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Coronavirus (COVID-19): Health and safety risk assessment checklist template
Using the latest Government guidance, this risk assessment checklist has been produced to help schools reopen for a wider opening from the 1st June 2020. The checklist is subject to change with any updates that are released by the Government.  This is a live and active document which must be shared with all staff and reviewed on a regular basis to ensure it meets the changing environment to control the spread of the virus. 
The checklist outlines the control measures that are required by the Government to be put in place to reduce the risk of transmission of the virus and continue to shield the extremely vulnerable.  Some examples have been giving of how this can be achieved, however schools will need to adapt and make it site specific. Alternative provision and special school settings should follow the same principles and guidance as mainstream schools, but consider any additional risks that might be present. 
Where other separate health and safety procedures and written documents have already been produced (e.g. risk assessments currently in place and school policies), these can simply be referenced and updated in the checklist.  There is no need or requirement for procedures to be recorded again in this document.
The checklist needs to be completed by the Headteacher / Senior Leadership Team and sections can be delegated to other staff where appropriate.
Note: This checklist has been produced by SMBC for all schools where SMBC is the employer. Other types of schools, such as voluntary aided & foundation schools, academies and free schools, are welcome to use this document however schools are free to use their own risk assessment format and should check with their employer what arrangements are in place.
1) Building management prior to wider opening
	Risk controls to be put in place
	How will this be achieved (items in italics are examples. Schools will need to adapt and make site specific, where appropriate)
	Assigned to:
	Date completed:

	All building maintenance and Health and Safety compliance checks e.g. hot and cold water systems, gas safety, fire safety, kitchen equipment, security (including access control and intruder alarm systems) and ventilation to be completed prior to the wider opening to pupils and staff.
	· 
[bookmark: _MON_1650948984]A workplace inspection will be carried out by Site Manager and Governor using the suggested SMBC workplace inspection template 
· 
[bookmark: _MON_1650949225]The Site Manager will carry out a site inspection using the suggested SMBC monthly site checklist.  
· School to review its water hygiene arrangements with SMBC Property Services (or other designated provider) to assess whether to disinfect water systems in advance of reopening.

 
	
	

	Secondary Schools - Science departments - chemical store, radioactive sources, and equipment e.g. fume cupboards etc. to check prior to widening opening. 
	· Science Department will follow ‘CLEAPSS guidance for science departments (GL345) & DT (GL347) returning to school after an extended period of closure’ (latest version). 
	
	



2) Government principles to a phased approach to open to a wider settings
To assist in completing this section and to ensure other risk controls have been met, it is advised to complete sections 3-8 first.
	Risk controls to be put in place
	How will this be achieved: (Please note – items in italics are examples. Schools will need to adapt and make site specific, where appropriate
	Assigned to:
	Date completed:

	Government advice to be followed for pupils and staff identified as vulnerable or living with someone who is vulnerable. 
	· Vulnerable children of all age groups with education health and care (EHC) plans to be reviewed and if suitable to attend school. 
· Children, young people and staff classed as extremely clinically vulnerable continue to shield.
· Children, young people and staff clinically vulnerable, including those who are pregnant and other vulnerable groups seek medical advice.
· A child/young person or staff member living in a household with someone who is extremely clinically vulnerable to return only if stringent control measures can be put in place to maintain social distancing.
	
	

	Government’s protective measures to be implemented to help meet social distancing in school. 
	· Carry out survey with parents to establish potential numbers of pupils expected to return so adequate staff and resources can be put in place. 
· Assess rooms and other shared spaces to determine the maximum numbers of pupils that they can hold, maintaining social distancing.
· Organise pupils into small consistent groups and they stay away from other people and other groups.  Small groups preferably stay in the same classroom throughout the day.  Consider teachers moving not pupils if necessary
· No more than 15 pupils per small group and one teacher (and, if needed, a teaching assistant).  A teaching assistant can lead a group under the direction of a teacher. Also refer to EYFS adult to child ratio’s and floor space ratio’s.
· Consider how shared rooms/area (dining halls, staff rooms, offices, reception area, playground) will be managed throughout the day e.g. staggered break times, additional breakout areas, timetable of rooms, use of outdoor areas.
· Classrooms and workshops rearranged with sitting positions 2 metres apart.
· Ensuring staff members remain over 2m distant from one another during essential staff training/meetings.
· Follow CLEAPSS guidance for workshops and science labs.  
· Procedures in place and layout of building altered to avoid mass groups coming into contact (pinch points) e.g. staggered break times, toilet breaks, floor markings, one way systems, staggered drop off and collection times.
· If unable to achieve social distancing in small groups, discuss options with LA services.
	
	



3) Minimise contact with individuals who are unwell
	Risk controls to be put in place
	How will this be achieved: (Please note – items in italics are examples. Schools will need to adapt and make site specific, where appropriate
	Assigned to:
	Date completed:

	Staff, pupils and parents/child carers to be informed about the following:- 
- Covid19 symptoms and what to look for e.g. high temperature, new persistent cough.
- Testing eligibility and how to access tests.
- Face masks/coverings are not recommended in schools
- If pupils are sent home due to Coronavirus symptoms they are advised to self-isolate for 7 days.  People in the same household are to self-isolate for 14 days
- If a child, young person or staff member tests negative, they can return to their setting and the fellow household members can end their self-isolation.
-If a child, young person or staff member tests positive, the rest of their class or group within their childcare or education setting will be sent home and advised to self-isolate for 14 days. 
	· Refer to latest Government guidance click here 
· E.g. newsletter, texts, social media, school website, staff briefing.
	
	

	Children, young people, parents, carers, visitors, suppliers to be informed not to enter the school if displaying any symptoms of Coronavirus.
	· Emails, signage, newsletters.
	
	

	Develop a process to send staff, pupils and others home if they develop Coronavirus symptoms including what action they need to take.
	· Refer to Government guidance. 
· Review school’s health and safety policy arrangements, ‘Supporting pupils with medical conditions’ policy or medication policy. Consider additional Coronavirus section. 
	
	

	Provide a room or space where social distance can be maintained for pupils experiencing Coronavirus symptoms where they can wait until being collected.  If possible provide a separate bathroom and ensure it is cleaned and disinfected after use. 
	· Look at criteria in guidance and identify suitable room if possible.
· Cleaner or other trained staff to clean area after use following the COVID-19: cleaning of non-healthcare settings guidance.
· PPE to be used by staff if a 2 metre distance cannot be maintained.
	
