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 INTRODUCTION 

 
 Legionella is a hazard to human health.  Legionella can cause a variety of respiratory 

illnesses, collectively known as legionellosis, the most serious being legionnaires disease, 
which can be fatal in 12% of reported cases. 
 
The bacteria are common and can be found naturally in environmental water sources such 
as rivers. The bacteria can also develop in water systems which have the right 
environmental conditions and it is these water systems that this plan deals with. 
 
Humans are exposed to legionella if they inhale water droplets infected with legionella 
bacteria. 
 
The operation of water systems and equipment at Council premises carries a risk of 
exposing humans to Legionella where such systems have right environmental conditions in 
which Legionella bacteria can thrive and where there is dispersion of that water by means of 
aerosols into the environment. 
 

1.0 RESPONSIBILITIES 
 

 In accordance with the council’s Scheme of Delegation to Officers, the Chief Executive is 
responsible for ensuring that employees and others are protected from the hazards 
associated with legionella   
 
Depute Chief Executives 
 
Depute Chief Executives are accountable and responsible to the Chief Executive for 
ensuring the implementation of this Policy within their portfolio of services. 
 
Heads of Service 
 
Heads of Service are responsible to the appropriate Depute Chief Executive for 
implementing this Policy by ensuring that all employees and others who may be affected 
within their service are protected from the hazards associated with legionella bacteria.  
 
Head of Finance and Property Services 
 
The Head of Finance and Property Services is responsible to the Chief Executive for 
ensuring the implementation of this Policy. 
 
Construction & Design Manager (Designated Person) 
 
The Construction & Design Manager is responsible to the Head of Finance and Property 
Services for implementing this Policy by ensuring that all employees and others who may 
be affected within their service are protected from the hazards associated with legionella 
bacteria. 
 
Services Team Principal (Authorised Person) 
 
The Services Team Principal is responsible to the Construction & Design Manager for 
managing legionella across the council in line with the following key responsibilities. 
 

 Ensuring services comply with the Policy, Management Plan and procedures. 

 Providing guidance and advice on legionella management and risk assessment. 

 Ensuring adequate legionella databases for non-domestic council properties and 
communal parts of domestic council properties are in place and maintained.  
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 Monitoring the performance of contractors and consultants engaged in legionella risk 
assessment and monitoring activities. 

 Ensuring suitable legionella risk assessment are undertaken by competent 
contractors 

 Monitoring the provision of appropriate information, instruction and training. 

 Record keeping. 

 Developing and publishing the council’s Legionella Management Plan. 

 Liaising with the HR Manager (Health and Safety) on all aspects of legionella 
management. 

 
Persons in Control of Construction or Maintenance Work 
 
Persons in control of construction or maintenance work are responsible for ensuring that 
work carried out to water systems is in accordance with HSE ACOP L8. and any 
subsequent revisions  
 

Persons in Control of Premises (Responsible Officers) 
 
Persons in control of premises are responsible for ensuring that the Water Log Book is held 
on site and made available to legionella control contractors who visit the premises to carry 
out monitoring and testing of water systems.  Persons in charge of premises are further 
responsible for identifying little used water outlets, carrying out regular flushing of these 
outlets and recording the action in the appropriate section of the Water Log Book. 
 
HR Manager (Health and Safety) 
 
The HR Manager (Health and Safety) is responsible to the Head of Service for Corporate 
Services for reporting legionella incidents to HSE, leading and co-ordinating investigations. 
The development, publishing and maintenance of the policy and management plan will be 
undertaken by the Services Team Principal in consultation with the HR Manager (Health 
and Safety).   
 

2.0 RISK AUDIT & ASSESSMENT 
 

2.1 Identifying the Risk 
 

 West Lothian Council have reviewed the potential sources of legionella bacteria based on 
the following: 
 

 Is it known already that legionella bacteria are present? 

 Is water held between 20-45°C? 

 Is there a means of creating and disseminating breathable water droplets? 

 Will there be people present who may be exposed, especially in premises where 
occupants are particularly vulnerable? 

