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1   GENERAL PREMISES INSPECTION

INFORMATION

A workplace/site inspection is a formal, visual inspection to identify defects or concerns. Occupational Health, Safety and Wellbeing Service has developed an inspection checklist, which can be used as an aide-memoire by managers whilst undertaking workplace inspections.

WHAT NEEDS TO BE DONE?

· Managers and safety representatives (where available) should undertake a workplace/site inspection on a quarterly/termly basis, unless local conditions require a more frequent inspection.
· Inspection findings should be documented with actions to be taken recorded, allocated and signed off when completed.

· A review system (such as through a local H&S committee) should be in place to ensure actions are completed.

· A copy of the inspection record should be kept in this section.

DOCUMENT RETENTION

· Current inspections should be kept in this section for twelve months.

· Old inspections should be archived for five years.

· After five years, all documents can be destroyed. 

USEFUL INFORMATION

http://beacon.coventry.gov.uk/downloads/download/637/quarterly_workplace_inspection_checklist
http://www.hse.gov.uk/involvement/inspections.htm
2    FIRE SAFETY

INFORMATION

Every year many people are killed or seriously injured either by fire or the fumes that fire creates. 
Managers are required to assess the risk of fire at their workplace/site and ensure that relevant inspection and testing of fire related equipment is undertaken.  This should be in accordance with the standard that the equipment was installed to and by a competent person. Records of inspections, servicing and maintenance must be recorded in the site fire log book.
WHAT NEEDS TO BE DONE?

· Every workplace/site must have a documented fire risk assessment that is reviewed regularly (normally at least annually, but more often if the use of the workplace/site has changed significantly, such as after building work).
· As a minimum a workplace/site must have documented evacuation procedures; a detailed fire and emergency plan is best practice.

· Where there are persons who regularly access the workplace/site who would not be able to evacuate according to the standard evacuation procedures, personal emergency evacuation plans (PEEPs) should be developed and regularly reviewed.
· Fire drills to test emergency evacuation arrangements should be carried out at least once a year (termly in educational establishments).
· Fire alarm system 
· Daily – check panel for fault; record any faults.
· Weekly - test the system by operating a manual call point (on a rotation basis).

· Annually – full system check to test all manual call points, detectors, accessible cable fixings etc. by a competent person.
(Note: The system can be inspected as a whole or split into areas and part of the system inspected on a quarterly/termly/6-monthly basis as scheduled).

· Emergency lighting systems 
· Daily – check no faults (normal power) if maintained check lamp is lit; record any faults.
· Monthly –if system allows, simulate power failure using key. 
· Quarterly/6-monthly –System check by competent person
· Annually – Full system check by a competent person.
· 3 yearly - Complete battery drainage of system.
(Note: Systems vary and specific testing should be in accordance with your specific system requirements). 
· Portable fire fighting equipment 
· Weekly – visually inspect to check sited in specified locations and have not been tampered with.
· Annually – thorough inspection by a competent person.
· 5 yearly (10 for CO2) – test by discharge (by a competent person) .
· Fire doors and escape routes.
· Daily - It is good practice to walk the site and ensure all escape routes are clear and that all final exit doors can be easily opened in the event of an evacuation.
· Weekly – check fire door condition, smoke seals, intumescent strips and self- closing devices.
· Sprinkler systems. 
· Daily – check water levels and air pressure if not automatically monitored.
· Weekly – As per installation instructions e.g. water pressure and gauge readings, water levels, alarms, pump tests etc.
· Quarterly – thorough inspection by a competent person (contractor).
· All inspections/tests of fire related equipment must be documented (daily check records are optional).
DOCUMENT RETENTION

· Maintain up to date records in folder for at least three years following the inspections. 

· Old inspections should be archived for five years.

· After five years, all documents can be destroyed. 

USEFUL INFORMATION

http://beacon.coventry.gov.uk/downloads/download/134/fire_policy
http://www.hse.gov.uk/fireandexplosion/workplace.htm
https://www.gov.uk/workplace-fire-safety-your-responsibilities/who-is-responsible
3   ELECTRICAL SYSTEMS & EQUIPMENT

(Including lightning protection)

INFORMATION

All electrical installations and equipment must be maintained and tested periodically so far as is reasonably practicable to prevent danger. This is particularly important for fixed electrical installations as they usually contain hidden components for example, within roof voids or walls; any developing faults may not be picked up until it is too late.

Portable electrical appliances are those that are not hard-wired into a supply of electricity (e.g. those with a three pin plug). Appliances should be visually checked for faults before use (e.g. signs of scorching, loose wiring or broken plugs) and removed from use if thought to be faulty. 

