user” requires special spectacles for use with VDU work they 
will be provided with these at the Council’s expense.  (Experience has shown that less than 
10% of users require special “VDU” spectacles). 
 
Visual Display Units:  Possible effects on health 
 
The main hazards 
 
1. The introduction of VDUs and other display screen equipment has been 

associated with a range of symptoms related to the visual system and 
working posture.  These often reflect bodily fatigue.  They can readily be 
prevented by applying ergonomic principles to the design, selection and 
installation of display screen equipment, the design of the workplace, and the 
organisation of the task. 
 

Upper limb pains and discomfort 
 
2. A range of conditions of the arm, hand and shoulder areas linked to work 

activities are now described as work related upper limb disorders.  These 
range from temporary fatigue or soreness in the limb to chronic soft tissue 
disorders like peritendenitis or carpal tunnel syndrome.    Some keyboard 
operators have suffered occupational cramps. 
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3. The contribution to the onset of any disorder of individual risk factors (eg 

keying rates) is not clear.  It is likely that a combination of factors are 
concerned.   Prolonged static posture of the back, neck and head are known 
to cause musculoskeletal  problems.  Awkward positioning of the hands and 
wrist (eg as a result of poor working technique or inappropriate work height) 
are further likely factors.  Outbreaks of soft tissue disorders among keyboard 
workers have often been associated with high workloads combined with tight 
deadlines.  This variety of factors contributing to display screen risk requires 
a risk reduction strategy which embraces proper equipment, furniture, 
training, job design and work planning. 
 

Eye and Eyesight Effects 
 

Medical evidence shows that using display screen equipment is not 
associated with damage to eyes or eyesight; nor does it make existing 
defects worse.  But some workers may experience temporary visual fatigue 
leading to a range of symptoms such as impaired visual performance, red or 
sore eyes and headaches, or the adoption of awkward posture which can 
cause further discomfort in the limb.  These may be caused by: 
 
(a) Staying in the same position and concentrating for a long time. 

 
(b) Poor positioning of the display screen equipment. 

 
(c) Poor legibility of the screen or source documents. 

 
(d) Poor lighting, including glare and reflections. 

 
(e) A drifting, flickering or jittering image on the screen. 

 

4. 

Like other visually demanding tasks, VDU work does not cause eye damage 
but it may make workers with pre-existing vision defects more aware of them.  
Such uncorrected defects can make work with a display screen more tiring or 
stressful than would be the case. 
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Fatigue and Stress 
 
5. Many symptoms described by display screen workers reflect stresses 

arising from their task.  They may be secondary to upper limb or visual 
problems but they are more likely to be caused by poor job design or work 
organisation, particularly lack of sufficient control of the work by the user, 
under-utilisation of skills, high-speed repetitive  working or social isolation.  
All these have been linked with stress in display screen work, although 
clearly they are not unique to it; but attributing individual symptoms to 
particular aspects of a job or workplace can be difficult.  The risks of display 
screen workers experiencing physical fatigue and stress can be minimise, 
however, by following the principles underlying the Display Screen 
Equipment Regulations 1992 and guidance, ie by careful design, selection 
and disposition of display screen equipment; good design of the user’s 
workplace, environment and task; and training, consultation and 
involvement of the user. 
 

Other Concerns 
 
Epilepsy 
 
6. Display screen equipment has not been known to induce epileptic seizures.  

People suffering from the very rare (1 in 10,000 population) photosensitive 
epilepsy who react adversely to flickering lights and patterns also find they 
can safely work with display screens.  People with epilepsy who are 
concerned about display screen work can seek further advice from local 
offices of the Employment Medical Advisory Service. 
 

Facial Dermatitis 
 
7. Some VDU users have reported facial skin complaints such as occasional 

itching or reddened skin on the face and/or neck.  These complaints are 
relatively rare and the limited evidence available suggests they may be 
associated with environmental factors, such as low relative humidity or static 
electricity near the VDU. 

 
Electro Magnetic Radiation 
 
8. Anxiety about radiation emissions from display screen equipment and 

possible effects on pregnant women has been widespread.  However, there 
is substantial evidence that these concerns are unfounded.  The Health and 
Safety Executive has consulted the National Radiological Protection Board, 
which has the statutory function of providing information and advice on all 
radiation matters to Government Departments, and the advice below 
summarises scientific understanding. 
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9. The levels of ionising and non-ionising electromagnetic-radiation which are 

likely to be generated by display screen equipment are well below those set 
out in international recommendations for limiting risk to human health created 
by such emissions and the National Radiological Protection Board does not 
consider such levels to pose a significant risk to health.  No special protective 
measures are therefore needed to protect the health of people from this 
radiation. 
 

Effects on Pregnant Women 
 
10. There has been considerable public concern about reports of higher levels of 

miscarriage and birth defects among some groups of visual display unit 
workers in particular due to electromagnetic radiation.  Many scientific studies 
have been carried out, but taken as a whole their results do not show any link 
between miscarriages or birth defects and working with VDUs.  Research and 
reviews of the scientific evidence will continue to be undertaken. 
 

11. In the light of the scientific evidence pregnant women do not need to stop 
work with VDUs. However, to avoid problems caused by stress and anxiety, 
women who are pregnant or planning children and worried about working 
with VDUs should be given the opportunity to discuss their concerns with 
someone adequately informed of current authoritative scientific information 
and advice. 
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SELBY DISTRICT COUNCIL 
RISK ASSESSMENT - VISUAL DISPLAY UNITS/WORK STATIONS 
 
Users Name:                                              Department: 
Job Title:                                                    Date: 
 
1.  KEYBOARD 
Does the keyboard feel comfortable to use? 
Can you adjust it to a comfortable angle? 
Is there space in front to rest your hands? 
Is the keyboard surface free from distracting reflections? 
Are the symbols legible form your normal working position? 

 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
 

ANY COMMENTS 
 
 
 
 
2.  DISPLAY SCREEN 
Is the screen image clear and stable? 
Is the brightness/contrast easily adjustable? 
Is the brightness/contrast adjustment compatible with lighting conditions? 
Does the screen swivel and tilt easily? 
Is the screen height comfortable? 
Is the screen free from reflection and glare? 
Is the screen clean? 

 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
 

ANY COMMENTS 
 
 
 
3.  CHAIR 
Is your chair stable? 
Does it allow you to move and sit comfortably? 
Can you adjust the seat height? 
Can you adjust the back rest height? 
Can you adjust the rake of the back rest? 
Do you use a footrest? 
 

 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
 

ANY COMMENTS 
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4.  WORK SURFACE 
Is your desk large enough? 
Is the surface suitable? 
Can you reach the equipment easily? 
Is the document holder stable and adjustable? 
Do you have sufficient let room? 
Is the area clear of obstructions? 

 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
YES/NO 

ANY COMMENTS 
 
 
 
5.  LIGHTING 
Is the lighting suitable for your needs? 
Have glare and distracting reflections been avoided from: light fittings? 
                                                                                            windows? 
                                                                                            walls? 
Are windows fitted with suitable blinds? 

 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
YES/NO 

ANY COMMENTS 
 
 
 
6.  GENERAL ORGANISATION AND USER INTERFACE 
Does your job allow you to take breaks? 
Is the software easy to use? 
Is it suited to the various tasks? 
Can you vary your pace of work if you want to? 
Are the systems you use consistent? 
Is the time response adequate? 
Are there any manuals/documentation? 

 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
YES/NO 

ANY COMMENTS 
 
 
 
7.  GENERAL INFORMATION 
Does noise level of equipment allow you to work without distraction? 
Does noise level allow you to work without disturbing speech? 
Is heat level from equipment comfortable? 
Is static controlled to minimise dust build-up and static shock? 
Is wiring and cabling arranged safely and conveniently? 

 
YES/NO 
YES/NO 
YES/NO 
YES/NO 
YES/NO 

ANY COMMENTS 
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8.  GENERAL 
 
What % of your day involves VDU work? 

 

How many breaks from the screen do you take?  
Are there any reportable symptoms of fatigue or 
discomfort that are attributable to VDU work? 

 

What action have you taken to remedy any 
problems? 

 
 
 

Who is your immediate supervisor?  
Are there any outstanding issues that you have 
reported? 

 

 
 
USER NAME:   __________________________ 
 

 
SIGNATURE: __________________ 
 

 
ASSESSOR NAME: ______________________ 
 

 
SIGNATURE: __________________ 
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APPENDIX F 
 
 
HEALTH AND SAFETY OF YOUNG PERSONS 
 
 
1. Introduction 
 
1.1 The Management of Health and Safety at Work Regulations 1999 imposed a 

duty on employers to ensure young persons are protected from any risks to 
their health and safety. Young persons due to their age, immaturity, lack of 
experience or through an absence of the awareness of existing or potential 
risks may be exposed to greater risks to their health and safety. Employers 
must therefore look closely at the work undertaken by such persons to ensure 
that they are protected from such risks. 
 

2.0 Policy 
 

2.1 Selby District Council is responsible for the provision of a safe and healthy 
working environment for its employees. The Council recognises that it has a 
particular duty to ensure that young persons are protected from any risks to 
their health and safety.  
 
For the purposes of this policy a young person is defined as some one who has 
not yet reached the age of eighteen. 
 
It is understood that within the Council most activities that young persons will 
undertake as part of their employment can be managed and it should not 
restrict their development and training. It is however imperative that the Council 
recognise the unique situation of young persons and their particular strengths 
and limitations.     
 

2.2 The Council will: 
 
Not employ a young person unless the risks are assessed taking particular 
account of  
 
• The inexperience, the awareness of risks and the immaturity of the young 

person 
 
• The fitting out and layout of the workplace or workstation. 
 
• The nature degree and duration of exposure to biological, physical and 

chemical agents. 
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 • The form, range and use of works equipment and the way in which it is 

handled. 
 
• The organisation of processes and activities. 
 
• The extent of health and safety training to be provided or to be provided to 

young persons. 
 
• The risk assessment should be carried out using the pro-forma inn 

Appendix F of the Policy.  
 

2.3 The Council shall not employ a young person for work: 
 
• Which is beyond his physical or psychological capacity. 
 
• Involves harmful exposure to agents which are toxic or carcinogenic, cause 

heritable genetic damage or harm to the unborn child or which in any other 
way chronically affects human health. 