	

	Adequate Personal Protective Equipment (PPE) is in place for the care of children/pupils where their care already involves the use of PPE due to intimate care needs. Also, if a child, young person or other learner becomes unwell with symptoms of Coronavirus while in school and needs direct personal care until they can return home. Also consider eye protection if risk of splashing to the eyes, for example from coughing, spitting, or vomiting. 
	· Refer to guidance of what PPE is required for intimate care https://www.solgrid.org.uk/education/education-improvement/health-and-wellbeing/medicines/intimate-care/
· Ensure appropriate PPE stock is available as per DFE implementing protective measures in education and childcare settings e.g. fluid-resistant surgical face mask, if a distance of 2 metres cannot be maintained, disposable gloves, a disposable apron, eye protection. 
· Refer to SMBC PPE guidance.

	
	

	Review first aid needs assessment and update to ensure sufficient equipment and PPE supplies are available for first aiders and staff caring for a child with symptoms of Coronavirus.
	· 
[bookmark: _MON_1650951296]Refer to suggested SMBC first aid needs assessment and update where required including increasing PPE in first aid boxes.
	-
	

	Work with the LA and families to ensure that decisions about the attendance of pupils with special educational needs and disability (SEND) have been informed by existing risk assessments for children and young people which will need to be kept up to date. 
	· Refer to specific guidance:https://www.gov.uk/government/publications/coronavirus-covid-19-send-risk-assessment-guidance/coronavirus-covid-19-send-risk-assessment-guidance 
	
	

	Update plans to ensure there is a procedure in place following any outbreak of Coronavirus at the school.
	· Refer to Public Health advice
· Review school’s health and safety policy arrangements ‘Supporting pupils with medical conditions’ policy or medication policy. Consider additional Coronavirus section.
	
	

	Confirm procedures are in place to ensure a competent person is always available to complete building and compliance tests (e.g. fire alarm testing, emergency lightly weekly flushing) if normal site staff develop symptoms and/or have to self-isolate.
	· Contact SMBC Property Services (or other designated provider) to see if a competent person is able to complete the building and compliance checks.
· Seek support from other schools. 
· Contact LA services 
	
	



4) Cleaning hands more often than usual
	Risk controls to be put in place
	How will this be achieved: (Please note – items in italics are examples. Schools will need to adapt and make site specific, where appropriate
	Assigned to:
	Date completed:

	Ensure the following have been to communicated to pupils, staff, visitors etc. :- 
- The importance of good hand hygiene. 
- Hands are cleaned on arrival at the setting, before and after eating, and after sneezing or coughing.
	· e.g. posters, games, songs and repetition during teaching time, daily staff briefing, reminders to staff, signage in reception.
· Hand sanitisers at reception
	
	

	Ensure sufficient procurement of soap, hand sanitising gel, moisturising supplies are in place before wider opening
	· Contact public sector buying organisation partners about proportionate supplies of soap, anti-bacterial gel if needed
	
	

	Make sure help is available to children and young people who have trouble cleaning their hands independently.
	· Assess which children, young people may have trouble washing hands on their own and put in a process to help them.
	
	

	Communicate to staff and parents the importance of washing clothes following a day in an educational or childcare setting.
	· E.g. newsletter, texts, social media, school website, staff briefing.
	
	



5) Ensure good respiratory hygiene
	Risk controls to be put in place
	How will this be achieved: (Please note – items in italics are examples. Schools will need to adapt and make site specific, where appropriate
	Assigned to:
	Date completed:

	Ensure the following have been to communicated to pupils, staff, visitors:- 
- Use a tissue or elbow to cough or sneeze and use bins for tissue waste (‘catch it, bin it and kill it’).
- Promote and encourage not to touch mouth, eyes and nose.
	· E.g. posters, games, songs and repetition during teaching time
· Daily staff briefing, reminders to staff.
· Procurement of tissues for classrooms, offices, staffroom etc.  
	
	

	Put in place a procedure for bins for tissues so they are emptied throughout the day.
	· Cleaners, site manager, staff to empty bins and information is provided of how to do this safely – use bin liners which can be tied when bins are emptied.
	
	

	Where possible rooms to be kept well ventilated using natural ventilation (opening windows) or ventilation units.
	· Staff to be briefed. 
· Where safe to do so Site Manager to open windows in morning. 
	
	

	Identify doors which can be propped open, where safe to do so (bearing in mind fire safety and safeguarding), to limit use of door handles and aid ventilation.
	· Staff briefing, emails, support from Site Manager. 
	
	



6) Cleaning frequently touched surfaces often using standard product
	Risk controls to be put in place
	How will this be achieved: (Please note – items in italics are examples. Schools will need to adapt and make site specific, where appropriate
	Assigned to:
	Date completed:

	Surfaces that children and young people are touching, such as toys, books, desks, chairs, doors, sinks, toilets, light switches and bannisters are cleaned more regularly. 
	· Cleaning timetable put in place
· Reminder to staff to keep cleaning products out of reach of children
· Make relevant staff aware of COVID-19: cleaning of non-healthcare settings guidance.
· Staff given information and instruction. 
· Review cleaning activities risk assessment.
	
	

	Sufficient procurement of cleaning supplies and COSHH risk assessments have been completed for any new products.
	· Stock take completed of cleaning supplies including the frequency of when they need to be replenished.
· Site Manager to confirm material safety data sheets in place for all products and COSHH risk assessment completed for products classed as hazardous. 
	
	

	Identify and remove any soft furnishings and soft toys that are hard to clean, e.g. those with intricate parts.
	· Identify any suitable storage areas in school. 
	
	

	Pupils not to use outdoor play equipment unless appropriately cleaned between groups of children and young people. 
	· Discuss with staff how outdoor play equipment can be managed and cleaned in between groups of children. 
	
	



7) Minimising contact and mixing by altering, as much as possible
	Risk controls to be put in place
	How will this be achieved: (Please note – items in italics are examples. Schools will need to adapt and make site specific, where appropriate
	Assigned to:
	Date completed:

	Maximise space around the school by removing any unnecessary items. 
	· Suitable storage arrangements to be looked at. 
	
	

	Timetable to be refreshed and decisions made on which lessons or activities can be delivered. Also consider which lessons or classroom activities can take place outdoors.
	· SLT meeting and discussion with LA on what curriculum activities should be delivered. 
	
	

	Review emergency evacuation plans and Personal Emergency Evacuation Plan (PEEP).
	· Review school’s Emergency Evacuation Plans and PEEPs taking into account any changes to building layout, one way systems etc.
	
