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Duties & Responsibilities
Introduction
This section describes the practical arrangements within NHS Brent for ensuring compliance with the Health & Safety at Work Act.

Health and Safety issues are Line Management responsibilities and as such, of equal importance to all other managerial responsibilities.  Specific duties reside at every level of management to do everything that is reasonably practicable to maintain a safe working environment and to observe safe systems of work at all material times.

The management aim is to ensure that all information, instruction, training and supervision is provided, necessary to maintain the highest standards for the continued health, safety and welfare for the staff, patients and visitors of the Trust.

Part 1

Management of Health & Safety

Instructions on how to complete this audit tool
To meet this statutory duty, the following audit should be completed by the Team Manager i.e. anyone managing one or more staff.  This may be a Director, Assistant Director, Head of Service, Service Manager, Team Leader, Clinical Lead or other manager.

It should be repeated at least annually or more frequently if determined by needs or changes to:-

· Work procedures

· Workplace design

· Equipment

· Materials used

This audit will:
· Provide an overall safety performance rating for the department

· Identify areas where improvements are required

· Provide a means of prioritising improvement tasks

· Provide a means of monitoring continued safety performance

The following areas are covered:

Part 1

Management of Health & Safety

Part 2

Workplace Health & Safety Welfare

Part 3

Fire Safety Precautions and Training

Part 4

Moving & Handling

Part 5

Substances Hazardous to Health (COSHH Regulations)

Part 6

Display Screen Equipment

Part 7

Waste Management

Part 8

Environmental Cleaning

Part 9

Personal Safety

This tool has been developed in line with NHS Brent’s ‘fair and open culture’ statement.  You should not be afraid to identify any gaps in systems or point out processes that are not working.  By doing this, you will allow the Trust to identify priority areas for action.  It is important to note that responding with a ‘no’ to a question is not a bad thing and we encourage staff to be open and honest if a process is not happening as it should be.  If you have ticked ‘don’t know’ to a question, this would indicate the need to include an action to improve in this area.
You may find you need to look around your environment to answer some of the questions.

If you have any queries or are struggling to complete this audit, please discuss it with your Line Manager.
Department Details
	Directorate/Service

	Team Name



	Name of Person Completing the Audit Form

	No. of People in the Team (inc Team Leader/Manager)



	Date Completed


	Location (s) covered:



	How are you completing this audit?
	YES (Y)
	NO (N)

	Together with one or more team members/colleagues
	
	

	By yourself
	
	

	Delegating it
	
	

	Completing as part of a team meeting
	
	


	Details of those present at the audit:



	What is the nature of the work area?

	For what purpose is/are the area(s) used?



Background information/use of area

	Area(s) covered by the audit:



How many staff work in the area?

	Full time?

	Part time?

	Voluntary?



	Part 1.  Management of Health & Safety

	
	
	YES

(Y)
	NO
	Don’t Know

	1.
	Is there a Union appointed Safety Representative for your profession?

If yes, enter name here: 
	
	
	

	2.
	Have all staff been made aware of and have ready access to the local copy of the Trust’s Departmental Health & Safety Manual?
	
	
	

	3.
	Do all team members know how to report incidents using the Aquarius electronic reporting form on the intranet?
	
	
	

	4.
	Are reported incidents investigated and reviewed to determine the cause and the likelihood of repetition (as per NHS Brent’s Incident Reporting & Management Policy)
	
	
	

	5.
	Have any changes been made to improve practice as a result of incidents?
	
	
	

	6.
	Is learning from incidents communicated to relevant staff and service users as appropriate?
	
	
	

	7.
	Is there a named team member responsible for ensuring action has been taken in response to the Central Alerting System (CAS) and Medicines and Healthcare products Regulatory Agency (MHRA) alerts?

If yes, enter name here:
	
	
	

	8.
	Are CAS and MHRA alerts implemented within the required timescale and action notified to the CAS Liaison Officer?
	
	
	

	9.
	Are you aware of the requirements to report to the Health & Safety Executive (HSE) any Injuries, Diseases or Dangerous Occurrences that are covered by the R.I.D.D.O.R regulations?
	
