Employer / Location Health and Safety Assessment Record Form


ACLS Generic Location Health and Safety Assessment Record

	Funded organisation:
	


	Date:
	
	Initial assessment / Re-assessment * Other (specify):


* delete as applicable

	Name of person undertaking assessment:
	
	Contact Tel. № 
	

	H & S Qualification(s):
	
	Job title: 
	


	Facility Owner:
	

	Type of Organisation:
	

	Address:
	

	Brief Description of Facility:


	

	Is the facility to be shared with others during classes :
	
	If yes what
	

	Class and Subject:


	
	Number of Learners
	

	Tutor Name(s)


	

	Who is responsible for H&S on Site?
	


Questions marked with an asterisk (*) must be met.

	1
	Health and Safety Policy 
	Yes/No
	Evidence / comments for A&C Learning

	A
	Is there a clear commitment to health, safety & welfare? 

	
	Health & safety policy statement, signed by senior executive, recently dated & issued.

	B
	Are the responsibilities for health and safety clearly stated? 1
	
	E.g. Building Manager is responsible for x, Training Manager is responsible for y.

	C
	Are arrangements for health and safety clearly stated? 1
	
	E.g. Arrangements for emergencies, risk assessment, information/training, visitors, etc.

	D
	How are the commitment, responsibilities and arrangements for health & safety (in 1A – 1C above) communicated to employees? 
	E.g. Notice boards, issued individually / supplied with induction training, on intranet / internet web sites.

	
	Assessment of Standard 1:
	Met
	Part met
	Not met


	2
	Risk assessment (RA) and control
	Yes/No
	Evidence / comments

	A*
	Have risk assessments been carried out and significant risks identified? 1

	
	E.g. Records of risk assessments carried out – hard copies or readily available electronic copies. Relevant ACLS RA form is acceptable

	B
	Have the significant findings and details of any groups identified as being especially at risk been recorded? 

	
	E.g. Staff , Public / Learners inc <18 & special needs, etc.

	C*
	Have control measures been identified and put in place as a result of the risk assessments?
	
	E.g. ACLS RA form is a checklist of expected control measures, as is this form. Look for evidence that these are actually being implemented by the venue & tutor

	D*
	Do the risk assessments take account young persons (under 18) where appropriate, including consideration of their age, inexperience, immaturity and lack of awareness of risks? 

	
	Describe additional arrangements for protecting young people, e.g. level of supervision, training & other control measures

	E
	Give details of the risks and control measures relating to the specific activities carried out in the venue? 
	
	E.g. Fire, slips, manual handling, electrocution, etc / E.g. extinguishers, non slip flooring, mechanical aids, PAT testing, associated with the lesson
The relevant ACLS RA form is acceptable

	F
	How are the risks and control measures (associated with venue & activity) explained to learners and others? 

	
	E.g. Briefing at start of lesson, training, written instructions, signs & notices, issued policies & procedures.

	
	Assessment of Standard 2:
	Met
	Part met
	Not met


	3
	Accident, incidents and first aid
	Yes/No
	Evidence / comments

	A*
	Have adequate arrangements for first aid materials been made? 

	
	A first aid kit must be available to the class

	B*
	Have adequate arrangements for trained first aid persons been made? 

	
	Tutor must know how to summon first aid &/or emergency services. For activities with significant risk first aid must be available 

	C
	Are accidents and first aid treatment recorded?
	
	Accident book / 1st aid book

	D*
	Are or will all legally reportable accident and incidents be reported and investigated?
	
	RIDDOR requires all over 3 day absences, major injuries & fatalities to be reported to EA. All to be investigated by provider & LSC

	E
	How are the arrangements for accidents, incidents and first aid made known to all learners?
	
	E.g. Briefing / induction training / information sheets / notices.

	F
	Are first aid signs displayed? 

	
	Green background / white cross. Names of 1st aiders

	
	Assessment of Standard 3:
	Met
	Part met
	Not met


	4
	Information, instruction, training and supervision
	Yes/No
	Evidence / comments

	A*
	Are arrangements in place to provide all learners with adequate and competent supervision? 

	
	E.g. Immediately available or directly provided depending on risks.

	B*
	Are arrangements in place to provide all learners with health and safety information as part of their induction training? 

	
	E.g. Checklists & information sheets for supervisors / managers to ensure information on all aspects of h&s are provided.

	
	Assessment of Standard 4:
	Met
	Part met
	Not met


	5
	Work equipment and machinery
	Yes/No
	Evidence / comments

	A
	Is correct machinery and equipment provided to the appropriate standards? 

	
	E.g. suitable for task, good condition, stable, well lit

	B
	Is equipment adequately maintained?