	

	Consider how children and young people arrive at school e.g. school crossing patrols, and reduce any unnecessary travel.
	· Review any travel plan documentation/procedures.
· Discuss with school crossing patrols regarding what capacity they have to help
	
	

	Create a process with travel providers to ensure they are working within the Government guidelines to work safely.
	· Coronavirus (COVID-19): safer travel guidance for passengers https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers
	
	

	Communicate to parents that they cannot gather at entrance gates or doors, or enter the site (unless they have a pre-arranged appointment, which should be conducted safely). Also, ask that only one parent/child carer collects pupil/s.   
	· e.g. newsletter, texts, social media, school website,

	
	

	Reduce the use of shared resources between pupils and staff.
	· Create stationary packs for each group.

	
	

	Review procedures for pupils in state of crisis.
	· Review positive handling/team teach techniques
· Teachers to discuss with team teach trainers 
· Toolbox talk    
	
	

	Review manual handling duties where more than one person needs to move an item.
	· Review manual handling activities risk assessment. 
· Review staff training (manual handling training available on ATF web portal).   
	
	


[bookmark: _GoBack]8) Communication of plans and training
	Risk controls to be put in place 
	How will this be achieved: (Please note – items in italics are examples. Schools will need to adapt and make site specific, where appropriate 
	Assigned to:
	Date completed:

	Consider any additional support or training needs for staff and pupils including re-induction to the childcare setting.
	· Support for younger pupils who may be anxious about coming. 
· Support for staff returning to work 
	
	

	Ensure any updates to procedures have been communicated early with contractors and suppliers who may need to prepare to support plans for opening.  Examples include cleaning, catering, food supplies and hygiene suppliers.
	· Emails, briefing 
	
	



	Signed:
	Date:

	Headteacher / SLT Member: 

	Review date:


Further Information
	· DfE guidance, preparing to re-open of schools:
	· Government guidance, safer travel guidance for passengers


	· DfE guidance, implementing protective measures:

	· Government guidance, cleaning of non-healthcare settings guidance


	· DfE Early years foundation stage: coronavirus disapplications

	· Planning guide for primary school


	· DfE guidance, conducting a SEND risk assessment during the coronavirus outbreak

	· 


For further health and safety advice and assistance, please contact the SMBC Health and Safety Support Team email healthansdsafetysupport@solihull.gov.uk telephone 0121 704 6328
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Monthly Site Checklist
For Site Manager Use



Monthly site – checklist 

		Date of Inspection:



		Action (s) Required 

		Completion Date



		Internal Building



		Are floors clean and in good condition?


(e.g. are carpet tiles missing or are areas full of litter?) 

		Yes

		No

		

		



		Are changes in level clearly marked? 


(e.g. are edges to steps defined from other flooring?)

		Yes

		No

		

		



		Are floors non slips? (e.g. is the floor particularly slippery?)

		Yes

		No

		

		



		Are walkways and corridors clear from obstruction?


(e.g. is there a minimum door width along the length of a corridor, or no trailing cables in walkways?)

		Yes

		No

		

		



		Is the ceiling secure and in good condition?


(e.g. ceiling tiles not missing or loose?)

		Yes

		No

		

		



		Are the any signs of damp in the building?

		Yes

		No

		

		



		Is all shelving and racking secure

		Yes

		No

		

		



		Do displays obstruct walkways exits, signs, switches, or fire alarm call points?

		Yes

		No

		

		



		Is furniture in good condition, stable and secure?


(e.g. is there a chair seat loose from the frame, or a screw sticking out of a table)

		Yes

		No

		

		



		Are all work surfaces kept clean and disinfected when an area is multi purposed? (e.g. food tech areas) 

		Yes

		No

		N/A

		

		



		Are all storage areas & cloak rooms kept tidy and items stored away from light fittings etc.? 

		Yes

		No

		

		



		Are all items stored at an appropriate level?


(e.g. heavy items stored at waist height)

		Yes

		No

		

		



		Are windows secured and in good condition?


(e.g. frames not rotten or the glass cracked?)

		Yes

		No

		

		



		Are doors in good condition & open easily?


(e.g. frames not rotten or the door warped to prevent opening?)

		Yes

		No

		

		



		Are vision panels in doors kept clear?


(e.g. are notices or paper obstructing vision panels) 

		Yes

		No

		

		



		Are all areas reasonably neat and tidy?


(e.g. have large amounts of recycling been allowed to build up?)

		Yes

		No

		

		



		General 



		Do electrical sockets and switches show any sign of damage or deterioration? 

		Yes

		No

		

		



		Do electrical lights have appropriate protection from impact or are fitted with covers? 


(e.g. are lights fitted with diffusers or fittings fitted with guards in gyms?)

		Yes

		No

		

		



		Are radiators and heaters at an appropriate temperature?  (e.g. not overly hot to touch)

		Yes

		No

		

		



		Is all equipment stored safely? (e.g. laptop, tablet and IPad charging trolleys stored appropriately) 

		Yes

		No

		

		



		Is staff kitchen equipment regularly cleaned? (e.g. fridges, microwaves & toasters cleaned from debris and spills)

		Yes

		No

		

		



		Is appropriate warning signage available when cleaning is in progress?

		Yes

		No

		

		



		Is all access equipment regularly tested & maintained as per guidance? (e.g. lifts & stairlifts)

		Yes

		No

		N/A

		

		



		Are cleaner’s cupboards and site manager’s office kept locked?

		Yes

		No

		

		



		Are all hazardous substances and cleaning substances kept securely out of reach of children? 

		Yes

		No

		

		



		External Building/Areas



		Are pipes & guttering in good visual condition & secure? 

		Yes

		No

		

		



		Are school buildings deteriorating? (e.g. are cracks appearing in the brickwork or damp patches from water leaks?)

		Yes

		No

		

		



		Are drains covered and do not present a trip hazard? (e.g. is there a lip around drain covers or grills)

		Yes

		No

		

		



		Are internal paths and roads in good condition? (e.g. paths not cracking , weeds growing through concrete, pot holes appearing?)

		Yes

		No

		

		



		Are car parks well lit and lined out? (e.g. are parking bays clearly defined?)

		Yes

		No

		

		



		Are their adequate controls of cars on site? 


(e.g. restricted access or one way systems)

		Yes

		No

		

		



		Are playgrounds and fields in good condition?


(e.g. free from debris, playground cracked or broken , fields free from holes) 

		Yes

		No

		

		



		Are the school grounds kept tidy and well kept?


(e.g. is there litter around the site & foliage kept trimmed back)

		Yes

		No

		N/A

		

		



		Are higher risk areas fenced off, and access restricted? (e.g. nature area, or pond)

		Yes

		No

		N/A

		

		





		

		Action (s) required 

		Completion date



		Additional Issues



		

		Yes

		No

		N/A

		

		



		

		Yes

		No

		N/A

		

		



		

		Yes

		No

		N/A

		

		



		

		Yes

		No

		N/A

		

		



		

		Yes

		No

		N/A

		

		



		

		Yes

		No

		N/A

		

		



		

		Yes

		No

		N/A

		

		



		

		Yes

		No

		N/A

		

		



		

		Yes

		No

		N/A

		

		





Signature: 







Print Name:


This form only needs to be kept for 12 months and can be disposed of using recycling methods.