 
• Involves harmful exposure to radiation. 
 
• Involve the risks of accidents which it may be assumed cannot be 

recognised or avoided by young persons owing to their insufficient attention 
to safety or lack of experience or training. 

 
• In which there is a risk to health from extreme heat, cold, noise or vibration. 
 
In determining whether work will involve harm or the above risks regard shall 
be made to the risk assessment carried out within Paragraph 2.2. 
 
All Heads of Service and Line Managers who are responsible for the 
employment of such persons even for short periods must be aware of this 
policy and undertake a risk assessment recording any significant findings. 
 

2.4 The Council is committed to the training and development of all staff and as 
such where certain work activities are necessary as part of a young persons 
training they must be supervised by a competent person and any risk is 
reduced to the lowest level that is reasonably practicable.  
 

2.5 It must also be remembered that staff who have just attained the age of 
eighteen may not have the experience, maturity or awareness of risks of other 
staff and Service Unit Managers and Trading Unit Managers must also 
consider these as part of their risk assessment.   
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APPENDIX G 
 
LONE WORKING POLICY 
 
DEFINITION OF LONE WORKING: 
 
Lone workers are defined as those that work by themselves without close or direct 
supervision. This may be both on or outside Council premises. 
 
SCOPE OF THIS POLICY: 
 
This policy covers lone workers who are working both from an office or home base.  It also 
relates to workers who may be working in pairs, but who are working away from Council 
premises, in potentially dangerous environments.  Staff attending courses does not fall 
under this lone working policy  
 
 
RESPONSIBILITIES: 
 
The management of health and safety risks from lone working is the responsibility of staff 
at all levels: 
 
The Safety Adviser is responsible for: 
 
• Advising Heads of Service and Line managers on arrangements for identifying,    
        evaluating and managing risk associated with lone working. 
• Monitoring incidents linked to lone working. 
 
Heads of Service and Line Managers are responsible for: 
 
• The identification of lone working staff 
• Making sure their staff are aware of arrangements for lone working. 
• Making sure that relevant risk assessments are carried out and reviewed regularly. 
• Putting systems of work into practice which are designed to eliminate or reduce risks  
        associated with lone working. 
• Making sure that individuals identified as lone workers, and staff responsible for their           
        support systems, are given appropriate information, instruction and training. 
• Making sure that appropriate support is given to staff involved in an incident. 
• Monitoring the effectiveness of safe systems of work through ensuring effective               
• reporting, investigation and reporting of incidents. 
• Instigating and/or participating in search procedures for a lone worker when dictated   
         by the agreed procedure.      
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Lone workers are responsible for: 
 
• Taking reasonable care of themselves and other people who may  
         be affected by their actions. 
• Co-operating by following safe systems of work for lone working 
• Reporting any incidents or near misses relating to lone working. 
 
Administrative and other staff are responsible for: 
 
• Following procedures for the monitoring of signing in arrangements for lone workers,  

   and triggering search procedures as necessary. 
• Participating in search procedures for a lone worker when dictated by the agreed  

   procedure.   
 
IDENTIFICATION OF LONE WORKERS: 
 
Lone workers are likely to be found in a number of situations, for example: 
 
Staff working in fixed establishments: 
• Reception staff 
• One to one interviews 
 
Staff working outside normal working hours: 
• Environmental Health Officers 
• Standby officers 
• Cleaning staff 
 
Mobile workers working away from their fixed base: 
• Development Control Officers 
• Housing Staff 
 
Ultimately the decision will be that of the Head of Service, based upon the definition given 
above. This policy also covers staff who although not working alone, are both working 
outside normal working hours, and away from their fixed base. 
 
STAFF TRAINING: 
 
The Council will provide training where required if lone working is approved.  The training 
will be based on the needs identified through local risk assessment.   
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REPORTING AND RECORDING: 
 
Staff should report all incidents (including near misses) to their line manager at the earliest 
opportunity.  These should be recorded on the Council’s incident form and the line 
manager must investigate all reported incidents.  In order to monitor the implementation 
and effectiveness of this policy incident reports are reviewed regularly by the Safety 
Adviser.  
 
MONITORING AND REVIEW: 
 
The Council will monitor and review these arrangements from time to time.  

 
Line Managers are to ensure that all incidents of lone workers experiencing difficulties or 
fear of threats to personal safety are reported and that follow up investigations are carried 
out. 
 
 
RISK ASSESSMENT: 
 
The target of risk management is to place lone workers at no greater risk than faced by 
workers doing a similar job, but not working alone. If a risk assessment shows that it is not 
possible for the work to be done safely by a lone worker, other arrangements must be put 
in place. 
 
The pro-forma given in Appendix F should be used for undertaking the risk assessment. 
 
PRACTICAL MANAGEMENT OF LONE WORKING (CONTROL MEASURES): 
 
The risk assessment process (See Appendix D) for lone working should refer to the lone 
working procedure below as the “current control/measures” (Part 5).  If deemed to be 
inadequate, “additional control measures” will be required (Part 6). 
 
Initial Considerations: 
 
1. As one of the key control measures, it is important that the lone worker is aware of the 

Violent and Challenging Behaviour Policy, and has consulted the related register of 
premises connected with such incidents, unless they are fully confident that there is no 
risk of violence related to the premises. 

 
2. The lone worker must be issued with either an electronic tracking device or a mobile 

phone, which is kept adequately charged, pre-programmed with all phone numbers 
which may be necessary in the event of an emergency (including that of our               
out-of-hours emergency service [Tunstalls]), and which is kept switched on at all times 
that the lone worker is at work. 

 
3. Officers within teams of lone workers should be aware of the detail of this policy and 

how to access Outlook diaries of colleagues, where applicable.  
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Working Procedure: 
 
1. A system should exist which allows the lone worker (LW) to be located at a 

particular premises at a particular point in time. The system must also contain a 
reporting system which will identify a failure of the LW to report in within a 
reasonable time period. 
 

2. Alternative systems may be used for locating the LW at particular premises: 
 

 (i) Outlook diary, giving: Full address of premises; Contact name; Contact 
telephone number 
 

 (ii) Hand-written booking out system recording the above details 
 

 (iii) An electronic system which contains the above details. 
 

3. If the LW is able to predict a time for their return, the LW must record their       
anticipated time of return on a “signing out” board/book/electronic record. In the 
case of  LW’s working from a home base on the day in question, then they 
must phone in with relevant details. If the LW is unable to give a predicted time 
for their presence on a premises, an alternative system must exist which 
protects the LW to a similar level to that described here in points 4-8. This 
would normally be some form of electronic tracking system. 
 

4. If a predicted time of return has been given, and the LW is aware that they are 
going to be at least 15 minutes later than their previous stated time, then they 
must contact the admin. Team for their section, or relevant officer, giving a 
revised time. 
 

5. If the LW is not returning to their office at the end of the work period, then they 
must phone their admin. team or relevant officer to confirm that they have 
finished work. 
 

6. In the event of work commencing or finishing outside normal working hours, 
then points 3, 4 and 5 above must be followed with respect to contacting our 
out-of-hours emergency service [Tunstalls], rather than internal admin teams. 
Tunstalls will be given a copy of this procedure, and asked to follow the 
following steps with regard to search procedures. 
 

7. Admin teams must keep their “signing-in” systems up to date, and check the 
status of LW’s at least every half-hour during working hours.  
 

8. Where a LW is more than 30 minutes late, against a predicted return time, 
initial attempts will be made to contact the LW on their mobile phone. If this is 
not successful, admin will phone the premises due to be visited. 
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9. If the LW can’t be contacted a manager shall be informed immediately. 

 
10. Any search must start no later than 1 hour after the LW’s stated return time on 

the board. The manger must use their discretion as to the level of escalation, 
but a rough guide would be as follows: 
 
• Contact the LW again on their mobile phone 
• Contact the officer’s home 
• Report to the next level of management 
• Visit the premises reported to having been visited. 
• Contact the emergency services. 
 

11. If the Line manager and/or LW is aware that the premises to be visited poses a 
potential risk, they must consider one or more of the following alternative 
approaches: 
 
• Being accompanied by one or more colleagues 
• Only going in office hours 
• Making an appointment 
• Not visiting the premises 
• Obtaining Police back-up  
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APPENDIX H 
 
HEALTH AND SAFETY GUIDANCE FOR NEW AN EXPECTANT MOTHERS  AND 
THEIR MANAGERS 
 
INITIAL RISK ASSESSMENT: 
 
Line managers or Heads of Service will carry out initial risk assessments using the 
pro-forma in Appendix D if they have women of child-bearing age working in their Service 
Units or Teams. 
 
The HSE guide, HSG122, “New and Expectant Mothers at Work, A guide for employers” (a 
copy is available from the Corporate Safety Adviser) , contains detailed information about 
the specific risks to new and expectant mothers from all relevant hazards, however here is 
a list of hazards that would be typically encountered in Council-related work: 
 
1. Physical: 

 
• Movement and postures 
• Manual handling 
• Shocks and vibrations 
• Noise 
 

2. Biological agents: 
 
• Infectious diseases 
 

3. Chemical agents: e.g. 
 
• Carbon monoxide 
• Ozone (from photocopiers) 
 

4. General working conditions: 
 
• Facilities (e.g.) rest rooms 
• Mental and physical fatigue/working hours 
• Stress (including post-natal depression) 
• Passive smoking 
• Temperature 
• Working with VDU’s 
• Lone working 
• Work at heights 
• Travelling 
• Violence 
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The initial risk assessment should consider all of the above and record them as hazards 
where appropriate.  
 
WHILST NEW OR EXPECTANT MOTHERS DO NOT HAVE TO INFORM THEIR 
MANAGER/SUPERVISOR THAT THEY ARE PREGNANT OR BREAST FEEDING, IT IS 
IMPORTANT, FOR THEIR AND THEIR CHILD’S HEALTH AND SAFETY, THAT THEY 
PROVIDE WRITTEN NOTIFICATION TO THEIR LINE MANAGER AS EARLY AS 
POSSIBLE. 
 
SPECIFIC RISK ASSESSMENT: 
 
Having been notified of the above, Line Managers must carry out a specific risk 
assessment for the person in question.  This assessment must take into account any 
specific medical advice on the employee concerned, and have regard to all the hazards 
already identified in the initial risk assessment above. 
 