 
The following have been identified as potential risks: 
 

 Water systems within operational property used by the council 

 Communal water systems in housing stock 

 Spa baths 

 Ornamental Water Features 

 Room humidifiers 
 
All water systems with potential to cause infection will be subject to ongoing risk 
assessment and legionella control regimes. 
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2.2 Assessing the Risk 

 
 All potential sources of legionella will be risk assessed and preventive or precautionary 

measures to avoid or control legionella will be identified. 
 
The risk assessment will be carried out by a competent, appointed specialist legionella 
contractor. 
 

2.3 Review of Risk Assessments 
 

 Risk assessments will be reviewed every two years or at any time it is known or suspected 
that they are no longer valid. A risk assessment may no longer be valid where: 
 

 There are changes to the water system or its use; 

 There are changes in the use of the building in which the water system is installed; 

 New information is available about risks or control measures; 

 The results of checks indicate that control measures are no longer effective; 

 A case of Legionnaires' disease/legionellosis is associated with the system. 
 

The Services Team Principal will put systems in place to monitor that risk assessments are 
reviewed as and when necessary and that risk assessment records are kept. 
 

3.0 WRITTEN SCHEMES (RISK ASSESSMENTS) 
 

3.1 Provision of a Written Scheme 
 

 An appointed specialist legionella contractor will provide a written scheme for each water 
system.   
 
A written scheme for controlling the risk shall: 
 

 Detail the particular means by which exposure to Legionella bacteria is to be 
prevented; or  

 If prevention is not reasonably practicable, the particular means by which the risk 
from exposure to Legionella bacteria is to be controlled.  

 
The Services Team Principal will ensure that a written scheme is in place for each water 
system and that records are kept. 

 
3.2 Contents of a Written Scheme 

 
 Plan of water system 

 
An up-to-date plan must be included showing the layout of the water system the scheme 
refers to.  This plan should indicate any parts temporarily out of use and can be in the form 
of a building plan or schematic drawing. 
 
Operation and management 
 
A description will be given of how to correctly and safely operate the water system to which 
the written scheme refers. 
 
Precautions 
 
A description will be given of the standards to be achieved and the type and frequency of 
regular maintenance / tasks that must be completed to help ensure the water system is 
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safe.  Precautions will vary from system to system.   
Checks and monitoring regime 
 
Checks and monitoring of water systems will be carried out to ensure that the requirements 
of the written scheme are effectively controlling legionella.  The written scheme will describe 
what checks are to be carried out, the manner in which they are to be conducted and when 
they should be done.  
 
The Services Team Principal will ensure that appropriate records are kept. 
 
Remedial action 
 
The written scheme will detail what remedial action is to be taken should the scheme be 
shown to be ineffective. 
 
The Services Team Principal will ensure that each written scheme includes the information 
listed above and that checks and monitoring of the requirements of the written scheme are 
carried out. 
 

4.0 MANAGEMENT CONTROLS 
 

4.1 Independent Authorising Engineer 
 

 West Lothian Council will appoint an independent Authorising Engineer to ensure that 
external competent assessment is carried out of the councils approach to legionella risk 
reduction. 
 
The Authorising Engineer will act as an independent professional adviser and provide an 
annual audit of the legionella management arrangements to the Designated Person. 
 

4.2 Monitoring & Testing 
 

 All water systems must be subject to ongoing monitoring and testing in accordance with 
ACOP L8 to ensure preventive and precautionary measures are effective. 
 
An appointed specialist legionella contractor will carry out regular testing of each water 
system, in accordance with the written scheme, in order to monitor the levels of legionella 
bacteria present.   
 
At the same time the contractor will check the water system for any obvious defects, 
alterations, or changes in use liable to affect the legionella risk. 
 
The Services Team Principal will ensure that appropriate records are kept. 
 

 Unsatisfactory Results 
 
Unsatisfactory results of monitoring and testing, along with any recommendations, will be 
reported by the contractor to the appropriate personnel at West Lothian Council. 
Maintenance staff with responsibility for legionella control will liaise with the contractor to 
identify the most appropriate course of action and issue all necessary instruction and work 
orders to allow the work to proceed.  
 
Only competent contractors will be engaged to undertake works. 
 
In certain circumstances it may be necessary to review the risk assessment. 
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 Corrective action 
 
When high levels of legionella bacteria have been detected, immediate corrective action is 
necessary to ensure that the risk of exposure to legionella is reduced. 
 