HSST/Form 1SF – Monthly Site Checklist: Version 0.2                                                                                    June 2015
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Property Services ManagingSchools
Managing school premises during the coronavirus outbreak — Closed / Partially Open Premises

With many focuses demanding our attention at the moment, it is important that arrangements
remain in place to ensure that children and staff are in safe buildings during reduced
occupancy arrangements. There are increased risks related to safety concerns around water
hygiene, building and occupancy safety and building hygiene due to reduced occupancy. On
24th April the DfE issued guidance in this respect, requesting that Educational settings
review their arrangements for all building-related systems but in particular:

e hot and cold water systems

e (Qas safety

o fire safety

« kitchen equipment

e security including access control and intruder alarm systems
e ventilation

The guidance can be found at; https://www.gov.uk/government/publications/managing-
school-premises-during-the-coronavirus-outbreak/managing-school-premises-which-are-
partially-open-during-the-coronavirus-outbreak

Property Services & Maintenance Partnership continue to carry out servicing regimes that
they would normally support you with, however, there are some responsibilities that are
carried out by schools themselves so you will also need to make arrangements to continue
with these.

Property Services have requested that you provide contact details for someone who can
confirm appointments and enable access to the building to complete servicing. With regard to
water hygiene they have also requested that someone flush all taps through on a weekly basis
whilst the property is closed/partially closed and keep a written record of areas flushed
including time and date. (A record log can be provided for this purpose). If you have not yet
responded would you please forward details to pstenquiries@Solihull.gov.uk

Prior to fully re-opening you will need to review your own water hygiene arrangements with
Property Services to assess whether to disinfect your water system in advance of re-opening.

In the meantime, please continue to log any repairs requests via E-mail to
pstenquiries@Solihull.gov.uk If your request is of an urgent H&S nature please put this in the
email Subject Line.

If you have an immediate requirement and would prefer to speak with someone, please call
the helpdesk on 0121 704 6576. We would respectfully request that calls should be for
immediate and H&S requirements only as requests are mainly being monitored through
inboxes.

For property maintenance emergencies outside office hours please continue to use our
Emergency Out of Hours telephone number 07500 997717 (back up 0121 704 8000).

Rest assured we will continue to do all we can to support you to deliver your services during
these challenging times.



https://www.gov.uk/government/publications/managing-school-premises-during-the-coronavirus-outbreak/managing-school-premises-which-are-partially-open-during-the-coronavirus-outbreak

https://www.gov.uk/government/publications/managing-school-premises-during-the-coronavirus-outbreak/managing-school-premises-which-are-partially-open-during-the-coronavirus-outbreak

https://www.gov.uk/government/publications/managing-school-premises-during-the-coronavirus-outbreak/managing-school-premises-which-are-partially-open-during-the-coronavirus-outbreak

mailto:pstenquiries@Solihull.gov.uk

mailto:pstenquiries@Solihull.gov.uk
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First Aid Needs Assessment Guide

				





1.0 Purpose

This document details SMBC guidance on undertaking an adequate and appropriate First Aid Needs Assessment and recording them.





2.0 The First Aid Needs Assessment Form



This First Aid Needs Assessment can be used for any SMBC workplace/maintained school, premise or work activity. To use the assessment form, each column must be considered from left to right.  



Managers/ Site Responsible Persons will therefore work out the basic first aid provision requirement, and then identify other considerations which may require that basic provision to be increased or provided in an alternative way (for example, within shared buildings the provision covers all building occupiers rather than just a particular team, so liaise with other colleagues).  Managers /Site Responsible Persons must ensure that minimum cover must be in place at all times during the working day.



2.1 Reviewing of First Aid Needs Assessment 



The manager should review the individual assessment every 12 months (or sooner if a failing in first aid provision is identified) and if nothing has changed since the last review and the assessment is still considered adequate and is up to date then, the manager may sign the assessment off for another 12 months.



2.2 Recording of First Aid Needs Assessment 



Managers/ Site Responsible Persons record the provision they require along with the names of personnel who will undertake the first aid duties. The Manager/ Site Responsible Person is responsible for ensuring that any requirements from the First Aid Needs Assessment are actioned e.g. more first aiders, refresher training of existing first aiders, new first aid box, is it beneficial to have mental health first aiders etc.   First Aid Needs Assessments must be made available and brought to the attention of all relevant staff. 

 

If you have any doubts, concerns, or queries about the completion of a First Aid Needs Assessment please contact: healthandsafetysupport@solihull.gov.uk or Tel 0121 704 6328. 





SMBC First Aid Needs Assessment V 03 FINAL April 2020





SMBC First Aid Needs Assessment - Guidelines and Record Sheet



		Team(s)

		



		Service(s)/ Directorate

		



		Building Name



		

		Building Location

		



		Nature of SMBC Business (also consider the activities of others using/ sharing the site, our partners, other agencies etc.) 

		













		Premises layout (number and type of buildings)



		

		Number of Employees on site    (SMBC and if any others sharing/ using the site)



		SMBC Number:



		Total:



		

		

		

		Other Name:



		Total:



		

		

		

		Other Name:

		Total:



		Assessor

		



		Date of this Assessment

		



		Number of previous injuries and accidents/ illness that have lead to first aid incidents















		







Tick what applies for your workplace and activities so that this record can be retained as your First Aid Needs Assessment.



		What is this assessment for:

|_| Large shared low risk office building¹ 			|_| Medium/ high risk building/ site                         |_| Specific work activity
¹Note, Even if you work within a large shared office building, the nature of your work activity may warrant its own first aid provision. 







		Overall workplace risk

		No. of employees

(i.e. in the premise or as part of the activity this covers)

		Basic minimum.