If there is a significant risk which goes beyond the level of risk found outside the workplace, 
then the following hierarchy of steps to control the risk should be taken: 
 
1. Adjust her working conditions and/or hours of work if possible. 

 
2. If not reasonable to do above, or if it would not avoid the risk, then suitable 

alternative work should be offered (at the same rate of pay) 
 

3. If neither steps 1 or 2 are feasible, she should be suspended on full pay for as 
long as possible to protect her health and safety and that of her child. 
 

The above assessment should be kept under review. 
 
If in doubt please refer to HSG122 for further information and/or consult with the Corporate 
Safety Adviser. 
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Agenda Item No: 9 
___________________________________________________________________ 
 
Title: Service Performance Agreements (SPAs) 
  
To: Policy & Resources Committee 
  
Date: 17 April 2007 
  
Author: Heather Watts, Head of Service – Policy and 

Performance 
  
Presented by: Karen Iveson, Head of Service – Finance and 

Central Services 
__________________________________________________________________ 
 
1 Purpose of Report 
  
1.1 The purpose of this report is to seek councillor approval to the SPAs for 

2007/08 for those services that are within the remit of the Policy and 
Resources Committee. 

  
2 Recommendation(s) 
  
2.1 It is recommended that councillors approve the Service Performance 

Agreements attached at Appendix A. 
  
3 Executive Summary 
  
3.1 SPAs will enable councillors to exercise control over services at strategic level 

by outlining the nature of the service, staff involved, budgets, improvements 
and performance indicators.  They represent the agreed level of service 
provision within allocated resources. 

  
4 The Report 
  
4.1 Attached at Appendix A are the SPAs for the following services: 

 
 a)     Planning and Economic Development 

• Planning Policy 
• Development Control 
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 b)    Legal and Democratic Services 
• Democratic Services 
• Elections 
• Legal Services 

 
 c)    Policy & Performance 

 
d)    Finance and Central Services 

• Customer/Central Services 
• Information Technology 
• E-Government 
• Accountancy Services 

 
 e)    Human Resources 
  

As part of the arrangements to monitor the implementation of service plans 
and compliance with SPAs, councillors will receive regular performance 
monitoring reports during the year.  
 

5 Financial Implications 
  
5.1 The financial implications are provided in each SPA and are also covered 

within the Council’s General Fund Budget, Housing Investment Programme, 
and Housing Revenue Account where relevant. 

  
6 Link to Corporate Plan 
  
6.1 The SPAs contribute to delivery of the themes and priorities detailed in the 

Corporate Plan. 
  
7 How Does This Report Link to the Council’s Priorities? 
  
7.1 The ongoing management of service performance and improvement assists 

the Council in achieving all of its priorities. 
  
8 Impact on Corporate Policies 
  
8.1 Service Improvement 

 
Impact 

 Each SPA outlines the improvements for 2007/08. 
 

8.2 Equalities 
 

Impact 

 Each service of the Council has undertaken an impact assessment in relation 
to how equalities affect their service.  This will contribute to the Council 
achieving Equality Standard Level 3. 
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8.3 Community Safety and Crime 
 

Impact 

 Each service of the Council has considered their section 17 responsibilities in 
relation to community safety. 
 

8.4 Procurement 
 

Impact 

 Expenditure on the services is undertaken, where possible, within the context 
of the Council’s Procurement Strategy. 
 

8.5 Risk Management 
 

Impact 

 Each service area has produced a risk register for the issues within their 
remit, some of which appear on the Council’s Corporate Risk Register. 
 

8.6 Sustainability 
 

Impact  
 Services provided seek to build stronger communities for the future. 

 
8.7 Value for Money 

 
Impact 

 The delivery of services covered by the SPAs will be undertaken within the 
principles of Best Value. 

  
In service planning all services determine how they contribute to the 
achievement of the Council’s requirement to identify efficiency gains. 
 

9 Background Papers 
  
9.1 Service Plans for 2007/08 held within each service. 
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SERVICE PERFORMANCE AGREEMENT 2007/08 PLANNING POLICY  
Selby D C Planning and Economic Development Terry Heselton
Nature of service: To produce a statutory local development framework.  To influence national & regional 
planning policy & the plans & strategies of other organisations.  To promote the conservation & enhancement 
of the District’s natural heritage.  To designate & review conservation areas & ensure the protection of listed 
buildings.  To advise Members, other departments, stakeholders & the public on planning policy & 
conservation issues.  To monitor the District’s population, economy, environment & development of land.  To 
work in partnership with other agencies to develop strategies & supplementary guidance to help implement 
planning policies. 

Budget Summary 2007/08 (£000s): 
Expenditure:  Total 466 
Employee costs 275 Income 

(external)
-9 

Premises related 0 Income 
(recharge)

-66 

Supplies and 
Services 

81 Net Cost 391 

CEC Recharges 109      Capital 0 

Staff (SDC and Partners): 
 Planning Policy Manager – PO4(44-46) 
 2 x FTE Senior Planning Officers – PO1 

(35-37) 
 Temp Senior Planning Officer–PO1(35-

37) 
 2 x Technicians – Scale 5(22-25) 
 Conservation Officer – SO2(32-34) 
 Affordable Housing Officer – PO1 (35-

37) 
 

Other 1  

Gershon Efficiencies Identified: 
 Cashable Non-cashable 

 2006/2007 2007/2008 2006/2007 2007/2008 

Total £9,944 £9,944 Nil Nil 

Improvements for 2007/08 – where we need to be: 
1. Preparing LDF documents in compliance with the LDS and statutory and procedural requirements, and to 

provide a spatial dimension to the sustainable community strategy and the renaissance programme. 
2. Promoting the delivery of affordable housing with emphasis on monitoring and compliance, joint working, 

and engaging with local communities.  
3. Adopting a more pro–active approach to the conservation and enhancement of the built environment. 
4. Influencing the plans and strategies produced by other organisations including the Secretary of States 

proposed changes to RSS, and  
5. Securing developer contributions to services and facilities in connection with new development. 
6. Supporting other projects and programmes such as renaissance and Olympia Park where this would not  
      delay the achievement of LDF milestones or compromise the delivery of the priorities identified above. 

Key Performance Indicators  Report Targets Date 
BV106   Percentage of new homes built on 
previously developed land 

Annually 45% End March 2008 

BV200b  LDS milestones achieved Annually Yes End March 2008 

BV200c  Annual monitoring report published by 
31st December  

Annually Yes End March 2008 

BV219b  Percentage of conservation areas in the 
local authority area with an up-to-date character 
appraisal. 

Annually 4% End March 2008 

PP1  % of affordable housing units granted 
permission on schemes of 15 or more units 

Annually 40% End March 2008 

PP2  % of on-line responses to DPD consultations Annually 10% End March 2008 

Service Plan Approved: March 2007 
 

Progress Reports Due: Quarterly 

Responsible Board/Committee Policy and Resources 
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SERVICE PERFORMANCE AGREEMENT 2007/08  
Selby D C Development Control Louise Crosby
Nature of service: To undertake on behalf of the District Council the statutory Development Control 
and Enforcement function across the district.  To implement the high hedge and tree preservation 
order legislation. To advise Members, other departments and stakeholders on Planning Development 
Control matters.  To promote and encourage a transparent and democratic planning decision making 
process.  To provide a good quality reception and administrative service to customers. 

Budget Summary 2007/2008 (£s): 
Expenditure:  Total 1,082,000 
Employee costs 506,000 Income 

Total 
637,000 

Premises 
related 

5000 Net 
Cost 

455,000 

Supplies and 
Services 

72,000 Capital 0 

CEC Recharges 452,000  

Staff (SDC and Partners): 
 Principal Planning Officer PO3 
 3 Team Leaders PO2 
 2 Senior Planning Officers SO2 
 2 Planning Asst Sc4 
 3.5 Assistant Planning Officer 

Sc4/5/6/SO1 
 1.6 Technicians Sc4-6 
 1.5 Enforcement Officer SO1 
 1 Compliance Clerk Sc2 
 1 Tree and Landscape Officer Sc6 
 1 Temp Agency Staff 

 
Other 35,000  

Development Control: Gershon Efficiencies Identified:
 Cashable Non-Cashable
 2007/2007 2007/2008 2006/2007 2007/2008
Total £3,125 £3,129 Nil Nil 
Improvements for 2007/08 – where we need to be: 
• Performance is likely to be at the level required by Communities and Local Government by the end of 2006.  The 

next challenge is to build and improve on this, whilst ensuring that quality outcomes are also achieved. 
•           As in the previous year the performance will remain dependent on the retention of good quality, motivated staff. 
•           Work needs to be done on improving Planning Committee procedures and reducing complaints. 

Performance Indicators  Report Targets Date 
BV109a  Percentage of major planning 
applications determined in 13 weeks. 

Quarterly 60% 
62% 
63% 

March 2008 
March 2009 
March 2010

BV109b Percentage of minor other 
application determined in 8 weeks. 

Quarterly 68% 
69% 
70% 

March 2008 
March 2009 
March 2010

BV109c Percentage of minor applications 
determined in 8 weeks. 

Quarterly 88% 
88% 
89% 

March 2008 
March 2009 
March 2010

BV204 % of appeals allowed against the 
Authority’s decision to refuse. 

Quarterly 20% 
19% 
17% 

March 2008 
March 2009 
March 2010

BV205 Quality of Service Checklist Annually 88.9% 
90% 
92% 

March 2008 
March 2009 
March 2010

BV111 – Customer Satisfaction Survey Every three 
years 

TBC 
TBC 
TBC 

March 2008 
March 2009 
March 2010

Service Plan Approved: March 2007 
 

Progress Reports Due: Quarterly 

Responsible Board/Committee Policy and Resources / Planning 
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SERVICE PERFORMANCE AGREEMENT 2007/08  
Selby D C Democratic Services Jane Stewart
Nature of service:  
To provide a comprehensive support service to all Councillors and Officers of the Council.  The Democratic 
Services team ensures that all meetings are properly called, provided with agendas, reports and papers; that 
decisions are taken in a correct and legal manner, and accurate minutes are taken. 
The section is also responsible for Councillor Development and training, for support to the chairman of the 
Council and arranging ceremonial and public services.  

