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1. Purpose 
The purpose of this document is to define the procedure for controlling the risks from the 
legionella bacteria from activities undertaken within premises operated and/or occupied by 
the Council so that; 

- there are robust systems in place to comply with HSE guidance, 
- that the risk from legionellosis is controlled in all premises for which the Council has 

responsibility, 
- the identification and assessment of sources of risk from legionellosis in premises is 

robust, 
- there is a scheme for prevention and/or controlling risk from legionellosis, 
- the implementation and management of the scheme is controlled by appointing 

responsible person(s), 
- robust and adequate records are maintained, 
- adequate training, instruction and supervision of persons with responsibilities under 

this policy is undertaken. 
 

2. Introduction 
Legionella bacteria are common and can be found naturally in environmental water sources 
such as rivers, lakes, and reservoirs, usually in low numbers.  Legionella bacteria can survive 
under a wide variety of environmental conditions.  Water temperatures in the range 20°C to 
45°C seem to favour growth.  The organisms do not appear to multiply below 20°C and will not 
survive above 60°C.  They may however remain dormant in cool water and multiply when 
water temperatures reach a suitable level.  Legionella bacteria also require a supply of 
nutrients to multiply. 
 
Legionella bacteria is responsible for a group of pneumonia-type diseases collectively termed 
‘Legionellosis’. The diseases can be fatal or permanently debilitating.  
 
Legionnaires’ disease is normally contracted by inhaling legionella bacteria deep into the lungs, 
either in tiny droplets of water (aerosols), or in droplet nuclei (the particles left after the water 
has evaporated) which is contaminated with legionella.  Legionnaires’ disease can be treated 
effectively with appropriate antibiotics. 
 
Copeland Borough Council is committed to ensuring the health, safety and welfare of all of its 
employees, visitors and other persons affected by its work activities.  The Council is committed 
to ensuring that accommodation is provided to occupiers safely and all persons who use the 
premises are protected from harm. 
 
This document states and describes the allocation of responsibilities and arrangements for the 
implementation of the Council’s Policy and Procedure for the management of water hygiene 
and the control of legionellosis. 
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3. Scope 
This policy and procedure applies to all areas of the Council without exception. Copeland 
Borough Council recognises the need to protect its employees and others from the harmful 
effects of legionella by: - 
 

 Complying with relevant legislation and the requirements of this policy; 
 Providing where reasonably practicable standards not less than those set out in the 

Approved Code of Practice (ACOP L8 (4th edition) 2013); 
 Appointing a person or persons, to take managerial responsibility and to provide 

supervision. 
 Taking all reasonable steps to prevent its employees and others from breathing in 

droplets of water containing harmful levels of legionella. 
 Keeping appropriate records 
 Providing appropriate training 
 

Copeland Borough Council owns a number of various different built assets with uses including; 
office accommodation, commercial, industrial, health care, leisure and storage. Each asset is 
managed differently and there are 5 relationships which exist, they are as follows: 

 
1. Council owned, occupied properties, fully maintained by the Council. 
2. Properties leased to and occupied by the Council where the Council have no 

repairing responsibility.  
3. Properties owned by the Council, managed by other (Sports Centre, Swimming Pool 

etc.) The Council are not responsible for maintaining the property but do contribute 
financially to it.  

4. Council owned properties leased to tenants – where the tenant has full repairing 
responsibility  

5. Council owned properties leased to tenants – where the Council has full repairing 
responsibility.  

 

Where the Council is responsible for the maintenance of the property which includes the water 
supply, this policy must be applied in full without exception (Relationships: 1 & 5).  

 
If the Council has employees occupying a property which is not owned nor maintained by the 
Council, it must be established by the Responsible Person with the controlling party (i.e. 
landlord) their legionella policy and procedure.  Copies of the following documents shall be 
requested; 

 
 A copy of the legionella policy/procedure 
 A copy of the property specific risk assessment and confirmation that the items 

identified on the risk assessment are being undertaken/ managed 
 Any schemes in place 

 
Although the Council may not be responsible for the property it retains a duty to employees 
under The Health and Safety at Work Act 1974 which is to ensure the health and safety of 
employees whilst at work (Relationship 2). 
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Where a property is owned by the Council and fully managed by a third party, the 
responsibility for legionella must be defined at the start of the contract. If it is considered to be 
the Council’s responsibility the Council’s policy and procedure will apply in full without 
exception. Alternatively, if it is to be considered as a third party responsibility, the RP will 
ensure that the contractual duties are met (Relationship 4).  

