	HEALTH AND SAFETY

PERFORMANCE REVIEW PROCEDURE




1.
Introduction


The objective of this procedure is to demonstrate how the Council reviews its performance in health and safety in accordance with Standard 18 of the Health, Safety and Welfare Strategy. Reviewing health and safety performance enables the Council to maintain and improve its ability to manage and plan for health and safety effectively and ensures continual improvement. 

2.
Responsibilities

Corporate (Occupational Health and Safety Unit):-

The Head of Occupational Health and Safety will collate safety performance data from departments to produce an annual Council‑wide Performance Review which addresses the overall performance of the Council's Health and Safety Management System. (See Section 25 of this Manual).


The performance review will address the possible need to change policy, objectives and other elements of the Health and Safety Management System and identify new or updated Corporate Health and Safety Performance Indicators, targets and the Corporate Health and Safety Plan.


The performance review will be reported to the Corporate Management Team (CMT) to ensure the Council's Health and Safety Management System is effective, suitable and adequate. The results of this management review will be documented. (Typical areas for the management review to address are included at Appendix 2). 


The performance review will also be reported to Executive.


Departmental:-

Reviews within departments will operate at three levels:-


A.
Annual management review by SMT.


B.
6 monthly service (operational) reviews by managers.


C.
Specific reviews by Health and Safety Committees or other consultative groups.


A.
Annual Management Review


The Department's senior management team (SMT) will co‑ordinate an annual Health and Safety Performance Review in conjunction with their designated Health and Safety Adviser. 



The scope, objectives, indicators and timetable for the review should be discussed and agreed at SMT. 



Once the indicators for the review have been set, the designated Health and Safety Adviser, will gather data and analyse the performance of the Department against the agreed indicators in conjunction with Divisional Managers. The review report will inform and generate the following year’s Health and Safety Plan.



The designated Health and Safety Adviser will report to SMT on the overall performance of the departments Health and Safety Management System. 



SMT will carry out a management review of the report to ensure the departments Health and Safety Management System is suitable, adequate and effective. (Typical areas for the management review to address are included at Appendix 2). 


B.
6 Monthly Service (Operational) Reviews by Managers


These will be completed by managers, team leaders etc to review the operational health and safety performance of their service. The reviews will be recorded on the 6-monthly service area Health and Safety Performance Review Report template attached at Appendix 1.



A reminder for this review will be circulated by the departments designated Health and Safety Adviser at 6 monthly intervals.



The results of the review will be returned to the departments designated Health and Safety Adviser who will provide a six‑monthly summary report to the departments SMT. 



The results of reviews should be communicated at team meetings so that all staff have an opportunity to contribute and are aware of the outcomes as well as any updates. 


C.
Specific Reviews by Health and Safety Committees or Other Consultative Groups


Departmental Health and Safety Committees (or other consultative groups with a health and safety function) play an important part in reviewing specific elements of the practical application of department's Health and Safety Policy. Such reviews should be identified by the Committee/Group and progressed throughout the year against agreed indicators. These should not duplicate the work of the overall departmental review.



Areas for consideration may include:-



(
effectiveness of specific training initiatives, eg. manual handling, Induction etc.



(
Quality of specific risk assessments, eg. general, manual handling, COSHH, DSE etc.



(
Periodic analysis of accident trends and statistics



(
Accident/incident investigation reports and review of procedures



(
Successes and failures of workplace inspection programme



(
Lost time and damage costs.



The findings of these reviews should inform the discussion and decision making of the Committee/Group.

3.
Records and Actions


All Health and Safety Performance Reviews will be in the form of a written report which analyses the performance indicator under scrutiny and makes recommendations for action to be taken and by who. The complexity of the report will obviously depend on the level and detail included in the review in question.


Actions should be monitored for implementation at the appropriate level to ensure effective follow-up and then form part of subsequent reviews.


Management reviews (CMT/SMT) based on the Performance Reports will be recorded as notes or minutes of the meeting.


Outcomes of reviews should be appropriately communicated to all staff.

4.
Further Guidance

Further assistance and guidance is available from the Occupational Health and Safety Unit (OHSU) on extension 2167 or by e-mailing health.safety.askus@hounslow.gov.uk
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Sample Template






Appendix 1

Six-Monthly Service Area Health & Safety Performance Review

Department:                       

(200    - 200   )

Name of Service area covered by review: ____________________________________

Period covered by review:  

(please tick)          1st April to  30th September
         1st October to 31st March

When completing this review, please refer to:


(1) The current Dept Annual Safety Objectives/Plan




(2) Corporate H & S Manual Guidance (Document 16)
	1
Risk Assessments and Safe Working Procedures:


General Risk Assessments:


Please List Titles:


Number Reviewed in last 6 months
          



DSE Risk Assessment:


Number Completed:
          



Number Reviewed in last 6 months
          


Manual Handling Assessments:


Number Completed:
          



Number Reviewed in last 6 months
          


COSHH Risk Assessment:




          



Please List Titles:


Number Reviewed in last 6 months
          



Other Risk Assessments Completed:


Please List Titles:


Number Reviewed in last 6 months
          



Safe Working Procedures to Control Significant Risks:

Please List Titles:


Number Reviewed in last 6 months
          





	2
Analysis of Accidents/Incidents:


Total number:
          



Number of slips/trips/falls:
          



Number of physical assaults leading to injury:
          



Number of over-3-day accidents:
          



Number of major reportable accidents:
          



Number of manual handling accidents leading to musculo‑skeletal disorders:
          



Number of 'Near-Misses'
          



Improvements made to reduce the above accidents/incidents:




	3
Safety Training Completed for Staff  (please indicate training courses, eg. safety induction and the number attending):




	4
Workplace Inspections Completed 


(Please indicate deficiencies found and remedial action taken):
          





	5
Other Safety Related Issues:


Eg. Improvements triggered off by Safety Audits/Inspections




	6
Health and Safety Objectives/Work Plan for the next six months




Review By (Signature):
__________________________________________


(Head of Service/Section Head/Unit Manager)

Date:

___________________________________________

Distribution:  Team Meeting, Corporate Designated Safety Advisor (OHSU)
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Appendix 2

MANAGEMENT REVIEW

The management review should address the following subjects:-

(
suitability of current OH & S policy;

(
setting or updating of OH & S objective for continual improvement in the forthcoming period;

(
adequacy of current hazard identification, risk assessment and risk control processes;

(
current levels of risk and the effectiveness of existing control measures;

(
adequacy of resources (financial, personnel, material);

(
the effectiveness of the OH & S inspection process;

(
the effectiveness of the hazard reporting process;

(
data relating to accidents and incidents that have occurred;

(
recorded instances of procedures not being effective;

(
results of internal and external OH & S management system audits carried out since the previous review and their effectiveness;

(
the state of preparedness for emergency;

(
improvements to the OH & S management system (eg. new initiatives to be introduced or expansion of existing initiatives).

(
output of any investigations into accidents and incidents;

(
an assessment of the effects of foreseeable changes to legislation or technology.
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