Budget Summary 2007/08 (£s): 
Expenditure:  Total  
Employee costs 105,801 Income 

Total 
234,131 

Premises 
related 

320 Net 
Cost 

 

Supplies and 
Services 

28,870 Capital 170,781 

CEC Recharges 96,880  

Staff (SDC and Partners): 
 Democratic Services Officer 

(SO1) 
 2 X Committee Administrators 

(Sc 4) 
 Chairman’s Secretary (Sc 2/3) 
 Democratic Services Assistant 

(Sc1) 
 

Other 2,260  
Gershon Efficiencies Identified: 
 Cashable Non-Cashable 
 2006/2007 2007/2008 2006/2007 2007/2008 
Total Nil Nil Nil Nil
Improvements for 2007/08 – where we need to be: 
• To ensure Service meets the proposals set out in the Local Government and Public 

Involvement in Health Bill; 
• To achieve more efficient use of e-government; 
• To recruit to fill vacant posts; 
• To deliver an agreed councillor training programme; 
• To ensure Section is able to meet requirements of any changes in political management 

procedures; 
• To continually seek to improve the service offered; 
• To review the Section’s risk register. 
 

Performance Indicators  Report Targets Date 
DS1 - Proportion of agendas, reports and minutes 
produced on time to the requirements of the SDC 
constitution. 

Continually 
reviewed 

100% Continually 
reviewed 

DS2 - Percentage of Councillors Satisfied or 
very satisfied with service in a survey of 
Members 

Annually 75% Response 
rate/ 85% satisfied 

March 2008 

Service Plan Approved: March 2007 Progress Reports Due: Quarterly 
Responsible Board/Committee Policy and Resources Committee 
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SERVICE PERFORMANCE AGREEMENT 2007/08  
Selby D C Elections Richard Besley
Nature of service: To provide an accurate, timely and effective elections service.  The section 
ensures that the organisation of Parliamentary and local government elections is undertaken with due 
regard to legislative requirements and timescales, and that the register of electors is up to date and 
accurate so that no elector is disenfranchised. 

Budget Summary 2007/08 (£s): 
Expenditure:  Total  
Employee costs 55,939 Income 

Total 
146,829 

Premises 
related 

130 Net 
Cost 

 

Supplies and 
Services 

35,590 Capital 142,679 

CEC Recharges 53,660  

Staff (SDC and Partners): 
 Electoral Services Officer 
 Support clerk-elections (x 2) 

 

Other 1,510  

Gershon Efficiencies Identified: 
 Cashable Non-Cashable 
 2006/2007 2007/2008 2006/2007 2007/2008 
Total Nil Nil Nil Nil
Improvements for 2007/08 – where we need to be: 

• Council meets the requirements of The Representation of the People Act 2000 and the 
Electoral Administration Act 2006;  

• Appropriate budget to meet requirements of legislation; 
• Successfully organise the local government elections for Selby district in May 2007 

 

Performance Indicators  Report Targets Date 
CANV 1 - Canvass the electorate of the 
district each autumn with Form A and ensure 
returns are returned in time to be published 
by the second week in December. (% 
Returned) 

Annually 95% December 
2007 

CANV 4 - Publish a revised electoral register 
by the first working day in December using 
annual canvass returns and amend each 
month using amendments received by target 
dates in previous month 

Annually Completed as per 
description 

December 
2007 

ELECT 1 - Fulfil statutory obligations to 
publicise councillor vacancies, process 
nominations, hold elections and count and 
announce results 

Annually 100% December 
2007 

Service Plan Approved: March 2007 
 

Progress Reports Due: Quarterly 

Responsible Committee Policy & Resources 
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SERVICE PERFORMANCE AGREEMENT 2007/08 
Selby D C LEGAL SERVICES Mike Rice

Nature of service: To provide, or to ensure the provision of, timely, sound legal advice and work 
across the range of the Council’s functions and responsibilities:  to provide efficient and cost-effective 
licensing and land charges services. 
 

Budget Summary 2007/08 (£s): 
Expenditure:  Total  
Employee costs 274,975 Income 

Total 
579,175 

Premises 
related 

85,570 Net 
Cost 

 

Supplies and 
Services 

41,170 Capital 220,805 

CEC Recharges 112,790  

Staff (SDC and Partners): 
 Head of Legal and Democratic 

Services 
 Senior Solicitor 
 Assistant Solicitor/Legal 

Executive 
 Legal Assistant 
 Trainee Solicitor 
 Support Clerk-Legal 
 Legal/Typist 
 Land Charges Assistant 
 Land Charges Clerks (x 3) 
 Licensing Enforcement Officer 
 2 x Clerical Assistants 

Other 64,670  

Legal Services: Gershon Efficiencies Identified: 
 Cashable Non-Cashable 
 2006/2007 2007/2008 2006/2007 2007/2008 
Total TBC TBC TBC TBC
Improvements for 2007/08 – where we need to be: 
• Stable, appropriately staffed section following proposals to SMT in February 2007; 
• Lexel accreditation retained (respond to March 2007 assessment); 
• Transfer of manual land charges records to TLC and response to proposals for Home Information 

Packs initiative; 
• Able to respond to provisions of the Local Government and Public Involvement in Health Bill; 
• Implementation of requirements of Gambling Act 2005; 
• Review Section’s risk register. 
 

Performance Indicators Report Targets Date 
BV166a - Score against a checklist of best 
practice for Environmental Health. (including 
Licensing) 

Annually 100% March 2008 

SS1 - Percentage of standard searches carried 
out in 10 days. 

Monthly 100% March 2008 

LS7 - Draft planning obligations (with affordable 
housing) issued within 14 working days. 

Monthly 85% March 2008 

LS11 - Right to buy documents sent out within 14 
working days. 

Monthly 90% March 2008 

LS12 - Debt recovery letter before claim sent out 
within 14 working days. 

Monthly 100% March 2008 

LS15 - Hackney carriage vehicle and drivers 
licence issue within 10 working days. 

Monthly 100% March 2008 

LS17/18 - Private Hire operators and drivers 
licence issue within 10 working days. 

Monthly 100% March 2008 

Service Plan Approved: March 2007 
 

Progress Reports Due: Quarterly 

Responsible Committee Policy & Resources 
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SERVICE PERFORMANCE AGREEMENT 2007/08  
Selby D C Policy & Performance Heather Watts
Nature of service: The Policy and Performance team continues to provide a high quality corporate service to 
Community, Partners, Services, Boards and Committees in order to assist in the delivery and communication 
of the Council’s strategic themes and corporate priorities in light of local and national priorities. 
 
Developing partnership working remains a high priority, particularly in relation to the Selby District Local 
Strategic Partnership and the Selby District Community Safety Partnership. 

Budget Summary 2007/08 (£s): 

Expenditure:  Total 470,070 

Employee 
costs 

225,640 Income 
Total

262,870 

Premises 
related 

- Net Cost 207,200 

Supplies and 
Services 

89,500 Capital 0 

CEC 
Recharges 

120,730  

Other 34,200 

Staff (SDC and Partners): 
 Head of Service - Policy and Performance 
 Corporate Policy and Performance Officer 
 Improvement Officer 
 Corporate Research and Consultation Officer 
 Policy & Performance Assistant 
 Safer and Stronger Communities Co-ordinator 
 Safer Communities Officer – Projects, Finance 

and Section 17 
Externally Funded / Joint Appointments: 

 Health Improvement Manager 
 Press Officer 
 Safer Communities Officer - ASB 
 Community Safety Support Assistant 

Partners 
Members of the Selby District Local Strategic 
Partnership, and Community Safety Partnership and the 
Media and Communications service. *Community Safety external funding to be confirmed. 

Gershon Efficiencies Identified: 
 Cashable Non-Cashable
 2006/2007 2007/2008 2006/2007 2007/2008 

Total £1,891 £6,239 £1,392 £7,577 
Improvements for 2007/08– where we need to be:  A well managed council that is performing better for 
local people. 
To achieve this outcome we will undertake the following challenges: 
 Engage with the community through informing, consulting, supporting, improving and empowering. 
 Drive improvement by developing and implementing strategies/policies to improve the Council’s 

performance to secure better outcomes for all of its stakeholders. 
 Ensure robust corporate planning. 
 Play a leading role in the development and the delivery of the Selby District Local Strategic Partnership 

and the Selby District Community Safety Partnership and their strategies. 

Performance Indicators  Report Targets Date 
BV3 - The percentage of citizens satisfied with the overall 
service provided. 

Every 3 
years  

52% March 2010 

Reduction of Community Safety Partnership Comparator 
Crime. 

Monthly 3,264 March 2008 

Annual Audit / Inspections Ongoing Improved 
Annual Audit 

Ongoing 

Service Plan Approved: March 2007 
 

Progress Reports Due: Quarterly  

Responsible Board/Committee Policy & Resources & Social Board 
(Community Safety) 
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SERVICE PERFORMANCE AGREEMENT 2007/08  
Selby D C Customer / Central Services Julie Claxton
Nature of service: 
 The key aims of the service are; to provide access channels for the delivery of front office council services, support the 
council business units and promptly and accurately pay the liabilities of the council, to monitor and track all complaints for 
the council, to work closely with all departments to ensure a consistent approach to customer facing staff, the provision of 
an efficient and effective service in respect of postal services receiving and sending mail, committee refreshments and 
Corporate photocopying and printing.  

Budget Summary 2007/08 (£s): 
Expenditure:  Total 2,555000
Employee costs 763,000 Income 

Total 
1,601000

Premises related 173,000 Net Cost 954,000
Supplies and 
Services 

1,283000 Capital 

CEC Recharges 284,000  

Staff SDC : 
 Customer Services Manager 
 Central Admin Team Leader 
 Central Admin Assistants x9 
 Reprographics Technician 
 Document Image Processor x3 
 Customer Service Supervisors x2 
 Customer  Service Advisors x16.5 
 Exchequer Clerk 
 Exchequer Assistant Other 52,000  

Gershon Efficiencies Identified: 
 Cashable Non-Cashable 
 2006/2007 2007/2008 2006/2007 2007/2008 
Total £12,000 Nil Nil Nil 
Improvements for 2007/08 – where we need to be: 
 

 Implementation of the Customer Service Centre/ Call Centre in Selby. 
 Devise and Implement a customer services strategy 
 Provide an interface between the front and back office functions. 
 Take ownership of customer problems. 
 Promote partnerships with external organisations. 
 Provide clearly understood division of Front Office and Back Office services in conjunction with Service Areas 
 Deal with customer complaints and provide accurate reports for P&R Committee. 
 Introduce the standards for customer service across the Council. 
 To improve partnership working in line the LAA Access To Services Project. 
 To introduce a stationary cupboard for the whole of the Authority to reduce costs and increase efficiency. 
 To provide an efficient and effective postal and scanning service to meet the needs of the Authority look at the 

possibility of outsourcing the postal facility. 
 Train staff in generic working off all duties in Central Administration. 
 Review current procurement arrangements. To facilitate the setting up of a new corporate procurement team.  

