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Health and Safety Documents, Procedures and Items You Should Have in Place before an Inspection.
Below is a checklist of documents, processes and items you should have in place in your business. All of which are things a health and safety inspector is likely to look for when visiting your premises.

	What You Should Have in Place Before a Health & Safety Inspection


	In Place / Comments

	Health and Safety Policy

Health and Safety policy is up to date, signed and there is evidence of regular reviews. Your policy should be drafted by a competent person and include:

1. The General Statement – stating management aims, objectives for the creation of a safe working environment.

2. Your organisation for health and safety – how everyone in your business is made aware of health and safety issues, allocation of core accountability and responsibility, company structure and responsibilities for health and safety within it, employee responsibility.

3. Your arrangements for health and safety – how the identified employees and management will operate, detailing elements such as;

a. Risk assessments, findings, results and safety measures in place / proposed.

b. Inspection.

c. Maintenance & control.

d. Operating procedures.

e. Training.

Note – Specific arrangements should be bespoke to the operation for which you refer to in your policy.

Review and revision – it is the duty of every employer to review and revise their written health and safety policy as often as may be appropriate. Whenever this is updated the changes should be communicated with all employees.

	

	Display Legally Required Information

Legally required information is available or displayed, including:   

· Current employer's liability certificate must be available.

· Signed general safety policy.

· Fire risk assessments completed and available.

· Accident logbook.
	

	Health and Safety Law Poster

Poster "Health and Safety law - What you need to know" is displayed or employees have been given the official leaflet containing the same information.  

The name of your health and safety representatives and other health and safety contacts must be entered in the spaces provided in the poster. 
	

	First Aid Kit

If your risk assessment deems it necessary, you must have a First Aid Kit with adequate contents (include a list of contents in the kit):

· Appoint a first aider.

· Model Policy Arrangement.
· Defibrillator arrangements.
· First aider details should be provided;
· Name.

· Location.

· Contact details.

· Training of first aiders documented.


	

	Risk Assessments

Risk assessments are carried out in accordance with the Approved Code of Practice. The findings of the assessments should be used to shape your policy. The assessments can include;

1) General risk assessments.
2) Specific risk assessments such as:

· Hazardous substances.

· Electrical safety.

· Noise.

· Display screen equipment.

· Manual handling.

· Work equipment.

· Personal protective equipment.


	

	Records

Records available that prove safety inspections carried out in respect of:  

· All pressure systems.

· All lifting and access equipment.

· All storage and racking.

· Gas supplies.

· Electricity supplies.

· PAT testing.


	

	Training

Training carried out for operation of equipment including cranes, forklift trucks etc:

· Training records should be recorded, logged and updated whenever new training is provided

	

	Appoint a Competent Adviser

Competent staff / advisers are appointed:

· Detailed in the safety policy with areas of responsibility.

	

	Fire Safety

Fire safety:

· Provide all necessary fire fighting equipment. E.g. fire extinguisher.

             These should be sufficient to your requirements, regularly inspected                  and staff should be trained in safe usage.

· Document all training for emergency procedure.

· Document fire wardens training etc.

· Signs and signals clearly displayed.

· Emergency routes and exits clear at all times.

· Fire alarm testing procedures.

· Fire alarm testing logbook.


	

	Injury Reporting & Accident Logbook
Injury reporting / accident logbook:

· Updated and maintained.

· Accidents reported under RIDDOR where applicable.

· Model procedure for reporting of accidents.

· Accident investigation log.

· Accident investigation policy

	

	Personal Protective Equipment
Provision of work equipment protective equipment:

· Personal Protective Equipment.

· Noise prevention.

· Model policy arrangement.


	

	Policies for High Risk Groups
High risk groups – Model policy:

· These should include procedures, training and records for;

· Agency workers.

· Young workers.

· Disabled staff.

· Pregnant staff.

· Visitors.

· Contractors.

	

	Display Screen Equipment
Display Screen equipment (DSE):

· Workstation & DSE assessments complete and actions taken and recorded accordingly.


	

	Hazardous Substances

If you use Hazardous substances:

· Model Policy Arrangement.

· Risk Assessment.

· Materials clearly identified with recognized symbols on all containers.

· Management controls documented.

· Safe storage, safe handling and safe usage.

· Emergency procedures documented and training given.

· Safety data sheets (SDS) available.
	

	Food Hygiene

Food Hygiene:

· Food hygiene certificates displayed or available for all food handlers.

· Risk assessment for food operations.


	

	Manual Handling
Manual Handling

· Model policy arrangement.
· Training documentation.
· Risk assessment completed and training delivered accordingly.

	

	Employee Welfare

Employee Welfare

· Model Policy Arrangement.
· Records of any staff medicals stored and available.

	


WORKSAFE GB LTD

Tel: 01788 536129

Web: www.worksafegbltd.co.uk
E-mail: info@worksafegbltd.co.uk

[image: image1.jpg]