Advice should be taken from the enforcing authorities and/or a specialist legionella control 
contractor and the following actions taken: 
 

Carry out emergency treatment of affected water systems, as soon as possible and in 
accordance with paragraphs 192-196 of ACoP L8.and HSG274 Part 2   

 Monitor the water systems to ensure emergency treatment has been effective. 

 Investigate and report on the cause of the legionella proliferation 

 Carry out any other alterations or repairs required. 
 
 
Any necessary clearance must be obtained from the investigating authorities before 
processes that have been shut down are restarted. 
 

4.3 Contractor Management and Competency 
 

 The person with managerial responsibility for legionella control will check that selected 
contractors have adequate risk assessment and health & safety procedures in place 
appropriate to the work they are to carry out. 
 
All contractors will be assessed as part of the procurement process prior to appointment. 
Contractors shall be: 
 

 A member of the Contractors Health and Safety Assessment Scheme [CHAS] or 
equivalent. 

 Able to demonstrate their experience within their field and details of the training and 
competence of individual employees. 

 Members of trade associations, for example, the Legionella Control Association or 
equivalent. 

 
Contractors must not sub-contract work unless with the permission of the council. The main 
contractor is responsible for passing on information from the council and checking the 
competency of the sub-contractor. 
 

4.4 Design Control 
 

 In order to avoid expensive remedial works, it is vitally important that there is design control 
in order to build in best practice when designing water systems. 
 
Water system design should seek to eliminate the storage of water. If elimination is 
impossible then careful design and selection of water systems is required. 
 
Prohibited items can include but, are not exclusive to the following: 
 

 Room humidifiers 

 Hose reel systems 

 Cooling towers 

 Spa baths  

 Ornamental Water Features 
 

Items not identified in the above list can seek approval from the Depute Chief Executive on 
submission of a business case accompanied by a Risk Assessment and Method Statement. 
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4.5 Commissioning Procedures 

 
 On completion of new water installations (both hot and cold) the installing contractor, or 

suitably qualified Water Hygiene Contractor, shall chemically disinfect the systems in 
accordance with BS 6700:2006. 
 
 In order to maintain protection, it is essential to minimise :- 

 Back-siphonage of contaminated water into systems conveying potable water (water 
mains and storage structures)  

 Direct contact with the internal parts of water pipes and structures by people, 
animals or birds. 

 
Disinfection of new systems will include the Storage Tank/s, cold water system and hot 
water system. 
 
The tanks should be cleaned internally to remove all visible debris and dirt. The tank/s and 
pipework should be drained, refilled with fresh water and then drained again completely. 
The tanks/s should be refilled with fresh water and their supply servicing valves closed. 
Disinfectant, typically Sodium Hypochlorite is then added to yield a calculated concentration 
of 50+/-10mg/L of free Chlorine. The tank is then left for one hour. Each tap or fitting is then 
opened progressively away from the tank and water discharged until disinfectant is 
detected. The taps and fittings are then closed with the tanks and pipes fully charged for 
another hour. Thereafter the tap furthest from the tank/s should be tested for Chlorine. If the 
concentration is below 20mg/L then the disinfection process should be repeated. 
 
When Chlorination is complete the system should be drained and flushed through with fresh 
water until the residual chlorine has reached the Secretary of State’s legal requirement that 
the combined concentration of Chlorine Dioxide, Chlorite and Chlorate does not exceed 
0.5ppm Chlorine Dioxide. 
 
On completion a certificate of Chlorination will be produced and kept in the Water Log Book 
which must be kept on site and a copy kept in the Electronic Documents Record 
Management system.   
 

4.6 Remedial Works to Water Systems 
 

 Remedial works can be identified either as part of a Legionella Risk Assessment or as part 
of the management and monitoring regime as described in ACOP L8 and HSG274 Parts 2 
and 3 
 
Works identified as remedial can include but are not exclusive to the following,  
 

 Tank replacements,  

 Removal of dead legs,  

 Removal of infrequently used outlets,  

 Replacement of DHWS cylinders etc. 
 