The introduction of the e-Service Delivery Standards in customer services will have a huge impact on how the authority 
operates its services.  
The Customer Service Centre impacts on all corporate aims and priorities. 

Performance Indicators  Report Targets Date 
BV8 - Percentage of invoices for commercial goods & services 
paid by the Authority within 30 days of receipt or within the 
agreed payment terms. 

Monthly 98%  

LIB/29 –Percentage of invoices paid electronically e.g through 
BACS, CHAPS or Direct Debit   

Monthly 85%  

Tel 1 – Percentage of telephone calls directly dialled to the 
authority answered within 10 seconds 

Monthly 95%  

Tel 2 -  Percentage of telephone calls directly dialled to the 
authority answered within 30 seconds 

Monthly 100%  

COM1 –  Percentage of Corporate complaints acknowledged 
within 5 working days  

Monthly 100%  

COM2 – Percentage of corporate complaints fully responded to 
in 15 working days 

Monthly 82%  

Service Plan Approved: March 2007 Progress Reports Due: Quarterly 
Responsible Committee Policy and Resources 
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SERVICE PERFORMANCE AGREEMENT 2007/08  
Selby D C Computer Services Robert Mackin
Nature of service: To provide an effective service to the authority for the provision of all information 
technology and provide first line support for all users of the service 

Budget Summary 2007/08 (£s): 
Expenditure:  Total 463,050 
Employee costs 226,440 Income 

Total 
-463,050 

Premises 
related 

4,140 Net 
Cost 

0 

Supplies and 
Services 

126,860 Capital 0 

CEC Recharges 75,420  

Staff (SDC and Partners): 
 
 ICT Manager 
 ICT Services Support Officer 
 Analyst Programmer  
 Technical Support Assistants (x3) 
 LLPG/NLPG/GMS Custodian 

Other 30,190  

Gershon Efficiencies Identified: 
 Cashable Non-Cashable
 2006/2007 2007/2008 2006/2007 2007/2008
Total Nil £17,800 Nil Nil
Improvements for 2007/08 – where we need to be: 

• Implement the Access to Services Projects. 
• Implement a new telephone system and provide support and maintenance to all users. 
• Continued improvements in the Helpdesk support to users.  
• Facilitate systems upgrades and changes 
• Facilitate further expansion for remote and mobile working 
• Continually review the Staffing requirements in line with further expansion of partnership working 

 
Performance Indicators  Report Targets Date 

User Satisfaction (in an on-going survey of all 
staff who use the helpdesk) 

Monthly 97% March 2008 

System availability (% of scheduled monthly 
average across operating and email systems 
and utility software 

Monthly 99% March 2008 

Service Plan Approved: March 2007 
 

Progress Reports Due: Quarterly 

Responsible Board/Committee Policy & Resources 
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SERVICE PERFORMANCE AGREEMENT 2007/08  
Selby D C eGovernment Gary Molnár
Nature of service:  
To facilitate the implementation and take-up of electronic services. To provide/maintain high quality Website and Intranet 
services. To assist with the transformation of the way the Council does business. 

Budget Summary 2007/08 (£s): 
Expenditure:  Total  
Employee costs 69,820 Income 

Total 
-206,290 

Premises 
related 

120 Net 
Cost 

16,120 

Supplies and 
Services 

90,330 Capital 100,000 

CEC Recharges 37,530  

Staff (SDC and Partners): 
 eGovernment Manager x 1 
 Content Editor x 1 
 Project Officer x 1 

Other 24,610  

Gershon Efficiencies Identified: 
 Cashable Non-Cashable
 2006/2007 2007/2008 2006/2007 2007/2008
Total Nil Nil Nil Nil
Improvements for 2007/08 – where we need to be: 
 Develop and in the process of implementing the tGovernment/ICT combined strategy. 
 Continue improvements the website, adding new services, introducing MySelby on a phased 

basis, implementing an upgraded CMS, revising all content, restructuring to LGNL 3.01 
standard and working towards meeting accessibility requirements. 

 Intranet rolled out to all Councillors. 
 Making better use of DIP across the Council. 
 Continue ‘Take-up’ campaign to maintain/improve take-up of web-based services. 
 Equality Assessment actions delivered. 
 Electronically enable new services identified. 
 Ensuring appropriate tGovernment/ICT Services staffing structures are in place. 
 Contributed towards the delivery of the Customer Service Centre. 

Performance Indicators  Report Targets Date 
Percentage of services available 
electronically. 

Monthly 100% Continually 
reviewed 

Newly identified services to be electronically 
enabled. 

Monthly 100% Continually 
reviewed 

Take-up of electronic services Quarterly Demonstrate 
increased use of 

electronic services 

Continually 
reviewed 

Service Plan Approved: March 2007 
 

Progress Reports Due: Quarterly 

Responsible Board/Committee Policy & Resources 

 
Note: Project Officer funded from ‘Supplies and Services’ figure. 
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SERVICE PERFORMANCE AGREEMENT 2007/08  
Selby D C Service Area - Accountancy Service Manager - Nicola Chick
Nature of service: To provide high quality, easily understood, accurate financial information and advice to 
the Authority’s Service Delivery Teams, Committees and Boards and maintain the Council’s financials records 
in good order. This service provides an essentially internal service to Councillors and other Service Delivery 
Teams within the Council. The service is reactive to the needs of others, rather than proactive.   

Budget Summary 2007/08 (£s): 
Expenditure:  Total  
Employee costs 238,850 Income 

Total 
-325,660

Premises 
related 

490 Net 
Cost 

0

Supplies and 
Services 

12,330 Capital 0

CEC Recharges 73,990  

Staff (SDC and Partners): 
 Accountancy Services Manager 
 Principal Accountant 
 Senior Accountant (x2) 
 Assistant Accountant (x2) 
 Accountancy Technician 

• Accountancy Clerk (0.5) 

Other  Other 
Budgets 

1,641,920

Gershon Efficiencies Identified: 

 Cashable Non-Cashable 
 2006/2007 2007/2008 2006/2007 2007/2008 
Total Nil Nil £9,019 £8,782 

Improvements for 2007/08 – where we need to be: 
 Continue improvements to monthly budget exceptions reports with S151 Officer. 
 Continue enhancements to Financial Management reporting for Boards and Committees. 
 Continue to improve liaison with budget officers to improve financial management.  
 Continue with improvements to closedown of account procedures by June 2007. 
 Continue with improvements to financial management processes to enable continued improvements in use 

of resources judgements. 
 Input to identified corporate projects e.g. Access to services.

Performance Indicators  Report Targets Date 
Closedown accounts, produce relevant 
statements and obtain councillor approval within 
statutory deadlines. 

Annual 100 % 30 Jun 2007 
30 Jun 2008 
30 Jun 2009 

Preparation of annual budget within financial 
planning targets by January each year. 

Annual 100 % Jan 2008 
Jan 2009 
Jan 2010 

Corporate Gershon efficiency savings Annual  30 Jun 2007 
30 Jun 2008 
30 Jun 2009 

Service Plan Approved: March 2007 
 

Progress Reports Due: Quarterly 

Responsible Board/Committee Policy & Resources Committee 
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SERVICE PERFORMANCE AGREEMENT 2007/8  
Selby D C Human Resources Janette Barlow – Head of 

Service – Human resources 
Nature of service: The Unit provides a professional service to the Authority on all aspects of Human 
Resource management and manages the outsourced Payroll function. The work involves strategy 
development, workforce development, creation and updating of policies to ensure best practice and 
compliance with current legislation, training and development and industrial relations. The Unit helps 
to ensure we have the right people with the right skills, in the right place at the right time to support 
the Strategic Themes and Priorities of the Council.  

Budget Summary 2007/8 (£s): 
Expenditure:  Total 363 
Employee costs 217 Income 

Total 
-358 

Premises 
related 

1 Net 
Cost 

5 

Supplies and 
Services 

61 Capital  

CEC Recharges 83  

Staff (SDC and Partners): 
 Head of Human Resources 
 Human Resources Officer 
 Human Resources Assistant 
 Human Resources Support 

Assistant x 0.6FTE 

Other   

Gershon Efficiencies Identified: 
 Cashable Non-Cashable
 2006/2007 2007/2008 2006/2007 2007/2008
Total £19,000 £46,000 TBC TBC
Improvements for 2007/8 – where we need to be: 
•     Investigating and implementing strategies to deal with changing legislation and embedding this 

into     the organisation 
• Using the Workforce Development Strategy to build capacity and to ensure we have the right 

people with the right skills to deliver our agenda 
• Develop the Corporate Training and Development Programme 
• Lead and influence the change management processes relating to staffing issues 
• Integration of equalities into the organisation 
•     Working in partnership in the delivery of services 

Performance Indicators  Report Targets Date 
BV12 – Number of days/ shifts lost to the 
Authority due to sickness absence. 

Monthly  March 2008 

BV2a – The Level of Equality Standard for 
Local Government to which the Authority 
conforms in respect of gender, race and 
disability 

Annually Level 2 March 2008 

HR1 – Voluntary Leavers as a percentage of 
staff in post 

Monthly Maintaining year 
end performance 

March 2008 

Service Plan Approved: March 2007 
 

Progress Reports Due: Quarterly 

Responsible Board/Committee Policy and Resources 
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Agenda Item No: 10 
___________________________________________________________________ 
 
Title: Annual Delivery Plan 2007 – Improvement Chapter 
  
To: Policy and Resources Committee 
  
Date: 17 April 2007 
  
Service Area: Policy and Performance 
  
Author: Stuart Smith, Corporate Policy and Performance 

Officer 
  
Presented by: Heather Watts, Head of Service – Policy and 

Performance 
__________________________________________________________________ 
 
1 Purpose of Report 
  
1.1 For councillors to consider, approve and support the draft Improvement 

Chapter of the Annual Delivery Plan 2007. 
  
