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Introduction and Relationship with MoJ 
The Law Commission (the Commission) is a Non Departmental Public Body (NDPB) sponsored 
by the Ministry of Justice (MoJ). The MoJ Health and Safety Policy (available via a link from the 
Law Commission Health & Safety page of the intranet) is an overarching policy covering the 
entire Department including its Agencies, other offices and associated Non Departmental Public 
Bodies (NDPBs). It requires the Commission to produce its own Health and Safety Policy, a 
copy of which is kept by the MoJ Health and Safety Branch.  
 
Law Commission Health and Safety Policy 
This policy guide  is divided into two distinct parts: 
 The ‘statement of intent’ which provides the general direction for the management of health 

and safety within the Commission; and 
 The ‘Organisation and Arrangements’. This explains the roles and responsibilities of 

individuals, specific MoJ HQ Branches and Trades Union Safety Representatives as well as 
the detailed arrangements for the Commission 

 
Where appropriate, and if further information and details are required, guidance will be issued to 
support these procedures either as an appendix to this document or by the issue of supporting 
documentation either by the Commission or by the MoJ Health and Safety Branch. 
 
The following directive marks are used throughout the policy and guidance: 
 
‘MUST’ denotes compulsory action 

 
  
‘SHOULD’  denotes action that is strongly recommended and will 

normally be complied with but is left to the discretion of the 
individual 

 
Managers must make themselves familiar with the health and safety policy and guidance notes 
and ensure that their staff are aware that the policy can be accessed on the Commission 
Intranet under ‘health and safety’. 
 
Enquiries regarding this policy should be addressed to Donna Greene, Head of the Corporate 
Services Team. 
 
 
 

General Statement of Intent 
The Commission is committed to ensuring the health, safety and welfare of its employees, 
visitors, contractors and all others who may be affected by its activities. It fully accepts its 
responsibilities under the Health and Safety at Work etc. Act 1974 and other associated 
legislation in providing safe and healthy working conditions. The Commission will take all 
reasonably practicable measures to minimise the risk of injuries or damage to health. This duty 
extends to employees who may be working elsewhere than their normal place of work including 
those using IT equipment when working at home on a formally agreed, regular basis. Where 
building maintenance services are directly under the control of others, for example MoJ’s 
Corporate HQ Facilities Division, overall responsibility rests with them although the Commission 
will take all reasonable steps in its role as customer to safeguard the health and safety of its 
building’s users.  
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The Commission also recognises that effective health and safety management provides a 
significant contribution to business performance. The Commission will promote and maintain 
high standards of health and safety for its employees. It will make available the necessary 
resources to comply with its health, safety and welfare duties in the form of finance, equipment, 
personnel and time to carry out duties. 
 
The Commission has responsibility under health and safety legislation not only as an employer 
but also as an organisation in control of its premises, except where MoJ’s Corporate HQ 
Facilities Division has responsibility for building maintenance. Individuals also have a legal 
obligation to take reasonable care for their own safety and for the safety of others. Employees 
must comply with any procedures put in place and use any equipment provided to enable the 
Commission to comply with its statutory duties. 
 
The successful promotion and implementation of this statement depends on the full commitment 
and co-operation of each employee. In order to ensure the involvement of all employees the 
Commission will co-operate fully with MoJ’s appointed trades union safety representatives. 
 
Employees will be given appropriate information, instruction and training to enable them to carry 
out their duties without risk of injury or damage and to ensure that they are aware of their 
responsibilities and are capable of carrying them out. 
 
In order to ensure the effective management of health and safety, the Commission will:  
 

 Prepare and publish details of the arrangements and guidance for implementing this 
policy. 

 Establish an effective system to ensure that employees know, understand and agree 
their health and safety responsibilities. 

 Where it is responsible for such matters, provide safe working practices and procedures 
on premises including for work equipment, machinery, materials and substances in use 
including regular maintenance and servicing, and ensure relevant records are kept. 

 Carry out assessments of work activities to determine health and safety risks and take 
measures to remove hazards, wherever possible, or implement control measures to 
ensure safe working conditions where these fall within the Commission’s remit. These 
will include DSE assessments at the homes of staff using IT equipment when working at 
home on a formally agreed, regular basis. 

 Liaise with Corporate HQ Facilities Division on matters relating to equipment or 
maintenance falling outside the scope of the Commission’s facilities management remit. 

 Promote, monitor and review health, safety and welfare, incorporating new legislation, 
codes of practice and appropriate industry best practice. 

 Ensure any injuries are treated, reported and recorded and that all accidents are 
investigated to enable effective remedial action to be taken to prevent recurrence. 