 
Where a property is owned by the Council and leased to a third party with full repair and 
maintaining responsibilities they are to be considered as the controlling party and therefore 
shall have a duty to carry out risk assessment and manage the risk of legionellosis (Relationship 
5).   Evidence of compliance with the legislation should be sought by the Responsible Person.    

 
If there is doubt over the Council’s responsibility, it should be determined if the council is in 
‘control’ of the water supply in the building. If the council is in ‘control’ of the water supply the 
policy must be applied. 

 
Where a building is unoccupied the Property & Estates team must notify the ‘Responsible 
Person’ and measure will be put in place to control legionella bacteria.  
 

4. Roles and Responsibilities 
The provisions of the ACOP L8 (4th edition) 2013 imposes responsibility on the Council to 
appoint members of staff to fulfil the following roles:  
 
Duty Holder 
The Duty Holder is the Head of Paid Services. 
The duty holder will take all reasonable steps to ensure the competence of those carrying out work and 

that responsibilities and lines of communication are properly established and clearly laid down.   The 
Duty Holder will appoint a suitable competent person to take day-to-day responsibility for 
controlling any identified risk from legionella bacteria, known as the Responsible Person.  
 
Responsible Person 
The Responsible Person (RP) has the necessary skills and training to implement the control 
measures and strategies.  
 
The RP will have sufficient authority, competence and knowledge of the installations to ensure 
that all operational procedures are carried out effectively and in a timely way.  The RP has the 
delegated responsibility for the implementation of the Council’s policy and for the 
management of the water systems across all properties for which the Council has maintenance 
responsibilities, in accordance with the ACOP.   
 
The RP or an authorised deputy will be contactable at all times. 
 
Appointed Contractor 
The RP will appoint an external contractor through a formal robust procurement procedure.  
The Appointed Contractor will have the necessary skills and training to implement the control 
measures and strategies under instruction from the RP. 
The Appointed Contractor, under the direction of the RP, will undertake the following: 
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 Risk assessments that follow the requirements of ACOP L8 (4th edition) 2013 
 Carry out tests, as required, on water systems 
 Carry out investigations and remedial works as instructed 
 Carry out all weekly/monthly inspection, monitoring and maintenance tasks as 

instructed (see Appendix B for inspection frequencies) 
 Ensure all necessary documentation is completed and returned to the RP  in a 

timely manner 
 Inform the RP of any immediate concerns in relation to Legionella and the Council’s 

water systems as soon as practicably possible 
 Ensure compliance with this policy and laid down specifications 

 

5. Policy Details including Procedures 
The RP will follow the procedures outlined below to identify, control and manage the risk of a 
legionella outbreak. 
 

5.1. IDENTIFICATON OF RISK 
The Appointed Contractor will undertake a suitable and sufficient assessment of the risk of 
exposure to legionella bacteria from work activities and water systems on all premises for 
which the Council has responsibility, and identify any precautionary measures needed. The 
assessment will also consider the risks to people not employed by the Council who may be 
affected.  Risk assessment guidance is attached at Appendix A. 
 
The Appointed Contractor will undertake the measures needed to comply with the 
requirements in COSHH and will draw up and implement precautionary measures carrying out 
their tasks competently and safely.    
 
In particular, the Appointed Contractor will know;  
(a)  all potential sources of legionella bacteria and the risks they present;  
(b)  the measures to adopt, including the precautions to take to protect the people 

concerned,  
(c)  the measures to take to ensure that the control measures remain effective, and their 

significance.  
 
The risk assessment will identify and evaluate potential sources of risk and the particular 
means of preventing exposure to legionella bacteria or, if prevention is not reasonably 
practicable, the particular means of controlling the risk from exposure to legionella bacteria. 
 
The assessment will also advise whether the potential for harm to health from exposure is 
reasonably foreseeable, unless adequate precautionary measures are taken, and the necessary 
measures to prevent, or adequately control, the risk from exposure.  
 
Where the assessment demonstrates there is no reasonably foreseeable risk or that risks are 
insignificant and unlikely to increase, and are properly managed, no further assessment or 
measures are needed.  However, the assessment will be reviewed on a regular basis, and 
particularly if circumstances change.  
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If the assessment shows that there is a reasonably foreseeable risk and it is reasonably 
practicable to prevent exposure or control the risk from exposure, the Approved Contractor 
will undertake the measures needed to comply with the requirements in COSHH.  The RP will 
take all reasonable steps to ensure the competence of those carrying out work who are not 
under their direct control and that responsibilities and lines of communication are properly 
established and clearly laid down.  
 