2 Recommendation 
  
2.1 To approve the Improvement Chapter of the Annual Delivery Plan 2007. 
  
3 Executive Summary 
  
3.1 The Annual Delivery Plan 2007-08 is due to be published by 30 June 2007 in 

accordance with statutory timetables. 
  
3.2 The Plan meets the Council’s obligations to publish an annual performance 

plan and also includes a specific corporate improvement chapter that shows 
the outcomes and actions that the Council will seek to achieve in the coming 
year to ensure that the strategic themes are addressed and the priorities 
delivered. 
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4 The Report 
  
4.1 The audiences for this plan are customers, councillors, managers and staff, 

our partners and other stakeholders including Communities and Local 
Government, the Audit Commission, and Government Office for Yorkshire 
and Humber. 

  
4.2 The Annual Delivery Plan will show in detail what the Council will do in 2007-

08 to ensure that it addresses strategic themes, achieves corporate 
improvements and delivers its priorities. 

  
4.3 Over the last three years the Council has embarked upon an ambitious and 

challenging path to improve significantly its capacity to manage the provision 
of a wide range of local services, to engage better with local communities, to 
strengthen and support vulnerable services and focus time, resources and 
energy on a specific number of priorities.  These issues have been brought 
together into a single corporate improvement section that forms part of the 
Annual Delivery Plan.   

  
4.4 The agreed priorities for 2007-08 are; 

 
 • Clean, green and healthy environment. To assist residents to recycle 

more of their waste and so reduce landfill 
 • Safer and stronger communities 
 • Improving facilities for adults and older people, particularly in rural 

areas 
 • Delivering an improving housing service 
 • Meeting the needs of children and young people 
 • Championing the reduction in greenhouse gasses and leading by 

example 
  
4.5 It is intended that the Annual Delivery Plan 2007 will be produced using the 

same design and style as the existing plan.  These documents, and future 
Annual Delivery Plans, will then form a consistent ‘suite’ of documents. 

  
5 Financial Implications 
  
5.1 There are no financial implications.  The cost of producing & distributing 

these plans will be met from existing budgets. Further reports will be 
submitted to councillors where delivery of actions cannot be met from 
existing budgets. 

  
6 Conclusions 
  
6.1 If agreed, the Improvement Chapter of the Annual Delivery Plan 2007 

explains to all of our stakeholders how the Council, with the help of our 
partners, is to deliver in 2007-08 the seven strategic themes and the annual 
priorities set out in the Corporate Plan 2007 to 2010. 
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7 Link to Corporate Plan 
  
7.1 The Annual Delivery Plan is intended to have a positive impact on all 

corporate policies. 
  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 The Annual Delivery Plan for 2007 explains how the Council will deliver the 

agreed priorities for 2007-08. 
  
9 Impact on Corporate Policies 
  
 
9.1 Service Improvement 

See 7.1 
Impact 

  
9.2 Equalities 

See 7.1 
Impact 

  
9.3 Community Safety and Crime 

See 7.1 
Impact 

  
9.4 Procurement 

See 7.1 
Impact 

  
9.5 Risk Management 

The Annual Delivery Plan identifies areas 
marked for attention and investment this year 
to achieve a step-change in performance.  The 
plan includes content stipulated by 
Communities and Local Government (CLG).  
Failure to adopt the plan would impede the 
Council’s ability to secure the desired 
improvements within the year and would be 
regarded as non-compliance to the statutory 
guidance issued by CLG. 

Impact 

  
9.6 Sustainability 

See 7.1 
Impact 

  
9.7 Value for Money 

See 7.1 
Impact 

  
 
10 Background Papers 
  
10.1 Draft Improvement Chapter of the Annual Delivery Plan for 2007 attached at 

Appendix A. 
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APPENDIX A 

 
DRAFT 
 
ANNUAL DELIVERY PLAN – CORPORATE IMPROVEMENT CHAPTER 
 
Delivering improvement….. 
 
Selby District Council is committed to improving the services we provide and 
deliver.  This Plan shows in detail what the Council will do during 2007-08 to 
ensure that we address the strategic themes and deliver the priorities, which 
set out in our three-year Corporate Plan 2007-10. 
 
Over the last three years the Council has embarked upon an ambitious and 
challenging path to improve significantly its capacity to manage the provision 
of a wide range of local services, to engage better with our local communities, 
to strengthen and support vulnerable services and focus time, resources and 
energy on a specific number of priorities. 
 
This part of the Delivery Plan focuses specifically upon those major activities, 
which will ensure that we deliver real and significant improvements and even 
better services to the community by building on our many strengths and 
addressing our vulnerable areas. It is designed to achieve outcomes, that will 
improve the quality of life for those who live and work in the District.  
 
Community consultation on services, the State of the Area Address 2006, our 
most recent Direction of Travel assessment and the Audit Commission have 
helped to inform the content of the plan.  
 
The audience for this plan…… 
 
Customers, councillors, managers and staff, our partners and other 
stakeholders including Communities and Local Government, the Audit 
Commission, and Government Office for Yorkshire and Humber. 
 
Resources to improve….. 
 
We see improvement as critical to our duty to our community to provide first 
class services, which give value for money to residents. We will continue to 
use our resources to best effect be they physical assets such as premises 
and equipment or our highly valued staff.  The Council’s budget for 2007-08 
and its Medium Term Financial Strategy for 2006-10 explain in detail how the 
actions set out in this Delivery Plan will be resourced and we aim to review 
our spending and income in 2007/2008 to achieve a balanced revenue budget 
by 2009/2010. 
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Review and Evaluation 
 
Our corporate timetable for strategic, service and financial planning combined 
with performance clinics held by Strategic Management Team and regular 
progress reports to councillors will ensure that we review and evaluate our 
progress on a continual basis.  Next year’s delivery plan will report on the 
progress made in achieving the outcomes promised in this year’s plan. 
  
Communication 
 
We will use the well-established corporate communication channels to keep 
staff appraised of progress. 

We will communicate our progress to the community through our Council 
newsletter, Citizenlink, website, press releases and other community 
engagement opportunities such as our Parish Forums, Citizens Panel, 
Tenants Forum etc.   

We will also continue to communicate progress with our partners on a regular 
basis through meetings of the Selby District Local Strategic Partnership and 
other mechanisms such as the Selby District Community Safety Partnership 
newsletter. 
 
Corporate Improvement – outcomes and actions 
 
The next section of this document sets out our Annual Delivery Plan showing 
outcomes, actions, measures and timescales and responsibilities to help to 
deliver our longer - term strategic themes and annual priorities. 
 
The tables show: 
 

• our plans for improving corporate leadership, the management of 
systems and resources, delivering customer and quality standards, 
efficiency, and better decision-making. 

 
• what we will do to improve how the Council leads the planning and 

provision of services within Selby District, how we help the local 
community to contribute to the process and how we will work in 
partnership with others who also deliver important services locally. 

 
• our plans to support and improve those services, which we think need 

or deserve special attention, focus or investment.  We come to this 
view about those services because of their performance in the past or 
because we have made an assessment of the risks which might follow 
if the services don’t receive special attention. 

 
• the actions that we plan to carry out this year to deliver the Council’s 

priorities for 2007/08: 
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 Clean, green and healthy environment. To assist residents to 
recycle more of their waste and so reduce landfill 

 
 Safer and stronger communities 

 
 Improving facilities for adults and older people, particularly in 

rural areas 
 

 Delivering an improving housing service 
 

 Meeting the needs of children and young people 
 

 Championing the reduction in greenhouse gasses and leading 
by example 
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Draft Draft Annual Delivery Plan 2006/2007 - Corporate Improvement

Outcome Actions Measures Owner Resources Target Date

Improve the quality of our product to our 
customers.

Identify poor performing areas and develop corporate 
improvement plans.

Improved performance. Strategic Director Within existing 
budgets

Ongoing

Delivery of the seven aims contained in the Community 
Engagement Strategy to:

- enable an involved, empowered and active citizenship.

Level of event participation, evaluation and feedback received. Head of Service - Policy 
and Performance

Within existing 
budgets

Ongoing

communicate information to our community clearly, 
factually and appropriately.

" " " "

- improve our communication with our partners and 
stakeholders and co-ordinate our community engagement 
efforts.

" " " Jun-07

- raise the image and reputation of Selby District Council. " " " Ongoing

- build positive relationship with the media which gains 
coverage and raises our image.

" " " "

- enable every councillor to maximise their role as elected 
representatives and community leaders as outlined in the 
Constitution.

" " " "

- ensure that every member of staff understands the 
Council's mission, themes and priorities.

" " " "

Review and update existing methods of tenant 
participation.

Measurement via the Tenant Satisfaction Survey reveals a high 
level of tenant satisfaction with the Housing Service. 

Tenant Satisfaction (BV74 and 75).
                                                                                                       

Local Performance Indicators on Tenant Participation (for more 
information see 'Get Involved!', the Tenant Participation Strategy.

Head of Service - 
Housing

Within existing 
budgets

Apr-09

Develop new methods of tenant participation to increase 
opportunities for participation.

" " " "

Develop better training on tenant participation for tenants, 
councillors and officers.

" " " "

Increase the promotion of tenant participation throughout 
the Selby district.

" " " "

Develop methods of monitoring and reviewing 
performance on tenant participation and increasing 
accountability.

" " " "

Delivery of the Community Engagement 
Strategy mission ‘To engage with people 
as individuals, as customers and as 
communities to ensure that they are at the 
heart of our decision - making processes’.

STRATEGIC THEME: PUTTING CUSTOMERS FIRST

CORPORATE IMPROVEMENT: IMPLEMENTING QUALITY STANDARDS

CORPORATE IMPROVEMENT: IMPLEMENT COMMUNITY ENGAGEMENT STRATEGY

Tenants continue to receive a housing 
service that meets their needs:

- the Tenant Participation Strategy is 
implemented effectively.

- tenants are fully involved through the 
implementation of the newly developed 
Tenant Participation Strategy.
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Draft Draft Annual Delivery Plan 2006/2007 - Corporate Improvement

Outcome Actions Measures Owner Resources Target Date

To undertake Impact Assessment. Head of Service - 
Human Resources

Within existing 
budget.

