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Workplace Health, Safety and Welfare Policy 
 

Key Points: 

 This Policy provides guidance for compliance with the Workplace (Health Safety and 
Welfare) Regulations 1992 (WHSW Regulations) which expands on the duties of the 
Health and Safety at Work Act and are intended to protect the health and safety of 
everyone in the workplace and ensure that adequate welfare facilities are provided. 

 Responsibilities in relation to this Policy fall on Chief Officers, Managers, Health and 
Safety Advisers, Controllers of Premises and employees. 

 The Workplace – Minimum Standards are contained Appendix 1. 

 
 

1. Introduction 
 
1.1 It is the policy of the County Council that formal periodic physical conditions inspections will 
be carried out, three times per year in respect of schools and at least quarterly for all offices and 
other establishments owned and occupied by the County Council, to determine compliance with the 
prescriptive Minimum Standards under the WHSW Regulations (Appendix 1).   Workplace 
inspection checklists are available on the intranet and Webshop to assist with this process.  
 
1.2 This approach should be sufficient to maintain a safe, healthy and secure workplace without 
the need for a risk assessment approach, which is more appropriate in terms of the activities or 
tasks people undertake. However, a risk assessment may be useful in terms of prioritising remedial 
action which cannot be implemented immediately. 
 
1.3 Where an establishment, office or depot etc. is used by one department solely, that 
department is responsible for carrying out the inspections and instigating any remedial actions. 
 
1.4 In all Corporate Office accommodation (listed in Appendix 2) shared by two or more 
departments, it is the responsibility of the Business Services Departments’ (BSD) Workplace 
Delivery Team (WDT) with support from across Property Services to inspect and determine 
compliance with the WHSW Regulations with regard to the fabric, structure and common areas of 
the building, including emergency evacuation arrangements.  Departments which use these 
buildings are responsible for ensuring compliance with the WHSW Regulations within their 
departmental areas and are encouraged to do so at least quarterly. They should also report any 
obvious required repairs to BSD WDT. 
 
 

2. Responsibilities 
 
2.1 Chief Officers will: 
 2.1.1 Ensure that arrangements are in place for implementing this Policy, through 

department specific guidance, where necessary, on its application 
 
 2.1.2. Have systems in place for the periodic monitoring of the implementation of this 

Policy. 
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2.2 LMG and other Line Managers will:  
 2.2.1 Implement and monitor this Policy and associated documentation within their area 

of responsibility 
 
 2.2.2 Ensure, so far as is reasonably practicable, that all properties and/or workplaces 

under their control comply with the minimum standards 
 
 2.2.3 Ensure that periodic routine inspections are carried out at suitable intervals, e.g. 

quarterly or termly, or if the use of the workplace changes substantially and following a 
health and safety incident attributable to the condition of the premises 

 
 2.2.4 Ensure that suitable persons, e.g. Controllers of Premises, have sufficient 

information, instruction, and training so as to be competent to carry out the necessary 
inspections 

 
 2.2.5 Ensure that the results of the inspections are returned to them or a delegated 

officer, to prioritise, implement and monitor remedial action 
 
 2.2.6 Ensure that records are kept of the inspections and copies made available to safety 

representatives.   (Copies of the completed forms should be held at the relevant workplace 
as part of the Health and Safety documentation relating to that building) 

 
 2.2.7 Ensure that any premises, traffic routes, facilities and workstations etc. used by 

people with disabilities are suitable for them (see Appendix 1) 
  
 2.2.8 Ensure that workplaces and equipment are appropriately maintained and cleaned. 
 
2.3 Health and Safety Advisers will: 
 2.3.1 Provide additional advice and guidance, on request, to assist with the 

implementation of this Policy, and ensure it is kept up to date in accordance with any 
changes in legislation and reflecting current best practice. 

 
2.4 Controllers of Premises must: 
 2.4.1 Undertake periodic routine inspections at suitable intervals, or if the use of the 

workplace changes substantially and following a health and safety incident attributable to 
the condition of the premises 

 
           2.4.2   Ensure completed inspection forms are forwarded to the relevant manager for 

action. 
 
 2.4.3 Keep records of the inspections and make available to safety representatives.   

(Copies of the completed forms should be held at the relevant workplace as part of the 
Health and Safety documentation relating to that building). 

 
 2.4.4  Where appropriate, be familiar with and work alongside any central 

support/inspection service monitoring workplace property compliance. 
 
