DRAFT HEALTH AND SAFETY IMPROVEMENT PLAN
	This improvement plan addresses the recommendations made by Mike Stevens Consultancy Ltd Health and Safety Audit and approved by the Board at its meeting on 5th November 2008.  


IMPROVEMENT PLAN
	1 Produce a revised Health and Safety Policy for the Company

	PID & Committee Ref 
	Specifically, the action will be:-
	It will be Measured by achieving the following objectives/reaching these milestones:-
	Achievement led/owned by:-
	Realistic 

Timescale for delivery:-
	Commentary
	R A G

	Resources and Audit Committee
	Revise policy along lines proposed by Health and Safety Manager and include issues identified in the recent audit

	
	Produce new policy for Board approval 
	Incorporate the Health and Safety Managers proposed changes into the policy
	J.Stapleton
	Dec 08
	
	

	
	
	Update to reflect the current management structure diagram
	J Stapleton
	Dec 08
	
	

	
	
	Present Policy to Health and Safety Group for agreement
	J Stapleton
	Jan 09
	
	

	
	
	Report to Board for approval of policy
	J Stapleton
	Feb 09
	Report to include costs of providing revised documents
	

	
	
	Produce a user friendly Health and Safety Manual for agreement by Health and Safety Group
	J Stapleton
	Mar 09
	Costs to be identified and included in report to Board
	

	
	Introduce revised guidance/procedures arising from adoption of Revised Health and Safety Policy

	
	Issue revised guidance and procedures 
	Issue revised accident reporting and guidance on investigation
	J Stapleton
	Feb 09
	Draft completed
	

	
	
	Issue guidance and procedures for non licensable work carried out by IHSP
	J Stapleton
	Feb 09
	
	

	
	
	Review/Revise and issue guidance on carrying out generic risk assessments
	J Stapleton
	Mar 09
	
	

	
	
	Issue guidelines in relation to Work at Height Regulations
	J Stapleton
	Mar 09
	
	

	
	Introduce revised guidance/procedures arising out of adoption of Revised Health and Safety Policy

	
	Issue revised guidance and procedures
	Issue guidance on PPE and its use and ensure PPE kits are available
	J Stapleton
	Feb 09
	
	

	
	
	Noise and Hand Arm Vibration syndrome-review guidance and issue guidelines to ensure controls are in place and surveillance is carried out where required
	J Stapleton
	Mar 09
	
	

	
	
	Prepare and implement a fire risk assessment procedure for common parts of all flats and sheltered accommodation
	J Stapleton
Stock Planning Manager
	Feb 09
	Stock Planning manager to Commission external resource. 
	

	
	To review Health and Safety within the company

	
	Bi-annual meeting
	The Lead Board member for Health and Safety will meet with the CEO and Health and Safety Manager to review Health and Safety within the Company and report progress back to the Board
	CEO
	April 2009
	
	


	2 Specify Health and Safety duties and responsibilities


	PID Committee Ref
	Specifically, the action will be:-
	It will be Measured by achieving the following objectives/reaching these milestones:-
	Achievement led/owned by:-
	Realistic 

Timescale for delivery:-
	Commentary
	R A G

	Resources and Audit Committee
	Update delegations to ensure clear reporting lines and update or produce job descriptions/job roles

	
	Revise job descriptions to ensure responsibilities for Health and Safety are clear.
	Review and Revise delegation documentation
	Company Secretary
	Jan 09
	
	

	
	
	Revise CEO job description
	HR Manager
	Jan 09
	
	

	
	
	Revise job descriptions of Directors
	HR Manager
	Jan 09
	
	

	
	
	Review and revise job descriptions of all Managers/Team Leaders to reflect new structure
	HR Manager
	Mar 09
	
	

	
	
	Health and Safety Manager to report directly to CEO-amend job description
	HR Manager
	Jan 09
	
	

	
	
	Recruit additional Health and Safety officer to make a team of three
	HR Manager

J 

Stapleton
	Dec 08
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Review membership of the Health and Safety Group

	
	
	Health and Safety Manager to provide EMT with report of suggested changes
	John Stapleton
	Dec 08
	
	


	3 Fire risk assessment for Offices/Depot and preparation of an Emergency Procedures Plan


	PID Committee Ref 
	Specifically, the action will be:-
	It will be Measured by achieving the following objectives/reaching these milestones:-
	Achievement led/owned by:-
	Realistic 

Timescale for delivery:-
	Commentary
	R A G

	Resources and Audit Committee 
	Complete fire risk assessments of offices/depots

	
	Complete assessments and report to the Health and Safety Group
	Complete fire risk assessment of head office and depot and seek the agreement of the Council to replace the four separate fire alarms with one unified system which must be tested weekly. A practice evacuation should also be carried out.
	CEO and   J Stapleton
J Stapleton
	Dec 08
Jan 09        
	
	

	
	
