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SECTION 1. Overview of the service 
 
 

SERVICE VISION OR AIM STATEMENT 
We aim to reduce levels of avoidable accidents, injuries and ill-health to people at work and those who may be 
affected by work activities by securing compliance with relevant legislation and promoting best practice. 
 

 

SERVICE DIRECTION 

KEY OBJECTIVES 
�  Ensure compliance with all relevant health and safety requirements in business premises where we are the enforcing authority 

for the Health and Safety at Work etc Act 1974 and associated legislation 
�  Ensure compliance with all relevant food safety and food hygiene requirements and encourage best practice in businesses 

where the main activity is not food preparation 
�  Ensure that premises where food preparation is not the main activity are licensed and are complying with relevant licence 

conditions to promote public safety 
�  Ensure that all establishments requiring licences or registration due to the public health implications of their activities are fully 

compliant with licence conditions and other legislation 
�  To improve access to our services, our performance, and customer satisfaction. 
 
KEY ACTIVITIES - *Statutory duties 
�  Health and safety inspections of business premises and work activities on a planned priority basis* 
�  Use of a range of targeted intervention strategies such as advisory visits, seminars and events in parallel with national 

programmes to improve health and safety standards* 
�  Targeted investigations of accidents/incidents and of complaints about standards of health and safety and food safety in and 

around the workplace* 
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�  The provision of advice to employers, employees, members of the public, food business operators, government bodies, public 
event organisers, other external agencies, and internal services including the Licensing Authority and Development Control 

�  The investigation of suspected and actual outbreaks of communicable disease including Legionellosis and food poisoning* 
�  Food safety inspections of business premises where food preparation is not the main activity* 
�  Investigation and enforcement of a range of environmental health matters (eg refuse accumulations, defective drainage, 

nuisance complaints)* 
�  Scrutinising applications under the Licensing Act 2003 where we are the responsible authority to ensure that controls are in 

place to promote the licensing objectives, with an emphasis on public safety and preventing nuisance* 
�  Inspections of establishments requiring registration or licensing such as massage and special treatment, ear and body piercing, 

tattooists, electrolysis etc to promote public health and safety.* 
 

KEY PRIORITIES TO BE TACKLED DURING 2006/2007 
�  Further develop our topic approach to inspections and greatly increase our use of other innovative intervention strategies in 

parallel with national programmes to reduce the incidence of injuries, ill-health and days lost from work 
�  Inspect premises within our remit where food is prepared, as well as advising and coaching food business operators how best to 

comply with new legislation. 
�  Raise the profile of the service by press release, promoting and advertising seminars and events 
�  Review of working procedures to improve performance, value for money and consistency 
�  Staff training and further development 
�  Review the appropriateness of current licence conditions in respect of massage and special treatment licences 
�  Increase effective partnership working with internal and external stakeholders including the HSE and other LAs 
�  Review our performance indicators, in line with our FIT3 contributions 
�  Continue to listen to our customers and further improve customer satisfaction 
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NEED FOR THE SERVICE 
�  In accordance with the Health and Safety (Enforcing Authority) Regulations 1998, the local authority is the designated enforcing 

authority for a wide range of premises in relation to the Health and Safety at Work etc Act 1974 and associated legislation.  The 
main provisions of the Act are to secure the health, safety and welfare of employees and persons other than employees 
(including the public).  As the range of premise includes shops, catering premises, sports and recreation facilities, cosmetic 
services and places of entertainment, the service clearly contributes to reducing levels of avoidable accidents and injuries to 
people who work in, live in and visit the city. 

�  The Service is statutorily consulted as a responsible authority in accordance with the Licensing Act 2003.  Failure by the 
applicant to satisfy us that suitable control measures are in place to promote public safety or prevent nuisance, results in 
representation being made to the Licensing Authority in order to ensure that these issues are addressed before the licence is 
granted.  This contributes to a safer Nottingham in respect of premises offering regulated entertainment and the sale of alcohol. 

�  Enforcement and advisory work in relation to public health related issues such as refuse disposal, drainage defects, licensing of 
body adornment activities, therapeutic services, and the prevention of food poisoning all contribute to making Nottingham 
cleaner, safer and healthier. 
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MARKET PLACE ANALYSIS 
 
Enforcement of Health and Safety legislation can only be carried out by appropriately qualified, competent and authorised 
inspectors. The Health and Safety at Work etc. Act 1974 s.18 requires Local Authorities to appoint such inspectors to carry out a 
range of duties; inspection of premises, investigation of complaints and accidents, advisory and educational roles.  
 
The majority of inspectors are already employed by Local Authorities and the Health and Safety Executive and therefore the 
potential for others to perform these tasks is very limited. A similar situation exists in relation to food safety inspectors.  
 