2.5 Employees must: 
 2.5.1 Ensure they report any hazards associated with the premises to their line manager. 
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Appendix 1: Workplace – Minimum Standards 
 
 
1.  Ventilation  
 
Workplaces should be sufficiently well ventilated so that stale, hot or humid air is replaced at a 
reasonable rate by fresh or purified air. 
 
For the majority of workplaces adequate ventilation can be provided by the opening of windows. 
Extremes of temperature, unusual activities etc. may create temporary stuffiness which should be 
addressed by opening additional windows, providing fans, reorganising rooms/activities, etc.  
Where modifications or improvements have been made, such as in the design of windows, use of 
items such as “trickle vents” will be used to partially automate air flow. 
 
N.B.  The Workplace Regulations do not apply to potentially oxygen-deficient workplaces.  
Specialist advice must be obtained prior to 'confined space' work, which must be subject to a risk 
assessment. 
 
2. Temperature  
 
During working hours the temperature in all workplaces inside buildings should ensure 
reasonable comfort.  The law does not state a minimum or maximum temperature, but the 
temperature in workrooms should normally be at least 16°C, or 13°C where physical work is 
taking place. 
 
Thermometers should be available at convenient places in the workplace to enable the 
monitoring of indoor temperature. 
 
Weather conditions or equipment failure may cause temporary departure from reasonable 
temperatures.  The regulations permit air conditioning equipment, temporary heaters, fans, etc. 
but care must be taken to comply with the County Council Policies on Electricity at Work and 
Provision and Use of Work Equipment. Where practicable, the reorganisation of work routines, 
activities, locations etc. may be necessary so as to ensure that the length of time individual 
workers are exposed to uncomfortable temperatures is limited. 
 
The HSE guidance publication, Thermal Comfort in the Workplace, seeks to define thermal 
comfort, and states: 'An acceptable zone of thermal comfort for most people in the UK lies 
roughly between 13°C (56°F) and 30°C (86°F), with acceptable temperatures for more strenuous 
work activities concentrated towards the bottom end of the range, and more sedentary activities 
towards the higher end.' 
 
3. Lighting 
 
Every workplace shall have suitable and sufficient lighting, as far as is reasonably practicable by 
natural light.   If necessary local task lighting should be provided at individual workstations and at 
places of particular risk.  Stairs should be well lit and the lighting shouldn’t cast shadows over the 
main part of the treads.  Outdoor routes used by pedestrians should be adequately lit after dark. 
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Lights and light fittings must be selected, positioned and maintained so that they avoid annoying 
glare and do not cause a hazard e.g. fire, collision.  There should also be sufficient emergency 
lighting where persons are specially exposed to risk of injury in the event of failure of artificial 
lighting. 
 
4. Cleanliness/Waste Disposal 
 
Every workplace and the furniture, furnishings and fittings shall be kept suitably clean, including 
the surfaces of the floors, walls and ceilings. 
 
Waste materials must not be allowed to accumulate for unreasonable periods in the workplace. 
Suitable receptacles must be provided for waste materials.   
 
Precautions must be taken against risks created by cleaning operations (e.g. wet floors), and 
arrangements to deal with accidental, non-routine spillage. 
 
Specific regulations apply to the disposal of hazardous waste, for guidance on what constitutes 
hazardous waste and the necessary requirements, please contact the ESCC Waste Team on 
0345 6080194 for advice. 
 
5. Room Dimensions & Space 
 
Every room where persons work shall have sufficient floor area, height and unoccupied space to 
allow people to move about, and vacate the premises, with ease. 
 
The total volume of the room, when empty, divided by the number of people normally working in it 
should be at least 11 cubic metres (approx. 400 cu.ft).  In making the calculation a room which is 
more than 3.0 metres high shall be counted as 3.0 m.  The figure of 11 cubic metres per person is 
a minimum and may be insufficient if, for example, much of the room is taken up by large storage 
cupboards, etc. 
 
6. Workstations & Seating 
 
A seat, appropriate to the work and the individual, shall be provided wherever work can or must 
be done in a seated position.  
 
Seating should provide adequate support for the lower back, and a footrest should be provided 
for any worker who cannot comfortably place their feet flat on the floor. 
 
Reference should be made to the County Council Policy on Display Screen Equipment for more 
detailed information, particularly on ergonomic issues and workstation assessments. 
 