In general, items from outside of the workplace or second hand items are not permitted within workplaces. Approval to use second hand items of portable electrical equipment (e.g. computers, heaters, fans, kettles, etc.) must be obtained from a manager or supervisor and tested and labelled before they are used.

Lightning protection systems are installed as a means of protecting buildings from damage in the event of a lightning strike by allowing lightning to travel down to the ground in a controlled manner.  Where a lightning protection system exists at the premises, this must be subject to a periodic inspection by an approved contractor every eleven months.

WHAT NEEDS TO BE DONE?

· Fixed installations

· Inspection and testing of fixed electrical installations must be completed in line with an associated risk assessment at least every five years.  Some locations e.g. swimming pools or 'wet areas' should be tested annually.

· Portable electrical appliances (PAT)

· Prior to use – visual check for damage.
· 2-yearly – general equipment to have a portable appliance test undertaken by a competent person.
 (Note: Specialised or high risk equipment such as electrical hand held power tools will require more frequent testing see Coventry City Council policy for further information) 

· Lightning protection

· If a strike risk analysis has been undertaken, the document must be kept in this section.

· Lightning protection systems must be inspected by a competent person every 11 months.

· All service and inspection certificates must be retained in this section and made available for examination as required.

DOCUMENT RETENTION

· Certification for electrical installations and lightning should be maintained in this section or archived for the life of the building.

· Current PAT records should be kept in this section for two years. 

· Old PAT records should be archived for five years.

· After five years, destroy all PAT documents. 

USEFUL INFORMATION

http://www.hse.gov.uk/electricity/
http://www.hse.gov.uk/electricity/hse.htm
http://www.hse.gov.uk/pubns/elecindx.htm
Building Regulations relating to electrical safety, revised January 2015: http://electrical.theiet.org/building-regulations/index.cfm
4    GAS APPLIANCES
(Including boilers and catering equipment)

Note: Establishments that have different types of boilers and heating systems (e.g. Biomass, LPG, Oil) should ensure that those systems are tested/inspected in line with manufacturer's instruction and relevant legislation.

INFORMATION

Accountability for the safe condition of gas installations and appliances lies with the person having responsibility for the premises concerned.

There are 3 basic types of gas appliance:

(i) Open flue which draws air for combustion from inside the room in which it is sited and exhausts products of combustion via a flue to atmosphere.  A supply of permanent ventilation of some kind is almost always essential for this type of appliance to operate safely.



Example - gas fires and some types of boiler.


(ii)
Balanced flue (room sealed) which draws air for combustion from 
outside and exhausts products of combustion back outside.  Under 
normal circumstances ventilation is required only to ensure the 
appliance does not overheat.



Example - certain types of boiler.


(iii)
Flueless which draws air for combustion from within the room in which it 
is situated and discharges the products of combustion back into the 
room.



Example - gas cookers.

WHAT NEEDS TO BE DONE?

· 6 monthly - gas appliances must be serviced/ inspected by a ’Gas Safe Registered contractor’ (legal requirement annually, CCC policy 6 monthly as best practice).
· Labels must be affixed to all gas appliances, clearly indicating the date of the last inspection.
· Service and inspection certificates must be retained within this section and made available for examination as required.
DOCUMENT RETENTION

· Current records should be kept in this section for twelve months.
· Older records should be archived for the life of the gas appliances.
USEFUL INFORMATION

http://www.hse.gov.uk/pubns/indg238.pdf
http://www.hse.gov.uk/pubns/gasindex.htm
See also Pressure Systems – Section 15
5   ASBESTOS MANAGEMENT

INFORMATION

Asbestos is a naturally occurring fibrous material that was a popular building material from 1945.  It was used as an insulator (to keep in heat and keep out cold), had good fire protection properties and protected against corrosion. Asbestos becomes hazardous when its fibres become airborne and are breathed in, (i.e. when damaged or disturbed). 

Buildings constructed prior to 2000 must have an asbestos survey in order to identify and confirm the presence and location of asbestos containing materials. Premises built after 2000 will not contain asbestos as part of the building fabric (unless reclaimed materials used) and consequently, will not require any surveys.
Site managers (e.g. premises managers, head teachers, etc.) are responsible for developing and implementing a local asbestos management plan (LAMP) for the premises that they control. This will include assessing the likelihood of anyone being exposed to a potential release of fibres from any known or presumed asbestos containing materials.
WHAT NEEDS TO BE DONE?

· A management (formally Type 2) survey must have been undertaken and a copy available on site.
· If a management (Type 2) survey has not been undertaken this must be arranged urgently.
· A local asbestos management plan (LAMP) must be in place and reviewed as necessary by the responsible person e.g. following any asbestos removal works.
· Any refurbishment or demolition (formally Type 3) surveys and asbestos removal certificates must be maintained in this section.
· Visual checks of any asbestos containing materials must be undertaken at least 6 monthly and recorded; records should be maintained in this section.
DOCUMENT RETENTION

· All surveys and removal documents should be kept in this folder.

