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Safety Inspection of the Offices and Facilities at Alba, Main Street, Golspie, Sutherland, KW10 6TG

	ITEM
	STANDARD
	FAULTS/

COMMENTS
	28 Jan 2009
	Feb 2010
	Feb 2011

	Notices/Requirements
	
	
	
	
	

	a) Employers Liability Insurance
	Copy displayed in prominent position
	
	AMK
	AMK
	AMK

	b) First Aid
	Notice of where 1st Aid Kits are located.  Downstairs: kitchen.  Upstairs: bathroom
	
	AMK
	12.02.10
EB
	EB

	c) Health and Safety Law Poster
	Posted and accessible to all staff and tenants
	New Format Poster Displayed
	AMK
	AMK
	AMK

	d) Accident Book
	Available & is being used.  Check last date entry
	1 Minor Accident – Ice on front doorstep.  Action: Salt bought & step salted.
	AMK
	AMK
	AMK

	First Aid and Welfare
	
	
	
	
	

	a) First Aid Kits
	Contents checked against list provided
	Liz to check kits - Done(
	EB
	12.02.10

EB
	Jan 2011

EB

	
	All items in date
	Yes, all that require date
	EB
	EB
	EB

	
	Kit clean and in good state
	
	EB
	EB
	EB

	
	Container clearly marked with 1st Aid sign
	
	AMK
	EB
	EB

	b) Washing Facilities
	Available
	
	AMK
	AMK
	AMK

	
	Hot and cold water available
	
	AMK
	AMK
	AMK

	
	Liquid soap in dispenser
	
	AMK
	AMK
	AMK

	
	Disposable paper towels available
	
	AMK
	AMK
	AMK

	
	Facilities clean
	
	AMK
	AMK
	AMK

	
	Covered waste bins available & regularly emptied
	
	AMK
	AMK
	AMK

	c) Toilets
	Cistern flushes working upstairs and downstairs.  Water–saving devices in the 2 x cisterns
	
	AMK
	AMK
	AMK

	
	Clean and odour free
	Air Freshener Available
	AMK
	AMK
	AMK

	
	Toilet paper available
	
	AMK
	AMK
	AMK

	d) Drinking water 
	Available and signed
	Kitchen & 2 x Bathrooms signed -  cold water  suitable for drinking 
	AMK
	AMK/EB

25/2/10 
	AMK

	e) Rest Areas
	Available away from work station
	Breaks a.m. & p.m.
	AMK
	AMK
	AMK

	
	No smoking
	
	AMK
	AMK
	AMK

	
	Seating and table available
	
	AMK
	AMK
	AMK

	
	Area at reasonable temperature
	
	AMK
	AMK
	AMK


VG-ES

	ITEM
	STANDARD
	FAULTS/

COMMENTS
	28 Jan 2009
	Feb 2010
	Feb 2011

	e) Rest Area cont.
	Area kept clean
	
	AMK
	AMK
	AMK

	
	Waste bins available and regularly emptied
	
	AMK
	AMK
	AMK

	
	Kettle etc for preparing drinks
	
	AMK
	AMK
	AMK

	
	Microwave for preparing snacks
	
	AMK
	AMK
	AMK

	
	All food and drink equipment maintained to high standard of cleanliness
	
	AMK
	AMK
	AMK

	
	Crockery is chip-free
	
	AMK
	AMK
	AMK

	
	Refrigerator available – clean and no out-of-date food stored
	
	AMK
	AMK
	AMK

	f) Electrical Equipment
	Inventory of all equipment held available
	Electrolux vacuum condemned and disposed of 22/2/10
	AMK
	AMK
	AMK

	
	In good working order 
	
	AMK
	AMK
	AMK

	
	Plugs securely fitted
	
	AMK
	AMK
	AMK

	
	Cables and wires undamaged
	
	AMK
	AMK
	AMK

	
	Batteries replaced regularly
	
	AMK
	AMK
	AMK

	
	PAT Testing Jan/Feb
	PAT Tested 2009
	AMK
	AMK
	Due 2011/12

	Fire Precautions
	
	
	
	
	

	a) Fire Extinguishers
	Correct extinguisher readily available both upstairs and downstairs.  Staff & tenants reminded annually of appropriate extinguisher for the type of fire.
	February 2010