A small number of agencies exist and during 03/04 we used agency staff to conduct health and safety inspections of premises 
during a period of acute staff vacancies. Agency staff failed to complete the contract and although the majority of customer survey 
forms returned were satisfactory, a number of adverse comments were made, particularly relating to lack of communication of the 
inspector’s findings. Two neighbouring Local Authorities have used agency staff during the past two years and have experienced 
serious problems due to agency staff lacking training and knowledge of current practices; thereby those authorities are not 
complying with Government’s mandatory guidance as such staff cannot be deemed competent with regard to current  requirements.  
Even if agency staff were employed to carry out routine inspections, any formal action would have to be taken by our own 
knowledgeable, well trained, competent officers. 
 
We are well placed to provide a local, comprehensive service dealing with a wide range of service requests from employers, 
employees and members of the public and the wide range of our work provides added value. 
 
We benchmark some of our services against other local authorities providing a similar service. 
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BEST VALUE, EFFICIENCY, VALUE FOR MONEY AND BUDGET SAVINGS 
 
�  Lead Authority Partnerships with large organisations including Gala Group give the businesses direct contact with a lead officer 

to deal with issues of legal interpretation and consistency on a nationwide basis.  The Home Authority principle in relation to food 
safety contributes equally. 

�  Lead Officers deal with multi-outlet businesses such as Argos and Tesco on a city wide basis.  This reduces the burden on 
businesses as inspection times are reduced because of the officer©s familiarity with the health and safety management system 
and culture within the organisation. 

�  A topic inspection approach has been developed for smaller lower risk premises.  The reduced inspection time means that 
officers can inspect more premises. 

�  Following routine inspections and service requests, every customer receives a customer satisfaction questionnaire with a view to 
getting feedback that will enable further improvement for our services. 

�  Working in partnership with New Deal for Communities, offering free health and safety surgeries to employers and the self-
employed within economically disadvantaged communities.  This makes our services accessible, officer time is reduced, and the 
number of customers contacted is increased. 

�  We will continue to benchmark our services against other Midlands© cities and neighbouring local authorities.  We will concentrate 
on processes and procedures to measure quality and consistency rather than just quantity. 

�  We strive to increase the number of customers we consult with and returns indicate a very high level of customer satisfaction. 
�  We have revised our customer satisfaction survey questionnaires in consultation with customers and stakeholders. 
�  We will further develop our partnership and collaborative working with other local authorities, the HSE Midlands Partnership 

Team and HSL to help reduce accidents, injuries and ill-health. 
�  We target our resources to concentrate on significant risks and priority programmes, as well as making best use of the skills of 

individual team members, including the training and development of other team members. 
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SECTION 2. Profile of the Service 
 

 
CUSTOMERS WE SERVE 
 
We serve a wide range of customers.  Our key customer groups can be summarised as follows: 
�  Employers in premises where Nottingham City Council is the enforcing authority for health and safety purposes and food 

preparation is not the main activity. 
�  Employees in the above premises. 
�  Self-employed persons in the above premises. 
�  Persons other than employees who may be affected by the business undertaking in the above premises. 
�  Food Business Operators in food businesses where food preparation is not the main activity and their customers. 
�  Applicants for premises licences in accordance with the Licensing Act 2003 
�  Applicants for other miscellaneous licences and registrations eg cosmetic services, body adornment, electrolysis, massage etc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 19 

 
 
 
PARTNERS WE WORK WITH 
 
HSE Midlands Partnership Team improved consistency, joint initiatives, training, guidance 
Health Protection Unit communicable disease control eg legionella, food poisoning 
Food Team improved consistency, training 
Licensing Team providing advice re: Licensing Act 2003, massage and special treatment, body-

piercing, tattooists, electrolysis, pet shops, sex shops etc. 
Police Service and Fire Service health and safety at outdoor events, fire safety in business premises, safety at 

sports grounds, safer sale of alcohol and regulated entertainment 
Development Control consultation on planning applications and building regulations approvals 
Gala Group improved consistency, Lead Authority Partnership scheme, food safety 

improvements 
New Deal for Communities improved awareness of health and safety in small businesses 
Commission for Social Care Inspection standards in residential care homes 
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ORGANISATIONAL STRUCTURE 
 

CITY DEVELOPMENT 
 

Environment & Public Protection Division 
 

Health & Safety, Bereavement Services 

Health and Safety Enforcement Team 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 

 

 
ACTING TEAM LEADER (PO2)  

George Shorter 

 
SENIOR  
ENVIRONMENTAL  
HEALTH OFFICER  (PO1) 
 
Sally Benton  (   hrs) 

 
ENVIRONMENTAL  
HEALTH  
OFFICERS  (SO2) 
Michael Bondswell 
Angela Clark 
Tina Edge 
Elvira Mooken (27 hrs) 

 
TECHNICAL  
OFFICER  (S4/5)  
 
Brian Sumpton 
 

 
ADMINISTRATION 
ASSISTANT  (S1/2) 

 
Judith Whittamore 
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TEAM DEVELOPMENT AND WORKFORCE PLANNING  
 