· Inspection records should be kept in this section for 2 years.

· Older inspection records should be archived for the life of the building.

· If there are any records of release of asbestos fibres that may have affected any persons all records must be retained for 40 years following the incident.

USEFUL INFORMATION

http://beacon.coventry.gov.uk/downloads/download/127/asbestos_policy
http://www.hse.gov.uk/asbestos/
http://www.hse.gov.uk/asbestos/regulations.htm
http://www.hse.gov.uk/pubns/asbindex.htm
6    WATER HYGIENE MANAGEMENT

INFORMATION

The water supply company undertakes water tests and inspections up to the local building mains non-return valve (stop-cock).

In individual premises, checks, tests and inspection of the water quality and water system must be undertaken. This includes checks of hot and cold water temperatures at sentinel points (those outlets which are closest to or furthest from a calorifier or tank, or little used outlets, or areas where high risk has been identified) and after thermostatic mixing valves (TMV’s); flushing of little used outlets; shower head cleaning; inspections of hot water systems and descaling, disinfecting or pasteurising as required; water storage tank inspection and cleaning. 

A site specific maintenance and monitoring plan is determined by a water management system survey and risk assessment undertaken by a competent person. 
WHAT NEEDS TO BE DONE?

· A premises/site specific water management survey and risk assessment must be completed by a competent person and a copy held on site.

· A maintenance/monitoring regime must be in place and documented.

· Records of all hot and cold water temperature checks, as well as any scheduled 'flush-through' of water outlets, in line with the risk assessment, should be retained in this section.

· All service and inspection certificates as determined in the maintenance/monitoring regime should be retained within this section and made available for examination as necessary.
DOCUMENT RETENTION

· Current records should be kept in this section for twelve months. 

· Old records should be archived for seven years. 

· After seven years destroy all documents. 

 USEFUL INFORMATION
http://beacon.coventry.gov.uk/downloads/download/140/legionella
http://www.hse.gov.uk/pubns/legionella.htm
7   ALARMS (excluding fire alarms)
INFORMATION

It is the responsibility of site managers to ensure all alarms are in good working order, this includes: intruder alarms, fixed panic alarms, disabled facility alarms, alarm call systems, local fire door alarms. As well as being a security and safety matter if some of these systems are not functioning correctly it may invalidate insurance cover.

WHAT NEEDS TO BE DONE?

· For all types of alarms, ensure that there are adequate and tested response procedures to the alarms activating.

· Intruder alarms

· Daily – check panel for fault; record any faults.
· Annually - full system check by a competent person
· Local fire door alarms, fixed panic alarms, disabled call points. 
· Test disabled pull cords, fixed panic alarms, fire door alarms and any other local alarms you may have on a daily/weekly/monthly basis (based on risk assessment) to ensure these function correctly, record findings and report faults. (panic alarms – procedures should be tested to review action taken upon activation) 
· Where applicable check connection to Coventry Communications. 
· All local testing records and service and inspection records should be maintained with this section.
· A key holder should be nominated and registered.
DOCUMENT RETENTION

· Maintain up to date records in folder for at least three years following the inspections. 

· Dispose of any out-of-date information once any revisions or replacements are issued. 
USEFUL INFORMATION

Further information is available by contacting:

Occupational Health, Safety and Wellbeing Service 024 7683 3172

8    GENERAL WORK EQUIPMENT

INFORMATION

'Work equipment' has a very wide meaning and refers to any machinery, appliance, apparatus, tools or installation for use at work (whether exclusively or not). This ranges from simple hand tools to workshop or office machinery and equipment, laboratory equipment, racking, storage systems, shelving etc. 

WHAT NEEDS TO BE DONE?

· Prior to use – undertake a visual check of the equipment to ensure it is free from damage and in good working order. 

· Minimum quarterly/termly – general equipment to have a visual check that is recorded (may be as part of general workplace inspection).
· Work equipment should be maintained, serviced and inspected in line with manufacturers guidance – specific regulatory inspections may be required for certain pieces of work equipment. 

· Service and inspection certificates must be retained in this section and made available for examination as required.

DOCUMENT RETENTION

· Current records should be kept in this section for twelve months. 

· Old records should be archived for five years.

· After five years destroy all documents. 

USEFUL INFORMATION

http://beacon.coventry.gov.uk/downloads/download/878/statutory_inspections_list
http://www.hse.gov.uk/work-equipment-machinery/
9    HAZARDOUS WORK EQUIPMENT

(Rotating or Powered Equipment)

INFORMATION

Hazardous work equipment and workshop machinery must be inspected daily or prior to each use to ensure that guards, protection devices, warning devices and emergency stops are functioning and in good condition. These checks must be carried out by a competent person.
WHAT NEEDS TO BE DONE?