	
	E.g. (non-electrical) maintenance schedule established according to manufacturers recommendations 

	C*
	Are guards and control measures in place as determined through risk assessment?
	
	E.g. Guarding of dangerous parts, controls, stops, manufacturer’s instructions, safe way of using, information to user

	D*
	Are safe electrical systems and equipment provided and maintained? 

	
	E.g. Give a visual inspection for obvious damage, look for in date PAT stickers

	
	Assessment of Standard 5:
	Met
	Part met
	Not met


	6
	Personal protective equipment and clothing (PPE)
	Yes/No
	Evidence / comments

	A*
	Is PPE provided, free of charge, to employees if it has been determined as necessary through risk assessment? 
	
	E.g. Has PPE been recorded on risk assessment records? If it’s needed it must be worn.

	B
	Is training and information on the safe use of PPE provided to all learners?
	
	E.g. Include in induction or at start of specific lesson / task

	C
	Is the proper use and storage of PPE enforced? 

	
	E.g. PPE properly stored & not left discarded to get dirty or damaged

	D
	Is PPE maintained and replaced? 

	
	E.g. Give a visual inspection for damage &/or contamination – should be intact & clean

	
	Assessment of Standard 6:
	Met
	Part met
	Not met


	7
	Fire and emergencies
	Yes/No
	Evidence / comments

	A*
	Is there a means of raising the alarm and fire detection in place?
	
	E.g. In small venues shouting “Fire” may suffice, hand bells can be used. Expect automatic detectors, call-points & electric alarms in larger / newer venues

	B
	Are there appropriate means of fighting fire in place? 

	
	E.g. Extinguishers are usually to help you escape. Expect to see them near doors or in corridors

	C*
	Are effective means of escape in place including unobstructed routes and exits?
	
	E.g. designated, signed & clear emergency escape routes & doors to safety.

	D*
	Is signage appropriate i.e. exit signs, assembly point and procedures?
	
	E.g. are signs available giving directions to safety from all areas of the building.

	E
	Where is/are the Evacuation Assembly Point/s?
	
	

	F*
	Does the Evacuation procedure take into account people with visual, mobility and hearing impairments?
	
	E.g. Arrangements for ensuring disabled people know alarms are raised & can be helped to safety if necessary

	G
	Is/are there a named/assigned person/s for specific action in emergencies? 

	
	E.g. People to assist with evacuation. Someone to call / liaise with Fire Service

	H
	Who is responsible for evacuation of the class/staff?
	
	E.g. Teacher or supervisor assigned responsibility.

	I*
	Is fire-fighting equipment, preventive measures and emergency arrangements maintained, including through tests and practise drills? 
	
	E.g. Check the venue fire log book

	J*
	Are all learners and staff aware of the evacuation procedure?
	
	E.g. include on induction training / at start of every course / notices / information notes.

	K
	Is a fire log/record book kept?
	
	E.g. to keep a record of fire assessment & all control measures mentioned above.

	
	Assessment of Standard 7:
	Met
	Part met
	Not met


	8
	Safe and healthy working environment
	Yes/No
	Evidence / comments

	A
	Are access/egress routes well marked and unobstructed?
	
	E.g. For larger venues, signs & notices giving general directions & locations.

	B
	Is there suitable disabled access/egress?


	
	E.g. Access for wheelchairs via ramps, lifts, wide openings, etc.

	C
	Are traffic routes defined and people/vehicles segregated?
	
	E.g. Floors / areas painted different colours / patterns to indicate different use / routes.

	D*
	Are premises (structure, fabric, fixtures and fittings) safe and healthy (suitable, maintained and kept clean)?
	
	E.g. Carpets & furniture in good condition. Floors even with no holes. Walls, windows, doors, ceilings & roofing in good repair.

	E*
	Is the working environment (temperature, lighting, space, ventilation, noise) an appropriate safe and healthy one? 

	
	E.g. Comfortable temperature and ventilation, adequate light, unrestricted movement. Low noise levels to allow talking without shouting.

	F*
	Are welfare facilities (toilets, washing, drinking, eating, changing) provided as appropriate and maintained?
	
	E.g. facilities suitable for learners (numbers, mobility, gender), kept in clean & hygienic condition.

	
	Assessment of Standard 8:
	Met
	Part met
	Not met


	9
	General health and safety management
	Yes/No
	Evidence / comments

	D
	Does the employer review health and safety annually? 

	
	E.g. Review report available to indicate h&s  performance & what improvements are needed

	E*
	Does the employer display the necessary signs and notices health and safety law poster, fire and first aid signs?
	
	HSE ‘Information To Employees’ Poster 

	G*
	Is employer’s liability insurance current and other insurance in place as appropriate to the business undertaking? 