Team Diversity 
�  The 8 person team consists of 4 males and 4 females of various ages.  The ethnic origin breakdown is 6 x W1 and 2 x B1.  One 

person is disabled. 
�  All members of the team are offered flexible working patterns 
�  The duty rota for office cover is shared with the Health and Safety Advisers Team to provide even more flexibility. 
�  Teleworking, combined with starting and finishing on district as well as mobile phone contact increases work pattern flexibility 
�  Varied work on projects and initiatives will form an integral part of our service delivery.   
�  The training and development of the existing team, as well as a new Senior Environmental Health Officer and an Acting Team 

Leader will increase access to management opportunities in the future 
�  PDR reviewers have attended the PDR Reviewers workshop and understand the potential barriers to career progression 
�  Although EHO posts statutorily require specific formal qualifications, the Local Jobs for Local People (LJ4LP) agenda will be 

applied at the recruitment stage. 
�  The team plays an integral part in the training of student EHOs. 
�  Training and development needs will be tailored individually for the benefit of the service, the team and each member of staff. 
 
Team Flexibility 
�  Flexible working requests are considered and only rejected if there are valid reasons for doing so eg. office cover required. 
�  Homeworking, starting and finishing on district have been adopted and are commonly used, subject to service requirements. 
 
Team Development/Workplace Planning 
�  In relation to FIT3, team members will need to develop their knowledge of the priority areas, including the specific assessment 

tools and methods of intervention determined by HSE. 
�  EHOs within the team will need to develop their coaching skills to help food business operators to implement SFBB. 
�  A decision has been made that the Service Area (and subsequently the team) will retain its current structure for the coming year.  

Despite changes in service delivery, staff numbers will remain the same. 
�  Low staff turnover and all recent vacancies being filled internally illustrates that there are no particular staff recruitment or 

retention issues. 
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�  The current team displays an eclectic mix of age and skill profiles which should not alter significantly in the next 5 years. 
 
FINANCIAL RESOURCE STATEMENT 
 

REVENUE 
Actual 
2004/05 
£000s 

2005/06 latest. 
£000s 

2006/07 est. 
£000s 

2007/08* est. 
£000s 

2008/09* est. 
£000s 

Staff costs      

External costs      

Internal costs      

TOTAL COSTS      
Fees       

External income Grants      

Internal income      

TOTAL INCOME      

NET EXPENDITURE      

CAPITAL 
Actual 
2004/05 
£000s 

2005/06 latest. 
£000s 

2006/07 est. 
£000s 

2007/08* est. 
£000s 

2008/09* est. 
£000s 

Existing Schemes in Programme      

Schemes to be considered 
(level approved)      
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OTHER PLANS THAT LINK TO THE SERVICE  
 
Corporate Plan: 
�  Health and safety advice and enforcement action contributes to reducing levels of avoidable accidents and injuries as well as 

reducing the incidence of ill-health. 
�  Ensuring that premises licence applicants have measures in place to promote the licensing objectives as well as complying with 

their other statutory requirements, contributes to making Nottingham a safer and cleaner place to work in, live in and visit. 
�  Closer working with other teams and partners to deliver improved services in a fair and equal way improves customer 

satisfaction and increases value for money. 
�  Public health related work including ensuring the control of legionella, combating food poisoning, licensing and registration of 

special treatments and body adornment, and tackling the management of asbestos all contribute to a healthier Nottingham. 
�  Having a dedicated Health and Safety Enforcement Team places us in a strong position to serve the people of Nottingham 

better than other Local Authorities serve theirs. 
�  Playing our part at the consultation phase in relation to new development feeds into transforming Nottingham©s neighbourhoods. 
 
Local Area Action Plan: 
�  Helping to increase total entrepreneurial activity in Nottingham by advising and coaching new businesses in health and safety 

and food safety matters. 
�  Reducing the occurrences of crimes against businesses and the subsequent effects by setting up a violence/stress initiative in 

June 2006. 
�  Reducing the number of deaths due to cancer by enforcing Regulation 4 of the Control of Asbestos at Work Regulations 2002. 
�  Reducing the prevalence of avoidable injuries to children, young people and older people by considering their particular 

vulnerabilities when assessing the adequacy of health and safety arrangements. 
�  Increasing the health and well-being of older people by targeted interventions in residential care homes eg control of legionella. 
�  Contributing to the improvement of mental health by tackling work-related stress. 
�  Reducing the fear of crime by advising businesses on the benefits of lone working/violence to staff policies. 
�  Ensuring that businesses comply with their duty to collect, store and dispose of refuse in an appropriate manner contributes to 

the appearance of the city and cleaner streets. 
 

 



 24 

SECTION 3. Setting out the Priority Areas for Action and Improvement  
 
Ref. Priorities/challenges 

to be tackled 
Actions to be 
taken 

Risks linked to 
actions  

Planned Outcomes  Milestones  
for success 

Lead 
responsible 
officer 

 Customer Focus      
1 Communication with 

customers 
a)  Customer 
satisfaction surveys 
to be sent out 
following all 
inspections 

Potential poor return 
rate of question-
naires.  Does not 
target potential 
customers nor those 
that make anony-
mous complaints. 

To measure levels 
of satisfaction with 
service, to highlight 
good practice and to 
secure information 
which might lead to 
service 
improvements. 

