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Job title:	COMPLIANCE AND HEALTH & SAFETY OFFICER
Reporting to:	Head of Estates & Operations

Hours	37 hours per week 
 Grade/Salary	SCP 18-23 currently £31,537 to £34,434 per annum inclusive.
 Location:	Office base in Town Hall; required to travel to other Council buildings and facilities within Witney

Job Summary

The Compliance and Health & Safety Officer is responsible for ensuring that Witney Town Council operates in compliance with all relevant health and safety legislation, statutory obligations and best practice across its services, facilities, buildings, assets and operations.

The postholder will develop, implement and monitor the Council's health and safety management systems, policies and procedures, ensuring legal compliance while promoting a positive safety culture throughout the organisation.

The postholder will act as the Council's lead officer for health and safety compliance, working in partnership with the Council's appointed Health & Safety Consultant. The Consultant will provide independent professional advice, specialist technical expertise, audits and assurance, whilst the postholder will coordinate the implementation of recommendations, monitor compliance, and ensure health and safety is embedded across all Council services, projects, premises and activities.

The postholder will support the Head of Estates & Operations in providing assurance to the Town Clerk/CEO, Senior Management Team and Members that the Council is meeting its statutory compliance responsibilities. Recognising that the Town Clerk, together with Members, has overall accountability for the Council's health and safety governance, the postholder will assist in identifying emerging risks, monitoring compliance performance, and recommending improvements to governance, systems and working practices to ensure the Council meets its legal obligations.

The role will provide professional advice and guidance to Members, managers, employees, contractors, volunteers and event organisers, identifying risks and implementing practical control measures to safeguard employees, contractors, residents, visitors and the Council.
The postholder will also support the safe planning and delivery of Council projects, services, activities and events, ensuring compliance with statutory health and safety duties and the effective management of risk across the organisation.


Key Duties & Responsibilities 
Health & Safety Governance
· Act as the principal liaison between the Council and its appointed Health & Safety Consultant, ensuring effective communication and coordination on all health and safety matters. 
· Work collaboratively with the Health & Safety Consultant to develop, review and maintain the Council's Health & Safety Management System, policies, procedures and safe working practices. 
· Coordinate and support independent health and safety audits, inspections and compliance reviews undertaken by the Council's appointed Health & Safety Consultant. 
· Monitor, prioritise and implement recommendations arising from consultant reports, audits, inspections and accident investigations, ensuring agreed actions are completed within appropriate timescales. 
· Seek specialist advice from the Health & Safety Consultant on complex legislation, high-risk activities, significant incidents, major projects and emerging compliance issues, ensuring the Council adopts recognised best practice. 
· Report progress against consultant recommendations and statutory compliance requirements to Senior Management, Committees and Council as required.

Health & Safety Management
· Act as the Council's designated internal lead for Health & Safety and, together with the Council's appointed competent Health & Safety Consultant, support the Council in meeting its statutory duties and ensuring compliance with relevant health and safety legislation.
· Develop, implement and continually review the Council's Health & Safety Management System.
· Maintain and review all health and safety policies, procedures, guidance documents and associated records.
· Monitor changes in legislation and advise management on new or amended legal requirements.
· Develop annual compliance programmes and monitor progress against statutory obligations.

Risk Management
· Maintain the Council's Health & Safety Risk Register, Compliance Register and statutory inspection schedules.
· Undertake suitable and sufficient risk assessments across all Council services, buildings, facilities and activities.
· Develop Safe Systems of Work, Method Statements and Construction Phase Plans where required.
· Ensure appropriate control measures are implemented and regularly reviewed.
· Investigate accidents, incidents and near misses, identifying root causes and recommending preventative measures.
· Produce reports and recommendations following investigations.

Statutory Compliance
Manage and monitor compliance across the Council's statutory responsibilities, including:
· Fire Safety
· Health & Safety at Work Act
· Construction (Design and Management) Regulations (CDM)
· Control of Contractors
· Workplace Regulations
· Manual Handling
· Display Screen Equipment (DSE)
· Legionella management (where applicable)
· Asbestos management
· COSHH
· Electrical safety
· Gas safety
· Lifting equipment (LOLER)
· Work equipment (PUWER)
· Working at Height
· First Aid provision
· Emergency Lighting
· Fire Alarm systems
· Emergency evacuation arrangements

Fire Safety
· Act as the Council's Fire Safety Officer.
· Arrange and review Fire Risk Assessments.
· Monitor completion of remedial actions.
· Ensure fire evacuation procedures remain current.
· Coordinate fire drills and associated staff training.

Contractor & Project Compliance
· Undertake compliance due diligence for Council projects, ensuring appropriate governance arrangements, contractor selection, competence, induction and monitoring arrangements are in place, and that all relevant statutory approvals and Construction (Design and Management) (CDM) requirements are identified and addressed throughout the project lifecycle.
· Review contractor competence, RAMS and insurance documentation.
· Monitor compliance with CDM Regulations.
· Support project managers with health and safety advice throughout project delivery.

Events and Public Safety
· Support the Venues & Events Officer in ensuring all Council events and third-party events held on Council land are delivered safely and in compliance with relevant legislation.
· Review Event Management Plans, Risk Assessments and Emergency Plans.
· Liaise with emergency services, organisers and partner agencies where appropriate.


Security and Emergency Planning
· Oversee the Council's security systems.
· Act as the Council's authorised officer regarding CCTV data management and evidence transfer.
· Support and coordinate the Council's response to emergencies, civil contingencies and major incidents affecting Council services, ensuring that appropriate business continuity arrangements are maintained and regularly reviewed.

