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Hazard Report Form

Please use this form to report miscellaneous hazards and defects within and on council property. Accidents and incidents should be reported in accordance with the Incident and Accident Reporting Code of Practice (COP 001) on the relevant form.


Hazard Report. To be completed by the person that has identified the hazard / defect.

		Name

		

		Department

		



		Job Title

		

		Phone Number

		



		Work Location

		

		Date Reported

		





		Where is the hazard precisely located?






		Please describe the hazard or defect?






		Have you reported this to anyone else? 


Y / N


If yes, whom?








Once complete, please submit this form to your manager for investigation.


Investigation. To be completed by line manager.


		Managers Name 

		

		Department

		



		Job Title

		

		Phone Number

		



		Work Location 

		

		Date Investigated

		





		Was the hazard / defect still evident?


Y / N






		Detail action taken


Detail action still to be taken and target date


If no action to be taken, detail reasons









I confirm that the hazard / defect has been suitably rectified.


Signature: 





Date:


Once the investigation and any associated actions have been completed, investigator should update the person reporting the hazard.

Once fully complete, please return this form to the H&S Team on _​healthandsafety@slough.gov.uk 

1



[image: image2.png]Slough

Growing a place of opportunity and ambition





image2.emf
FORM 036B FLASH  Checklist for Schools v1 May 2020.docx


FORM 036B FLASH Checklist for Schools v1 May 2020.docx
[image: ]       

 FLASH Checklist for Schools

        F – Fire L – Legionella A – Asbestos S – Safety H – Health



This checklist has been devised to assist schools in understanding their legal responsibilities in relation to their buildings and general safety. It has been designed to assist you proactively identify any potential health and safety problems as you reopen part or all of your school following the COVID 19 lockdown.

	

It will also allow the Local Education Authority to have reassurances on the status of compliance of school buildings where we place local children. Hence we are requesting that all schools complete the attached checklist to ensure that the main health and safety requirements regarding their building(s) and their staff have been considered. 



If you identify any issues that require further action, it is the Schools responsibility to complete the actions accordingly. Advice on appropriate actions can be sought from your Health and Safety Adviser. This document should also be used as a basis for discussions between building managers, senior managers and governors to ensure that health and safety related risks are being appropriately managed.



We recommend that you use the ‘FLASH Action Plan’ located at the end of this document to monitor any identified actions.



Please complete the attached form and return it to bhavini.ranu@slough.gov.uk. within the H&S Team at Slough Borough Council by Friday 19th June 2020. 

[bookmark: _GoBack]

If you require any further assistance, please do not hesitate to contact the Corporate Health and Safety Department on 01753 875 046 or alternatively send an email to HealthandSafety@slough.gov.uk.



Key:

Criteria: The item to be reviewed

In place: Y – Yes, N – No, N/A – Not applicable 

Further action required: Please explain what needs to be done i.e. Remedial works that needs to be completed etc.









		School Name:

		



		Name of person completing the form:

		



		Contact telephone number:

		



		Job title:

		



		Date of completion:

		







		Criteria

		In place? (Y/N or N/A)

		Further action required / Notes





		1. Fire 



		1.1 When was the Fire Risk Assessment carried out and by whom?

		Date:                         

Company:



		1.2 Specify the number of actions from the fire risk assessment that have been completed 

		No. of Completed actions:

No. of Incomplete actions:



		1.3 Are the remaining actions within the fire risk assessment being monitored by the leadership team/governor’s?

		

		



		1.4 Have the following items been tested on a regular basis to ensure they are in working order and the deficiencies have been actioned:

		

		



		· Fire alarms: weekly break glass tests (in rotation)

		

		



		· Fire alarm: 6 monthly testing

		

		



		· Fire extinguishers: annual testing

		

		



		· Emergency lighting units: monthly checks

		

		



		· Emergency lighting: six monthly service by a competent contractor (1 hour simulation)

		

		



		· Emergency lighting : annual service by a competent contractor (3 hour simulation)

		

		



		1.5 Is there an up-to date fire log book on site with records maintained and deficiencies actioned?

		