Mar-08

To fully integrate equalities in service planning and 
delivery.

" " "

To approve an Equalities Corporate Improvement Plan. " " "

Working towards Level 3 of the Equality 
Standard.

Successful achievement of Equality Standard: 

- Level 2 in 2007/2008

- Level 3 in 2008/2009

CORPORATE IMPROVEMENT: ACHIEVING EQUALITY STANDARD LEVEL 3
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Draft Draft Annual Delivery Plan 2006/2007 - Corporate Improvement

Outcome Actions Measures Owner Resources Target Date

To achieve statutory and local performance targets set. Head of Service - 
Environmental Health 
and Leisure Services

15 working days 

£50k grant from 
Yorkshire Forward

Jul-07

Continue to address the objective of reducing landfill by 
following the waste hierarchy by identifying the causes of 
waste arisings and identifying the most effective ways to 
tackle them.

" " 25 working days "

Consult with the Citizens Panel on means to deliver 
partnership targets, improved performance, and cost 
effectiveness.

" " 5 working days Mar-08

"

STRATEGIC THEME: PROTECTING THE ENVIRONMENT

"

Improve community involvement in waste 
minimisation, management and recycling 
by:

- increasing residents' access to and 
participation in waste management 
service and initiatives.

- involving the community in the future 
design of services, particularly in relation 
to the re-use of waste.

Investigate participation in difficult to reach homes and 
develop a plan for improving participation.

SERVICE IMPROVEMENT: WASTE MANAGEMENT & RECYCLING SERVICES

20 working days

Resources within 
existing service plan.

"

"

10 working days Oct-07

Expand commercial waste recycling service 'SORTED' to 
include cans and glass collections.

Carry out a review of the service in line with the objectives 
outlined in the SDC and Y & NYWP Waste Strategies and 
communicate the objectives of the service both internally 
and externally.

Implement the expansion of the garden greens kerbside 
collection service to the remainder of the district.

Jun-07

" " Mar-08

Continued focus on the direction of the 
waste management service by:

- Continuing to improve the direction of 
the service.

- Continuing to set challenging but 
realistic targets for continuous 
improvement.

- Improving the effectiveness and 
efficiency of the service.

5 working days

PRIORITY AREA: A CLEAN, GREEN AND HEALTHY ENVIRONMENT
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Draft Draft Annual Delivery Plan 2006/2007 - Corporate Improvement

Outcome Actions Measures Owner Resources Target Date

Ensure that the work of the LSP Environmental Sub-group 
and Renaissance Energy Sub-group are clearly linked to 
the Nottingham Declaration objectives.

Climate Change Action Plan published. Head of Service - 
Environmental Health 
and Leisure Services

Staffing : 10 working 
days              

Budget :  Within 
current budget levels

from Feb 07

Support the development of a sub-regional approach to the 
roll-out of the Sustainable Energy Network in the Y&H 
region.

" " Staffing : 10 working 
days              

Budget :  Within 
current budget levels

Apr-08

Develop a Climate Change action plan in line with the 
Nottingham Declaration objectives.

" " Staffing : 75 working 
days              

Budget :  Within 
current budget levels

Aug-08

Develop a Sub-regional Affordable Warmth Strategy linked 
to the Regional Affordable Warmth action plan for 
Yorkshire and the Humber.

Sub-regional Affordable Warmth Strategy developed. " Staffing : 25 working 
days              

Budget :  Within 
current budget levels

Apr-08

Carry out a full review of services available from the York 
Energy Efficiency Advice Service. Develop new grant 
services to maximise the targeting of resources in key 
areas.

ODPM PSA 7 " Staffing : 20 working 
days              

Budget :  Within 
current budget levels

Dec-07

Contribute to the corporate commitment to 
tackle climate change following the 
signing of the Nottingham Declaration.

PRIORITY AREA: CHAMPIONING THE REDUCTION IN GREENHOUSE GASSES AND LEADING BY EXAMPLE
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Draft Draft Annual Delivery Plan 2006/2007 - Corporate Improvement

Outcome Actions Measures Owner Resources Target Date

Improved and better integrated services 
for older people.

Continue to support the Partnerships for Older People 
Project (POPPs).

Full list and definition of measures still subject to confirmation by 
Department of Health, but include reducing avoidable unplanned 
hospital admissions and avoidable nursing home placements for 
POPPs clients.

Head of Service - 
Housing

£11,000 contribution 
to POPPs Manager 

post; other 
improvements within 
existing resources

Project due to end 
March 2008, but 

successful ways of 
working to be 
mainstreamed

Local communities improving local 
facilities.

Work with Community Investment Partnership (CIP) groups 
to help local communities identify and meet needs for 
improved facilities.

Amount of investment into community facilities in the district. Head of Service - 
Planning and Economic 

Development

Within existing 
resources

Ongoing

Improved leisure opportunities for older 
people, disabled people and other adults 
in need of physical activity.

-Joint working between SDC Leisure Services and North 
Yorkshire County Council.

-Supporting the Walking the Way to Health scheme and 
postural stability classes for older residents.

-Exploring ways to further develop opportunities for sport 
and physical activities for specific groups.

Number of people accessing specific programmes - eg walking 
scheme, postural stability, Abbey Leisure Centre facilities.

Head of Service - 
Environmental Health 
and Leisure Services

Within existing 
resources; possible 

bid opportunities 
through North 

Yorkshire Sport to be 
explored

"

Develop options for transport for rural 
residents.

Take forward options report for improving access to 
transport for older residents in rural areas as developed in 
2006/07 priority project.

Reliant on outcome of options report. Head of Service - Policy 
and Performance

Reliant on outcome 
of options report

Options report 
May 2007

SDC contributes to the "Be Healthy" 
outcome from Every Child Matters.

Focus on physical activity needs of disadvantaged children 
and young people through Active Selby District.

Implement smoke-free legislation to protect children from 
second hand smoke in public places.

Attendance at organised leisure provision for identified groups of 
children and young people.

Formal enforcement action.

Head of Service - 
Environmental Health 
and Leisure Services

Within existing 
resources

Ongoing

Preparation up to 
1 July, 

enforcement 
afterwards

PRIORITY AREA: IMPROVING FACILITIES FOR ADULTS AND OLDER PEOPLE, PARTICULARLY IN RURAL AREAS

STRATEGIC THEME: HEALTHIER COMMUNITIES
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Draft Draft Annual Delivery Plan 2006/2007 - Corporate Improvement

Outcome Actions Measures Owner Resources Target Date

Establish Play Partnership through the LSP Social Sub-
Group and other community and voluntary sector groups.

Establish Play Partnership. Head of Service - Policy 
and Performance

10 days Apr-07

Agree mechanisms for identifying projects. Produce portfolio of play projects. " 10 days Jun-07

Agree vision/scope of Play Strategy. Produce Play Strategy . " 5 days "

Complete and submit BLF application. Submit BLF bid. " 10 days Dec-07

A stronger voice for young people. Obtain Youth Opportunity and Youth Capital Grant.

Allocate grant (subject to agreement) to Selby District 
Youth Council to spend.

Grant money to spend on things to do and places to go for 
young people aged 13-19 years or up to 25 years if they have a 
learning disability.

" 5 days Mar-08

Adopt the Safeguarding Children 
Arrangements and a revised Child 
Protection Policy.

Agree revised priorities.

Develop action plan.

Agree training timetable.

Child Protection Policy update. Head of Service - 
Human Resources

5 days Jun-07

Increased profile for SDC amongst 
potential job seekers.

Encourage a greater number of NVQ placements other 
than Leisure.

Offer specific need placements.

Develop guidelines for work placements.

Other specific need placements.

Work Experience/NVQs.

Promote office based opportunities through work experience 
within the authority.

" " Sep-07

Develop mentoring skills for managers. Encourage greater number of NVQ placements other than 
Leisure.

Offer specific need placements.

Work Experience/NVQs. " " "

SDC contributes to the "Be Healthy" 
outcome from Every Child Matters

Focus on physical activity needs of disadvantaged children 
and young people through Active Selby District.

Implement smoke-free legislation to protect children from 
second hand smoke in public places.

Attendance at organised leisure provision for identified groups of 
children and young people.

Formal enforcement action.

Head of Service - 
Environmental Health 
and Leisure Services

Within existing 
resources

Ongoing

Preparation up to 
1 July, 

enforcement 
afterwards

Established Play Partnership.

Portfolio of suitable, necessary and 
appropriate play projects in place.

Strategy agreed and ratified by Social 
Board, Policy and Resources Committee 
and Council.

Obtain Big Lottery Funding (BLF) for 
suitable play projects in the district.

PRIORITY AREA: MEETING THE NEEDS OF CHILDREN AND YOUNG PEOPLE
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Draft Draft Annual Delivery Plan 2006/2007 - Corporate Improvement

Outcome Actions Measures Owner Resources Target Date

SERVICE IMPROVEMENT: PROPERTY SERVICES

Local Housing need is increasingly met 
through additional affordable housing 
schemes.

Continue to develop partnerships with RSLs, private 
landlords, housebuilders and others.

Number of affordable units built and granted planning permission. Head of Service - 
Housing

Within existing 
resources

Quarterly

Support appropriate preferred partner bids for approved 
development programme funding from the Housing 
Corporation.

"
" " October 2007 and 

ongoing annually

Promote intermediate housing options and nominate 
appropriately for new housing schemes. "

" " Ongoing

Customer satisfaction with the service is 
increased.

Review operational satisfaction surveys to ensure the 
surveys issued are kept to a minimum whilst maximising 
feedback on services received

-New home questionnaire
-Repairs questionnaires
-Homelessness questionnaire.

Improved performance against performance indicators RR4 and 
RD27.

" " Ongoing

Set up formal procedures to review information gained 
through complaints and satisfaction surveys to influence 
improvements in service delivery and customer relations.

Complaints monitoring.
 
Satisfaction survey reporting.

" " Apr-07

Produce action plans to achieve targets within the 
agreement.

To be established once Selby district targets are known. " " May-07

Improved partnership working and 
monitoring with Registered Social 
Landlords.