	
	

	10.
	Are First Aid notices put up in or near the area and have all team members (including bank and agency staff, volunteers etc) been notified?
	
	
	

	11.
	Does your area have a First Aider or Appointed Person and are they up to date with their training?
	
	
	

	12.
	Do staff know the location of the First Aid box?
	
	
	

	13.
	Has the First Aid box been checked and the contents refilled in the last 6 months?
	
	
	

	14.
	Are all team members aware of the procedure to be followed should a ‘Needle Stick Injury’ occur?
	
	
	

	Comments



	Part 2.  Work Place Health & Safety and Welfare

	
	
	YES

(Y)
	NO
	Don’t Know

	1.
	Is a thermometer provided to check room temperature?
	
	
	

	2.
	Does the temperature in the workplace conform to the statutory minimum (16°C degrees after one hour)?
	
	
	

	3.
	Are all floors and the surfaces of traffic routes free from holes, uneven or slippery surfaces likely to pose a hazard?
	
	
	

	4.
	Are all corridors and passageways kept clear and free of obstruction?
	
	
	

	5.
	Do staff have sufficient floor area as per regulations (As a rule or thumb 11 cubic metres of space per person taking into account desk, chair and filing cabinet etc)?
	
	
	

	6.
	Where applicable, are suitable handrails provided on all staircases, ramps and changes of level?
	
	
	

	7.
	Where required, is safety glass fitted in walls, partitions, below waist height) doors and gates?
	
	
	

	8.
	Is there any defect to windows which prevents them being opened at all or allows them to open too far?
	
	
	

	9.
	/is ‘No Smoking’ in force
	
	
	

	10.
	Are all staff aware that they have a duty to report any defects and shortcomings they find in the workplace?
	
	
	

	11.
	Are PAT Electrical Safety Test stickers on all electrical appliances with plugs
	
	
	

	12.
	Is there a procedure for reporting faulty equipment and for taking it out of use until repaired or replaced.
	
	
	

	Comments



	Part 3.  Fire Safety Precautions & Training

	
	
	YES

(Y)
	NO
	Don’t Know

	1.
	Are all staff aware of the Trust’s Fire Procedure?
	
	
	

	2.
	Has a suitable person e.g. Nominated Officer (fire) or Site Fire Safety  Officer been delegated responsibility for maintaining the day to day fire precautions and for co-ordinating the response team to fire alarm activations?
	
	
	

	3.
	Has a fire risk assessment been carried out by the Site Facilities Manager as required under the Regulatory Reform (Fire Safety) Order 2005 (tick yes if your main work base is on any of the following sites):
· Wembley Centre for Health & Care

· Willesden Centre for Health & Care

· Sudbury Primary Care Centre

· Monks Park Primary Care Centre

· Chalkhilll Primary Care Centre

· Craven Park Health Centre

· Kilburn Square Clinic

· Stag Lane Clinic

· Peel Road
	
	
	

	4.
	Have all members of staff received Fire Safety Training within the last 12 months?
	
	
	

	5.
	Is there a record kept on site of the names of staff that have received fire training?
	
	
	

	6.
	Are all staff aware of the procedure for raising the fire alarm?
	
	
	

	7.
	Has a fire drill been held in the past 12 months? 
(If yes there should be a written record.  If NO, a fire drill should be carried out as soon as possible)
	
	
	

	8.
	Is the fire alarm system tested weekly?
	
	
	

	9.
	Are the Fire Alarm System, emergency lightly and fire extinguishers regularly serviced?
	
	
	

	10.
	Is fire signage clear/adequate and Fire Action notices displayed?
	
	
	

	11.
	Are all fire escapes and corridors kept clear and free from rubbish and obstructions and are ready to use at any time?
	
