Employer Details:

	Employer’s name:
	Mangle Recruitment
	Number of employees:
	   8

	Nature of business:
	Office – Insurance Sales


	Workplace address:
	54 Another Street

Anothersville

AN0 1TH
	Main contact: 

(Name & Tel No)
	S. Steadman

01999 456876 

	
	
	Health and safety contact:
	J. Meadows

	Learner(s) name(s):
	R. Nixon

	Supervisor(s) name(s):
	S. Steadman



	Type of work carried out at workplace location:
	General Administrative

	Enforcement action:

(Prosecutions, Notices)
	None



	Health and safety committee / safety representation:
	None




Health and Safety Procurement Standard:

	1
	Health and Safety Policy
	Yes/No
	Evidence / comments

	A
	Is there a clear commitment to health, safety & welfare (written policy statement mandatory when 5 or more employees)?
	Part
	Health and Safety Policy evidenced – Signed, dated 2 years ago

	B
	Are the responsibilities for health and safety clearly stated (recorded when 5 or more employees)?
	Yes
	Responsibilities listed for those within company - appropriate

	C
	Are arrangements for health and safety clearly stated (recorded when 5 or more employees)?
	Yes
	Arrangements seen – suitable for activities undertaken – First Aid, accidents, fire, induction, training etc

	D
	How are the commitment, responsibilities and arrangements for health & safety (in 1A – 1C above) communicated to employees? 
	Induction, policy available for all staff to look at.

	
	Assessment of Standard 1:
	Met
	Part met
	Not met


	2
	Risk assessment and control
	Yes/No
	Evidence / comments

	A
	Have risk assessments been carried out and significant risks identified?
	Yes
	Risk Assessment folder seen

	B
	Have the significant findings and details of any groups identified as being especially at risk been recorded (this is optional where there are fewer than 5 employees)?
	Yes
	All assessments recorded – groups identified – Staff, visitors, vulnerable groups.

	C
	Have control measures been identified and put in place as a result of the risk assessments?
	Yes
	Existing controls recorded and additional controls recorded where necessary.

	D
	Do the risk assessments take into account young persons, including giving consideration to their age, inexperience, immaturity and lack of awareness of risks?
	No
	No specific assessment for Young Persons

	E
	Give details of the risks and control measures relating to the occupations and the specific activities carried out in the workplace.
	Slips & Trips, falls, expectant mothers, display screen equipment, manual handling etc


	F
	How are the risks and control measures explained to employees and others? 


	Through induction training

	G
	Are risk assessments reviewed e.g. in light of the findings from monitoring activities? 
	Yes
	Assessments reviewed annually – confirmed by employee

	
	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?


	Yes
	Fully stocked first aid kit – behind reception

	B
	Have adequate arrangements for trained first aid persons been made?
	Yes
	One appointed person



	C
	Are accidents and first aid treatment rendered recorded?
	Yes
	BI510 accident book seen

(DPA compliant)

	D
	Are or will all legally reportable learner accidents, incidents and ill-health be reported to the enforcing authority and the Learning and Skills Council and will they be investigated to enable suitable remedial action to be taken?
	Yes
	Employer aware of requirements to report to the enforcing authority / provider.

	E
	How are the arrangements for accidents, incidents, ill-health and first aid made known to all employees?


	Arrangements in place ref Policy, explained on induction

	
	Assessment of Standard 3:
	Met
	Part met
	Not met


	4
	Supervision, training, information and instruction
	Yes/No
	Evidence / comments

	A
	Are employees provided with adequate competent supervision?


	Yes
	Supervisor / mentor assigned to learner

	B
	Is initial health and safety information, instruction and training given to all new employees on recruitment?
	Yes
	Induction given on first day – with employee pack

	C
	Is ongoing health and safety information, instruction and training provided to all employees?


	Yes
	Initial training given to learner and ongoing program in place.

	D
	Is health and safety information, instruction and training recorded?