This provision should be available at any time during the working day 

You must take into consideration holiday/ sickness cover



		

[bookmark: Check1]|_| Low 



Examples: 

· offices,

· libraries,

· schools (generally)



		

[bookmark: Check17]|_| Less than 25 

[bookmark: Check3]|_| 25 – 50 

[bookmark: Check16]|_| 50 – 100

[bookmark: Check5]|_| 200 +

Add another one FAW trained first aider for every 100 employed (or part thereof)

		

[bookmark: Check6]|_| One emergency first aider trained to EFAW 

[bookmark: Check7]|_| One emergency first aider trained to EFAW 

[bookmark: Check8]|_| At least two first aiders trained to FAW 

[bookmark: Check9]|_| At least three first aiders trained to FAW 







		

[bookmark: Check28]|_| Medium – High 



Examples:

· Catering

· Forestry

· Highways

· Refuse

· Workshops

· Construction

· Street lighting

· Print unit

· Using chemicals

· Using machinery

· Schools (science/ design & technology)



		

[bookmark: Check29]|_| Less than 25 

[bookmark: Check30]|_| 25 – 50 

		

|_| At least one first aider trained to FAW 

|_| At least one first aider trained to FAW 



		

		

[bookmark: Check31]|_| 50 + 

|_| 100 +  

|_| 150 +  

|_| 200 +  

|_| 250 + 

|_| 300 +   

|_| 350 +  

|_| 400 +  

Add another one FAW trained first aider for every 50 employed (or part thereof)

		

|_| At least two first aiders trained to FAW 

|_| At least three first aiders trained to FAW

|_| At least four first aiders trained to FAW

|_| At least five first aiders trained to FAW

|_| At least six first aiders trained to FAW

|_| At least seven first aiders trained to FAW

|_| At least eight first aiders trained to FAW

|_| At least nine first aiders trained to FAW













		Other considerations that may require additional provision to be identified, based on the risk groups and work activity risks



More trained personnel may then be required or cover may be provided by a neighbouring team in large shared buildings

		Additional comments



(please add as appropriate to your workplace, activity, premise)



		

|_|        Proximity to other building with first aid personnel/ based in shared buildings 

|_|	Proximity to hospital, doctors, fire brigade

|_|        Proximity to an Automated External Defibrillator***

|_|	Remoteness of location

|_|	Size, scale, layout of site, vehicle movements

|_|	Potential for burns, scalds, eye injury, 	chemical injury, anaphylactic shock, fracture injuries,  falls from height
|_|	History of previous accidents (think of 	number of    accidents, cause and injury type)

|_|	Pupils on premise/ working with children

|_|	School off-site activities/trips

|_|	Out of school hour’s arrangements e.g. lettings/parents evening

|_|	School provision for lunchtimes and breaks

|_|	Visitors to building

|_|	Number and dispersal of visitors on site

|_|	Members of the public access building

|_|	Contractors working

|_|	Dangerous machinery and equipment

|_|	Distribution of workforce within the building

|_|	Lone working, working away from the main premises

|_|	Employees and/or visitors with disabilities 

|_|	New and expectant mothers

|_|	Young workers/ inexperienced workers

|_|	Employees with existing health problems

|_|	Construction work

|_|	Shift work 

|_|	Low risk environment with low number of staff (i.e. less than 5)*

|_|	Working with foundation stage children**

|_| 	Mental ill health in the workplace^

|_|	Caring/supporting customers in the community^^



		













		

Appointed Person*



		In exceptional circumstances there may be some workplaces that are low risk with low number of staff whereby the Manager/ Site Responsible Person may deem a trained first aider as not being required. In these instances, an Appointed Person may be appointed. However, before the appointment of Appointed Persons it is recommended that the Manager/ Site Responsible Person take further advice from the Health and Safety Support team so as to ensure appropriateness of this first aid provision. 



Please note: Even in these small, low-hazard areas where first aiders are considered unnecessary, there is always the possibility of an accident or sudden illness so someone must always be available to take charge of the arrangements (i.e. equipment and facilities) and call the emergency service. 



		

Paediatric First Aid **



		Paediatric first aid is the requirement of the Early Years Statutory Framework: foundation stage classes in nursery, infant and primary schools must have at least one person with a current paediatric first aid certificate on the premises at all times when children are present. They must also accompany children on any off site visits/trips.



		

Defibrillator’s***

		Specific guidance for schools has been issued from the Department for Education and can be accessed via this link: https://www.gov.uk/government/publications/automated-external-defibrillators-aeds-in-schools

 

The changes to Resuscitation Council UK guidelines on cardiopulmonary resuscitation (CPR) has meant that the HSE has revised the Emergency First Aid (EFAW) and First Aid at Work (FAW) syllabuses. This change means that there will be a requirement for all workplace first aiders to be trained in the use of an AED as part of the first aid training from the 31 December 2016. Training in the use of AED’s is therefore currently part of the Solihull MBC EFAW and FAW courses.



		

Mental ill Health and First Aid^



		

Is it beneficial to have personnel trained to identify and understand symptoms to be able to support someone who might be experiencing a mental health issue? Consider providing information or training for managers and employees, use of occupational health services, appointing mental health trained first aiders and implementing employee support programmes.

First aid training courses covering mental health, teach delegates how to recognise warning signs of mental ill health and help them to develop the skills and confidence to approach and support someone, while keeping themselves safe. SMBC provide mental health awareness training for all managers in Core Council. For further information on the arrangements in place for mental health first aid for Core Council employees please refer to the SMBC Employee Health and Wellbeing Policy at Core docs > Human resources > Employee/manager information > Policies & supporting documents.



		

Community First Aid ^^



		

While there is no statutory requirement to provide first aid to customers, it is strongly recommended that staff caring/ supporting people in the community receive, as a minimum, a basic awareness of First Aid.







		

NOW RECORD YOUR FIRST AID PROVISION ON THE FORM OVERLEAF













RECORD OF FIRST AID NEEDS BASED ON THE ASSESSMENT



		Current Provision of FAW and EFAW



		Location/ Room



		No:  FAW

		No: EFAW

		Name(s)

		First Aid Kit

Yes / No

		Complete

Yes / No

		Comments



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		Other observations and recommendations

e.g.

· Automated External Defibrillator (AED)

· Travelling first aid kits

· First Aid Room









		



























		Manager /Site Responsible Person to record any actions taken following completion of this assessment e.g. arrange training









		Action taken

		Date actioned



		

		



		



		

		



		



		

		



		



		

		



		



		

		



		



		

		



		



		

		



		



		

		



		









		Assessor Signature

		



		Date

		







REVIEW LOG (after 12 months or sooner if a failing in first aid provision is identified)



		I can confirm that there are no changes to this assessment.