Survey forms 
to be sent 
following all 
inspections 
with a 
response rate 
of 35%. 

George Shorter 

  b)  Review 
satisfaction 
questionnaires 

 Ensure applicable to 
more customers 

Increase no. 
questionnaires 
sent out. 

 

  c)  Continue 
development of 
website. 

Won©t be seen by all 
customers 

Service standards 
and advice to be 
accessible via the 
website. 

Regular 
updates. 

 

2 Raise our profile Issue press 
releases eg relating 
to events organised 
as part of our inter-
vention strategy and 
our work with other 
agencies. 

Lack of support from 
other agencies 
and/or from 
businesses invited to 
events, lack of 
interest from media. 

Organise and 
publicise events eg 
target premises in 
line with FIT3 
strategic  
programmes. 

Contribute to 
at least 7 such 
interventions 
by end March 
2007 

George Shorter 
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Ref. Priorities/challenges 

to be tackled   
Actions to be 
taken 

Risks linked to 
actions  

Planned Outcomes  Milestones  
for success 

Lead 
responsible 
officer 

 Equality & Diversity 
Inc. EIA outcomes, 
RES, DDA 

     

3 Collecting information 
about who our 
customers are. 

Collect information 
about our 
customers under 
the six equality 
standard categories. 

Information not 
provided 

Broad 
understanding of 
who our customers 
are. 

Collect data in 
accordance 
with the 
Service 
Equality and 
Diversity Plan. 

George Shorter 

 Resourcing and 
capacity issues – 
workforce planning, 
budget, building and 
equipment 

     

4 Staff resources Implement FIT3 
strategic pro-
grammes via topic 
inspections, special 
surveys and other 
targeted inter-
ventions.  Aid 
businesses to 
implement and 
maintain (newly 
required) docu-
mented food safety 
management 
systems. 

Resources could 
lead to us being 
unable to fulfill our 
statutory duties. 

All inspectors 
undertaking topic 
based inspections, 
special surveys, and 
other interventions.  
All authorised 
officers carrying out 
inspections and 
visits to help 
businesses to 
implement SFBB. 

FIT3 topic 
based inspec-
tions and 
SFBB 
coaching 
commencing 
April 2006 and 
continuing 
throughout the 
year in parallel 
with national 
programmes. 

George Shorter 
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Ref. Priorities/challenges 
to be tackled   

Actions to be 
taken 

Risks linked to 
actions  

Planned Outcomes  Milestones  
for success 

Lead 
responsible 
officer 

5 Staff training and 
development 

Follow team training 
plan; identify 
individual training & 
development needs 
via PDR process. 

Lack of training may 
lead to inconsistent/ 
incorrect application 
of legislation/ 
guidance and 
possible claims 
against the LA. 

Staff authorised 
according to 
competencies and 
able to provide 
accurate 
advice/enforcement. 

Team and 
individual 
training and 
development 
plan adhered 
to and 
reviewed 
September 
2006. 

George Shorter 

6 Review work 
procedures 

Review and refresh 
work procedures/ 
guidance.  Trial 
proactive/reactive 
split. 

Lack of ownership by 
team will result in 
failure. 

Ensure procedures 
are in line with 
current Government 
guidance.  Ensure 
procedures remain 
auditable. 

Work 
procedures 
reviewed, 
refreshed, 
agreed by 
team and in 
place by 
September 
2006. 

George Shorter 

 Performance, 
efficiency & VFM 

     

7 Performance 
Measurement 

Continue to monitor 
team and individual 
performance by 
service plan review, 
PDR process, and 
monthly case load 
reviews. 

Failure to identify and 
rectify areas of 
under-performance 
may lead to 
decreased motivation 
of individuals and 
team, and a failure to 
meet targets. 
 

Information relating 
to levels of 
performance, early 
identification of and 
remedial action in 
respect of areas of 
poor performance. 

Meet/exceed 
PI targets and 
individual 
targets agreed 
during PDRs. 

George Shorter 
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Ref. Priorities/challenges 
to be tackled 

Actions to be 
taken 

Risks linked to 
actions  

Planned Outcomes  Milestones  
for success 

Lead 
responsible 
officer 

8 Review Performance 
Indicators 

Work with other LAs 
and HSE to review 
and refresh our PIs. 

Not all current PIs 
are relevant with 
regard to current 
Government 
priorities.  PIs 
relating to x/1000 
premises do not 
allow meaningful 
comparison due to 
Flare inaccuracies, 
resulting in constant, 
substantial changes 
to number of  
premises contained 
in database. 

Develop PIs that 
enable useful and 
meaningful 
comparisons to be 
made having regard 
to recent changes to 
National strategy in 
H & S enforcement, 
in particular the 
recording of time 
spent on initiatives. 

Agree PIs with 
Midlands© 
Cities by 
September 
2006.  
Benchmark 
using those 
PIs by June 
2007. 