	Yes
	Evidence seen - checklist

	E
	How is the effectiveness of health and safety information, instruction and training assessed, and is the assessment recorded?
	Questionnaire given to learner to confirm understanding

	
	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?


	Yes
	Pc’s, printers, copiers, scanners – all general office equipment – appears fine.

	B
	Is equipment adequately maintained?


	Yes
	External contracts held, maintenance sheets seen.

	C
	Are guards and control measures in place as determined through risk assessment?


	Yes
	Controls in place 

	D
	Are safe electrical systems and equipment provided and maintained? 
	Yes
	All equipment P.A.T tested

	
	Assessment of Standard 5:
	Met
	Part met
	Not met


	6
	Personal protective equipment and clothing
	Yes/No
	Evidence / comments

	A
	Is PPE/C provided, free of charge, to employees as determined through risk assessment?


	N/A
	

	B
	Is training and information on the safe use of PPE/C provided to all employees?


	N/A
	

	C
	Is the proper use and storage of PPE/C enforced?


	N/A
	     Not required for job role.

	D
	Is PPE/C maintained and replaced?


	N/A
	

	
	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?
	Part
	Battery smoke alarms throughout – one has no battery inside.

	B
	Are there appropriate means of fighting fire in place?
	Yes
	Extinguishers – various types



	C
	Are effective means of escape in place including unobstructed routes and exits?
	Yes
	Routes and exits clear – workplace tour

	D
	Is there a named person(s) for emergencies?


	Yes
	J. Meadows

	E
	Is fire-fighting equipment, preventive measures and emergency arrangements maintained, including through tests and practise drills? 
	Part
	Extinguishers tested 3 months ago

Drills every 6 months

No records of alarm checks

	F
	Is a fire log/record book kept?


	Part
	Log kept, some information not available

	
	Assessment of Standard 7:
	Met
	Part met
	Not met


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

	A
	Are premises (structure, fabric, fixtures and fittings) safe and healthy (suitable, maintained and kept clean)?


	Yes
	Premises clean, tidy and well maintained.

Suitable for activities undertaken within.

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


	Yes
	Suitable light – adequate for pc’s

Temperature suitable, thermometer on wall.



	C
	Are welfare facilities (toilets, washing, drinking, eating, changing) provided as appropriate and maintained?
	Yes
	Kitchen, toilets, small staff area.

	D
	How is exposure to hazards from physical, chemical and biological agents adequately controlled?
	COSHH Assessments for cleaning products.

	
	Assessment of Standard 8:
	Met
	Part met
	Not met


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

	A
	How does the employer consult and communicate with employees and allow them to participate in health and safety?


	Weekly staff meetings – staff encouraged to bring up any Health and Safety issue as soon as it happens.

	B
	Does the employer provide medical / health screening as appropriate and any required medical / health surveillance?
	Yes
	Medical questionnaire given to all staff

Employer contributes towards eye tests.

	C
	Does the employer have access to competent health and safety advice and assistance?
	Yes
	Company employees external consultants.

	D
	Does the employer review health and safety annually?
	Part
	Health and Safety Policy last reviewed 2 years ago

	E
	Does the employer display the necessary signs and notices?
	Yes
	Health and Safety Law poster

Employers Liability

	F
	Has an OSR1 / F9 been completed and sent to the enforcing authority?


	Yes
	OSR1 sent, evidence seen

	G
	Is employers liability insurance current and other insurance in place as appropriate to the business undertaking? 
	Yes
	Insurer’s name: St Paul’s Travelers
Policy number:UCPOP999999
Expiry date:(6 months time)
Insurer informed of learners? YES / NO / N/A

	H
	How does the employer assess, review and update employees’ capabilities?


	By being constantly supervised

3 monthly reviews/appraisals

	I
	How does the employer manage employees’ work when it is away from the employer’s own premises or when employees are placed with another employer / site?
	Learner always on site.