		Assessor Signature

		



		Print Name

		

		Date

		







		For further advice on first aid training courses contact healthandsafetysupport@solihull.gov.uk or telephone 0121 704 6328













First Aid Course Content and Information



First Aid at Work – 3 days (18 hours)
Course Contents and Learning Outcomes



Unit 1 covers the following topics:

· roles and responsibilities of a first aider

· cross infection

· recording incidents & actions

· use of available equipment

· assessing an incident

· unconscious casualties (including seizure)

· cardio pulmonary resuscitation

· Safe use of an Automated External Defibrillator

· choking

· wounds and bleeding

· shock

· minor injuries (including small cuts, grazes and bruises, minor burns and scalds, small splinters)



Unit 2 covers the following topics:

· secondary survey

· injuries to bones, joints and muscles (including spinal injuries)

· suspected head and spinal injuries

· chest injuries

· burns and scalds

· eye injuries

· sudden poisoning

· anaphylaxis

· major illnesses (heart attack, stroke, epilepsy, asthma & diabetes)

· serious bleeding including

· embedded objects

· sucking chest wound

· amputations





First Aid Requalification – 2 days (12 hours)

Course Contents and Learning Outcomes



The First Aid at Work Requalification syllabus covers the same topics as those in the initial First Aid at Work course. However, the training and assessment face-to-face contact is only 12 hours (2 days). This course complies with the Health and Safety (First-Aid) Rregulations 1981 (Appendix 5 Content of a first aid at work (FAW) course).

Notes regarding requalification

The FAW requalification course lasts two days and should cover the same content as the initial FAW course (Appendix 5). If the first-aider does not retrain or requalify before the expiry date on their current certificate they are no longer considered competent to act as a first-aider in the workplace. They can requalify at any time after the expiry date by undertaking the two-day requalification course. However, it may be prudent to complete the three-day FAW course, especially where a considerable period – i.e. in excess of one month – has elapsed since the FAW certificate expired. It is for the employer to decide the most appropriate training course to requalify the first-aider.


Emergency First Aid at Work – 1 day (6 hours)

Course Contents and Learning Outcomes



· roles and responsibilities of a first aider

· cross infection

· recording incidents & actions

· use of available equipment

· assessing an incident

· unconscious casualties (including seizure)

· cardiopulmonary resuscitation

· Safe use of an Automated External Defibrillator

· choking

· Wounds and bleeding

· Shock

· minor injuries (including small cuts, grazes and bruises, minor burns and scalds, small splinters)







Paediatric First Aid – 2 days (12 hours)

Course Contents and Learning Outcomes



Taken directly from the Statutory Framework for the early years' foundation stage



Unit 1: Paediatric Emergency First Aid

· Be able to assess an emergency situation and prioritise what action to take

· Help a baby or child who is unresponsive and breathing normally

· Help a baby or child who is unresponsive and not breathing normally

· Help a baby or child who is having a seizure

· Help a baby or child who is choking

· Help a baby or child who is bleeding

· Help a baby or child who is suffering from shock caused by severe blood loss (hypovolemic shock)


Unit 2: Managing Paediatric Illness and Injury

· Help a baby or child who is suffering from anaphylactic shock

· Help a baby or child who has had an electric shock

· Help a baby or child who has burns or scalds

· Help a baby or child who has a suspected fracture

· Help a baby or child with head, neck or back injuries

· Help a baby or child who is suspected of being poisoned

· Help a baby or child with a foreign body in eyes, ears or nose

· Help a baby or child with an eye injury

· Help a baby or child with a bite or sting

· Help a baby or child who is suffering from the effects of extreme heat or cold

· Help a baby or child having: a diabetic emergency; an asthma attack; meningitis; febrile convulsions; an allergic reaction *(including safe use of Adrenaline Auto-Injectors)

· Understand the role and responsibilities of the paediatric first aider (including appropriate contents of a first aid box and the need for recording accidents and incidents)



*Basic training in the safe use of Adrenaline Auto-Injectors included as standard as of 1st June 2019







Minimum Contents of a First Aid Box





The contents of your first aid kit should be based on your first aid needs assessment. As a guide, where work activities are low-risk (for example, desk-based work) a minimum first aid kit might contain:

· a leaflet with general guidance on first aid (for example, HSE's leaflet Basic advice on first aid at work

· individually wrapped sterile plasters of assorted sizes

· sterile eye pads

· individually wrapped triangular bandages, preferably sterile

· safety pins

· large and medium-sized sterile, individually wrapped, unmedicated wound dressings

· disposable gloves



This is a suggested contents list.

If you are buying a kit look for British Standard (BS) 8599. By law, your kit doesn’t have to meet this standard but you should check it contains what you’ve identified in your needs assessment.


Maintaining or replacing contents of a first aid kit

Check your kit regularly. Many items, particularly sterile ones, are marked with expiry dates. Replace expired items, disposing of them safely. If a sterile item doesn’t have an expiry date, check with the manufacturer to find out how long it can be kept. For non-sterile items without dates, you should check that they are still fit for purpose.

(www.hse.gov.uk/simple-health-safety/firstaid/what-to-put-in-your-first-aid-kit.htm)
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HEALTH AND SAFETY WORKPLACE INSPECTION

The health and safety workplace inspection is the formal process used in SMBC for visually identifying and evaluating physical and environmental health and safety hazards in the workplace, which may cause potential injury or ill health, as well as some checks on records. It does not include areas otherwise covered separately by the health and safety audit process, e.g. checking the adequacy of health and safety procedures, arrangements and documentation, employee training records, activity based risk assessments etc. The inspection identifies health and safety hazards at the time of carrying out the inspection and is limited to the areas visited and identified in the content of this form with the exception of building related records as they relates specifically to the safe usage of that building/site/workplace. 


Persons carrying out the inspection cannot guarantee to identify all possible unsafe conditions or breaches of legislation and therefore the absence of any comments on issues should not be taken to imply full compliance with health and safety legislation. For more information and advice on the process for carrying out SMBC health and safety inspections, please refer to the SMBC Corporate Health and Safety Policy or contact the Health and Safety Support Team at healthandsafetysupport@solihull.gov.uk

For further specific support and guidance in understanding and answering the workplace health, safety and welfare questions, please refer to:


· HSE short guide for managers on Workplace health, safety and welfare; 


· For schools – in addition to the HSE guide, refer also School Premise Regulations and the Standards for School Premises Guidance 


		Workplace/ Building(s) name:

		

		Unique Property Reference No. (UPRN):

		



		SMBC Group:

		

		Teams/Services:


(if relevant)

		



		Address:




		

		Date(s) of Inspection:

		



		Person(s) carrying out Inspection:

		Name(s): 



		Job Title: 

		Signature: 





		



		Comments / Progress/ Outstanding recommendations

Managers are responsible for implementing the actions and recommendations within the health and safety workplace inspection report and for monitoring their progress. 





		
1. Pre-Inspection Stage






Prior to the walk around inspection, the following documents relating to the premise/building/site must be collated and reviewed prior or during inspection:

· Asbestos Management Plan (confirmation of accessibility and last survey)


· First Aid Needs Assessment

· Fire Risk Assessment


· Glazing assessment (where relevant)


· Window restrictor assessment (where relevant)


· Legionella/ Water Hygiene logbook


· Gas appliance checks


· Electrical testing – portable appliance test records (PAT) and fixed installation testing record.


