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This procedure is written and issued in accordance with Cafcass’ Safety Management System Framework and Protocol.

The responsibility for upkeep and amendment of this procedure rests with the corporate Health & Safety Advisor. All requests for modification should be made to Cafcass Headquarters.
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1.
Policy

CAFCASS is committed to ensuring that workplaces within which they operate apply safe systems of work and that the working environment is maintained to standards which eliminate or minimise risks to the health, safety and welfare of staff and third parties.  A regular workplace inspection regime will be operated to monitor that these systems and standards are being applied.

2.
Procedure
2.1
This procedure will be implemented throughout all buildings where CAFCASS operate. The responsibility for ensuring its implementation ultimately rests with the Health and Safety Steering Group. Regional Managers and their Business Managers will be expected to develop local plans to ensure its successful implementation in buildings and offices within their region.

It will be expected that any manager involved with inspections will have received appropriate training in order that the objectives of the inspection process can be delivered to an acceptable and consistent standard

2.2
Every Workplace in which Cafcass operates will be inspected every 3 months. The responsibility for ensuring that the inspections take place on time will be the Regional & Business Managers. Inspections are to completed by the end of the following months (February, May, August and November).

2.3 A guidance checklist identifying many of the items to be checked during an office inspection is contained within Appendix A.  The list of items identified on the checklist may not cover all items in a workplace, particularly if that workplace is of a specialised non-office environment, however, all items on the list will be relevant to every Cafcass workplace. The checklist may be modified to suit local needs.

2.4
Joint management and safety representative inspections are good practice and cost effective. Regional management are encouraged to involve trade unions in joint inspections wherever possible. If this is impracticable then they should facilitate the union representatives to conduct their independent inspection. 

2.5
All identified defects should be listed  onto the form. The form may then be used as an action list to monitor the progress of corrective actions.

2.6
Once completed, the inspection checklist should be forwarded to the Regional Business Manager and to the Corporate Health & Safety Advisor (For information and data collection purposes). A meeting should take place to ensure actions are agreed and accepted, including timescales for completion based on urgency and nature of hazard.

2.7
The essential element of this procedure is that workplace inspections must be undertaken at regular intervals and systems must be in place to manage any deficiencies found. Regional and Business Managers are free to develop their own checklists and action plans to meet the requirements of this procedure. The forms attached to this procedure are to be considered as useful guidance but may be altered to suit local needs or preferences.

3.
REFERENCE

Reference should be made to the following documents:

The Workplace (Health, Safety and Welfare) Regulations 1992 and Approved Code of Practice.

	Description:
	OK?

Y/N
	Findings / Defects / Actions
	Action by (Name)
	Date actioned

	Fire:
	
	
	
	

	Fire doors are in a safe position (Closed). And fully operational. 
	
	
	
	

	Exits are unobstructed.
	
	
	
	

	Aisles are clear.
	
	
	
	

	Fire extinguishers are in the correct place, mounted and labelled appropriately (Signs).
	
	
	
	

	Fire action notices and evacuation procedures are clearly displayed.
	
	
	
	

	Sufficient exit signs to allow easy evacuation.
	
	
	
	

	Call points are not damaged.
	
	
	
	

	
	
	
	
	

	First aid:
	
	
	
	

	First aider names and arrangements are clearly displayed.
	
	
	
	

	Sufficient first aid provisions are available
	
	
	
	

	
	
	
	
	

	Electrical:
	
	
	
	

	PAT testing has been  carried out within the last year.
	
	
	
	

	Visual checks: cables, plugs and sockets (Look for damage)
	
	
	
	

	No overloaded sockets or stretched cables are observed.
	
	
	
	

	
	
	
	
	

	Environmental:
	
	
	
	

	Lighting is adequate
	
	
	
	

	Ventilation is adequate
	
	
	
	

	Temperature is adequate
	
	
	
	

	Noise levels appear comfortable
	
	
	
	

	Working space is adequate
	
	
	
	

	Housekeeping:
	
	
	
	

	Filing cabinets properly used (Safe storage to avoid falling objects)
	
	
	
	

	Description:
	OK?

Y/N
	Findings / Defects / Actions
	Action by (Name)
	Date actioned

	Floor coverings not causing tripping hazard.
	
	
	
	

	No trailing cables causing tripping hazard.
	
	
	
	

	No excessive storage of combustible materials.
	
	
	
	

	Generally appears clean and orderly. Sufficient storage facilities.
	
	
	
	

	Furniture and work equipment is free from defects.
	
	
	
	

	Stairs are in good condition and free from tripping hazards.
	
	
	
	

	
	
	
	
	

	Welfare arrangements:
	
	
	
	

	Sufficient numbers  of toilets are available.
	
	
	
	

	Toilet areas are clean and free from defects.
	
	
	
	

	Washing facilities are adequate.
	
	
	
	

	Wholesome drinking water is available. 
	
	
	
	

	
	
	
	
	

	Outside areas:
	
	
	
	

	Roads and paths around buildings are free from defects (Pot hols, raised edges of paths etc)
	
	
	
	

	Outside areas are sufficiently lit to avoid accidental collision or tripping
	
	
	
	

	Sufficient numbers of smoking and litter bins are available.
	
	
	
	

	Outside areas are clean and orderly
	
	
	
	

	Fire assembly point is clearly identifiable.
	
	
	
	


	Overall summary of findings:
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