	
	Assessment of Standard 9:
	Met
	Part met
	Not met


Assessment Outcome:

	
	Recommendation:


	Accept
	
Accept with action plan
	Reject


	
	Risk category:


	High
	Medium
	
Low


	The Employer or their representative:

(Please sign to agree that this is an accurate record of the assessment)

	

	Signed:


	
	Print name:

Susan Steadman
	
	Job title:

Office Manager
	
	Date:

12/12/2008

	


	Funded organisation

Assessment undertaken by:

	

	Name:

                M. Johnson
	
	Job title:

          Health and Safety Consultant


	

	Health and safety qualifications:

                                                 Tech IOSH

	
	Date:

12/12/2008

	


	Quality assured by:

	

	Name:

                  K Kenneth
	
	Job title:

                    Q/A Manager
	
	Date:

 14/12/2008

	


	Assessment type:

	

	
Initial assessment


	
	Re-assessment
	
	Other (please specify):
	
	Date of next assessment:


	Action Plan
	  Page      of

	Ref
	Action required
	By who
	Target date
	Completed 

(signed of)

	1A /

9E
	Health and Safety Policy to be reviewed on at least an annual basis.


	S. Steadman
	31/01/2009
	

	2D
	Undertake a Young Persons Risk Assessment and Record


	S. Steadman
	31/12/2008
	

	7A
	Battery to replace in alarm and the tested to ensure it works.


	S. Steadman
	14/12/2008
	

	7E/F
	Alarm checks to be undertaken and records to be kept.
	S. Steadman
	31/01/2009
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Action plan prepared by:
	M. Johnson


	Agreed by:
	Susan Steadman

	
	
	
	

	Signed:
	
	Date:
	12/12/2008

	
	
	
	

	Action plan review dates:
	
	
	
	
	

	Standard 10


	Learner’s name:
	James Smart

	
	

	Employer’s name and learner’s work location(s):
	Mangle Recruitment

Clacton, Essex

	
	


	10
	Management of learner(s) health and safety


	Yes/No
	Evidence / comments

	A


	Has the employer assessed the risks to all learners including, where necessary, the need to consider a young person’s age, inexperience, immaturity and lack of awareness of risks?
	No
	No specific assessment in place.

	
	Have the assessments taken into account any other special needs or circumstances including any learning difficulty, disability and/or medical/health condition?


	Yes
	Learner has no health conditions or disabilities

	B
	Has the employer put in place control measures for learner(s) as a result of the assessments and have they informed the learner(s) and their supervisor(s)?
	Yes
	Supervisor informed that learner may need extra help / support

	C
	Detail any necessary prohibitions and restrictions identified by the risk assessments that apply to the learner(s).


	None

	D
	Does the employer provide competent supervision for learner(s) and do they have a designated person to take overall responsibility for them?  (Note - where necessary, suitability checks may be required for reasons of child protection and the protection of vulnerable adults). 
	Yes
	Supervisor(s) name(s):

S. Steadman – works the same hours as the learner 

	E
	Does the employer provide an induction and ongoing information, instruction and training to learner(s) reflecting the findings of the risk assessment, working environment, work activities, age, experience and any special needs?
	Yes
	Induction given on first day – tailored to level of learner.

Training plan formulated specifically for the learner

	F
	Does the employer provide, free of charge, any necessary personal protective equipment and clothing (as determined by the risk assessment) and ensure its proper and effective use?
	N/A
	No PPE required for role

	
	Assessment of Standard 10:
	Met
	Part met
	Not met


	Action Plan
	Page       of

	Ref
	Action required
	By who
	Target date
	Completed 

(signed of)

	10A
	Undertake a Young Persons Risk Assessment and Record


	S. Steadman
	31/12/2008
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Action plan prepared by:
	M. Johnson

	Agreed by:
	Susan Steadman

	
	
	
	

	Signed:
	
	Date:
	05/01/2009

	

	Action plan review dates:
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