		



		1.6 Do fire evacuation drills occur every term?

		

		



		1.7 Have identified fire wardens been trained?

		

		



		1.8 Has the Facilities staff / bursar received Fire Safety Management training or equivalent?

		

		



		1.9 Have all staff received fire awareness training?

		

		



		1.10 Has a plan of the building, with high risk areas and equipment location been generated? (A copy of this should be held in reception)

		

		



		1.11 Are Personal Emergency Evacuation Plans (PEEPs) written for current staff and pupils?

		

		



		1.12 COVID: Has the fire alarm been tested before the pupils return?

		

		



		2. Legionella



		2.1 When was the Legionella Risk Assessment carried out and by whom?

		Date:                       

Company:



		2.2 Specify the number of completed actions from the legionella  risk assessment 

		No. of Completed actions:

No. of Incomplete actions:



		2.3 Are the outstanding actions monitored by the SLT or governor’s?

		

		



		2.4 Provide the named responsible person (RP) in place for the school: 

		RP name:



		2.5 Is the water log book up to date with records maintained and deficiencies actioned?

		

		



		2.6 Is the water system inspected regularly for leaks?

		

		



		2.7 Are the little used outlets & sentinel outlets flushed on a weekly basis?

		

		



		2.8 Are hot & cold water temperature checks occurring on a monthly basis? 

		

		



		2.9 Are showerheads de-scaled and disinfected on a quarterly basis?

		

		



		2.10 If air conditioning systems are in place, have microbiological tests been undertaken to confirm they are free of legionella?

		

		



		2.11 Have appropriate staff on site been trained in legionella awareness?

		

		



		2.12 COVID: Has the hot water plant been disinfected by raising the temperature of the water system or via a chlorination prior to pupils returning?

		

		



		3. Asbestos 



		3.1 Has an asbestos management survey been carried out for the building/s. if N/A please state the date the school was built:

		

		Date school built:



		3.2 When was the Asbestos survey carried out and by whom?

		Date:                                  

Company:



		3.3 Where the survey has identified the presence of asbestos, is a suitable asbestos management plan (including the asbestos register) in place?

		

		



		3.4 Specify the number of completed actions within the Asbestos Management Plan that been completed?

		No. of action completed:

No. of actions Incomplete:



		3.5 Do annual inspections of asbestos containing materials occur to confirm whether asbestos containing materials have been disturbed?

		

		



		3.6 Are all contractors visiting site provided with information about the presence and location of asbestos on site?

		

		



		3.7 Has the Facilities team received Asbestos awareness training?

		

		



		3.8 COVID: Has an inspection been carried out to confirm whether asbestos containing materials have been disturbed?

		

		



		4. Safety & Health 



		4.1 Procedures 



		4.1.1 Has the School H&S Policy been reviewed in the last two years?

		

		



		4.1.2 Have risk assessments been completed on all class activities, buildings & off site activities. The findings should be communicated to staff?

		

		



		4.1.3 Does the school record all accidents and incidents and where appropriate RIDDOR incidents. Records to be kept for 3 yrs for adults and until the age of 21 for children?

		

		



		4.1.4 Does the school have a health and safety action plan? This should be monitored by Senior Management and Governors.

		

		



		4.1.5 Specify how many actions from the H&S Plan have been completed?

		No. of completed actions:

No. of incomplete actions:



		4.1.6 Does the school have a master list of safety procedures with dates of review, for monitoring purposes? 

		

		



		4.1.7 Is health and safety discussed at Senior Management and Governors meetings as a standard item?

		

		



		4.1.8 Do safety walk arounds and inspections occur on an annual basis? (normally undertaken by governors)

		

		



		4.1.9 If you are not a member of SBC H&S SLA, please provide the name and qualification of your competent H&S Adviser:

		Name:

Qualifications: 



		4.1.10 Is a Business Continuity/ Rainbow Plan in place?

		

		



		4.1.11 Specify the number of completed actions within the Business Continuity/Rainbow Plan?

		No. of completed actions:

No. of incomplete actions:



		4.1.12 Is there a policy in place to monitor stress and wellbeing of staff?

		



		4.1.13 Does the school have a communicable diseases procedure. Ensure it has been updated to include COVID 19 and communicated to staff?