· Lifting Operations & Lifting Equipment tests/examinations

·  Reference material: a) HSE short guide for managers on Workplace health, safety and welfare (INDG244); and for schools – in addition to the HSE guide, refer also to School Premise Regulations and the Standards for School Premises Guidance 

For Facilities Management centralised properties, Facilities Support Managers will liaise with the Manager/Premise Representative to locate these documents where necessary. For non-centralised properties, the Manager/Premise Representative will need to review asbestos and water hygiene information, and the Construction Services Group for electrical and glazing records (any queries, contact Property Risk Management). Schools will need to obtain this information from their own records. 


		Date of last inspection:​ 

Note any outstanding actions from the last inspection which have not been carried out:  








		
 2. Hazard Identification & Evaluation 






		Ref No

		Inspection element

		Yes

		No

		N/A

		Action required/comments



		1.0

		Health and Safety Poster

		

		

		

		



		1.1

		Is there an up to date health and safety law poster located in a prominent position? 

		

		

		

		



		1.2

		Does it contain the relevant information – as identified on the poster?

		

		

		

		



		2.0

		Work Environment/Housekeeping

		

		

		

		



		2.1

		Is there adequate space for staff to work safely?

		

		

		

		



		2.2

		Are floors, walkways and stairs in good condition, free from obstructions and non-slip?

		

		

		

		



		2.3

		Are trailing leads kept to a minimum and where they are necessary, are they routed safely, secured / covered?

		

		

		

		



		2.4

		Are materials stored safely (consider manual handling implications and general stacking of materials)?

		

		

		

		



		2.5

		Where PPE is in provided, is it stored appropriately?

		

		

		

		



		2.6

		Are structures stable, secure, braced and not overloaded (shelves, bookcases, filing cabinets etc)?

		

		

		

		



		2.7

		Has appropriate safety glazing / film been fitted to windows (if identified as being required through the assessment process)?

		

		

		

		



		2.8

		Have window restrictors been fitted (if identified as being required through the assessment process)?

		

		

		

		



		2.9

		Can windows, doors and gates be opened safely and prevent trapping hazards?

		

		

		

		



		2.10

		Is there suitable heating and ventilation?

		

		

		

		



		2.11

		Is the lighting suitable for the work activity?

		

		

		

		



		2.12

		Are employees / visitors protected from noise levels that may be harmful?

		

		

		

		



		2.13

		Do all staircases have a securely fixed handrail?

		

		

		

		



		2.14

		Is the building / site appropriately accessible for all users? e.g. persons with a disability

		

		

		

		



		3.0

		Health, Hygiene & General Wellbeing

		

		

		

		



		3.1

		Are there suitable arrangements for employees to prepare meals, boil water and make a hot drink? (It is not a legal requirement to provide a kitchen or rest room, work areas can be counted as rest areas and as eating facilities, provided they are adequately clean and there is a suitable surface)

		

		

		

		



		3.2

		Is drinking water available?

		

		

		

		



		3.3

		Are there sufficient toilet, hand washing and drying facilities for employees and others who use the workplace? 

		

		

		

		



		3.4

		Are there arrangements in place for the regular removal of refuse and salvage?

		

		

		

		



		3.5

		Is relevant ‘No Smoking’ signage displayed in appropriate areas?

		

		

		

		



		3.6

		Are appropriate water hygiene checks carried out (in accordance with the building water hygiene / legionella risk assessment)?

		

		

		

		



		3.7

		Are those checks recorded in the water hygiene log book and dated?

		

		

		

		



		3.8

		Is there an appropriate cleaning regime in place? ( Window rebates etc )

		

		

		

		



		4.0

		Control of Substances Hazardous to Health (COSHH)

		

		

		

		



		4.1

		Is there suitable storage provided for all hazardous substances and is it used efficiently?

		

		

		

		



		4.2

		Is there a complete and current COSHH folder on site, including material safety data sheets (MSDS) for all substances and risk assessments for hazardous substances?

		

		

		

		



		4.3

		Are all chemical products stored in suitable containers, labelled and used appropriately (e.g. corrosive, irritant, flammable etc)?

		

		

		

		



		4.4

		Is there a procedure for the disposal of hazardous waste (including fluorescent light tubes)?

		

		

		

		



		5.0

		Asbestos

		

		

		

		



		5.1

		Has an up-to-date asbestos survey been carried out for the workplace/building/site and seen? 

		

		

		

		



		5.2

		Are relevant employees and other persons such as contractors being made aware of areas containing asbestos containing materials?

		

		

		

		



		5.3

		Are relevant employees and other persons aware of the building asbestos management plan and register?

		

		

		

		



		6.0

		First Aid

		

		

		

		



		6.1

		Has a First Aid Needs Assessment been completed for the whole building/site to ascertain what level of first aid cover is required (considering location, type of activities, number of employees, cover for absenteeism etc)?  

		

		

		

		



		6.2

		As per the first aid needs assessment is the identified provision in place as required (e.g. adequate numbers of trained first aiders, sufficient first aid kits)? 

		

		

		

		



		7.0

		Accident, Incident and Defect Reporting

		

		

		

		



		7.1

		Is there a process in place for staff to report accidents, incidents, near misses and dangerous occurrences in accordance with SMBC policy? 

		

		

		

		



		7.2

		Is it being used?

		

		

		

		



		7.3

		Are actions being taken to prevent a recurrence?

		

		

		

		



		7.4

		Is there a process in place for staff to report defects and for action to be taken as necessary?

		

		

		

		



		8.0

		Fire Precautions

		

		

		

		



		8.1

		Has a Fire Risk Assessment (FRA) been carried out; is it recorded, accessible and up-to-dateased on risk and numbers.AW training
























































? 

		

		

		

		



		8.2

		Have the FRA identified actions been undertaken?

		

		

		

		



		8.3

		As per the FRA, are all controls in place (e.g. number of fire wardens identified who are trained etc, is the identified ‘Responsible Person’ aware of their responsibilities)?

		

		

		

		



		8.4

		Does the premise have a Building Emergency Evacuation Plan which covers action to be taken in the event of a fire/ finding a fire? 

		

		

		

		



		8.5

		Have building users been informed of the Emergency Evacuation Plan?

		

		

		

		



		8.6

		Is fire signage adequately located around the building/site to inform building users of evacuation arrangements (signage includes, fire notice actions, direction of travel and assembly point information)?  

		

		

		

		



		8.7

		Is the site free from fire hazards (consider sources of ignition e.g. heaters, unsafe/over loading of electrical items, smoking and sources of fuel e.g. wood, paper, plastic, or foam, loose packaging materials, waste rubbish and furniture)?