· Prior to use – undertake a visual check of the equipment to ensure it is free from damage and in good working order.
· Annually - a thorough examination of the equipment must be carried out by a competent person. 

· Work equipment should be maintained, serviced and inspected in line with manufacturers guidance – specific regulatory inspections may be required for certain pieces of work equipment.
· Service and inspection certificates must be retained in this section and made available for examination as required.

DOCUMENT RETENTION

· Current records should be kept in this section for twelve months. 

· Old records should be archived for the life of the equipment. 

 USEFUL INFORMATION

http://www.hse.gov.uk/work-equipment-machinery/
10   LIFTING EQUIPMENT

(Including equipment for lifting people – hoists, etc.)

INFORMATION

'Lifting equipment' means work equipment for lifting and lowering loads, including people e.g. bath hoist.  The definition includes attachments used to anchor, fix or support the equipment.  An 'accessory' for lifting means lifting equipment for attaching loads to machinery for lifting. 

All lifting equipment must receive a thorough examination by a competent person before it is put into use for the first time or following installation.  The insurer normally carries out this examination, however another independent lifting equipment specialist may be appointed.

WHAT NEEDS TO BE DONE?

Equipment and accessories used to lift people:
· Prior to use – undertake a visual check of the equipment to ensure it is free from damage and in good working order (no fraying on slings, charged battery on electric hoists, etc.).
· 6 monthly – a thorough examination of equipment and accessories by a competent person; items labelled with inspection date.
Other lifting equipment (not used to lift people):
· Prior to use – undertake a visual check of the equipment to ensure it is free from damage and in good working order (no fraying on slings, charged battery on electric hoists, etc.).
· Annually – a thorough examination of all equipment and accessories by a competent person.

Equipment and accessories must clearly indicate the safe working load (SWL).

Service and inspection certificates must be retained in this section and made available for examination as required.

Note: For all types of lifting equipment, more frequent inspections and maintenance may be required in line with a written scheme of examination prepared by a competent person.  

DOCUMENT RETENTION

· Current records should be kept in this section for twelve months. 

· Old records should be archived for the life of the equipment.

USEFUL INFORMATION
http://beacon.coventry.gov.uk/downloads/download/557/moving_and_handling
http://www.hse.gov.uk/work-equipment-machinery/lift-equipment.htm
http://www.hse.gov.uk/pubns/indg290.pdf
http://www.hse.gov.uk/lau/lacs/90-4.htm
http://www.hse.gov.uk/pubns/books/loler.htm
11    PASSENGER AND GOODS LIFTS

INFORMATION

Passenger lifts – must have an insurance inspection every six months. In addition, planned maintenance should be carried out monthly, or in line with a written scheme of examination as determined by a competent person.
Passenger lifts also require an additional examination and test to be carried out at one, five and ten yearly intervals. Statutory notices must be displayed.

Goods/service lifts - must have an annual insurance inspection, a quarterly planned maintenance inspection and a five yearly safety gear test. Statutory notices must be displayed.

WHAT NEEDS TO BE DONE?

· Passenger lifts

· Minimum 6 monthly (or as per written examination scheme) servicing/maintenance to be completed. 

· 6 monthly – thorough examination by an independent competent person. 

· Powered stair lifts

· 6 monthly – thorough examination by a competent person.

· Goods/service lifts.
· Annually – service/maintenance and thorough examination by a competent person.

· Lifts must clearly indicate the safe working load.

· Service and inspection certificates must be retained in this section and made available for examination as required.

DOCUMENT RETENTION

· Current records should be kept in this section for twelve months. 

· Old records should be archived for the life of the lift.

 USEFUL INFORMATION

http://beacon.coventry.gov.uk/downloads/download/878/statutory_inspections_list
http://www.hse.gov.uk/pubns/indg422.pdf
http://www.hse.gov.uk/pubns/indg339.pdf

12    ACCESS EQUIPMENT

(Ladders, steps, scaffolds, etc.)

INFORMATION

All access equipment (e.g. ladders, step ladders, folding trestles and tower scaffolds) must be identified, inspected at least annually by a competent person and either colour coded for that year (if inspected by CCC operatives) or clearly labelled with an inspection date. 

Specific requirements apply to mobile tower scaffolds and other access scaffold (i.e. around a building).  
WHAT NEEDS TO BE DONE?

· All access equipment

· Prior to use – a visual check of the equipment to ensure free from damage and in good working order. 