George Shorter 

 Area Action Plan 
priorities 

     

9 Helping areas to 
identify plausible 
interventions. 

Negotiate the 
team©s contribution 
to each LAA Plan 
during  
Apr. 06 – June 06 

Resource 
implications could 
prevent specific 
interventions above 
and beyond the 
everyday activities of 
the team. 

Reduce the 
prevalence of 
avoidable accidents 
as well as reducing 
ill-health influenced 
by matters within 
our remit. 

By June 2006, 
be in a 
position to 
revise our 
service plan 
detailing our 
key actions to 
contribute to 
each LAA 
Plan. 

George Shorter 
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SERVICE PERFORMANCE INDICATORS - COMPARED OVER TIME AND TO OTHERS 

 
You should be using a balance of appropriate performance measures with the emphasis firmly on outcomes and outputs.  

Measures should address quality, customer, staff, equality, cost and efficiency matters.  
Targets should reflect national standards and targets and locally set targets that look to bring about improved service delivery. 
 
Must include, answering mail and e-mail, telephone, sickness, workforce profile targets for improvement. 
 

 
Ref & 

Indicator 
type. 

 
Description of Key  

Performance Measure 

Actual out 
turn   

2003/04  
 
 

Actual out 
turn   

2004/05  
 
 

Actual or 
estimate out 
turn 2005/06 

Target 
2006/07 

 

Commentary in relation to 
any issues or favourable / 
unfavourable performance 
& comparison to others or 

quartile / threshold 
placings.  

HSE 1 
Local PI 

No. preventive H & S inspections/1000 
premises 

135 135    

HSE 2 
Local PI 

Officer days spent contributing to FIT3 
strategic programmes 

N/A N/A   New PI, not previously 
measured 

HSE 3 
Local PI 

No. enforcement notices served/1000 
inspections 

61 46    

HSE 4 
Local PI 

No. informations laid/1000 inspections 22 3    

HSE 5 
Local PI 

No. premises per FTE inspector 969 813    

HSE 6 
Local PI 

No. targeted interventions N/A N/A    

HSE 7 
Local PI 

% customers satisfied with service 99% 96%    

HSE 8 
Local PI 

% programmed H & S inspections 
achieved 

80% 75%    

HSE 9 
National PI 

% programmed food safety inspections 
achieved 

64% 80%    
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SERVICE PERFORMANCE INDICATORS - COMPARED OVER TIME AND TO OTHERS 

 
You should be using a balance of appropriate performance measures with the emphasis firmly on outcomes and outputs.  

Measures should address quality, customer, staff, equality, cost and efficiency matters.  
Targets should reflect national standards and targets and locally set targets that look to bring about improved service delivery. 
 
Must include, answering mail and e-mail, telephone, sickness, workforce profile targets for improvement. 
 

 
Ref & 

Indicator 
type. 

 
Description of Key  

Performance Measure 

Actual out 
turn   

2003/04  
 
 

Actual out 
turn   

2004/05  
 
 

Actual or 
estimate out 
turn 2005/06 

Target 
2006/07 

 

Commentary in relation to 
any issues or favourable / 
unfavourable performance 
& comparison to others or 

quartile / threshold 
placings.  

HSE 10 
Local PI 

% successful presentations 100% 100%    

HSE 11 
Local PI 

% reported accidents investigated 32% 32%    

HSE 12 
Local PI 

Cost of service per head of population £1.07 £1.06    

HSE 13 
Local PI 

Average days sickness per person per 
year 

N/A N/A 3.36 3.5 New PI, not previously 
measured. 
Dept. trigger level = 10 days 

HSE 14 
Local PI 

% service requests responded to in 
target time 

N/A N/A   New PI, not previously 
measured 

HSE 15 
Local PI 

% letters responded to within target 
time 

N/A N/A   New PI, not previously 
measured 

HSE 16 
Local PI 

% incoming telephone calls answered 
within target time 

N/A N/A 87% 90% New PI Stats. include H & S 
Advisors.  Dept. average is 
72% 
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LISTING OF APPENDICES SUPPORTING THE SERVICE PLAN 
 
REVIEW OF LAST YEARS PLAN 
 
RESULTS OF ANY SWOT / PESTLE OR OTHER TECHNIQUE USED TO IDENTIFY ISSUES FOR 
ATTENTION  
 
SERVICE RISK REGISTER 2005/06 
 
MARKETING AND COMMUNICATIONS PLAN 2006/07  
 
CONSULTATION PLAN 2006/07 – PLANNED 
 
SERVICE TRAINING AND DEVELOPMENT PLAN 
 
LIST ANY OTHER DOCUMENTS INCLUDED  
 
 
 
 
 
 



 31 

 
 
REVIEW OF LAST YEARS PLAN 
 
What has worked well 
�  Successful implementation of topic based inspections 
�  Further development of the FLARE database to update it and facilitate the targeting of premises 
�  Improved joint working with HSE Midlands Partnership Team 
�  Our role as a responsible authority regarding implementation of the Licensing Act 2003 
�  Improved customer survey questionnaire feedback 
�  Joint working with HSE and the EU on fork lift trucks 
�  DSE seminar at Notts County FC 
�  Presentation to the Communication Workers Union 
�  Training and development 
�  Notts LAs Licensing Group work 
�  Small business visits (improved working relations) 
�  Builders© merchants initiative 
�  Slips and trips initiative in Victoria Centre 
�  Better support from our Legal Team 
�  Case load review 
 