		

		

		

		



		8.8

		Does the Fire Safety Logbook contain records of weekly fire alarm & smoke detector testing?

		

		

		

		



		8.9

		Does the Fire Safety Logbook contain records of monthly emergency lighting tests?

		

		

		

		



		8.10

		Does the Fire Safety Logbook contain records of Records of 6 monthly evacuation drills (minimum of 2 per year)?

		

		

		

		



		8.11

		Does the Fire Safety Logbook contain records of annual service/tests/checks of complete fire alarm system (which includes firefighting equipment, fire alarms, emergency lighting, etc)?

		

		

		

		



		8.12

		Are fire extinguishers, hose-reels and fire blankets checked annually & labelled?

		

		

		

		



		8.13

		Are fire extinguishers easily accessible with signs displayed next to them to show types and use?

		

		

		

		



		8.14

		Are fire doors labelled, maintained and kept closed or have suitable closing mechanisms in place?  

		

		

		

		



		8.15

		Do self-closing fire doors work properly?

		

		

		

		



		8.16

		Do fire exit doors open freely?

		

		

		

		



		8.17

		Are stairways, corridors and fire escapes free from obstruction?

		

		

		

		



		8.18

		Are there evacuation arrangements in place for those employees and visitors who require assisted evacuation, are Personal emergency Evacuation Plans (PEEPs) in place where required?

		

		

		

		



		8.19

		Where additional equipment has been provided to assist in the evacuation plan, such as evacuation chairs, are there records of them being maintained and records that have staff been trained/instructed in their safe use?

		

		

		

		



		9.0

		Machinery and Work Equipment

		

		

		

		



		9.1

		Are lifts, hoists and other items of lifting equipment regularly inspected under LOLER every 6 months (for people and lifting accessories) and 12 months for others?

Have these been recorded?  (check records, Crimson)

		

		

		

		



		9.2

		Is local exhaust ventilation (LEV) equipment inspected, examined and tested every 14 months and regularly maintained (including fume cupboards)? (check records, Crimson)

		

		

		

		



		9.3

		Are pressure vessels appropriately stored, inspected, examined and tested? (check records)

		

		

		

		



		9.4

		Is there a record that any other work equipment has been formally tested and inspected under the appropriate regulations (LOLER, PUWER, PSSR etc)?

		

		

		

		



		9.5

		Where work equipment is inspected , are Managers able to ensure that any defects identified are being actioned?

		

		

		

		



		9.6

		Is a procedure in place for undertaking visual / pre use inspections and reporting and recording defects?  

		

		

		

		



		9.7

		Is work equipment in good condition, stable and suitable for the task?

		

		

		

		



		9.8

		Are appropriate checks carried out on powered / manual gates, barriers & doors?

		

		

		

		



		9.9

		Is there evidence of appropriate warning signage (e.g. PPE required)?Evixcethese been recorded?







































































































		

		

		

		



		9.10

		Are there mechanisms to stop/isolate the machinery in the event of an emergency and are they accessible?

		

		

		

		



		9.11

		Is machinery and equipment adequately guarded (access to dangerous parts of machinery must be prevented where practicable)?

		

		

		

		



		9.12

		Are gas appliances safely installed and adequately maintained?

		

		

		

		



		10.0

		Electricity

		

		

		

		



		10.1

		Has portable electrical equipment been formally tested & labelled in accordance with HSE requirements e.g. PAT tested?

		

		

		

		



		10.2

		Is a record available locally? (check records)

		

		

		

		



		10.3

		Are cables maintained in a safe condition (e.g. no cuts, frayed wires showing)?

		

		

		

		



		10.4

		Are sufficient electrical sockets provided to prevent overloading?

		

		

		

		



		10.5

		Are all extension cables fused (if possible surge protected)? 

		

		

		

		



		10.6

		If drum cable extensions are used, are they fully unwound?

		

		

		

		



		10.7




		Has the property undergone a fixed electrical test in the last 5 years?   (Note that evidence of this may need to be obtained via Dodds Contractors via Facilities Management)

		

		

		

		



		10.8

		Has the emergency lighting been inspected within the required guidelines?

		

		

		

		



		11.0

		Security

		

		

		

		



		11.1

		Are waste/refuse bins etc. located away from buildings/site to prevent arson?

		

		

		

		



		11.2

		Has the risk of unauthorised access to external areas of the building/site been managed?

		

		

		

		



		11.3

		Are external areas adequately lit? 

		

		

		

		



		11.4

		Is equipment provided for security reasons, in good working order (e.g. CCTV, security lighting)?

		

		

		

		



		11.5

		If CCTV is in place, has a PIA (Privacy Impact Assessment) been completed?

		

		

		

		



		11.6

		Are panic alarms (personal & fixed) routinely checked to ensure they are in good working order?

		

		

		

		



		11.7

		Are emergency pull chords in disabled toilets accessible and routinely checked to be in good working order?

		

		

		

		



		12.0

		External Environment

		

		

		

		



		12.1

		Are risks from fragile roofs adequately managed/signs displayed?

		

		

		

		



		12.2

		Is fall protection on roofs in place and 2m from the edge of the roof?

		

		

		

		



		12.3

		Are car parks and roadways in good repair and free from potholes?

		

		

		

		



		12.4

		Are passageways and traffic routes free from obstruction and other hazards, ensuring the safe movement of people and vehicles?

		

		

		

		



		12.5

		Are external areas maintained (e.g. green areas, trees, shrubs)?

		

		

		

		



		12.6

		Are external areas free from slip and trip hazards (e.g. pot holes / raised slabs, gritting)?

		

		

		

		



		12.7

		Is there safe access and egress to the building for employees and other site users where relevant?

		

		

		

		





		Areas not accessed during inspection:







		Additional issues not covered by the checklist:








		
3. Remedial Action Plan 






		Ref No

		Inspection Element

		Remedial action/s required

		Action


Priority


(See key below 1,2,3,4)

		Responsible Person for implementing the action

		Date completed


DD/MM/YY

		Verified /


Followed up by (record name)



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		





Action Priority Key


(1) Immediate action, (2) Within one month, (3) Within three months (4) To be planned for action when appropriate – further discussion with senior managers (e.g. cost, time, trouble etc)


		Endorsement of action plan by Premise Representative/ local manager: 

		Name: 




Signature: 




Date: 






		Workplace/ Building(s) name:

		





H&S Workplace Inspection Form, BLANK TEMPLATE, v1, Jan19, UNCONTROLLED WHEN PRINTED OR VIEWED OUTSIDE OF THE INTRANET.
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