· Annual thorough inspection by a competent person.
· In addition for scaffolds
· Regular inspection of scaffold by a competent person at least weekly 
· For external scaffold, additional inspections may be required following inclement weather, especially high winds.

· Any equipment identified as damaged or defective by the user should not be used and must be clearly marked, removed from service and isolated to prevent use by another person.
· Any equipment inspected by Coventry City Council and marked with red paint must not be used and must be suitably disposed of.
· Service and inspection certificates must be retained in this section and made available for examination as required.

DOCUMENT RETENTION

· Current records should be kept in this section for twelve months. 

· Old records should be archived and maintained for the life of the equipment.

 USEFUL INFORMATION
http://beacon.coventry.gov.uk/downloads/download/435/access_equipment
http://www.hse.gov.uk/work-at-height/wait/index.htm
http://www.hse.gov.uk/work-at-height/index.htm
13    POWERED PEDESTRIAN DOORS AND POWERED GATES
INFORMATION

Powered pedestrian doors (automatic doors) and powered gates must be regularly maintained and serviced by an independent, competent person to ensure good working order and to minimise the risk of injury from trapping/crushing. 
Doors should incorporate a break out facility to open them easily by hand against the powered mechanism or have a fully monitored fail safe system whereby the doors fail safe to the open position. 
Gates should have adequate sensors and override facilities to protect persons from crush injuries. An independent, competent person must carry out this inspection. A test certificate should be completed and retained for inspection.
WHAT NEEDS TO BE DONE?

· Doors

· 6 monthly – doors should be serviced by a competent person.
· Annually – doors should have a thorough inspection in accordance with BS EN 16005 by an independent competent person.

· Gates

· Installation of powered gates should be undertaken by competent persons. (registered with the GateSafe scheme or the Door and Hardware Federation)
· Maintenance and servicing should be undertaken in accordance with the manufacturer instructions.
· All service and test certificates must be retained within this section and made available for examination as required.

DOCUMENT RETENTION

· Current records should be kept in this section for twelve months. 

· Old records should be archived for the life of the doors.

USEFUL INFORMATION

http://beacon.coventry.gov.uk/downloads/download/878/statutory_inspections_list
http://www.hse.gov.uk/work-equipment-machinery/faq-powered-gates.htm
http://www.hse.gov.uk/safetybulletins/electricgates.htm
http://www.hse.gov.uk/safetybulletins/electricgates2.htm
http://gate-safe.org/      http://www.dhfonline.org.uk/docs/1053-Gate-Guide-CURRENT.pdf

14    LOCAL EXHAUST VENTILATION
(including kitchen extraction systems, dust extraction, air conditioning units etc..)

INFORMATION

Local exhaust ventilation (LEV) is used to minimise exposure to dust, fumes and airborne contaminants.
All employers providing/using LEV are legally required to ensure it is operating effectively and is thoroughly examined and tested by a competent person.  Each hood/extraction/ventilation unit must be labelled to state when tested. Some LEV will require additional maintenance in-between inspections. This will be determined by the product use and local risk assessment/procedures.
WHAT NEEDS TO BE DONE?

· Daily/weekly – local check (check before use) to ensure that extraction is working as intended.
· Regular maintenance/cleaning to be undertaken as per the local risk assessment/procedures.

· A thorough examination and test must be conducted every 14 months and retained in this section and made available as required.

· All local testing/maintenance records and service and inspection records should be maintained with this section.
DOCUMENT RETENTION

· Current records should be kept in this section for twelve months. (keep at least two recent inspection records in this section)
· Old records should be archived for five years. 

· After five years destroy all documents. 

 USEFUL INFORMATION

http://beacon.coventry.gov.uk/downloads/download/878/statutory_inspections_list
http://www.hse.gov.uk/lev/
http://www.hse.gov.uk/pubns/wis23.htm (wood dust)
http://www.hse.gov.uk/lev/faqs.htm
15    PRESSURE SYSTEMS

INFORMATION

All items of pressure equipment must be suitable for purpose and have a written scheme of examination established by a competent person.  The equipment should be inspected and maintained in accordance with this scheme of examination by a competent person in line with current standards.

Examples of pressure systems are boilers and steam heating systems, pressurised heating and domestic hot water systems, compressed air systems, heat exchangers and refrigeration plant, valves, steam traps and filters, pipe work and hoses, pressure gauges and level indicators. 

WHAT NEEDS TO BE DONE?

· It must be ensured that all items of pressure equipment are suitable for purpose and accompanied by a written scheme of examination, drawn up by a competent person and retained within this section.
· All service and inspection certificates must be retained in this section and made available for examination as required.

DOCUMENT RETENTION

· Current records should be kept in this section for twelve months. (keep at least two recent inspection records in this section)
· Older records should be archived for the life of the pressure systems.