The assessment of risk is a living document that must be reviewed to ensure it remains up-to-
date.  Each assessment will be reviewed regularly and specifically whenever there is reason to 
suspect it is no longer valid.  Each assessment will be reviewed annually and specifically when; 
(a) there are changes to the water system or its use 
(b)  there are changes to the use of the building in which the water system is installed 
(c)  there is availability of new information about risks or control measures 
(d)  checks indicate that control measures are no longer effective 
(e)  there are changes to key personnel 
(f)  there is a case of legionnaires’ disease/legionellosis associated with the system 
 
As part of the risk assessment, the individual nature of each site will be taken into account and 
consideration given to the system as a whole, including dead legs and parts of the system used 
intermittently.    
 
In complex systems, a site survey of all the water systems will be carried out, including an asset 
register of all associated plant, pumps, strainers and other relevant items.  This will include an 
up-to-date schematic diagram showing the layout of the plant or system, including parts 
temporarily out of use to inform the risk assessment process.  
 
The following list contains some of the factors that will be considered, as appropriate, when 
carrying out the risk assessment:  
(a)  the source of system supply water, eg whether from a mains supply or not;  
(b)  possible sources of contamination of the supply water in the premises before it reaches 

the cold water storage tank, calorifier, cooling tower or any other system using water 
that may present a risk of exposure to legionella bacteria;  

(c) the normal plant operating characteristics;  
(d)  unusual, but reasonably foreseeable operating conditions, eg breakdowns;  
(e)  any means of disinfection in use;  
(f)  the review of any current control measures;  
(g)  the local environment.  
 
The final risk assessment will be issued to the Council and retained by the RP. 
 
The RP shall ensure full compliance with ACOP L8 (4th Edition) and in particular undertake any 
such actions required to comply with preventing or controlling the risk from exposure to the 
legionella bacteria.  This will include the following (this list is not exhaustive); 

 
 risk assessments are undertaken that follow the requirements of ACOP L8  
 tests, as required, on water systems are undertaken 
 investigations and remedial works as instructed are undertaken 



 

Page 9 of 16 

9 
 all inspections/monitoring/maintenance tasks as instructed are undertaken  
 all systems are designed and installed to ensure compliance with the ACOP L8  
 flushing of outlets is carried out as required, and records kept 
 the inspection and monitoring regime is adhered to 
 the Appointed Contractor’s performance is monitored on a regular basis 
 completion of any remedial work identified is undertaken 
 a comprehensive database is maintained 
 risk assessments are reviewed and any remedial work identified is undertaken  
 contractors carrying out weekly/monthly inspection, monitoring, and maintenance 

tasks are supervised  
 systems and designs are reviewed to ensure compliance with this policy 
 risk assessment findings will be communicated appropriately and technical advice 

obtained and communicated where appropriate 
 policy and procedures for the control of legionella bacteria in water systems are 

adhered to 
 monitoring , inspection and remedial work is facilitated 
 no modifications/alterations or additions to water systems are carried out without 

the written approval of the RP 

 
5.2  CONTROL MEASURES AND MANAGEMENT OF RISK  

Where a risk assessment shows that there is a reasonably foreseeable risk and this cannot 
be totally eliminated, a written scheme for controlling the risk from exposure will be 
implemented.  The scheme will specify measures to be taken to ensure that it remains 
effective and will include; 
 

 an up-to-date scheme showing layout of the plant or system, including any part 
temporarily out of use 

 a description of the correct and safe operation of the system 
 the precautions to be taken; 
 checks to be carried out to ensure efficacy of the scheme and the frequency of such 

checks 
 remedial action to be taken in the event that the scheme is shown not to be 

effective 
 
The risk from exposure will be controlled by measures, which do not allow the proliferation 
of legionella bacteria in the system and reduce exposure to water droplets and aerosol.  
Control measures will generally include the following precautions where appropriate; 
 

 controlling the release of water spray 
 avoiding water with temperatures between 20°C and 45°C 
 avoiding water stagnation, which may encourage the growth of biofilm 
 avoiding the possibility of materials which provide a harbour for nutrients which 

encourages the multiplication of bacteria e.g. dead animals, wood etc., which can 
fall into open water tanks 

 avoiding the use of materials in systems that can harbour or provide nutrients for 
bacteria and other organisms 
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 keeping systems clean to avoid the build-up of sediments which may harbour 

bacteria 
 the use of suitable and safe water treatment programmes 
 effective monitoring and management systems, which ensure correct and safe 

operation together with effective maintenance of the water system 
 

If the scheme includes the use of chemicals, it must contain manufacturer’s details on the 
effectiveness, the required concentrations and contact time required for effective treatment.  
It should also contain the health and safety information for the storage, handling, use and 
disposal of the chemical. 