		

		



		4.1.14 Does the school have an administration of medication procedure?

		

		



		4.1.15 Has the administration of medication procedure been internally audited to ensure compliance within the last year?

		

		



		4.1.16 Have all staff involved in administering medication received appropriate specific training? (This is separate to first aid training).

		



		4.1.17 Are the health & safety training needs of all staff identified on an annual basis?

		

		



		4.1.18 COVID: Has a COVID-19 Return to school risk assessment been completed?

		

		



		4.2 Building Management 



		4.2.1 Has gas equipment been subject to inspection by a suitably qualified and registered engineer within the last 12 months (with a copy of the gas safety certificate available)?

		

		



		4.2.2 Are up-to date schematic drawings available? These should indicate the location of the shut off valves.

		

		



		4.2.3 Is the kitchen equipment serviced and inspected on a regular basis?

		

		



		4.2.4 Have air conditioning units been switched on and visually checked to determine the following: cool air, air flow, thermostat, moisture, sounds and odours?

		

		



		4.2.5 Are passenger lifts subject to Statutory Thorough Examination Testing on a six 6 monthly basis?

		Date:                   

Company:



		4.2.6 Are goods only lifts subject to Thorough Examination Testing on an annual basis?

		

		



		4.2.7 Has the building been inspected for rodent activity or infestations?

		

		



		4.2.8 Is the security system been serviced and inspected on a regular basis?

		

		



		4.3 Electricity 



		4.3.1 When was the fixed wire electrical test carried out and by whom?

		Date:                        

Company:



		4.3.2 Is portable electrical equipment subject to an annual inspection and testing regime?

		

		



		4.3.3 Are weekly & monthly operational checks undertaken for electric gates, doors & barriers?

		

		



		4.3.4 Has the lightening conductor test been undertaken (11 monthly) by a competent contractor?

		

		



		4.4 Welfare 



		4.4.1 Is housekeeping in all areas to a good standard?

		

		



		4.4.2 Is suitable ventilation provided throughout premises to ensure that fresh air is available?

		

		



		4.4.3 Are all areas of the workplace adequately lit?

		

		



		4.4.4 Are there adequate rest facilities in place for new or expectant mothers?

		

		



		4.4.5 Has a first aider risk assessment been undertaken?

		

		



		4.4.6 Are there sufficient first aiders in place?

		

		



		4.5 COSHH



		4.5.1 Are adequate arrangements in place to store and handle flammables?

		

		



		4.5.2 Are COSHH assessments and safety data sheets in place for all relevant chemicals?

		

		



		4.5.3 Are chemicals stored in a suitable cupboard/area and locked or restricted to prevent unauthorised access?

		

		



		4.5.4 Are gas bottles/compressed air cylinders stored safely?

		

		



		4.6 General



		4.6.1 Is there a ladder/stepladder register in place? Each asset should be tagged to coincide with the register?

		

		



		4.6.2 Are visual checks carried out on ladders prior to use and on a regular basis?

		

		



		4.6.3 Are panic alarms tested on a monthly basis?

		

		



		4.6.4 Are accessible toilet alarms tested on a monthly basis?

		

		







                             




FLASH Action Plan

		Criteria

		Action required

		By whom?

		Notes

		Action completed date



		i.e.  1.1

		Fire Risk Assessment not in currently in place for the building/s

		Joe Bloggs 

		To commission a contractor to undertake one for the entire building

		Awaiting completion



		i.e. 1.1 

		Fire Risk Assessments not in place for departments and their occupied areas

		Department Heads

		To liaise with department heads and ensure a FRA is undertaken for the rooms/areas they occupy

		Awaiting completion
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Local Safety Arrangements 

To be completed for each school. Sections that are not relevant should be marked accordingly.