USEFUL INFORMATION
http://beacon.coventry.gov.uk/downloads/download/878/statutory_inspections_list
http://www.hse.gov.uk/pubns/indg261.pdf
http://www.hse.gov.uk/pressure-systems/index.htm
16    GAS CYLINDERS AND WELDING EQUIPMENT

INFORMATION

Gas cylinders and equipment used for welding, cutting or similar processes may be used in some workshops. 

The owners of all gas cylinders (i.e. calor/oxygen/propane/acetylene) must ensure that they are periodically inspected by a competent person. The supplier of the cylinder should be able to offer this service and any such inspections must be recorded.

In order to prevent leaks and risks of fire and explosion, all gas control equipment, hoses, blowpipes, valves, regulators and connections must also be regularly inspected and maintained.

Visual checks of all equipment should be carried daily or prior to use and a thorough inspection at least quarterly.

WHAT NEEDS TO BE DONE?

· Daily or prior to use – a visual check of the equipment to ensure free from damage and in good working order. 

· Quarterly thorough inspection by a competent person.
· Daily visual check sheets and quarterly inspection paperwork must be retained in this section and made available for examination as required.

DOCUMENT RETENTION

· Current records should be kept in this section for twelve months. 

· Old records should be archived and maintained for the life of the equipment.

USEFUL INFORMATION
http://beacon.coventry.gov.uk/downloads/download/878/statutory_inspections_list
http://www.hse.gov.uk/welding/
http://www.hse.gov.uk/pubns/gasindex.htm
17   FALL  ARREST SYSTEM
INFORMATION

Fall arrest is the form of fall protection personal equipment which only limits the

height and/or consequences of a fall. It is one of several forms of fall protection which also include fall guarding (general protection that prevents persons from entering a fall hazard area e.g. guard rails) and fall restraint (personal protection which prevents persons who are in a fall hazard area from falling, e.g. fall restraint lanyards).

WHAT NEEDS TO BE DONE?

· You will need to make sure that people using the equipment:

· Are competent to check their equipment for defects and do this before every use.
· Are suitably trained and assessed for competency in the use of their personal fall protection systems and equipment for the particular application.
· Have read and understood the product information before using the equipment.
· Have checked that the components in the system are compatible.

· Equipment should be maintained and serviced in line with manufacturer’s instructions.

· Service and inspection certificates must be retained in this section and made available for examination as required.

DOCUMENT RETENTION

· Maintain up to date records in folder for at least three years following the inspections. 

· Dispose of any out of date information once any revisions or replacements are issued. 
USEFUL INFORMATION

Further information is available on by contacting:

Occupational Health, Safety and Wellbeing Service 024 7683 3172
http://www.hse.gov.uk/pubns/indg367.pdf
http://www.hse.gov.uk/foi/internalops/ocs/300-399/314_20.htm
18   FIXED OUTDOOR PLAY EQUIPMENT

INFORMATION

All directorates need to be satisfied that adequate arrangements are in place for the provision of inspection and maintenance of fixed outdoor play equipment.  

To meet the recommendations in the recognised approved code of practice and demonstrate industry best practice, fixed play equipment should be inspected on a regular basis; weekly, quarterly/termly and annually by a competent person (the annual inspection should be carried out by an independent competent person).

WHAT NEEDS TO BE DONE?

· Routine - Daily Inspections

· Visual low level inspection carried out at least weekly and documented by competent person.
· Competency basic half day training with practical examination, or suitable and sufficient knowledge and experience.
· Operational – Quarterly/Termly Inspections
· Wear and tear documented inspection undertaken quarterly or termly by a qualified Operational Inspector (RPII registered).
· Annual Inspections

· Thorough documented independent inspection undertaken annually by a qualified Annual Inspector (RPII registered).
DOCUMENT RETENTION

· Service and inspection certificates must be retained in this section and made available for examination as required.
· Maintain up to date records in folder for at least three years following the inspections.
· Dispose of any out of date information once any revisions or replacements are issued. 
USEFUL INFORMATION

Further information is available by contacting:

Occupational Health, Safety and Wellbeing Service 024 7683 3172
http://beacon.coventry.gov.uk/downloads/download/896/fixed_play_equipment_guidance
19
GYMNASIUM/ PE EQUIPMENT

INFORMATION

There are many different types of gymnasium equipment from wall bars and vaulting boxes to cardiovascular (CV) and weights machines and free weights. 

Gymnasium/PE equipment is designed to withstand regular use for the activities they are specifically designed for. However, due to the stresses placed upon moving parts during use these could begin to deteriorate after regular use, leading to possible serious injuries if they fail.