	Complete fire risk assessments at Dinnington, Oakes Lane and Kimberworth
	J Stapleton
	Jan 2009
	
	

	
	
	Ensure that the Council complete fire risk assessments at shared sites/offices
	J Stapleton
	Jan 2009
	
	

	 
	Review  Disaster Recovery and Emergency Plan to ensure it is comprehensive and includes Business Continuity

	
	Review existing plan and ensure it is kept up to date with contact details
	Review the existing plan
	CEO
	Dec 08
	
	

	
	
	Ensure the plan covers Business continuity—or develop a separate plan
	CEO
	Feb 08
	
	

	
	
	Ensure staff are trained in its use and understand responsibilities
	Training and Development  Manager
	Ongoing
	
	


	4 Set out the reporting and monitoring framework for Health and Safety

	PID 
Committee

Ref
	Specifically, the action will be:-
	It will be Measured by achieving the following objectives/reaching these milestones:-
	Achievement led/owned by:-
	Realistic 

Timescale for delivery:-
	Commentary
	R A G

	 
	Develop a clear approach to management and reporting for Health and Safety

	
	Clarify the reporting framework
	Submit an annual report to the Board
	CEO
	April 09
	
	

	
	
	The Health and Safety Manager to submit all reports to the Health and Safety Committee [unless circumstances dictate otherwise]
	J Stapleton
	Ongoing
	
	

	
	
	The Health and Safety Group to be regarded as the principal Health and Safety Forum in the company and that it be chaired by the CEO together with a review of its membership. The HaSG is to determine which reports are to be forwarded on to the Executive, the Board, RAM for consideration/Action
	CEO and   J Stapleton
	Ongoing
	
	

	
	Clarify the monitoring role of the Health and Safety Group

	
	HaSG to monitor performance in implementation of the Health and Safety action plan and outcomes from Training and development
	That the HaSG monitor progress of the Health and Safety Action Plan 
	J Stapleton
	Monthly
	
	

	
	
	The HaSG monitor the Health and Safety training calendar and the outcomes of training and development
	J Stapleton 
	
	
	

	
	Hold Bi Monthly meetings between CEO and Health and Safety Manager

	
	Hold regular meetings to review progress on all Health and Safety matters within the company and to ensure the CEO is fully briefed
	Hold regular meetings—at least bi Monthly

	CEO PA   
	Ongoing
	A timetable to be prepared for the next 18 months for meetings with CEO
	

	
	
	The Health and Safety Manager is to undertake a Bi annual Health and Safety Audit of the Company commencing in June 2009 and report to the HaSG  
	J Stapleton                               
	June 2009
	
	

	
	
	Report to be prepared and presented to HaSG the Executive and Board on the implications of the Corporate Manslaughter and Corporate Homicide Act 2007
	J Stapleton
	Feb 09
	Draft report and presentation already prepared
	


	5 To develop and implement an annual Health and Safety Training programme


	PID 
Committee Ref
	Specifically, the action will be:-
	It will be Measured by achieving the following objectives/reaching these milestones:-
	Achievement led/owned by:-
	Realistic 

Timescale for delivery:-
	Commentary
	R A G

	Resources and Audit Committee
	Assess training needs and develop a training programme

	
	Identify training needs from PDRs
	Develop a matrix of health and safety training linked to job roles for use in PDRs—
	J Stapleton and HR Manager
	Feb 09
	
	

	
	
	Compare knowledge and skills with the matrix for each post holder in the next round of PDRs and identify corporately the Health and Safety training and development needs. This will inform the training programme/timetable
	HR Manager and all Managers
	April 09

	
	

	
	Ensure known training needs are met

	
	Provide training and development briefs for Managers and commission any training
	Ensure tool box talks are routinely used in team talks to remind staff of key Health and Safety requirements-J S to produce briefings
	All Managers
	Ongoing
	
	

	
	
	Provide Asbestos Awareness training
	J Stapleton
	Jan 09
	In house provided by managers using materials provided by H and S Manager
	

	
	
	Health and Safety Awareness Training for Board
	J Stapleton
	Jan 09
	Commission external provider to deliver course £600
	

	
	
	Provide training for all Managers and supervisors to ensure they meet their Health and Safety responsibilities—to IOSH 
	J Stapleton
	Ongoing
	Commission external provider-- £250 per place
	

	
	
	Provide training on Working at Height regulations including use of ladders
	J Stapleton
	Ongoing
	Commission external provider to deliver course-10 sessions in groups of 20 employees @ £500 per session
	

	
	
	Provide training to all staff in safe manual handling techniques
	J Stapleton
	Ongoing
	Commission training from the Chamber @ £ xxxx per session
	


	6 Review arrangements for dealing with disposal of Asbestos—Waste Management License held under the Environmental Protection Act 1990

	PID
Committee Ref
	Specifically, the action will be:-
	It will be Measured by achieving the following objectives/reaching these milestones:-
	Achievement led/owned by:-
	Realistic 