 Consult with and advise employees and other persons, including the trades union side, 
contractors, temporary employees and visitors, on health and safety risks from 
equipment, substances in the workplace and working practices. 

 Provide for the welfare of employees by promoting MoJ’s central Welfare Service to the 
Commission’s staff. 

 Provide suitable health and safety information, instruction and training. Training will 
generally be made available through MoJ HQ’s Health and Safety Branch. 
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Review 
This policy will be monitored to ensure that the objectives are being achieved, and will be 
regularly reviewed and revised as appropriate at intervals not exceeding one year or following 
significant changes in organisational and working arrangements. 
 
Enquiries  
Enquiries regarding this policy should be addressed to the Head of Corporate Services at the 
Commission. 
 
 
 

Organisation and Arrangements 
 
1) MoJ Corporate  
For details of MoJ Corporate Organisation and Arrangements refer to the MoJ Health and 
Safety Policy (available via a link on the Health and Safety section of the Law Commission’s 
Intranet). 
 
 
 

2) Law Commission 
 
The Senior Manager 
The Chief Executive is the senior manager with delegated responsibility for the implementation 
of the health and safety policy for the Commission. He will ensure that adequate resources are 
allocated to achieve the appropriate standard of health and safety provision required to manage 
health and safety. 
 
The Chief Executive will be supported by the: 

 The Commission’s Head of Corporate Services and the Facilities  Management Team 
 MoJ Health & Safety Branch 
 MoJ Corporate HQ Facilities Division 
 Trades Union Safety Representatives 

 
The Chief Executive has overall responsibility to ensure that a competent person and an 
adequate number of health and safety co-ordinators are appointed. The competent person is 
Ann Achow and the health and safety co-ordinators are Chris Porter and Terry Cronin. The 
competent person also undertakes the role of Fire and Incident Control Officer. The names of 
the competent person and of the co-ordinators should be notified to MoJ Health and Safety 
Branch who should also be informed promptly of any changes. 
 
 
Team Managers 
Team Managers at the Commission must ensure that they fully implement this safety policy and 
comply with all requirements of health and safety legislation. They must: 
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 Provide adequate and appropriate support for their line managers on health and safety 
issues, and 

 Ensure that the demands placed upon staff by their workloads do not exceed their 
reasonable capabilities. 

 
 
Line Managers  
All managers have a duty to ensure that the employees they manage are given adequate 
information, instruction, training and supervision in all health and safety aspects relevant to their 
work. In addition with regard to health and safety matters, managers have a duty to co-operate 
and communicate with the Chief Executive, competent person and co-ordinators as is 
necessary for health and safety compliance. Operational responsibility for delivering health and 
safety lies with line managers. 
 
Managers must ensure that the arrangements they have in place provide adequate safeguards 
for the health and safety of employees and others at all times. This includes  

 Nominating fire wardens and first aiders from their teams. Responsibility for ensuring 
that there are sufficient fire wardens and first aiders to cover the entire building rests with 
the FICO. Managers must also refer to the MoJ Fire Safety Policy, which sets out clearly 
the precautions required of them to manage the fire precautions applicable. 

 Identifying staff whose personal circumstances or duties involve particular health & 
safety risks, and arranging via the competent person for the required risk assessments. 

 
Managers must ensure that any of their staff with health and safety responsibilities - the 
competent person, health and safety co-ordinators, DSE assessors, fire wardens and first aiders 
have sufficient time and resources to carry out their tasks. It is the manager’s responsibility, in 
conjunction with the Facilities Management team to implement actions arising from risk 
assessments and general workplace inspections, and to inform staff of the appropriate control 
measures being implemented. Appropriate records of risk assessments and inspections will be 
kept by the Facilities Management team.  
 
 
Local Competent Person 
The local competent person should have received appropriate training and, preferably, hold a 
health and safety qualification. Their role includes: 

 Providing advice and guidance to the senior manager 
 Developing polices and procedures 
 Drafting guidance notes where guidance other than that provided by MoJ Health and 

Safety Branch is required 
 Investigating accidents 
 Raising the profile of health and safety in the workplace 

 
 
Local Health & Safety Manager 
The Law Commission’s Health & Safety Manager is Donna Greene. They work with Corporate 
HQ Facilities Division and MoJ Health and Safety Branch and have health and safety 
responsibilities for day to day building related matters. They must ensure that: 