		Name and Address of Premises



		







		



		Useful Contacts



		Title

		Name

		Telephone Number



		Premise Manager

		



		



		Emergency Contact for Building (Normally Senior Manager)

		

		



		Corporate H&S Unit

		~

		01753 87 5046



		Workforce representative (Union or Non Union)

		

		



		Workforce representative (Union or Non Union)

		

		



		



		SAFETY MONITORING



		Workplace/building hazards are to be reported to:

		





		All incidents and injuries are to be reported to:

		





		Managers / Head Teachers are responsible for reporting incidents to the Health and Safety Executive under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) when necessary. The Corporate Health and Safety Team must be notified immediately by telephone of serious or lost time injuries. (See incident reporting and investigation procedure).







		FIRST AID



		First Aiders / Appointed Persons are as detailed on separate First Aid Notices displayed in the building.









		FIRE SAFETY and EVACUATION PROCEDURES



		The building Fire Wardens are:

		







		Fire records are kept:

		



		The Assembly Point is located:







		IN THE EVENT OF A FIRE the procedure is as per the separate notices displayed in the building.

TO CALL THE EMERGENCY SERVICES - Dial 9 (for an outside line) then 999. Notify a senior Manager.

Facilities will call the fire brigade for corporate buildings.















		RISK ASSESSMENT



		All risk assessments are located at:

		







		Information on asbestos, Legionella etc is kept:

		







		



		EQUIPMENT MANAGEMENT



		Person(s) responsible for the inspection and maintenance of machinery/equipment e.g. hoists:

		· Visual inspection - all staff prior to use

·  

· 



		Inventory and records of maintenance are held:

		



 



		DO NOT use/operate any machinery/equipment unless you have been authorised & trained to do so.



		



		ELECTRICAL EQUIPMENT



		Records of inspections are held:

		







		Special rules for the use of electrical appliances:

		· Visual check prior to use

· 









		SUBSTANCES (COSHH)



		Safety Data Sheets, COSHH Assessments or other substance information records are located:

		



		



		CONTRACTORS AND VISITORS



		Person(s) responsible for managing and informing contractors of health and safety standards required on site:

		







		OTHER MAIN HAZARDS



		List hazard

		Outline instructions or where they can be found:



		



		



		



		





		



		







		

Date of Completion:__________________     Job Title:    _________________________





Name:						     Signature:
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      Document Number: FORM 0036F

Version: 2

Date: 01.10.2019



SCHOOL HEALTH & SAFETY INSPECTION

		School  ..............................................        Head Teacher Name………………………..…………………………………………


Date  ..................................................      Time  .....................................................................

Inspection By   ...................................      Signed  ..................................................................



		





		1. SUBJECT OF INSPECTION

Circulation Areas (A) 

		Yes

		No

		Actions

		Date Completed (date & name)



		Floors 

		

		

		

		



		(a) Are all parts of the floor even and non-slip?


(b) Are floors free from tripping hazards, e.g. worn lino, tools, mats, boxes, trailing wires, rubbish, etc.?


(c) Are floors non-slip where appropriate (e.g. in craft rooms etc.)?


(d) Are floors cleaned regularly and are spills cleared up immediately?

		

		

		

		



		    Passageways, Aisles, Exits and Doors 

		Yes

		No

		Actions

		Date Completed (date & name)



		(a) Are all passageways and corridors sufficiently wide to allow people to circulate easily?


(b) Are all of the above unobstructed?


(c) Do all doors open freely and easily?


(d) Do doors which require them have sighting panels have toughened/laminated glass?


(e) Are there any mats/carpets which make a tripping hazard?


(f) Do fire exits display correct notices?


(g) Are all passageways and corridors adequately lit?

		

		

		

		



		    Stairs 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Are all stairs in good repair, steps noses are secure and are non-slip?


(b) Are handrails provided and in good condition?


(c) Are staircases adequately lit?

		

		

		

		



		    Lighting 

		Yes

		No

		Actions

		Date Completed (date & name)



		(a) Is all lighting adequate and well-positioned for the purpose (including outdoors)?


(b) Are all light fittings and light switches in good order and checked regularly? 

