[name of organisation]

Health and Safety Inspection Checklist



Satisfactory
Action Needed
Action Taken

(Tick/Cross/

N/A)
(Tick/Cross/

N/A)
(Initial when

done)

A. The Building’s/Site Surrounds.

YES = Satisfactory
NO = Action Needed
Action to be Taken

The Site

Is the site free from hazardous items (e.g. broken glass, old metal, dumped equipment, rubbish, etc)?




Is it inspected regularly and such items removed?






Is all fencing sound, with nothing broken and no projections?






Can noise from activities or departing users of the building/site cause annoyance to neighbours?




The Building – External

Are there any loose or damaged gutters, drainpipes, stones or bricks, slates or tiles, glazing, etc?




Are gutters, down-pipes and drains kept clear at all times?






Are steps, ramps and handrails to entrance(s) and from exit(s) in general safe?




Can emergency vehicles get to the building/site at all times?






Is there adequate lighting for safe exit from the building/site?






The Building – Internal

Have all doors been checked to see that their opening does not cause a hazard to other users?




Are all floors kept dry and in a non-slippery condition?






Are step edges and changes in floor level adequately marked?






Are there sufficient ash-trays and litter receptacles provided and emptied regularly?




Are cleaning arrangements adequate?






Are lighting levels adequate for intended uses?






Are storage areas secure and any inflammable or hazardous substances (including toner for photocopier and/or laser printer) correctly stored and clearly labelled?




Stairs

Strong enough for anticipated use?






Adequately lit at all times?




Kept clear of obstruction at all times?






Provided with a strong and secure handrail?






Are balustrades so designed that small children cannot fall through them?




Are there regular checks that any overhead hazards (e.g. Fluorescent hanging light fittings, stage lighting units) are secure?




Are the premises overcrowded?






Are offices designed to provide adequate space?






Is the telephone, used for emergency purposes, in working order?






Fire Precautions

Are there adequate emergency exits?






Are they suitable for disabled people?






Are escape routes kept clear at all times?






Are there illuminated signs above the emergency exits and, where necessary, signs to the emergency exits?




Do the signs conform with the current Regulations?






Are fire instruction notices displayed in every room?






Are all staff instructed in Fire Evacuation Procedures?






Are all Hirers/Users instructed in Fire Evacuation Procedures?






Are Fire Drills held at least quarterly?






Is there an adequate fail-safe system of emergency lighting (Secondary Lighting System)?






Is the Secondary Lighting System regularly checked and maintained?




Is a fire alarm system fitted and operational?






Are fire alarm buttons in place and checked regularly?






Are separate smoke detectors fitted, operational and regularly checked?






Are integral 'sniffer' smoke detectors fitted, operational and regularly checked?




Are curtains, upholstery, stage “flats/props”, etc., fire retardant?






Is there an adequate number of fire extinguishers and any other fire fighting equipment (appropriately in place) as required by the Fire Authorities – e.g. Fire Extinguishers (Water/CO), sand buckets, fire blankets, water hose?




Is all fire fighting equipment in position and kept in position?






Is all fire fighting equipment properly identified for use (current Regulations) with instructions for use?




Have all fire extinguishers been serviced and maintained in the past year by a company possessing the British Approval of Fire Equipment (BAFE) registration?




Have any fire extinguishers been used? Have they been recharged?






Do all Fire Check Doors conform, appropriately , to the required material construction and installation?




Are all Fire Check Doors  fitted appropriately with Door CloserS?




Are all Fire Check Doors identified by appropriate Keep Door Closed signs?




Do all Fire Check Doors open and close properly?






Are staff and users instructed not to wedge Fire Check Doors in an open position?




Are Fire Check Doors/Flaps/Shutters in place for Kitchens?






Are instruction notices for the use of Fire Check Doors/Flaps/Shutters clearly in place?






Do all fire escape exits open and close properly?






Are all security chains/locks removed from Fire Exits when rooms are in use/occupied?




Is furniture and equipment made of materials which will not give off poisonous vapour if burned?




Are adequate gangways/routes maintained at all times to ensure speedy evacuation of the building/site?




Electrical and Gas Systems

Do cables, wiring, power points, gas supply pipes and all fittings conform to modern standards and Regulations?