Timescale for delivery:-
	Commentary
	R A G

	Resources and Audit Committee
	Review the current arrangements of the WM License which has been granted on the grounds of the Health and Safety Managers track record, competence and qualifications

	
	Review the options regarding disposal of asbestos and the Waste Management license
	EMT to consider the available options and update action plan on decision made.
	CEO
	Jan 09
	An additional member of staff is to be appointed to the team which should free up time for the Manager to carry out the relevant site supervision and administrative tasks
	


	7 Communication of Health and Safety within the company

	PID & Committee Ref 
	Specifically, the action will be:-
	It will be Measured by achieving the following objectives/reaching these milestones:-
	Achievement led/owned by:-
	Realistic 

Timescale for delivery:-
	Commentary
	R A G

	
	Utilise the Intranet as the principal means of communication Health and Safety Information throughout the Company

	
	The Health and Safety team will manage and control all communication concerning Health and Safety and will have access to keep this part of the Intranet up to date
	Ensure access is provided to update web pages as required by the Health and Safety Team
	IT Manager 

J Stapleton
	Jan 09
	IT manager to restrict access to Health and Safety team
	

	
	
	Ensure intranet includes the Company Policy statement, the minutes of the HaSG, the user friendly short version of the policy, all relevant advice and guidance for managers, the training timetable, regular health and safety bulletins and performance information
	J Stapleton
	Jan 09 for  all relevant advice and completion by Mar 09 with ongoing updating
	
	


	8 Ensure surveys and inspections are completed and accurate up to date records are kept 



	PID Committee Ref
	Specifically, the action will be:-
	It will be Measured by achieving the following objectives/reaching these milestones:-
	Achievement led/owned by:-
	Realistic 

Timescale for delivery:-
	Commentary
	R A G

	Resources and Audit Committee
	Complete Asbestos type 2 surveys by June 2010

	
	Complete Asbestos type 2 surveys and update Apex database
	Manage and monitor contract with White Young and Green ensuring 10 slots are available each week for type 3 surveys and 10 slots are provided each week for voids or decent homes properties scheduled for repairs/improvement
	J Crossley
	Weekly and complete by June 2010
	
	

	
	
	Ensure Apex database is updated weekly
	 J Crossley
	Weekly
	
	

	
	
	Ensure interfaces are in place for transfer of information between Apex database and relevant systems [i.e. ROCC]
	IT Manager
	Dec 08
	
	

	
	Complete safety inspections and keep appropriate records

	
	Managers and Supervisors are to ensure all necessary safety inspections are completed
	Carry out safety inspection of vehicle
	Driver
	Daily
	
	

	
	
	Carry out safety inspections for Ladders, Hand tools, Machinery and PPE per guidance issued by Health and Safety Manager
	Managers. Supervisors and staff
	Per guidance
	
	

	
	
	Carry out random spot checks of records of safety inspections
	Health and Safety Team
	Carry out on a random basis and report to HaSG
	
	

	
	Review and put in place procedures for Employing external contractors and to inform them of the presence of ACMs with a written response of how they will approach the work

	
	Design a procedure and forms for completion
	Produce a procedure and form to notify external contractors of the presence of ACMs with a response form giving details of how they will approach the work
	J Stapleton
	Jan 09
	
	

	
	
	Advise all commissioning managers of the procedure including the recording of the information
	J Stapleton
	Jan 09
	
	


	9 Other Health and Safety Actions



	PID Committee Ref 
	Specifically, the action will be:-
	It will be Measured by achieving the following objectives/reaching these milestones:-
	Achievement led/owned by:-
	Realistic 

Timescale for delivery:-
	Commentary
	R A G

	Resources and Audit Committee
	Develop an approach to the Health and Safety aspects of Facilities Management

	
	Clarify who is responsible and advise all staff of reporting arrangements
	EMT to decide responsibility
	CEO
	Dec 08
	Should this be Andy Harrison?
	

	
	
	Develop reporting arrangements—use of a simple form 
	J Stapleton
	Dec 08
	
	

	
	Produce an inspection timetable
	Ensure responsible officers complete regular safety inspections and report to Manager of FM for action
	Manager with responsibility for FM to ensure work is carried out—i.e. fix broken lights ,sweep away leaves
	Dec 08
	
	

	 
	Investigate benchmarking options

	
	Investigate benchmarking with ALMO Association and CHaSPI
	Contact benchmarking groups with a view to sharing data
	J Stapleton
	Ongoing with reports to HaSG by Jan 2010
	Data is already shared with North West ALMOs Safety Group
	


	Key to Assessment
	 

	 

RED
	 

- danger
	Not on schedule to meet deadline set. Extra work or resource needed to meet this action OR factors external to the team prevent it being met as planned.

	   

AMBER
	 

- be alert

 
	Work has commenced, extra resource (time, budget or people) have now been committed.

	 

GREEN

 
	- all systems go
	Completed OR on target to complete by given date
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