7. Maintenance 
 
The workplace, and certain equipment, devices and systems that could cause a risk to health and 
safety if a fault occurred e.g. mechanical ventilation systems, powered doors, fixed equipment 
used for window cleaning etc. should be maintained in a safe working order.  Steps should be 
taken to ensure that repair and maintenance work is carried out properly and systematically and 
recorded. 
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8. Condition of Floors 
 
Surfaces must be kept free from obstructions, slippery materials, unprotected holes, trip hazards, 
etc.   
 
Arrangements should be made to minimise the risks of falls from snow, ice and water. 
 
Every open side of a staircase should be securely fenced.  As a minimum the fencing should 
consist of an upper rail at 900 mm or higher and a lower rail. 
 
A secure and substantial handrail should be provided and maintained on at least one side of 
every staircase. Additional handrails should be provided if the stairs are heavily used, or are wide, 
or have narrow treads.  
 
9. Persons Falling & Falling Objects 
 
Work at a height is a potential serious hazard and for this reason specific Work at Height 
Regulations were introduced in 2005.  A generic or specific risk assessment must be carried out 
to eliminate or reduce the risk of falls from any height and reference should be made to the 
County Council Policy on Working at Height whenever there is a foreseeable risk of personal 
injury.  Suitable and effective measures must also be taken to prevent persons being struck by a 
falling object.  
 
As a guide, secure guarding must be considered at least where there is a risk of a person falling 2 
metres or more, but a risk assessment may determine the necessity for secure guarding to 
prevent falls from less than 2 metres.  
 
The top of the guarding should be at least 1100 mm above the surface from which a person might 
fall.  Account must be taken of gaps where people could fall between guard rails e.g. where 
children may frequent the premises, and in this context the largest permissible gap on stairways 
and landings should not exceed 100mm.  There should be a barrier at floor level to prevent 
objects falling from the edge. 
 
Fixed ladders should not be provided where it would be practical to install a staircase.  Where 
fixed ladders are provided, the ladder should extend at least 1100 mm above the landing to which 
it gives access.  Fixed vertical ladders should be provided with safety loops. 
 
Portable ladders and step ladders should normally only be used as work equipment for access 
and egress. They can be used as a place to work if a risk assessment has shown that the use of 
other, more suitable work equipment is not necessary because of the low risk, short duration of 
the tasks or the topography of the work location.   The Work at Height Regulations 2005 places 
specific responsibilities on duty holders and the provision of suitable work equipment for the work 
activity and reference should be made to the County Council Policy on Working at Height. 
 
Roof access will require a risk assessment to assess the risks of persons working on or near, and 
passing across or near, fragile surfaces to prevent them falling from roofs or through fragile 
surfaces.  In certain circumstances the risk assessment may require the use of fall prevention 
systems such as edge protection, fall arrest measures or crawling boards.  Fragile roofs or 
surfaces must be clearly identified, e.g. by sign or label. 
 
Changes of level such as a step or slope between floors, which are not obvious should be 
marked to make them conspicuous. 
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Materials and objects should be stored and stacked in such a way that they are not likely to fall 
and cause injury.  Racking should be stable and strong enough for the loads placed on it. 
 
10. Windows, Skylights & Ventilators 
 
Windows or transparent or translucent surface in walls or partitions, doors or gates should be of 
safety material or protected against breakage and be appropriately marked, as necessary to 
guard against impact by service users, pupils, etc. A specific risk assessment may be required in 
potentially high risk situations. 
 
The circumstances where it is essential to have safety glass or protection against breakage are: 
 
 (a) doors and gates where the lower edge of the glass is at shoulder level or below 
 (b) windows, walls and partitions, where the lower edge is at waist level or below. 
  
As an alternative to the use of safety glass, transparent or translucent surfaces may be protected 
against breakage, this may be achieved by means of a screen or barrier which will prevent a 
person from coming into contact with the glass if he or she falls against it. 
 
Window openings must be managed so that risks of falling from a height are adequately 
controlled and when windows are open they should not be a danger to passers-by. 
 
The bottom edge of opening windows should be at least 800 mm above floor level, unless there is 
a barrier to prevent falls.  Windows restrictors or similar devices must be fitted to prevent falls by 
vulnerable people. 
 
Provision must be made to enable windows and skylights to be safely cleaned from the ground or 
other suitable surface e.g. pivot to window, access equipment, anchorage points for safety 
harness. 
  
11. Traffic Routes 
 
‘Traffic route’ means a route for pedestrian traffic, vehicles or both, and includes any stairs, fixed 
ladder, doorway, gateway, loading bay or ramp. 
 