 
Cleaning and disinfection procedures will be clearly stated.  Where monitoring procedures are 
required the scheme will clearly state the required frequency, sampling locations and 
procedures to ensure consistency.  It will make clear the acceptable physical and chemical 
parameters together with allowable tolerances.  There will also be guidance on the remedial 
action to be taken in case the control limits are exceed, including lines of communication, 
which should include as a minimum the RP. 
 
Where there is a significant risk the RP or his Appointed Contractor will review control 
measures and will monitor routine inspections to ensure that the control measures remain 
effective. 
   
The frequency and extent of the routine monitoring will depend on the operating 
characteristics of the system. 
 

The RP will report to the Duty Holder who will have the authority to close affected 
systems and if appropriate close establishments that pose a significant risk to persons 
using that premises from the identified potential releases of legionella bacteria into the 
air. 

 

5.3 COMPETENCY AND TRAINING 
Training is an essential part of the RP and Appointed Contractor’s ability to carry out the work 
safety, however instructions, experience and knowledge are also crucial to perform a task 
safely. 
 
The Duty Holder will ensure that all employees involved in work that may expose the 
employee, other employees or other persons to legionella are given suitable and sufficient 
information, instruction and training, including training on the significant findings of a risk 
assessment and the appropriate precautions and actions they need to take to safeguard 
themselves and others.    
 
The RP will undergo such training, which will be reviewed and updated whenever significant 
changes are made to the type of work carried out or methods used.  The RP will ensure that as 
part of the robust procurement process that the Appointed Contractor has up to date and 
sufficient training and relevant qualifications in order to perform the specified tasks safely and 
competently. 
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Poor communication has been indicated in previous outbreaks as a contributory factor, 
therefore all lines of communication should be clear, unambiguous and audited regularly by 
the Council’s Health and Safety Advisor to ensure they are and remain effective. 

 
This also applies to communications to external contractors and consultants who may be 
responsible for parts of the control regime.  All competent persons will be identified in the 
written scheme proposed under section 5.2 above, which clearly states their duties.   

 
These key personnel will be provided with specialist training and regular refresher training, 
which will be recorded on their personal training records. 

 
The RP along with all staff who are involved in the running and maintenance of water systems 
must be given information to ensure they are aware of the risks associated with the 
equipment.  They should have access to the written scheme and risk assessments. 
 

5.4 RECORD KEEPING 

To meet COSHH, regulations 6 and 9, Management Regulations 3 and 5, the Health & Safety at 
Work Act sections 2, 3 and 4, a record of the significant findings of the risk assessment, 
together with the steps taken to prevent exposure to substances hazardous to health will be 
made. Records of examinations, tests and repairs of control measures will also be made.  This 
will include any groups of employees identified as being particularly at risk and the steps taken 
to prevent or control risks.  The resulting information is to be held by the RP.   A copy is also to 
be retained on site. 
 
These records will contain; 
(a) the appointed Responsible Person(s) for conducting the risk assessment, managing, and 

implementing the written scheme 
(b) any significant findings of the risk assessment  
(c) the written scheme and its implementation 
(d) details about the state of operation of the water system, ie in use/not in use  
(e) the results of any monitoring inspection, test or check carried out, and the dates 
(f) any changes to any installed water system (see form at Appendix C) 
(g) any new water system installations (see form at Appendix D) 
 

Records will be retained throughout the period that they are current and for two years after 
that.  All records should be signed by those performing the various tasks assigned to them.  
Records and dates of inspections, tests and checks will be retained for five years. 
 
 

6. Policy Monitoring and Reporting 
The RP and Corporate Health & Safety Advisor is responsible for auditing compliance with this 
policy.  The policy will be reviewed annually and, where appropriate updated, to ensure that 
the policy remains effective and to ensure the Council meets its required statutory obligations.  
 
All employees with related areas of duties will need to ensure that they comply with this policy 
and any specific instruction from the RP or their deputy. 
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Any deviation from this policy could be construed as misconduct, and in certain 
circumstances gross misconduct, which could lead to disciplinary action, including dismissal. 
 
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) 
requires accidents and some diseases that arise out of or in connection with work to be 
reported to the HSE.   Cases of legionellosis are reportable under RIDDOR if; 

 
(a) a doctor notifies the employer, and  
(b) the employee’s current job involves work on or near cooling systems which are located 
in the workplace and use water, or work on water service systems located in the 
workplace which are likely to be a source of contamination 

 
The Safety Representatives and Safety Committees Regulations 1977 and the Health and Safety 
(Consultation with Employees) Regulations 19966 require employers to consult trade union 
safety representatives, other employee representatives, or employees where there are no 
representatives, about health and safety matters.  