Serviced Nov 2010
	AMK
	AMK
	AMK

	
	Extinguishers mounted on wall 1 metre above ground level
	
	AMK
	AMK
	AMK

	
	Extinguishers visible and accessible
	
	AMK
	AMK
	AMK

	
	Inspected and tested annually
	
	AMK
	AMK
	AMK

	
	Date of last test………………….
	14/11/08; 19/11/09

24/11/10
	AMK
	AMK
	AMK

	
	Extinguishers correctly signed
	
	AMK
	AMK
	AMK

	b) Fire Exits
	Fire Doors unobstructed and clearly marked with correct sign 
	
	AMK
	AMK
	AMK

	
	Emergency Exits clearly marked and kept clear of obstructions
	
	AMK
	AMK
	AMK

	
	Electric magnet on downstairs fire door holds the door open
	
	AMK
	AMK
	AMK


VG-ES

	ITEM
	STANDARD
	FAULTS/
COMMENTS
	28 Jan 2009
	Feb 2010
	Feb 2011

	c) Alarm Systems
	Fire call buttons are visible and unobstructed
	
	AMK
	AMK
	AMK

	
	Date of last test
	19/12/08, 29/01/10, 28/01/11
	AMK
	AMK
	AMK

	
	Smoke detectors fitted
	
	AMK
	AMK
	AMK

	
	Date of last test
	28/01/09, 29/01/10, 28/01/11
	AMK
	AMK
	AMK

	d) Evacuation Procedure
	All occupants of ALBA informed of the arrangements
	Give all tenants copy of updated policy
	AMK
10/02/09
	No update since circulation
	AMK

	
	Frequency of practice drill – once a year
	Set a date – speak to staff
	AMK
May 2009
	No drill as yet – priority for May 2010
	No drill as yet

	
	Date of last evacuation ………..
	
	
	
	

	e) Emergency lighting
	Present and working
	
	AMK
	AMK
	AMK

	
	Date of last test ……………..
	19/12/08, Dec. 2009, 28/1/11
	AMK
	AMK
	AMK

	f) Housekeeping
	Flammable liquids/materials properly stored and supervised if necessary
	Stored in cupboard under sink
	AMK
	AMK
	AMK

	
	Portable heaters safe
	PAT Tested 2009
	AMK
	AMK
	AMK

	
	Does the last person to leave check electrical appliances, fire doors, waste bins etc?
	All tenants to receive updated policy

*Family 1st new officer received this 3/2/11
	AMK

10/02/09
	AMK
	AMK

	
	Any recent changes that would affect fire safety?
	No
	AMK
	AMK
	AMK

	Offices
	
	
	
	
	

	a) Access and Egress
	All passages, and traffic routes clear and unobstructed; i.e. no files, equipment or papers stored on the floor
	Asked tenants to remove equipment at top of stairs after risk assessment*

Plant on half landing removed 22/2/10
	AMK

Removed 28/01/09
	*22/02/10

Screen on landing removed by RSPB
AMK
	Pram on landing to be removed by Family 1st
AMK

	b) Filing
	All files correctly stored in filing cabinets which are closed at night.  Files stored on shelves – returned to shelf after use
	
	AMK
	AMK
	AMK

	
	Shelves capable of taking weight of files
	
	AMK
	AMK
	AMK

	
	No files or papers stored over sources of heat (radiators etc)
	
	AMK
	AMK
	AMK

	c) Temperature
	Thermometers available?
	
	AMK
	AMK
	AMK

	
	Minimum temperature is 16ºC (60°F)
	
	AMK
	AMK
	AMK


VG-ES

	ITEM
	STANDARD
	FAULTS/
COMMENTS
	28 Jan 2009
	Feb 2010
	Feb 2011

	c) Temperature cont.
	Adequate ventilation?
	
	AMK
	AMK
	AMK

	d) Lighting
	Lighting levels suitable for type of work being done
	RSPB Lighting to be repaired – electrician contacted
	AMK
	AMK
	All lighting upgraded Nov 2010

	
	Is there natural and artificial lighting?
	
	AMK
	AMK
	AMK

	
	Lighting cleaned and maintained
	
	AMK
	AMK
	New in Nov 2010

	
	Light switches easy to operate and in good repair
	Carbon Trust Stickers on switches Sept. 09 to encourage switch-off after use.
	AMK
	AMK
	AMK

	e) Individual work areas
	Clear & uncluttered.  Files correctly stored
	
	AMK
	AMK
	AMK

	
	Well laid out and organised?
	
	AMK
	AMK
	AMK

	
	Min. space requirement of 11 cu m.
	