What has not worked so well 
�  Limited improvements to the website (due to a slow response from the Web Team) 
�  FLARE database problematic (unable to share information with other teams) 
�  Press releases prepared but not published by local newspaper 
�  Inspection targets will not be met 
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What key lessons were learnt by the service  
  
�  Targeted interventions such as seminars and events are an effective means of delivering key health and safety messages 

to target groups and the resource implications are appropriate 
�  Topic inspections provide a mechanism for addressing the most significant health and safety issues in more depth without 

greatly increasing the overall resources 
�  Small business visits are a cost-effective way of providing our services in lower risk business premises 
�  Partnership working with HSE, HSC and other LAs contributes to best value and provides training and development 

opportunities  
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RESULTS OF SWOT/PESTLE ANALYSIS 
 
STRENGTHS WEAKNESSES 
�  Experience and knowledge �  Support/communication with other teams 
�  Technical expertise 
�  Competence/professionalism 

�  Stakeholders wish to monitor our performance in differing 
ways eg inspections versus time spent 

�  Communication skills 
�  Diverse range of skills 

�  Uncertainties of how best to contribute to FIT3 and how to 
monitor that contribution 

�  Innovative, targeted approach 
�  Listen to our customers 

�  FLARE database hampers the sharing of information with 
other teams 

�  Know who our customers are 
 

 

OPPORTUNITIES THREATS 
�  Selecting which premises to target in line with FIT3 

initiatives 
�  Unpredictable resource implications of reactive work 
�  Uncertainty over the implications of FIT3 

�  Not being measured purely by quantitative performance 
indicators 

�  Changes in legislation eg food hygiene, gambling reform 
�  Implications of enforcing the requirement to have 

�  Using innovative, targeted intervention strategies 
�  Further training and development of staff 

documented FSM systems in place where language/  
literacy barriers exist 

�  Sharing of expertise with HSE and HSL 
�  Joint working to maximise resources (eg with HSE, 

other LAs) 

�  Staffing levels, finance, training and time 

�  Raising our profile via FIT3 campaigns, events, press 
releases etc. 
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SERVICE RISK REGISTER  
 
 High-risk  Medium risk    Low risk 
 
 

Ref. No. Risk Description 
 

Inherent 
risk 

Risk Management 
solutions in place 

Residual 
risk 

Risk 
Owner 

Other mitigation 
needed 

Risk Indicators 

1 Failure to recruit 
key staff 

 Competitive 
salaries/pay review, 
departmental HR 
expertise and skills, 
recruitment training, 
effective advertising, 
flexible job 
descriptions, career 
grades and career 
development 

 DMT, 
Customer 
Service 
Managers, 
HR 

Better workforce 
planning and 
initiatives to address 
social inclusion and 
equality 

Number of times a post 
is advertised,  
number of applications, 
vacancy level 

2 
 

Failure to achieve 
expected CPA or 
audit results 

 Awareness of 
inspection/audit 
process and key lines 
of enquiry, effective 
forward planning on 
key matters 

 DMT, 
CSM, TL, 
team 
members 

Rigorous performance 
management, improved 
learning and sharing 
with others, self audit. 

CPA/audit results and 
feedback, negative press 
coverage, poor 
comparison with others. 

3 
 

Failure to retain staff.  Effective two-way 
communication 
(management and 
staff) PDRs, 
recognising work well 
done, developing staff. 

 DMT, 
CSM, TL 

PDRs being undertaken 
100% across the team, 
case load reviews. 

Vacancy levels, staff 
survey responses. 

4. 
 

Legal challenge 
damages the ability 
to deliver services 

 Compliance to agreed 
procedures and 
working practices, 
quality control, legal 
advice and support, 
effective marketing 
and PR. 
 
 

 DMT, 
CSM, TL, 
marketing 
team 

Attention to detail and 
early warning 
mechanisms. 

Customer satisfaction, 
monitor complaints, 
inspection/audit feedback 
target not met, negative 
press coverage. 
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Ref. No. Risk Description 
 

Inherent 
risk 

Risk Management 
solutions in place 

Residual 
risk 

Risk 
Owner 

Other mitigation 
needed 

Risk Indicators 

5 Failure to deliver 
services to expected 
standard. 

 PDRs, priority setting, 
addressing poor 
performance, project 
management, regular 
monitoring against 
action plans and 
targets, training and 
development (skilled/ 
trained staff), work 
allocation/ division, 
motivated staff, 
flexibility of resources, 
listening to customers 
& other stakeholders – 
effective consultation. 

 DMT, SD, 
CSM, TL, 
team 
members 

More fit for purpose 
service plans and 
rigorous performance 
management 
arrangements linked to 
actions for improve-
ment, learning and 
sharing with each other 
and other organisations. 