		

		

		

		



		   Windows/Ventilation 

		Yes

		No

		Actions

		Date completed (date & name)



		(a) Are all windows easily openable to maintain comfortable working conditions even in hot weather? Restrictors in place where required. 

(b) Do windows open safely, not protruding into circulation areas?


(c) Are window fastenings in good repair and undamaged?


(d) Is the window glass free of cracks?


(e) Are windows cleaned regularly?


(f) Where there are large areas of glass facing direct sunlight, is there provision for shading, e.g. Venetian blinds, roller blinds?


(g) Is every enclosed space ventilated by a sufficient quantity of fresh or purified air?

		

		

		

		



		   Suitability of room for purpose 

		Yes

		No

		Actions

		Date Completed (date & name)



		(a) Is the room suitable for its purpose?


(b)
Are there problems in voice projection or background 


             noise?

		

		     

		

		



		   Furniture and Fittings 

		Yes

		No

		Actions

		Date Completed (date & name)



		(a) Is furniture located in a safe place i.e. not too near the door or likely to block other areas where people walk?


(b) Are cabinets, cupboards, shelves etc., stable and fixed where required?


(c) Are furniture or fittings in reasonable condition with no loose, worn or broken parts?


(d) Are there any hazards arising from overcrowded classrooms?

		

		

		

		



		   Storage 

		Yes

		No

		Actions

		Date Completed (date & name)



		(a) Are all storage units stable and fixed where necessary?


(b) Are all shelf mountings secure and in a safe condition?


(c) Are steps available for high shelves?


(d) Are there any flammable materials exposed to fire risk?


(e) Is there sufficient storage with adequate access?

		

		

		

		



		  Electrical Equipment 

		Yes

		No

		Actions

		Date Completed (date & name)



		(a) Are electrical appliances, plugs and leads in good condition?


(b) Are sockets in good condition and appropriately situated?


(c) Is the area free from trailing leads or cables?


(d) Has electrical equipment been visually checked recently?

		

		

		

		



		   Science Laboratories 

		Yes

		No

		Actions

		Date Completed (date & name)



		(a) Are all hazardous materials (e.g., toxic matter, highly flammable liquids, etc.) clearly labelled and securely stored?


(b) Are safety goggles and other protective equipment provided and used by staff and pupils?


(c) Is all equipment adequate and working correctly?


(d) Is the layout of the laboratory such as to allow safe access/exit/circulation?


(e) Have asbestos products such as mats been replaced?


(f) Are safety rules prominently displayed?

(g) Is a first aid box available?


(h) Are COSHH assessments completed & CLEAPSS Hazard  Data Sheets available?

(i) Have staff received training and has it been recorded?



		

		

		

		



		   CDT Workshops 

		Yes

		No

		Actions

		Date Completed (date & name)



		(a) Are all hazardous materials clearly labelled and safely stored?


(b) Are safety goggles and other protective equipment provided and used. Is the PPE appropriate and in good condition?


(c) Are machines adequately guarded and equipped with automatic safety cut-out switches at each workstation?


(d) Is there adequate provision of dust extractors/LEV and dust masks for use with woodworking machinery?


(e) Is all machinery and equipment regularly inspected and maintained?


(f) Are tools safely stored when not in use?  Is there provision for safe storage of hand tools at or near work benches?


(g) Is the area regularly cleaned and waste matter disposed?

(h) Is the layout of the workshop such as to allow safe access/exist/circulation?


(i) Are safety rules prominently displayed?


(j) Is a first aid box available?

		

		

		

		



		    Food Technology Rooms 

		Yes

		No

		Actions

		Date Completed (date & name)



		(a) Are all hazardous materials clearly labelled and safely stored?


(b) Is adequate protective clothing provided and used?


(c) Are electrical appliances properly wired and earthed and operating correctly?

(d) Are washing facilities provided for washing and drying hands prior to handling foods?


(e) Is the layout of the room such as to allow safe access/exit/circulation? 


(f) Are safety rules prominently displayed?


(g) Is a first aid box available?