	AMK
	AMK
	AMK

	
	No nearby photocopiers directly exhausting into work area
	
	AMK
	AMK
	AMK

	f) Computer Work Station
	Screen at eye level
	
	AMK
	AMK
	AMK

	
	Screen clean
	
	AMK
	AMK
	AMK

	
	No glare from screen
	New Screens
	AMK
	AMK
	AMK

	
	Contrast and brightness controls working
	
	AMK
	AMK
	AMK

	
	Keyboard positioned in front of screen, NOT at an angle
	Wrist Support Pad for Dev Officer in front of keyboard
	AMK
	AMK
	AMK

	
	Is wrist support pad required?
	Supplied for all workstations 2009
	AMK
	AMK
	AMK

	
	Mouse immediately adjacent to keyboard
	
	AMK
	AMK
	AMK

	
	Document holder available
	
	AMK
	AMK
	AMK

	
	Foot rest required?
	No
	AMK
	AMK
	AMK

	
	Safe storage of disks
	Memory Sticks & External Hard Drive
	AMK
	AMK
	AMK

	g) Chair
	Good condition
	
	AMK
	AMK
	AMK

	
	Five support feet
	
	AMK
	AMK
	AMK

	
	Vertical adjustment working
	
	AMK
	AMK
	AMK

	
	Back support and adjustment working
	
	AMK
	AMK
	AMK

	
	Correctly adjusted so that operator’s arms are parallel to keyboard
	All staff of VGES o.k.
	AMK
	AMK
	AMK

	h) Ventilation
	Windows easy to open and close
	
	AMK
	AMK
	AMK

	
	Windows adequately maintained
	
	AMK
	AMK
	AMK


VG-ES

	ITEM
	STANDARD
	FAULTS/
COMMENTS
	28 Jan 2009
	Feb 2010
	Feb 2011

	h) Ventilation cont.
	Windows clean
	Window Cleaner – 6 weekly
	AMK
	AMK
	AMK

	
	Is shading provided where windows face direct sunlight?
	Blinds provided
	AMK
	AMK
	AMK

	
	Window panes undamaged and firmly retained
	
	AMK
	AMK
	AMK

	i) Doors
	Do doors open safely?
	
	AMK
	AMK
	AMK

	
	Self closure springs on doors – functioning correctly?
	
	AMK
	AMK
	AMK

	
	Doormats safe
	Regularly checked
	AMK
	AMK
	AMK

	
	Vision panels fitted to doors clean and undamaged
	
	AMK
	AMK
	AMK

	
	Doors unobstructed
	
	AMK
	AMK
	AMK

	
	1 set of master keys held for all lockable doors.  Keys correctly labelled
	Held in key cupboard. Inventory of tenant-held keys on Admin Officer’s PC.
	AMK
	AMK
	AMK

	
	All office staff & tenants provided with a set of keys to front & back entrances plus a key to their own office and the copier room.  Cleaner has a set of keys.
	
	AMK
	AMK
	AMK

	j) Housekeeping
	Cupboards, cabinets and shelves NOT overloaded, and are stable
	
	AMK
	AMK
	AMK

	
	Telephone and electric leads neatly and safely routed away from pedestrian traffic
	
	AMK
	AMK
	AMK

	
	Doors/drawers closed when not in use
	
	AMK
	AMK
	AMK

	
	Filing cabinets – only one drawer open at a time – secured
	Can only be opened one at a time.
	AMK
	AMK
	AMK

	
	Guillotines correctly guarded
	
	AMK
	AMK
	AMK

	k) Printers
	Photocopiers maintained and serviced under contract
	Mid Jan 09

Mid Jan 10

Late Jan 11
	AMK
	AMK
	AMK

	
	Instructions available for: changing toner, clearing paper jams, loading paper, general use
	On copier screen & in manual at rear of copier
	AMK
	AMK
	AMK

	
	
	
	
	
	

	ITEM
	STANDARD
	FAULTS/
COMMENTS
	28 Jan 2009
	Feb 2010
	Feb 2011

	l) Carpets/Flooring
	Carpets free from loose ends which might cause accidents.
	Half-landing stair carpet frayed: risk assessed and will request quote to replace.  Top landing carpet badly frayed; risk assessed.  Will request quote to replace. 22/2/10.
	
	AMK/FT
	Not replaced but repaired with Power Tape Feb 2011

AMK/FT/EB

	Security *(new for 2010)*
	
	
	
	
	

	Entrance Doors
	Front & rear external doors have secure locking mechanisms.  Back door is kept locked at all times.  Only staff and tenants have keys.
	
	
	AMK
	AMK

	Internal Security Door
	This door is located in the reception area and has a pin-code entry system.  It is kept shut at all times.  Code for door is provided to staff/tenants only.
	
	
	AMK
	AMK

	
	Visitors to the premises must use the front external door and cannot proceed beyond the reception area (because of the internal security door), unless authorised/permitted by staff/tenants.
	
	
	AMK
	AMK

	Postal Bombs and Suspicious Packages
	Staff to check and be aware of tell-tale signs.  Code of practice in the VG-ES main office and kitchen/mail area.  Follow RSPB Code of Practice No. 4.
	
	
	AMK
	AMK


AMK/12.1.00/Safety Inspection List – Office
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Conducted  03/02/11














By Chief Officer - AMK & Admin Officer – EB















Risk assessment by Director – FT 09/02/11
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