Ensure that nominations to RSLs are monitored effectively. Improved performance against performance indicator LIAL12. " " Apr-07

Establish formal constitutions and codes of conduct for 
tenants groups to encourage groups to run smoothly, 
effectively and be taken seriously.

Improved performance against performance indicator BV75a. " " Sep-07

Local and Government deadlines are 
consistently adhered to.

Review and improve the content of the housing application 
review letter.

Improved performance against performance indicator LIAL1. " " Feb-07

PRIORITY AREA: DELIVERING AN IMPROVING HOUSING SERVICE
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Draft Draft Annual Delivery Plan 2006/2007 - Corporate Improvement

Outcome Actions Measures Owner Resources Target Date

Deliver Sport and Cultural Strategy. 

Ensure emerging policies are implemented.

Increased customer satisfaction and participation (LC13). Head of Service - 
Environmental Health 

and Leisure

Within budget. 
£25,900 allocated for 

Disability 
Discrimination Act 

work

Ongoing

Work on the Asset Management Group. 

Aim to reduce cost of facility operation and improve 
maintenance.

Improved service to customers (LC11). " Potential efficiency 
savings from 

corporate 
procurement of 

utilities and reduced 
staff time

"

Deliver a marketing plan for Leisure and Cultural Services. Increased usage of facilities (P1-3 and LC1-9). " Marketing budget of 
£20,000 plus staff 

time

"

Agree service standards for all areas of work. Improved customer satisfaction (LC11). " Within existing 
resources

"

Seek to achieve a range of quality standards. Tadcaster Leisure Centre achieved Quest registration in March 2007, 
with Sports Development applying for registration in 2008/2009 PI 
(LC11).

" Staff time plus fees of 
£3,600

Sports Dev't 
2008/2009

Deliver medium term investment programme to Abbey 
Leisure Centre.

Increased customer satisfaction. " £300,000 from 
earmarked reserves

Ongoing

Assist Selby Town FC to relocate, improve facilities and 
add value to the community.

Improved performance against performance indicators LC13, 
LC15.

" Within existing 
resources

Club re-located by 
2007

Support Selby College to develop football pitches for the 
community.

Improved performance against performance indicators LC13, 
LC15.

" Within existing 
resources, possibility 
of some partnership 

funding

Dec-07

Increase community provision of football 
pitches.

Promote external funding opportunities. Improved performance against performance indicators (LC10 - 
16).

" " Ongoing

Leisure & Cultural Services are 
contributing to the Council achieving its 
mission.

Quality standards determined, and service 
provision improvements set to meet 
customer expectations.

Leisure Centre usage increased at both 
centres.

SERVICE IMPROVEMENT: LEISURE SERVICE REVIEW
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Draft Draft Annual Delivery Plan 2006/2007 - Corporate Improvement

Outcome Actions Measures Owner Resources Target Date

Identify and achieve cashable and non-cashable efficiency 
gains to meet and exceed the Government's efficiency 
targets.

Achievement of efficiency targets. Head of Service - 
Finance and Central 

Services

Within existing 
budgets

March 2008

Develop and implement the use of resources action plan 
following the 2006 assessment and new "must have" 
criteria.

Maintenance of level 3 use of resources and value for money 
assessment.

" " "

Review general fund revenue budgets to identify savings 
and cashable efficiency gains.

Phase 1 - £750k savings achieved by 2008/09 and Phase 2 - a 
further £750k savings achieved by 2009/10.

Head of Service - 
Finance and Central 

Services

Within existing 
budgets

Phase 1  - 
October 2007

Phase 2 - October 
2008

Review policies for all major fees and charges in order to 
maximise income to contribute to the base budget review 
savings.

As above. " " September 2007

Build on existing Investors In People (IIP) 
accreditation and ensure the Authority 
meets the new IIP standard at the next 
assessment in 2008.  

Internal assessors in place.

Review of existing systems.  IIP Working Group is set up 
and has an agreed action plan.

Successful IIP accreditation in 2008. Head of Service - 
Human Resources

Within existing 
budgets

Oct-08

Develop a workforce that is fit for purpose. Agree and implement Workforce Development Plan. Workforce Development Plan is approved. " " Sep-07

Develop the capacity and skills of staff 
and managers.

Play an active role in shaping the work of the North 
Yorkshire Improvement Partnership (NYIP).

Develop the mentoring scheme for managers in 
partnership with the NYIP.

Develop skills for life in the workplace.

Embed the competency framework into the JPR process.

Increased levels of management development and training 
activity to meet the needs of staff.

" Training and 
Development Budget

Ongoing

Robust change management within the 
organisation.

Review the protocol for change management. Protocol is agreed. Head of Service - 
Human Resources

Within existing 
budgets

Oct-07

Improved use of resources and value for 
money.

STRATEGIC THEME: MAKING BETTER USE OF RESOURCES

CORPORATE IMPROVEMENT: ACHIEVING THE NEW IIP STANDARD

CORPORATE IMPROVEMENT: IMPROVING THE COUNCIL'S USE OF RESOURCES

CORPORATE IMPROVEMENT: BASE BUDGET REVIEW

Balanced budget by 2009/10 in line with 
statutory responsibilities and Council 
priorities.
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Draft Draft Annual Delivery Plan 2006/2007 - Corporate Improvement

Outcome Actions Measures Owner Resources Target Date

Reduce the level of concern in the 
community about crime and disorder.

Develop the corporate response to crime 
and disorder.
 
Develop the capacity and increase the 
effectiveness of the Community Safety 
Partnership.

Develop the provision of services to tackle crime and 
disorder using intelligence-led targeted interventions by:

- improving data collection

 -raising awareness and delivering training 

 -facilitating the delivery of the Community Safety Action 
Plan and Strategy ensuring links to the LAA agreed 
objectives relating to community safety.

Implementation and delivery of the Action Plan.

Delivery of the Community Safety Strategy objectives and 
targets.

Head of Service - Policy 
and Performance

Within existing 
budgets

Ongoing

PRIORITY AREA: SAFER AND STRONGER COMMUNITIES

STRATEGIC THEME: COMMUNITY SAFETY
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Draft Draft Annual Delivery Plan 2006/2007 - Corporate Improvement

Outcome Actions Measures Owner Resources Target Date

Implement Community Engagement Strategy. Meet the relevant requirements of the Bill. Heads of Service To be agreed Mar-08

Prepare the Authority to implement relevant aspects of the 
Local Government and Improvement in Public Health Bill 
2007.

" " " "

Support the development of LSP functions and activities. Improved performance of local activities. Head of Service - Policy 
and Performance

Within existing 
budgets

Ongoing

Support the LSP and Sub-groups to improve performance 
management reporting.

" " " "

Facilitate the Community Fund process and other funding 
for the LSP.

" " " "

Our partnership activity continues to 
support our corporate themes and 
priorities.

Review, and where applicable, develop the range of 
existing partnerships where Selby District Council is 
involved.

Cost efficiencies produced as a result of partnership 
arrangements.

Heads of Service      
Strategic Director

Within existing 
budgets

Ongoing         

Work with 4Ps to deliver a strategic 
programme of partnership opportunities.

Explore potential opportunities for partnership working with 
other public/private bodies for the provision of services.

A strategic programme is developed identifying services with 
potential to partner.

" " by June 2007

CORPORATE IMPROVEMENT: RESPONDING TO THE WHITE PAPER - STRONG AND PROSPEROUS COMMUNITIES

STRATEGIC THEME: ORGANISING TO DELIVER

The Selby District LSP meets the current 
and future needs of its partners and 
community.

Empowered communities.

More effective and accountable local 
government.

Strengthened community leadership.

Simplified performance framework and 
reduced inspection for the Council.

CORPORATE IMPROVEMENT: PARTNERSHIP WORKING

CORPORATE IMPROVEMENT: SELBY DISTRICT LSP
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Draft Draft Annual Delivery Plan 2006/2007 - Corporate Improvement

Outcome Actions Measures Owner Resources Target Date

Tracking of applications. Increased percentage of major, minor and other planning 
applications determined within prescribed time periods (BV109a-
c)

Head of Service -
Planning and Economic 

Development

Within existing 
budgets

Reviewed monthly

Review scheme of delegation. " " " Annual

Councillor training. " " " "

Introduction of daily application validation meetings. " " " Ongoing

Carry out benchmarking with other Local Planning 
Authorities.

" " " "

Regular staff training through training hours and CPD 
identified as part of JPRs.

Improved customer feedback and reduction in complaints. " " "

Analyse satisfaction survey. " " " Sep-07

Prepare a Customer Charter. " " " Jan-08

Prepare a Parish Charter. " " " "

Multi-team approach. Achievement of points allocated for different levels of 
performance.

" " Ongoing

Ensure resource and expertise available through regular 
meetings with IT to ensure that upgrades that are 
necessary are carried out.

" " " "

Increase the use of e-consultation/response. " " " "

Investigate further IT Improvements and assess the 
benefits against the cost.

" " " "

Set up monitoring in CAPS in conjunction with Planning 
Policy.

An improved score against the 'quality of planning services' 
checklist (BV 205).

" " Ongoing

Provide DIP training. " " " "

Ensure that back up technical knowledge is available within 
the Authority in relation to the CAPS system.

" " " "

Ensure that decisions take into account Circular "Planning 
out Crime" and Section 17 of the Crime and Disorder Act.

" " " "

Publish a leaflet with timescales for responding to 
complaints.

Reduce backlog of complaints. " " Aug-07

Increase enforcement resource. " " " "
Set up performance monitoring targets. " " " "

Achieve BV109 targets for all categories 
by March 2008.

Improve Customer Satisfaction.

Achieve e-planning/PDG targets.

Provide a Quality Service: BV205.

Provide an effective Enforcement Section.

SERVICE IMPROVEMENT: DEVELOPMENT CONTROL
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Draft Draft Annual Delivery Plan 2006/2007 - Corporate Improvement

Outcome Actions Measures Owner Resources Target Date

Quartile % increase achieved for KPIs. Step change in 
performance, in line or above that of comparable District 
Councils.

Heads of Service Within existing 
budgets

Mar-08

Improved performance recognised in annual Direction of Travel 
statement.

" " "

CORPORATE IMPROVEMENT: WORKING TOWARDS TOP QUARTILE PERFORMANCE

Service efforts focused on those KPIs that will achieve 
stepchange in quartile position.

Improved services for those who work and 
live in the district
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