There should be sufficient traffic routes, of sufficient width and headroom, to allow people and 
vehicles to circulate safely with ease. 
 
Workplaces must be organised, so far as is reasonably practicable, to segregate pedestrians and 
vehicles with particular attention to: 
  

 provision of route identification and warning signs 

 capabilities of route users 

 pedestrian crossings 

 blind spots 

 vehicle reversing 

 speed limits 

 protection of buildings, services, etc. from vehicle impact. 
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12. Doors, Gates & Lifts 
 
Doors and gates shall be suitably constructed and fitted with safety devices if necessary.  Doors 
and gates which swing both ways and conventionally hinged doors on main traffic routes should 
have a transparent viewing panel.  
  
Power operated doors, gates or lifts shall function safely and be equipped with any necessary 
safety devices and fitted with emergency stop controls.  Such doors and lifts must be maintained 
in accordance with the manufacturer’s requirements and in compliance with the minimum 
standards to meet the Lifting Operations and Lifting Equipment (LOLER) Regulations 1998.   
 
For additional information, please refer to the HSE website.  
 
13. Sanitary Conveniences & Washing Facilities 
 
Sanitary conveniences must be adequately ventilated and lit and kept in a clean and orderly 
condition, with adequate segregation for men and women. Shared sanitary facilities must only be 
able to be accessed separately by men and women and the room fitted with a lockable door. 
Special provision should be made if necessary for those with a disability to have access to 
facilities which are suitable for them. 
  
Table 1 shows the minimum number of sanitary conveniences and washing stations which should 
be provided. The number of people at work shown in column 1 refers to the maximum number 
likely to be in the workplace at any one time. Where separate sanitary accommodation is 
provided for a group of workers, for example, men, women, office workers or manual workers, a 
separate calculation should be made for each group. 
 

Table 1 

Number of people at work Number of water closets & wash stations 

1 to 5 1 

6 to 25 2 

26 to 50 3 

51 to 75 4 

76 to 100 5 

 
In sanitary accommodation used by women, suitable means should be provided for the disposal 
of sanitary dressings. 
 
In the case of sanitary accommodation used only by men, Table 2 may be followed if desired, as 
an alternative to Table 1. A urinal may either be an individual urinal or a section of urinal space at 
least 600mm long. 
 

Table 2 

Number of men at work Number of water closets Number of urinals 

1 to 15 1 1 

16 to 30 2 1 

31 to 45 2 2 

46 to 60 3 2 

61 to 75 3 3 

76 to 90 4 3 

91 to 100 4 4 
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An additional toilet and wash basin should be provided for every 25 people (or part thereof) above 
a total of 100.  For toilets only used by men, an additional cubicle for every 50 men (or part 
thereof) is sufficient provided at least an equal number of additional urinals are provided. 
 
Rooms containing sanitary conveniences and washing facilities should be kept clean, and be well 
lit. 
 
Washing facilities must incorporate clean hot and cold water or warm, soap and towels (or 
suitable alternatives). 
 
 
14. Drinking Water 
 
An adequate supply of drinking water must be provided for people at work and marked with an 
appropriate sign where necessary. Clean cups must be provided unless drinking water supply is 
via a drinking fountain. 
 
 
15. Accommodation for Clothing & Facilities for Changing 
 
Storage accommodation must be provided for special work clothing and workers own clothing 
where changing is a necessary part of the job.  Where more than outer garments are changed 
segregated changing rooms must be provided. 
 
 
16. Facilities for Rest & Eating Meals 
 
Rest breaks can be taken at the workplace provided that risks to health and safety from 
dangerous substances, noise, chemicals etc. are insignificant.   
 
Work areas can be counted as rest areas and as eating facilities, provided they are adequately 
clean and there is seating and a suitable surface on which to place food. 
 
There must be facilities for pregnant women and nursing mothers to rest, conveniently situated in 
relation to sanitary facilities and where necessary include the facility to lie down. 
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Appendix 2: List of Fully Serviced Corporate Offices (as at August 2019)  
 
 
 

 Eastbourne St Mark's House, 14 Upperton Road 
 

 Eastbourne St Mary's House, 52 St Leonard's Rd 
 
 

 Lewes County Hall, St Anne's Crescent 
 

 Lewes Sackville House, Brooks Road  
 
 

 Lewes Westfield House, St Anne's Crescent 
 

 St Leonards Ocean House, London Road 
 