 
This includes changes to work that may affect their health and safety at work, arrangements 
for getting competent help, information on the risks and controls, and planning of health and 
safety training.  

 
More information in the HSE leaflet Legionnaires’ disease: A brief guide for duty holders - 
www.hse.gov.uk/legionnaires/index.htm. 
 

7. References 
ACOP L8 (fourth edition) November 2013. 
Control of Substances Hazardous to Health Regulations (COSHH). 
Health and Safety at Work Act 1974 
Legionnaires’ disease Part 2: The Control of legionella bacteria in hot and cold water systems 
 

 

http://www.hse.gov.uk/legionnaires/index.htm
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APPENDIX A - LEGIONELLA RISK ASSESSMENT GUIDANCE 
 

Risk assessments are currently carried out by specialists appointed by the RP 
 
A typical risk assessment will need to consider these basic issues; 
 

 the source of system supply water, for example, whether from a mains supply or 
not 

 possible sources of contamination of the supply water within the premises before it 
reaches the cold water storage cistern, calorifer, cooling tower or any other system 
using water that may present a risk of exposure to legionella bacteria 

 the normal plant operating characteristics  
 usually, but not reasonably foreseeable operating conditions, for example 

breakdowns 
 recommendations 
 schematics/Drawings showing the system and its characteristics 

 
The assessment will be reviewed every 12 months as a minimum or whenever there is reason 
to suspect that it is no longer valid.  An indication of when to review the assessment and what 
needs to be reviewed should be recorded.  This may result from, for example; 
 

 changes to the water system or its use 
 changes to the use of the building in which the water system is installed 
 the availability of new information about risk or control measures 
 the result of checks indicating that control measures are no longer effective 
 a case of Legionnaires’ disease/legionellosis is associated with the system. 
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APPENDIX B - SAFETY GUIDANCE NOTE 

Monitoring of treatments for Hot and Cold Water Systems 
 
This document summarises the recommended minimum inspection frequencies for different 
types of water systems.  Each system should however be looked at individually after assessing 
the risks it poses and an appropriate inspection regime put into place: 
 

System / 
Service 

Task Frequency 

Hot water 
services 

Arrange for samples to be taken from hot water 
calorifiers, in order to note condition of drain 
water 

Annually 

Check temperatures in flow and return at 
calorifiers 

Monthly 

Check water temperature up to one minute to see 
if it has reached 50°C in the sentinel taps 

Monthly 

Visual check on internal surfaces of calorifiers for 
scale and sludge.  Check representative taps for 
temperature as above on a rotational basis 

Annually 

Cold water 
services 
 
 

Check tank water temperature remote from ball 
valve and mains temperature at ball valve.  Note 
maximum temperatures recorded by fixed max / 
min thermometers where fitted 

Six Monthly 

Check that temperature is below 20°C after 
running the water for up to two minutes in the 
sentinel taps 

Monthly 

Visually inspect cold water storage tanks and carry 
out remedial work where necessary.  Check 
representative taps for temperature as above on 
rotational basis 

Annually 

Shower 
heads 

Dismantle, clean and descale shower heads and 
hoses 

At least Quarterly or as 
deemed necessary 

Little-used 
outlets 

Flush through and purge to drain, or purge to drain 
immediately before use, without release of 
aerosols 

Weekly 

showers and 
eye wash 
sprays 

Flush through and purge to drain Six monthly or more 
frequently if 
recommended by 
manufacturers 

Vehicle 
washes   

Check filtration and treatment system, clean and 
disinfect system 

See manufacturers’ 
instructions 
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APPENDIX C 

 

RECORD OF ALTERATIONS TO AN EXISTING WATER SYSTEM 
 

    

Date:    

Property:    

Address:  Reference:  

    

    

    

Contractor:  
 

Date:  

Description of 
work: 

 
 
 
 
 
 
 
 
 
 
 
 
 

Authorised By:  
 

Risk assessment 
reviewed? 

Yes / No 
Comment: 
 
 
 

Signed:  
 

Date:  
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APPENDIX D 

 

RECORD OF INSTALLATION OF NEW WATER SYSTEMS 
 

    

Date:    

Property:    

Address:  Reference:  

    

    

    

Contractor:  
 

Date:  

Description of 
work: 

 
 
 
 
 
 
 
 
 
 
 
 
 

Authorised By:  
 

Risk assessment 
completed? 

Yes / No 
Comment: 
 
 
 

Signed:  
 

Date:  
 

 
 

 
 