		

		

		

		



		    Art Rooms 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Are all hazardous materials clearly labelled and securely stored?


(b) Is there a safety cut-out and lock on the kiln?


(c) Is there adequate provision of dust extractors and dust masks for use with the kiln?


(d) Are any prohibited glazes in use?


(e) Is adequate protective clothing provided and used?


(f) Is the layout of the room such as to allow safe access/exit/circulation?

(g) Is the area properly cleaned?


(h) Is a first aid box available?



		

		

		

		



		    Computer Rooms 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Does the suitability and layout of computer rooms ensure that the teacher has minimal problems with voice projection, background noise, heat, overcrowding and screen glare?


(b) Are all power cables secured, covered and not trailing?


(c) Does the suitability and layout of computer rooms ensure that pupils have minimal problems with glare, heat and seating?


(d) Are safety rules prominently displayed? (e.g. Guidance on recommended time to be spent at a computer screen/regular breaks, proper posture, adjusting workstation and furniture for comfort, not eating and drinking at workstations, not moving computer equipment without seeking assistance, etc.


(e) Do workstations comply with legal requirements on space requirements, provision/type of chairs, heating, lighting, noise etc?


(f) Have staff that use a computer completed a DSE Assessment?


(g) Is there a local DSE Assessor?

		

		

		

		



		    Halls and Gymnasia 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Are brackets securing ropes and wall bars secure?


(b) Is wooden equipment free from splinters?


(c) Is equipment safely stored when not in use?


(d) Is stage lighting safely stored or secured?


(e) Is there a regular routine for inspecting furniture, floors, apparatus, equipment and fittings?


(f) Is a first aid box available nearby?

		

		

		

		



		    School Office/Admin Area 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Are there any trailing telephone cables?


(b) Are there proper guards on equipment such as guillotines?


(c) Do computer workstations comply with legal requirements and are safety rules prominently displayed? 

		

		

		

		



		    School Rooms/Facilities 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Is the room large enough for the numbers to be accommodated and is suitable and sufficient seating and workspace provided?


(b) Is the room clean and warm?


(c) Are there adequate cloakroom facilities and storage facilities for personal belongings, books etc.?


(d) Are there clean and hygienic facilities for making hot drinks?


(e) Are suitable rest facilities provided for pregnant women and nursing mothers, including, where necessary, the facility to lie down?

		

		

		

		



		    Kitchen Areas 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Is the kitchen/dining area kept clean?


(b) Is a first aid box available?



		

		

		

		



		    Exterior of Building/Playground 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Is the area free from dangerous holes/cracked paving stones?


(b) Are climbing frames and other playground equipment securely anchored?


(c) Is the area free from broken glass or sharps?


(d) Is outside lighting sufficient and working properly?


(e) Are outside steps secure with a firmly fixed handrail?


(f) Are roofs, guttering, drain pipes, etc., as far as can be seen, sound and well-maintained?


(g) Are all building materials, caretakers’ maintenance equipment, etc., kept securely?


(h) Are all cars parked safely? 

		

		

		

		



		    General Policy 

		Yes

		No

		Actions

		Date Completed

(date & name)



		Does the school have:


(a) Safety Policy 


(b) Health & Safety Law Poster


(c) Employers liability certificate


(d) Induction


(e) Detailed COPs & Local Safety Practises

(f) Health & Safety is formally on team meetings


(g) Risk Assessments written and signed by those they affect ?

		

		

		

		



		    Toilet and Washing Facilities  

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Do facilities for staff and pupils comply with regulations?


(b) Are there enough toilets for men, women and pupils?


(c) Are toilet facilities and washrooms for staff separate from those provided for pupils?


(d) Are they clean and in good repair?


(e) Are washing facilities provided in the vicinity of every toilet?


(f) Are washing facilities supplied with hot and cold running water, soap and towels?  Are they sufficiently ventilated and kept clean?

		

		

		

		



		    Water Supplies 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Is there an adequate supply of wholesome drinking water for all staff and pupils?


(b) Is the water readily accessible and is a sufficient number of cups provided (except in the case of drinking fountains)?