Works of this type must be recorded in the Water Log Book along with any required clean 
and chlorination work as described in the Commissioning of Water Systems Procedure. 
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5.0 RECORDS 
 

5.1 Records to be Kept 
 

 The following records shall be kept: 
 

 Name of person with managerial responsibility 

 Name of appointed contractor 

 Copy of legionella risk assessments 

 Plans or schematics of water systems 

 Copy of the written scheme 

 Results of regular monitoring and testing 

 Details of any alterations 

 Details of any remedial action taken in response to unsatisfactory test results 

 Details of any potential human exposure to legionella 

 Details of actual exposure to legionella of identifiable Council employees 

 Details of actual exposure to legionella of non-employees 

 Minutes of meetings between WLC and the appointed contractor 

 Visits by contractors, consultants and other personnel. 

 Details of any precautionary measures carried out. 

 Results of chemical analysis of the water. 

 Cleaning and disinfection procedures and associated reports and certificates. 

 Information on other hazards e.g. treatment chemicals 

 Training records of personnel 

 Name and position of the person(s) responsible for implementing the scheme. 

 Records showing the current state of operation of the system. 

 Signature of the person carrying out the work, or other form of authentication where 
appropriate. 

 
The Services Team Principal will ensure that these records are kept. 
 

5.2 Record Retention Periods 
 

 West Lothian Council has adopted the policy that all records relating to legionella control will 
be retained whilst they are current plus 5 years thereafter.   
 
Records relating to actual exposure to legionella shall be retained for at least 40 years 
 

5.3 Record Repositories 
 

 Copies of reports, certificates and sampling results will be 
 

 Kept on site in the Water Logbook for the period stated above. 

 Stored electronically in the electronic records and document management system 
[Meridio] 

 Stored electronically by the appointed contractor 

 Subject to suitable date back-up scheme where held electronically. 
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5.4 Water Log Books 
 

 All premises subject to legionella controls will have a Water Logbook. 
 
Water Logbooks will be stored at the premises or at another suitable location where storing 
at the premises is not practical. 
 
Each will contain information specific to water systems at the premises, including, the 
legionella risk assessment, plans or schematics of water systems, the written scheme of 
legionella control, a record of the results of monitoring and testing and a record of any 
alterations or any remedial action taken to reduce legionella risk. 
 

6.0 EXPOSURE TO LEGIONELLA BACTERIA 
 

6.1 Action on Becoming Aware of Human Exposure to Legionella Bacteria 
 

 How might a failure be discovered? 
 
In Scotland, a doctor making a diagnosis of legionnaires disease is required to notify the 
local health board’s Consultant in Public Health Medicine (CPHM).  The CPHM will decide if 
a legionella outbreak is to be declared or an investigation launched to establish the source 
of infection. 
 
If an investigation is launched it will be a joint operation that may include representatives 
from the local health board, WLC Environmental Health and/or the Health & Safety 
Executive [the enforcing authorities].  As its purpose is to try and discover the source of 
infection it may result in testing of water systems operated by West Lothian Council.   
 
Investigation by enforcing authorities 
 
In the event of an investigation, West Lothian Council and all employees must cooperate 
with the enforcing authorities.   
 
As part of the outbreak investigation and control, the following requests and 
recommendations may be made by the enforcing authority: 
 

 To shut down any processes that are capable of generating and disseminating 
airborne water droplets and keep them shut down until sampling procedures and 
any remedial cleaning or other work has been done. Final clearance to restart the 
system may be required. 

 To take water samples from the system before any emergency disinfection is 
undertaken. This will help the investigation of the cause of the illness. The 
investigating officers may take water samples themselves or require them to be 
taken by the owner of the water system. 

 To request access to employee health records to discern whether there are any 
further undiagnosed cases of illness, and to help prepare case histories of the 
people affected. 

 To co-operate fully in an investigation of any plant that may be suspected of being 
involved in the cause of the outbreak. This may involve, for example: 

o Tracing of all pipework runs; 
o Detailed scrutiny of all operational records; 
o Statements from plant operatives and managers; 
o Statements from water treatment contractors or consultants 

 
Any infringements of relevant legislation may be subject to a formal investigation by the 
appropriate enforcing authority, which could result in prosecution. 
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 Shut down procedures 
 
Water systems suspected as being the source of infection will need to be shut down.  The 
appointed specialist legionella contractor will ensure that the water systems are isolated. 
The Person in Control of the Premises must ensure that the area/system/equipment is not 
used. 
 