 Contractors and members of the public have facilities to report accidents and incidents 
 Suitable and sufficient records are kept. 
 They consult with MoJ HSB and trades union appointed safety representatives when 

considering health and safety matters. 
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Health and Safety Co-ordinators 
The Law Commission’s Health & Safety Co-ordinator is Nicole Latte. They support managers in 
discharging their health & safety responsibilities. The co-ordinators' functions are to carry out 
specific risk assessments and general workplace inspections of their work area. The health and 
safety co-ordinators will be provided with training in risk assessment and inspection procedures. 
The specific risk assessments which the co-ordinator will carry out are as follows: 

 General risk assessments 
 New and expectant mothers 
 Manual Handling operations 
 DSE risk assessments 

 
More general workplace inspections focus on those aspects of the working environment under 
the control of the local manager. These will include topics such as. 

 House-keeping issues (such as trailing cables, blocking of escape routes, poor storage 
causing fire hazards or falling objects) 

 Safe access and egress, including assisting managers in preparing personal evacuation 
plans for staff or visitors with disabilities; and 

 General workplace risks  
 
Inspections of plant and equipment other than those that are managed by the Law Commission 
are the responsibility of MoJ Corporate HQ Facilities Division. 
 
 
DSE Risk Assessors 
A number of staff are trained to carry out DSE risk assessments but not other workplace 
inspections. They are, therefore, not expected to fulfil the non-DSE assessor duties of the health 
and safety co-ordinator listed above. 
 
 
The MoJ Health and Safety Branch (MoJ HSB) 
To assist managers in fulfilling their statutory responsibilities the Department employs 
competent persons in accordance with Regulation 7 of the Management of Health and Safety at 
Work Regulations 1999. The MoJ HSB are responsible through the Director General, Finance 
for providing competent health and safety advice to the Commission. 
 
The MoJ HSB is responsible for: 

 Providing professional health and safety advice, assistance and information to 
managers. 

 Formulating and developing specific health and safety policies. 
 Assessing risk and identifying means of control. 
 Assisting management in complying with the requirements of health, safety and welfare 

legislation. 
 Promoting a positive health and safety culture to secure the effective implementation of 

policies. 
 Implementing plans and monitoring standards using active and reactive methods. 
 Identifying corrective actions arising from accident investigations, audits, inspections or 

specific problems. 
 Auditing health and safety management systems and reviewing performance. 
 Providing a co-ordinating function in respect of health and safety across the MoJ, its 

agencies and NDPBs. 
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The MoJ HSB will maintain appropriate liaison and consultation with the Department’s trades 
unions and other health and safety professionals within the Department’s agencies, NDPBs and 
other offices. 
 
 
MoJ Corporate HQ Facilities Division (CFD) 
The CFD have management responsibility for ensuring that remedial work on plant, machinery, 
equipment, apparatus, materials, site and buildings is carried out by managing agents, 
contractors and landlords to a satisfactory standard. CFD work in close liaison with the HSB, its 
appointed consultants, other nominated competent persons recognized by HSB and with 
accommodation managers to maintain suitable and sufficient control over contractors and 
consultants. They must ensure that: 

 Building-related risk assessments are completed and reviewed as necessary. 
 Building-related inspections are carried out in plant rooms and communal areas etc. 
 Safety plans, risk assessments, method statements and work permits are completed 

where necessary, prior to works taking place. 
 
 
Contractor Responsibilities  
Corporate HQ Facilities Division will ensure that contractors, including agency staff and 
consultants appointed by them and working at the Commission’s premises must: 

 Comply with all relevant health and safety legislation; 
 Abide by the ‘Department’s rules for Contractors’ and any local conditions; 
 Take reasonable care for the health and safety of their employees and any other person 

affected by their activities; 
 Carry out their activities in a safe manner and ensure that any equipment used is 

suitable and maintained in a safe condition; 
 Co-operate fully with the Department’s representative; 
 Promptly report all accidents to the Department’s representatives 

 
Contractors must treat the MoJ arrangements and procedures as minimum standards to adhere 
to and will be expected to follow appropriate industry guidance and best practice at all times. 
 
The Law Commission’s Health & Safety Manager will ensure that contractors, including agency 
staff and consultants who are appointed directly by the Commission also follow the contractor 
responsibilities mentioned above. 
 
 
Employee Responsibilities 
Employees must recognise that they have an important part to play in the success of this policy, 
by: 

 Taking reasonable care for the health and safety of themselves, their fellow employees 
and all other persons attending the workplace; 

 Co-operating with management in all aspects of health and safety;  
 Complying with the instructions and procedures issued from time to time by 

management, for safe working and the safety of visitors; 
 Only carrying out activities which they have been trained to undertake; 
 Making proper use of personal protective clothing and safety equipment provided; 
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 Ensuring that any health and safety hazards or defects in safety procedures are 
promptly reported to the Facilities Management team; 

 Reporting any incidents, which have led or might have led to injury or damage and by 
co-operating with any investigation, which may be undertaken with the object of 
preventing accidents or a recurrence of the incident. 