Managers are required to ensure up to date records are maintained evidencing regular inspection and testing of the gymnasium equipment and that it is undertaken by a competent person.

Managers must ensure regular inspection of the whole area which would include the floor space as well as matted area used for stretches or core work.

WHAT NEEDS TO BE DONE?

· Pre-use checks to be completed.
· Weekly maintenance and cleaning of the equipment (as required).
· Monthly in depth maintenance and servicing (as required).
· Annual thorough examination of equipment by a competent person.
· Service and inspection certificates must be retained in this section and made available for examination as required.

DOCUMENT RETENTION

· Maintain up to date records in folder for at least three years following inspections. 

· Dispose of any out of date information once any revisions or replacements are issued.
USEFUL INFORMATION

Further information is available by contacting:

Occupational Health, Safety and Wellbeing Services 024 7683 3172
http://www.hse.gov.uk/services/education/faqs.htm#school-sport
20    KILNS / FURNACES

INFORMATION

The kiln, including the electrical installation, must be regularly maintained. This includes regular inspection, particularly where sockets and flexible cables are used (see electrical section). The electrical installation and the kiln should also be periodically tested to ensure that the bonding, earthing, insulation connections and electrical protection will operate when faults occur. The door safety interlock system should be regularly inspected. 

All inspections should be carried out by a competent person who is familiar with this type of equipment. 

WHAT NEEDS TO BE DONE?

· Quarterly/termly – visual inspection by a person with suitable knowledge of the equipment.
· Annually – thorough inspection by an independent competent person.

· Copies of quarterly/termly inspection paperwork and service and inspection certificates must be retained in this section and made available for examination as required.

DOCUMENT RETENTION

· Current records should be kept in this section for twelve months. 

· Old records should be archived and maintained for the life of the equipment.

USEFUL INFORMATION
http://beacon.coventry.gov.uk/downloads/download/878/statutory_inspections_list
http://www.hse.gov.uk/non-metallic-minerals/kilns-in-schools.htm
21    SWIMMING POOLS 
INFORMATION
Swimming pools and how they are operated must be managed to ensure that risks to bathers and staff are minimised. There are hazards associated both the physical aspects of the pool and the surrounding environment and the way in which they are managed.

WHAT NEEDS TO BE DONE
· Ensure that a comprehensive Pool Standard Operating Procedure (PSOP) is in place covering both normal operating procedures and emergencies and that this is site specific. 

· Ensure relevant risk assessments and COSHH assessments are in place, implemented and communicated. 

· Ensure all alarm systems and communication systems are checked daily prior to the pool being operational and checks are documented.

· Ensure that all lifesaving equipment is checked daily prior to the pool being operational and checks are documented.

· Ensure that all pool maintenance checks are undertaken and documented. 

· Water quality checks:
· Daily water quality checks; manual checking of the water by taking appropriate tests for disinfectant (total and free Chlorine), pH levels and temperature. Some pools are fitted with automatic controllers that measure the amounts of disinfectant or the pH of the pool and then vary the dose rate in accordance with the readings. In a pool where these devices are working well and can be relied upon for their accuracy then manually testing the water before the pool is used, after the cessation of use, and one intermediate test, may provide sufficient monitoring. In a pool where dosing is controlled manually, the pool should be tested prior to use and every two hours thereafter through to closing. If the pool is only used infrequently it may be sufficient to test prior to use and after use. These tests can be carried out in house by competent person.

· Additional recommended water checks; at least quarterly, preferably monthly water microbiological tests for aerobic colony count ACC/total viable count TVC, coliforms including E-coli, pseudomonas species and legionella (samples to be taken by a competent person and analysed by a UKAS accredited laboratory).

· Other water balance tests required include total dissolved solids TDS, calcium hardness, total alkalinity and temperature (samples to be taken by a competent person and analysed by a UKAS accredited laboratory)

· Plant maintenance checks
· Boiler and pressure system statutory checks (see sections 4 and 15)

· Annual electrical installations check (see section 3).
· Minimum weekly back wash of filtration system unless otherwise stated by the water board.
DOCUMENT RETENTION

Copies of all pool operating procedures, risk and COSHH assessments and equipment and plant maintenance checks should be stored in this folder.

All completed daily and weekly record sheets should be stored in this section.
All microbial water test results should be stored in this section.
USEFUL INFORMATION
http://www.hse.gov.uk/pubns/books/hsg179.htm
http://www.coventry.gov.uk/downloads/download/3420/model_risk_assessments
22   TREE SAFETY

INFORMATION

Where trees are present on sites, these must be managed and kept in a safe condition through a programme of inspection and visual observation. Approximately seven years ago the City Council undertook a survey of all sites and issued reports cataloguing the trees present, the assessed condition and remedial actions where necessary. Sites should have taken appropriate action on the survey findings at the time. Surveys/inspections of trees should be repeated every 5 years.