The appointed specialist legionella contractor will take samples of the potential source and 
carry out clean/chlorination of the system. 
 

 Business continuity 
 
Shutting down water systems in operational premises may disrupt their use as a workplace 
or disrupt the ability to continue to provide services.  Construction Services will be able to 
provide advice on the consequences and duration of shutdowns.  Dependent upon the 
severity of disruption, unit / service managers will require to judge whether they should 
invoke Business Continuity Plan Procedures or if local arrangements will suffice. 
 
If water supply for housing properties is interrupted, Housing Services staff will need to 
make alternative arrangements for tenants in accordance with their service standards and 
legal obligations. 
 

6.2 Protocol for Emergency Incident Notification 
 

 When Emergency Incidents take place within West Lothian, it is important that the following 
procedure is put in place when informing Chief Executive, Depute Chief Executives, Heads 
of Service and Elected Members of the Council. 
 
Identifying when elected members should be informed 
 
It is impossible to give a complete list of the issues that Elected Members should be 
informed of however, the following examples which have been taken from the ‘Guide to 
Emergency Planning’ on the Council’s Intranet, can be considered as a guide: - 
 

 Acts of severe vandalism 

 Animal disease  

 Flu pandemic  

 Food-borne disease  

 Major fires  

 Pollution  

 Severe weather  

 Sports Grounds  

 Transport accidents – air, rail, road  

 Utility failures – gas, electricity, telecommunications 

 Waterborne hazards or contamination 
 
Identifying how to inform elected members 
 
When an emergency incident takes place, Elected Members should be informed as soon as 
is practicably possible.  Each service area is responsible for informing Elected Members of 
such incidents by email or any other appropriate permanent form.   
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 Identifying which elected members should be informed 
 
The following Members should be informed as a minimum but, depending on the 
circumstances, it may be appropriate to advise all Elected Members: 
 

 Leader of the Council 

 Provost 

 Ward Members 

 Executive Councillor 

 Shadow Executive Councillor 
 
Heads of Service should apply discretion in determining which Elected Members require to 
be informed of certain matters. However, as stated in the present Officers Protocol for multi-
member ward working, when officers provide information to members or residents regarding 
matters of general concern in a ward, copies should be provided to all the local members 
e.g. traffic calming measures, bin collection information etc. 
 

7.0 TRAINING 
 

 Authorised Person 
 
The Authorised Person with managerial responsibility for legionella and nominated deputies 
will undertake regular training as part of the Appriasal and Development Review regime. 
 
Persons in Control of Construction or Maintenance Works  
 
All persons in control of Construction or Maintenance Works should receive regular 
awareness training 
 
Staff Carrying Out Flushing Regimes 
 
Nominated staff at each property with responsibility for carrying out flushing regimes should 
receive basic legionella awareness training and, in particular, must be aware of the risk to 
them when carrying out their duties and what precautions are to be taken. Regular refresher 
training will be required. 
 
Persons in Control of Premises 
 
All persons in control of Construction or Maintenance Works should receive regular 
awareness training 
 
 

8.0 AUDIT & REVIEW 
 

8.1 External Audit  
 

 The Independent Authorising Engineer will carry out an annual audit of the management 
systems in place. This audit will inform the review of the Management Policy and 
Management Plan. 
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8.2 Review 
 

 Managerial Review 
 
A quarterly review will be carried out by the Authorised Person of the legionella control 
measures in place. 
 
Policy and Management Plan Review 
 
This policy and management plan will be reviewed as necessary by the Authorising Person 
in consultation with the recognised trade unions and other relevant parties as determined by 
the Council. 
 

 Full reviews of this policy shall be carried out at least once every 3 years. 

 Interim reviews will be carried out when appropriate and, in particular, when there 
are: 

 Changes to the underlying legislation; 

 Changes to the Approved Code of Practice; 

 Significant change in the use of premises; and 

 Significant changes in the design, use and demand on water systems. 
 

 