Training and Culture
· Deliver or coordinate health and safety training for employees and Members.
· Develop, deliver and coordinate health and safety training, inductions and awareness programmes for employees and Members, ensuring statutory training requirements are identified, recorded and maintained.
· Promote a positive health and safety culture throughout the organisation.
· Support managers in fulfilling their health and safety responsibilities.
· Provide professional advice and guidance to staff on compliance matters.

Monitoring and Reporting
· Undertake regular inspections and audits of Council premises, facilities and operations.
· Monitor corrective actions arising from inspections and audits.
· Prepare reports for Senior Management, Council and Committees on compliance performance.
· Analyse trends and recommend continuous improvements.
· Maintain accurate compliance records, inspection schedules and statutory documentation capable of demonstrating the Council's compliance with legal obligations and supporting external audits.

General Responsibilities
· Undertake any duties commensurate with the grade of the post.
· Maintain professional competence through continuing professional development.
· Comply with all Council policies and procedures.
· Promote equality, diversity and inclusion.
· Take reasonable care for the health and safety of yourself and others.
· Support continuous improvement across the Estates & Operations service.


Note: This job description outlines the main duties of the post. It is not an exhaustive list and may be reviewed, following consultation, to reflect changing service needs without altering the general character or level of responsibility of the role.




Person Specification: Compliance and Health & Safety Officer

Education
Essential
· Good standard of education to at least A Level or equivalent.
· NEBOSH General Certificate (or equivalent recognised qualification).
· IOSH Managing Safely or equivalent.
· Experience of working with external Health & Safety advisers or consultants to achieve and maintain statutory compliance. 
· Ability to interpret professional advice and translate recommendations into practical operational improvements.

Development: Where the successful candidate does not fully meet all of the essential qualification requirements on appointment, but can demonstrate the necessary aptitude, knowledge and potential, the Council may appoint subject to an agreed development plan. Any identified qualifications or professional development requirements will be achieved within an agreed timescale, with appropriate support and training provided by the Council.

Desirable
· NEBOSH Diploma or equivalent.
· Membership of IOSH (TechIOSH/GradIOSH or above).
· Fire Risk Assessment qualification.
· First Aid at Work qualification.
· Relevant qualifications in Risk Management or Compliance.


Knowledge and Experience
Essential
· Significant experience in a Health & Safety or Compliance role.
· Excellent knowledge of UK Health & Safety legislation and associated regulations.
· Experience of undertaking risk assessments and developing safe systems of work.
· Experience of accident and incident investigation.
· Knowledge of CDM Regulations.
· Experience of managing organisational compliance programmes.
· Experience of delivering health and safety training.
· Excellent written and verbal communication skills.
· Strong report writing and presentation skills.
· Good IT skills including Microsoft Office.
· Ability to interpret legislation and provide practical advice.
· Experience of working with contractors and external stakeholders.

Desirable
· Experience within local government or the public sector.
· Experience supporting public events.
· Knowledge of emergency planning and business continuity.
· Experience of managing compliance software or electronic management systems.

Behaviours
· Professional and approachable.
· Strong attention to detail.
· Excellent organisational skills.
· Proactive and solutions focused.
· Able to influence and build positive working relationships.
· Calm under pressure.
· Able to prioritise competing workloads.
· Strong analytical and problem-solving skills.
· High standards of integrity and professionalism.


Other
The postholder must be flexible to attend occasional evening meetings and weekend events as required.
A full UK driving license and access to transport is desirable due to travel between Council sites.



The postholder will discharge their duties in accordance with the Council's Standing Orders, Financial Regulations, policies and procedures.


Fairness and Dignity at Work

Actively support the Council’s Dignity at Work policy to assist in eliminating discrimination and in maintaining a fair, positive and productive working environment, to meet statutory obligations and good employment practice.


Note:  This job description outlines the main duties and responsibilities of the post and is designed for the benefit of both the post holder and the Council in understanding the prime functions of the post. It should not be regarded as exhaustive as there may be other duties and responsibilities associated with and covered by the grading of this post.



TERMS AND CONDITIONS OF EMPLOYMENT
	Post title
	Compliance and Health & Safety Officer

	Salary grade
	SCP 18-23 currently £31,537 to £34,434 per annum

	Place of employment
	Witney Town Hall, Market Square, with travel to other Council sites and meetings as required

	Hours of work
	37 hours per week. Some flexibility will be required, including occasional evening meetings, for which the Council’s relevant arrangements will apply

	Employment status
	Permanent

	Pay period
	Monthly

	Pay arrangements
	Salary will be paid by BACS into a bank or building society account on or before the 25th of each month

	Allowances
	Casual user car mileage at NJC-approved rates, where applicable

	Annual leave
	24 working days, rising to 29 working days after five years’ continuous Local Government Service, plus one extra statutory day at Christmas, and Bank Holidays, all pro rata for part-time hours

	Pre-employment checks
	Any offer will be subject to satisfactory evidence of the right to work in the UK, two satisfactory references (including the present or most recent employer), a satisfactory DBS check and any other checks relevant to the role. The Council reserves the right to arrange an occupational health assessment

	Probation period
	Three months

	Notice period
	One month on either side

	Conditions of service
	Unless specified otherwise, the National Joint Council for Local Government Services National Agreement on Pay and Conditions of Service applies

	Pension scheme
	Employees with a contract of three months or more are eligible to join the Local Government Pension Scheme administered on behalf of the Town Council by Oxfordshire County Council. Employee contribution rates are determined by the scheme and assessed in accordance with the Council’s pensions arrangements
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