 
Staff Safety Representatives 
The MoJ and the Commission encourage full and effective joint consultation with trades unions 
on all matters of Health and Safety. Unions are encouraged to appoint safety representatives in 
all workplaces and will support them in carrying out their duties within the framework of the 
Safety Representatives’ and Safety Committees’ Regulations 1977. 
 
The Commission will consult safety representatives in good time with regard to: 

 The introduction of any measure at the workplace which may substantially affect the 
health and safety of employees; 

 Arrangements for appointing or nominating persons in accordance with the Management 
of Health and Safety at Work Regulations 1992; 

 Any health and safety information issued to employees 
 Health and safety training for employees 

 
The Commission will, within reason, provide the facilities and assistance required by the safety 
representative to perform their duties. 
  
 
Local Health and Safety Committee 
A Health and Safety Committee will be established by agreement with the trades unions 
representing staff at the Commission. The constitution, objectives and terms of reference of the 
committee will be published and available to all employees. The primary objective of a local 
safety committee is to provide a consultation route for lower level, local health and safety issues. 
The Commission’s Health and Safety Committee will meet quarterly or at other intervals agreed 
by the Committee but no less frequently than twice a year. 
 
 
Safety Management Organisation Flow Charts  
Charts showing the flow of communication between the policy makers, planners, implementers, 
advisors and main interested parties are attached at Annex A. (for MoJ Corporate) and Annex B 
(for the Law Commission). These describe a brief overview of the health and safety 
management arrangements. 
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Annex A - Safety Management Organisation Flow Chart (MoJ Corporate) 
 
 
 

Permanent Secretary 
 Responsible for MoJ health and 

safety to the Secretary of State 
 Ensures that a suitable H&S 

policy is in place 

MoJ Management Board 
 Provide health and safety 

leadership in their respective 
areas of responsibility

The Director General, Finance 
 Nominated Board member for 

H&S 
 Allocating sufficient resources 
 Reporting results of performance 

measurement 

MoJ HQ Health and 
Safety Branch 
 Provide corporate 

advice and guidance 
in all H&S related 
matters 

 Audit H&S 
arrangements across 
MoJ and provide 
assurance to 
Permanent Secretary 

TUS Safety 
Representatives 
 Represent their 

colleagues through 
the corporate H&S 
committee 

 Assist with the 
development of H&S 
systems through the 
consultation process 

 Monitor standards of 
health and safety 

Corporate H&S Committee 
 Consultation vehicle for all 

corporate H&S matters 
 Agrees H&S Policy, 

arrangements and guidelines 

Agency & NDPB Chief 
Executives/senior managers 
 Provide policies and 

arrangements for their areas of 
responsibility 

 Appoint competent persons 
 Inform staff of the policy and 

arrangements 
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Annex B - Safety Management Organisation Flow Chart (Law Commission) 
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MoJ Health & Safety Branch 
 Provide advice, assistance and information 

to all managers, employees’ etc. 
 Undertake audits and provide assurance to 

Permanent Secretary 

The Director General, Finance 
 Nominated Board member for H&S 
 Allocating sufficient resources 
 Reporting results of performance measurement 

Permanent Secretary 
 Responsible for MoJ health and 

safety to the Secretary of State 
 Ensures that a suitable H&S 

policy is in place 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chief Executive and Team Managers 
 Implementation of H&S policy 
 Responsible for managing 

employee related H&S risks 
 Support to line managers 
 Nominate competent person, h & s 

co-ordinators and risk assessors 

Line Managers 
 Provide day to day 

management of H&S 
 Provide sufficient 

resources to H&S co-
ordinators 

 Implement H&S policy 

Trades Union Safety Reps. 
 Represent their colleagues 

through H&S committee 
 Assist with the development of 

H&S systems through the 
consultation process 

 Monitor standards of health 
and safety 

MoJ Corporate HQ Facilities  
 Provide safe environment/ 

building related risks 
 Control of managing agents & 

contractors 
 Helpdesk for reporting 

accidents/ problems 

Local Health & Safety 
Manager 
 Building safety 
 inspections 

Employees 
 Co-operate with managers in all 

health and safety matters 
 Ensure their own and others safety 
 Report accidents 
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