Customer satisfaction 
complaints, inspection/ 
audit feedback target not 
met, BVPI quartile 
ranking, failure to attract 
external funding negative 
press coverage, service 
plan review, case load 
reviews. 

6. 
 

Failure of IT systems  Adequate depart-
mental resources and 
support, appropriate 
investment in IT apply 
back up procedures 

 DMT, IT 
team, 
Flare 
manager 

Better built in disaster 
recovery techniques 
into all systems to 
minimise disruption and 
ensure business 
continuity. 

Computer downtime. 

7 Failure by managers 
to challenge and 
continual 
improvement of 
services. 
 

 Service plans 
monitoring and 
tracking progress, 
action planning to 
improve performance, 
PDRs, independent 
scrutiny of challenge 
process, act on 
decisions made. 

 DMT, 
CSM, TL 

Address leadership 
gaps (SD and Customer 
Service Manager 
levels), all service plans 
are ©fit for purpose©, 
embed a more rigorous 
challenge/self 
assessment culture. 

Customer satisfaction, 
complaints, inspection/ 
audit feedback, targets 
not met, BVPI quartile 
ranking, negative press 
coverage. 
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Ref. No. Risk Description 
 

Inherent 
risk 

Risk Management 
solutions in place 

Residual 
risk 

Risk 
Owner 

Other mitigation 
needed 

Risk Indicators 

8 
 

Failure to comply 
with H&S regulations 
leading to death or 
injury of a member of 
staff or stakeholder. 

 Compliance to agreed 
procedures and 
working practices, 
quality control check, 
raised awareness and 
communicated 
guidance and good 
practice. 

 DMT, 
CSM, TL, 
Team 
members 

Ensure all H&S systems 
in place, H&S 
inspections by Safety 
Advisers and union 
reps. 

Accident reporting, H&S 
inspection & reports, 
legal cases/actions, 
number of working days 
lost. 

9 Failure to meet 
changing customer 
and other 
stakeholder 
expectations. 

 Effective consultation 
and communications, 
service planning, 
priority setting, case 
load reviews. 

 DMT, 
CSM, TL, 
Team 
members 

More coherent 
consultation, include all 
hard to reach and 
minority groups, 
improved learning and 
sharing with each other 
and other organisations. 

Customer satisfaction, 
complaints, inspection/ 
audit feedback, targets 
not met, BVPI quartile 
ranking, negative press 
coverage. 

10 Failure to implement 
changes to meet 
legal requirements 
and mandatory 
guidance. 

 Forward planning, 
resource allocation, 
network with external 
sources of information, 
research, keep up to 
date with Government 
thinking, advice from 
Legal Services. 

 DMT, 
CSM, TL 

Make adequate time 
available to plan well for 
changes, assess 
impacts and project 
plan. 

Inspection/audit 
feedback, negative press 
coverage, customer 
satisfaction and 
response times not met. 
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MARKETING AND COMMUNICATIONS OUTLINE PLAN 2006/07 
 
To assist with the completion of this table, please select options provided for coloumn A and B, specifying ‘other’ if 
chosen.  Where you select between 1-7 as a marketing/communications objective, please elaborate briefly.  Thank You.   
 
Marketing and/or communication objectives (Column A) Corporate priorities (Column B) 
1 Increase service usage among existing users 1 Transform Nottingham 
2 Increase service usage among new users 2 Choose Nottingham 
3 Develop, launch and deliver a new/improved/innovative service 3 Respect Nottingham 
4 Increase awareness of a particular service/issue/event 4 Nottingham People 
5 Provide statutory information 5. Serving Nottingham Better 
6 Provide non statutory information   
7 Change behaviour/attiudes    
8 Other… 

 

  
 
 

A 
Marketing 

and/or 
communications 

objective 

B 
Link to 

corporate 
priority 

C 
Link to 
service 
priority 

D 
Target 

audience 
and/or target 
geographic 

area 

E 
Timescale 

F 
Level of 

sponsorship 
support 
required  

(if applicable)  

G 
 Anticipated 

budget 

H 
Planned 

Outcomes & 
Milestones 
for success 

1,2,3,4,5,6,7 
Produce & issue 
press releases, 
flyers, possible 
media coverage 
for a stress/ 
violence 
reduction 
initiative. 

2,3,5 Communication 
with customers.  
Raise our 
profile 

Independent 
retailers etc. 

June 2006 HSE funded TBC Raise 
awareness of 
the causes of 
stress and 
how to 
manage the 
risks of 
violence. 
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A 

Marketing 
and/or 

communications 
objective 

B 
Link to 

corporate 
priority 

C 
Link to 
service 
priority 

D 
Target 

audience 
and/or target 
geographic 

area 

E 
Timescale 

F 
Level of 

sponsorship 
support 
required  

(if applicable)  

G 
 Anticipated 

budget 

H 
Planned 

Outcomes & 
Milestones 
for success 

1,2,3,4,5,6 
Regular updates 
to the team©s 
website 

2,3,4,5 Communication 
with customers.  
Raise our 
profile 

Those with 
Internet 
access 

Ongoing N/A TBC Raise aware-
ness of our 
service, new 
developments 
in H & S, 
provide gen-
eral guidance 
and find out 
who our 
customers 
are and what 
they want. 