		

		

		

		



		    Electrical Equipment and Supply (General) 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Is the main supply capable of meeting the maximum demand?


(b) Is the distribution system (i.e. sockets, bench supplies etc.) suitable for the type of work being carried out?


(c) Are isolating switches marked, well-sited, accessible and known to staff?


(d) Are residual current (earth leakage) circuit breakers used where appropriate?


(e) Are electrical sockets and equipment placed away from sinks and hotplates?


(f) Is all electrical equipment maintained and checked regularly?


(g) Has portable equipment been PAT tested?



		

		

		

		



		    First Aid Provision 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Are there trained first aiders & appointed persons on site? 


(b) Are notices posted providing names and contact details of first aiders, location of first aid boxes and procedures for calling ambulances?


(c) Do first aid boxes and first aid rooms conform to legal standards and requirements?



		

		

		

		



		    Accidents, Injuries and Illnesses 

		Yes

		No

		Actions

		Date Completed(date & name)



		(a) Are accidents and injuries to employees reported and recorded?


(b) Are near misses and illnesses caused by work reported?


(c) Are accidents and injuries reported to the HSE as required by law and appropriate records kept? RIDDOR

(d) Do all staff know where the accident book is?


(e) Are accidents investigated?


(f) Are accidents discussed at SLT meetings?



		

		

		

		



		    Heating System 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Is the heating system regularly serviced and maintained in good order and is the boiler annually maintained by a competent person?


(b) Does the heating system provide heating levels in line with legal requirements?


(c) Can windows be easily opened for adequate ventilation?


(d) Are reasonable steps taken in hot weather to maintain comfortable working conditions?



		

		

		

		



		    Use of Gas 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Is the location of gas isolator valves known and are these accessible to all appropriate staff (but obviously not accessible to children)?


(b) Are gas taps and valves tested regularly?


(c) Are cylinders of compressed gas clearly labelled and correctly stored away from heat sources, flammable substances and out of direct sunlight?



		

		

		

		



		    Use of Chemicals 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Are all chemicals such as cleaning materials, disinfectants, detergents, fly killers etc., clearly labelled and safely stored?


(b) Do staff know what to do in an emergency (spillage, accidental poisoning, splashes on skin or eyes, etc.)?



		

		

		

		



		    Security Precautions 

		Yes

		No

		Actions

		Date Completed

(date & name)



		General


(a) Has security risk assessment been carried out?


(b) Is the assessment reviewed on a regular basis, at least annually?


(c) Is the incidence of crime (e.g., trespass, vandalism, theft, arson attacks, attacks on staff or pupils) in school monitored?


Specific


(a) Do fences/gates prevent unauthorised access?


(b) Is there a clear entrance with signs directing visitors?


(c) Is there a well-organised reception area to control visitors?


(d) Are car parks well lit?


(e) Are buildings well kept with no graffiti and not vandalised?


(f) Has security been considered for staff working alone in detached buildings?


(g) Are exit doors and windows secure?


(h) Are waste and recycling bins locked up at night?


(i) Does security lighting cover all the entrances and footpaths?

		

		

		

		



		    Fire Safety 

		Yes

		No

		Actions

		Date Completed

(date & name)



		(a) Are exits kept clear?

(b) Are fire extinguishers easily available?

(c) Are evacuation routes of escape clear and are 1.05m wide?

(d) Are Personal emergency egress Plans (PEEP’s) completed for those that need support evacuating the school? 

		

		

		

		



		    Action Plan 

		

		

		Item No 

		Date Completed

(date & name)



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





Please note: 


· These inspection reports are very important, not only do they assist in maintaining the school, but in the event of an insurance claim the inspection can provide a vital element of a defence.


· Please ensure that all sections of the report are completed.


· Store the completed report in an easily retrievable place.


· Ensure that more than one person has access to the reports. 


· This inspection may need to be read by others such as solicitors and courts.  

Signature of Person Undertaking the Inspection: 


Review date (To ensure all actions have been completed): 


Date of next inspection:   


1
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