WHAT NEEDS TO BE DONE?

· Quarterly/termly – undertake a proactive visual check of trees. This should involve a quick visual check for obvious signs that a tree is likely to be unstable, or pose any other significant risks e.g. Overhanging branches, proximity to overhead cables or other hazardous areas such as roads and railway lines etc.
· Five yearly – a tree survey should be undertaken by a competent person – someone holding a NQF Level 3 qualification in Arboriculture and the LANTRA Awards Professional Tree Inspection Certificate.
· Completion of remedial works following inspections based on the advice and guidance of the competent person undertaking the inspection.
DOCUMENT RETENTION

· All surveys and documents relating to remedial works undertaken should be kept in this folder.

· Current survey records should be kept in this section.

· Older inspection records should be archived for the life of the tree.

USEFUL INFORMATION

Further information is available by contacting:

Streetscene and Greenspace - 024 7683 2231
http://www.hse.gov.uk/pubns/books/l22.htm
23   WASTE MANAGEMENT

INFORMATION
Removal of office and other waste is regulated by Environmental legislation and must be carried out by an approved contractor, using approved waste carriers and with a safe transfer of waste agreement in place between the contractor and the premises manager/occupier.
WHAT NEEDS TO BE DONE?

· Identify the type of waste generated by you site (non- hazardous or hazardous). 

· Some quantities of non -hazardous clinical waste, such as incontinence pads nappy waste, sanitary hygiene waste, outer dressings, protective clothing, e.g. masks, gowns and gloves that are not contaminated with body fluids can be co-mingled into the household domestic waste. To reduce any chance of leakage or contamination, and reduce any odours, non-hazardous clinical waste is double wrapped.
· Use a registered waste carrier to transport waste to an authorised site.

· Retain Waste Transfer Notes in this section (a waste transfer note is a document that details the transfer of waste from one person to another, each load of waste must be covered by a transfer note).  

· All waste must be safely and securely stored in a suitable container on site.

· Separation of waste – hazardous waste must be separated from other types of waste (Refer to Environment Agency website for definitions and classifications of hazardous waste– link below).  

· If the site produces more than 500kg of hazardous waste per year, the site must be registered with the Environment Agency as a hazardous waste producer. 

DOCUMENT RETENTION

· All associated documents should be kept in this section. 

· Waste transfer notes must be retained for at least two years and must be available for inspection by the Environment Agency or Local Authority. 

USEFUL INFORMATION

Further information is available on the intranet – Place Directorate, Streetscene and Greenspace, Waste Services or by contacting:
Commercial Waste - 024 7683 2215 wasteservices@coventry.gov.uk
Operational Property and Facilities Management 024 7683 3054
https://www.gov.uk/browse/environment-countryside/recycling-waste-management
Environment Agency: 

http://www.environment-agency.gov.uk/business/topics/waste/32198.aspx
24   WALL PLANNER
INFORMATION

The wall planner has been designed as a quick reference guide for managers and, if applicable, the site representative or lead person/s.

The wall planner lists the health and safety actions required to be completed on a monthly basis.
WHAT NEEDS TO BE DONE?

· Managers can populate the planner with information that will allow them to keep track of what testing, maintenance and servicing is due when and that it is completed.

· All actions should be completed in a timely manner.
· Actions should be reviewed monthly and quarterly by the manager.
· Previously completed copies of the wall planner should be retained in this section.

DOCUMENT RETENTION

· Maintain current record in this folder for the life of the project.
 USEFUL INFORMATION

Further information is available by contacting:

Occupational Health, Safety and Wellbeing Service 024 7683 3172.
Operational Property and Facilities Management 024 7683 3054.
25  MONTHLY TASK PLANNER
INFORMATION

There are many tasks which need to be undertaken regularly to meet statutory requirements for health & safety and building management.  The nature of the tasks will vary from site to site depending upon the services and equipment there.  A simple system for recording these checks can demonstrate compliance with statutory requirements and provide an easy way of remembering what needs to be done and how often.
WHAT NEEDS TO BE DONE
The monthly sheet allows a manager, site service officer, or other responsible person to see what checks need to be undertaken on a daily, weekly, monthly or quarterly basis, and to record them as having been done.
The planner needs to be made site specific to include all of the routine visual and physical checks undertaken in the course of a month.

http://beacon.coventry.gov.uk/downloads/download/913/health_and_safety_monitoring_sheet
USEFUL INFORMATION

Further information is available by contacting:

Occupational Health, Safety and Wellbeing Service 024 7683 3172.
Operational Property and Facilities Management 024 7683 3054.
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