Are all electrical and gas installations checked and maintained annually by an appropriate professional engineering agency?




Are all electrical appliances checked annually by a competent electrician?




Are flexible cables to appliances free of wear and fraying?






Are plugs/switches/sockets free of cracking and loose wires?






Do sockets have child proof covers?






Are there adequate sockets for appliances/equipment?






Has [name of organisation] a policy regarding the use of two-way adaptors and multiple sockets?




Does the use of adaptors and multiple sockets comply with [name of organisation] Policy?




Are fuse boxes and main switches in a place which is accessible but tamper free?




First Aid

Is there a First Aid Box with contents conforming to the Regulations?






Are contents regularly checked and replaced as necessary?






Do users of the premises know where the First Aid Box is, and is it readily accessible?






Are accident/incident record forms or an accident/incident book available?




Are all accidents/incidents recorded?






In the event of an accident, Is action taken to ensure that unsatisfactory features of the building are amended?






 Kitchen and Other Food Preparation Areas

Are stoves, utensils, crockery, shelves, cupboards, serving areas and floors kept clean at all times, and disinfected if appropriate?




Are food stores vermin-proof?






Are refrigerators and deep freezers cleaned and de-frosted regularly and maintained at correct working temperatures?




Does each refrigerator/freezer cabinet contain a thermometer?






Is a “Probe” thermometer used for checking cooked meats?






Are all scraps, left-overs and stale food disposed of immediately? Are there sufficient bins and are they kept hygienic?




Are there adequate washing and drying facilities for crockery etc?






Are there adequate, separate, washing and drying facilities for kitchen staff and helpers?




Are there adequate supplies of hot and cold water to all sinks?






Are there adequate supplies of liquid soap and detergents?






Are the tea-towels and hand-towels laundered regularly?






Are there adequate sinks for the separation of food preparation from crockery washing and rinsing sinks?




Are kitchen walls and ceilings clean and not crumbling or flaking?






Are all floor skirtings sealed to prevent vermin and give ease to cleaning?




 Toilets

Are they adequate in number (see note at end of Check-List)?






Are all urinals, WCs and basins secure, uncracked and clean?






Is there adequate provision for the destruction of used sanitary towels and disposable nappies?




Is there an adequate supply of hot and cold water and provision of liquid soaps and provision for drying hands?






Is there separate toilet and washing facilities for Kitchen staff?






Is there adequate toilet provision for disabled people?






Furniture and Equipment

Is furniture and equipment checked regularly to see that it is safe to use and free of snags, splinters and sharp edges? Are all joints firm and screws tightly in place?
YES



Are floor coverings securely fitted?


YES



Are all shelves and storage units securely fixed to walls and/or floor?
YES



Are sharp tools and power tools securely and safely stored when not in use?
YES



Are chairs and tables stacked safely when not in use?






Does computer equipment comply with the Health and Safety (Display Screen Equipment) Regulations?




Are telephones regularly hygienically cleaned?






Paid Staff and Volunteers

Is work equipment suitable for the purpose for which it is used, and is it kept in good repair?




Are paid staff and volunteers trained in manual lifting techniques. Are there people qualified to do heavy lifting?




Other Considerations














































Insurance

If, despite all reasonable care, an accident does occur, is [name of organisation]'s insurance adequate? 
YES



Is the policy checked regularly to see that all risks are covered and that the total amount of cover is enough to meet any foreseeable claims?
YES



Is [name of organisation]'s Employers Liability Insurance Certificate current and displayed in the premises prominently for inspection?
YES



Notes:

1. Toilet Accommodation. The recommended provision is:

· for women, 1 WC and 1 wash basin per 50 people,

· for men, 1 WC per 100 people plus 1 urinal per 50 (under 25 no urinal required); 1 basin per WC and/or range of urinals,

· basins to have hot and cold water,

· provision to be made for use by small children.

2. Health and Safety Report.

Where the six monthly Health and Safety Inspection Checklist identifies items requiring Action Needed A Report will be prepared giving details and proposals for action.

This Health and Safety Inspection was carried out by:

Manager/ Health & Safety Representative
Name: 


Signature:

Assistant Coordinator



Name: 


Signature:

Name of Premise/Site:	Community Centre


				Cafe


	  			Main Hall


				Under Fives Centre





Inspection Date:	


			