1,2,5,6 
Supply the 
Customer 
Information 
Centre with a 
sufficient number 
of our team©s 
Health & Safety 
Handbook. 

2,3,5 Communication 
with customers 

Smaller 
businesses, 
members of 
the public 

Ongoing N/A TBC Raise aware-
ness of our 
service and 
provide gen-
eral health 
and safety 
information 
and details of 
where to get 
additional 
help and 
advice. 
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A 

Marketing 
and/or 

communications 
objective 

B 
Link to 

corporate 
priority 

C 
Link to 
service 
priority 

D 
Target 

audience 
and/or target 
geographic 

area 

E 
Timescale 

F 
Level of 

sponsorship 
support 
required  

(if applicable)  

G 
 Anticipated 

budget 

H 
Planned 

Outcomes & 
Milestones 
for success 

4,5,6 
Produce quarterly 
updates for 
Councillor 
Grocock to inform 
him of the work 
being carried out 
by the team. 

2,3,5 Raise our 
profile 

Portfolio 
holder and 
other elected 
members 

Quarterly N/A TBC Raise the 
profile of the 
important 
work being 
carried out by 
the team, with 
an emphasis 
on how it fits 
into the 
Corporate 
Plan. 

1,2,3,4,5,6,7 
Issue press 
releases, produce 
leaflets and run 
events in-line with 
the FIT3 strategic 
programme 

2,3,4,5 Communicate 
with customers, 
raise our profile 
and increase 
partnership 
working. 

Employers & 
employees in 
premises 
where the 
work activities 
are most 
likely to result 
in accidents, 
injuries or ill-
health. 

Ongoing HSE to 
provide 
information, 
training and 
technical 
support 

TBC Contribute to 
reducing the 
incidence of 
major injuries, 
fatalities, 
days lost and 
ill-health 
associated 
with work 
activities. 
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CONSULTATION PLAN 2006/07 - PLANNED 

 
 

Title of 
Consultation 

Exercise 

 
Aim of 

Consultation 
Exercise 

 
Statutory or Non-

Statutory 

 
Target Groups/ 

Areas 

 
Consultation 
Methodology 

 

 
Time scale of 
consultation 

 
Budget 

Implications 

 
Lead Service & 
Contact Officer 

Name 

 
Brief Description 

Of Desired 
Outcome/Benefit
s of The Exercise 

Review of 
customer 
satisfaction 
questionnaire: 
inspections 
 

To consult 
customers in 
the review of 
our 
questionnaires 

Non-statutory Employers Survey, 
questionnaires 

Apr.06-Aug 06 Staff time George 
Shorter 

Increased 
return rates, 
increased 
monitoring 
information. 

Review of 
customer 
satisfaction 
questionnaires: 
service 
requests. 
 
 

To consult 
customers in 
the review and 
expansion of 
our 
questionnaires 

Non-statutory All those who 
have 
requested our 
service. 

Survey, 
questionnaires 

Apr.06-Aug 06 Staff time George 
Shorter 

Increased 
return rates, 
increased 
monitoring 
information, 
consult with 
customers 
making service 
requests other 
than 
complaints (eg 
asking us for 
advice.) 
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Title of 
Consultation 

Exercise 

 
Aim of 

Consultation 
Exercise 

 
Statutory or Non-

Statutory 

 
Target Groups/ 

Areas 

 
Consultation 
Methodology 

 

 
Time scale of 
consultation 

 
Budget 

Implications 

 
Lead Service & 
Contact Officer 

Name 

 
Brief Description 

Of Desired 
Outcome/Benefit
s of The Exercise 

Customer 
satisfaction 
questionnaires: 
inspections 
 
 

To obtain 
views of 
employers/ 
managers 
whose 
businesses 
have been 
inspected by a 
member of the 
team. 

Non-statutory Employers/ 
Managers  

Questionnaire On-going Staff time George 
Shorter 

Identifies satis-
faction levels 
and highlights 
areas for 
potential 
improvement, 
encourages 
discussion at 
team meetings 
to highlight 
good perform-
ance & identify 
areas for 
improvement 
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SERVICE TRAINING & DEVELOPMENT PLAN 
 

 
Name 

 
Title of 

Developmen
t/ 

Training/ 
Activity 

 
Benefit to 
Service 
Delivery 

 
Scheduled 

Dates 
(If known) 

 
No. of 
days 

duration 
(If known) 

 
Trainer/ 

Facilitator 
(If known) 

 
Location/ 

Venue 
(If known) 

 
Cost 

(If 
applicable) 

 
Comments 

 
 
 

        

 
 
 

        

 
 
 

        

 
 
 

        

 
 
 

        

 
 
 

        

 
 
 

        

 
 
 

        

 
 
 

        

 
 
 

        

 
 
 

        

 
 