	
	Insurer’s name:

Policy number:

Expiry date:

Insurer informed of learners? YES / NO / N/A

	
	Assessment of Standard 9:
	Met
	Part met
	Not met


	Additional Comments:




PLEASE ENSURE THE SECTION BELOW IS COMPLETED
Recommendation: 
Accept(with Action Plan_-only if action is needed)
(accept, accept with action plan, reject)

Risk category: 
_____________Low___________________________ 

(low, medium or high) 

Next assessment due: 
______________in 1 year’s time__________________________ 

(date)

Action / development plan agreed and provided?  
YES / NO *

* delete as applicable

All comments raised or areas for improvement are documented and included on the following action plan sheet(s).

	Assessment completed by:


	Name: 
	
	Signature:
	
	Date:


	Action Plan
	  Page      of

	Ref
	Action required
	By who
	Target date
	Completed 

(signed of)

	3B
	Provide wall mounted first aid kit 

	Site Manager
	31/07/**
	

	7D
	Emergency exit signs to be installed to indicate emergency route between classroom and nearest emergency exit
	Site Manager
	31/08/**
	

	9E
	Site to obtain HSE ‘Information for Employees’ Poster & display in reception area


	Site Manager
	30/06/**
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Action plan prepared by:

	Print Name:


	Signature:
	Date:

	

	Action plan approved by senior management: (repeat as above if prepared by senior management)

	Name:


	Signature:
	Date:


ADDITIONAL NOTES – LEGAL STANDARDS
� It is mandatory to record Policy Statement and “significant findings” of risk assessments in writing when the organisation has 5 or more employees (including volunteers).


� Groups of employees particularly at risk would include young & inexperienced workers, new & expectant mothers, night, home & lone workers, disabled staff.


� It is mandatory that young people are not be employed for work beyond their physical & psychological capability / competence, or involving harmful exposure to toxic, carcinogenic & genetically damaging substances, radiation, extreme cold, noise & vibration, unless it is necessary for their training to do a job. Activities involving these issues need to be particularly considered, specifically concerning training, supervision & controls to reduce risk.


� In the form of work instructions, recorded in H&S manuals & files, detailed in written procedures, provided in training, cross referencing with risk assessment indexes, etc.


� Minimum requirement is access to a first aid box. Contents should be appropriate to activities and number of people present.


� Minimum requirement is that someone at the venue knows how to summon the emergency services. If activities present a higher level of risk (hazardous substances, tools etc) then it will be appropriate for people with knowledge of first aid to be available.


� Providing staff & learners of the details of first aid provision.


� The supervisor must be competent in terms of the activity and their ability to supervise. Assessors should look at the organisation’s recruitment policies. The level of supervision depends on the number of learners, mental, physical and psychological capabilities of the learners, the skills and competencies of the learners, the complexity of the tasks involved and the associated hazards. Supervision should ensure the safety of learners to an acceptable level. 


� Recording attendance of learners on H&S /Induction training may be very basic e.g. ticking off a name register with reference to a check list of H&S subjects covered, but it should be recorded.


� Equipment should be suitable for purpose and used in accordance with manufacturers instructions. Learners need to be trained or instructed accordingly.


� Fixed and portable electrical systems must be maintained in a safe condition. Portable equipment can be checked by visual inspection and by portable appliance testing (PAT) . Frequency of test usually ranges from 1 to 3 years depending on use and possible abuse, as identified by risk assessment.


� All PPE needs to be stored safely so it is prevented from being contaminated or damaged.


� Arrangements need to be in place so that PPE can be easily replaced or repaired when required, and staff / learners are aware of these arrangements.


� Extinguishers need to match the possible class of fire. E.g. �Powder (Blue) for all fires, �CO2 gas (Black) for flammable liquids / gases & electrical hazards, �Foam (Cream) for wood/ textiles, Flammable liquids & vehicles. �Water (Red) for wood/textiles


� E.g. Fire wardens / ushers to ensure prescribed areas are cleared and to liaise with emergency services in the event of an emergency.


� Temperatures depend on comfort levels but generally in premises they should normally be at least 160C (or 130C where work involves physical effort). Lighting should be sufficient to allow people to work & move safely. Workrooms should have free space to move with ease, approx 11 m3 per person with room empty (ceiling limit 3m). Workplace must be adequately ventilated to provide fresh air without draughts.


� The employer should periodically examine arrangements in place to see if they are a) complied with and b) effective and suitable.


� Employer’s liability insurance is mandatory and must be current, available and displayed. Other insurance, which is appropriate but not mandatory, is public liability insurance to cover accidents and compensation of members of the public.


� High risk is unacceptable and submission should be rejected. Medium risk requires remedial actions to be completed and improvements made. Low risk is acceptable and submission may be accepted.
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