	
	

	12.
	Do Fire Exit doors open easily/stay closed correctly and are they clearly identified and are checked regularly?
	
	
	

	Comments



	Part 4.  Moving & Handling

	
	
	YES

(Y)
	NO
	Don’t Know

	1.
	Are staff aware of the Trust’s Moving and Handling Policy?
	
	
	

	2.
	Do they have ready access to a copy of the policy?
	
	
	

	3.
	Have moving and handling risk assessments been carried out for staff whose duties include regular filing?
	
	
	

	4.
	Have all staff attended moving and handling training in the last 12 months?
	
	
	

	5.
	Have staff that regularly work with patients received patient handling training in the last year?
	
	
	

	6.
	Where appropriate, have manual handling tasks been eliminated by the use of mechanical lifting devices?
	
	
	

	7.
	Are any patient hoists in working order and have they been serviced in the last 12 months?
	
	
	

	8.
	Are heavy items stored at a convenient or adjustable height to suit the user?
	
	
	

	9.
	If items are stored at heights, are their safety steps available?
	
	
	

	10.
	Are sack trucks, trolleys or other moving equipment easily available?
	
	
	

	Comments



	Part 5.  Substances Hazardous to Health (COSHH Regulations)

	
	
	YES

(Y)
	NO
	Don’t Know

	1.
	Are staff aware of the Trust policy on Control of Substances Hazardous to Health (COSHH)?
	
	
	

	2.
	Do they have ready access to a copy of the policy?
	
	
	

	3.
	Has a suitable person been delegated responsibility for compliance with the Control of Substances Hazardous to Health (COSHH) regulations?
	
	
	

	4.
	Have all Hazardous Substances used by staff members been assessed and a COSHH file is in place?
	
	
	

	5.
	Has the safety information, training on handling, use, storage and spillage procedures been given to the relevant members of staff?
	
	
	

	6.
	Are staff aware of the procedure and the location of the Mercury or other Spillage Kits?
	
	
	

	7.
	Are gas bottles stored safely and correctly?
	
	
	

	8.
	Have staff involved in handling of medical gases including oxygen received training?
	
	
	

	9.
	Have suitable and sufficient risk assessments been carried out to determine the need for Personal Protective Equipment (PPE)?
	
	
	

	10.
	Has suitable PPE been issued to staff who are exposed to hazards or who need special work clothing?
	
	
	

	11.
	Have staff been instructed in the purpose, wearing, use and maintenance of protective equipment?
	
	
	

	12.
	Has the PPE been assessed for its suitability to the wearer and compliance with CE Marking/British Standards?
	
	
	

	13.
	Is personal protective equipment inspected, cleaned and maintained regularly?
	
	
	

	14.
	For Site Facilities Managers only: Is your list of low use outlets up to date with the Estates department (Legionella Policy)?
	
	
	

	15.
	For Site Facilities Managers only: Do your cleaners know to flush low use outlets weekly for the minimum 3 minutes?
	
	
	

	Comments



	Part 6.  Display Screen Equipment

	
	
	YES

(Y)
	NO
	Don’t Know

	1.
	Are staff aware of the Trust policy on safe working with Display Screen Equipment?
	
	
	

	2.
	Do they have ready access to a copy of the policy?
	
	
	

	3.
	Have relevant staff been offered an eyesight test as laid down in the Display Screen Regulations?
	
	
	

	4.
	Have staff received Display Screen training?
	
	
	

	5.
	Have staff completed a ‘Self-Assessment’ checklist or a display screen risk assessment has been carried out for their workstation?
	
	
	

	6.
	Do all workstations comply with the minimum requirements of the regulations?
	
	
	

	Comments



	Part 7.  Waste Management

	
	
	YES

(Y)
	NO
	Don’t Know

	1.
	Are staff aware of the Trust policy on Confidential Waste Management?
	
	
	

	2.
	Do they have ready access to a copy of the policy?
	
	
	

	3.
	Are staff aware of the policy on Clinical Waste?
	
	
	

	4.
	Do they have ready access to a copy of the Policy?
	
	
	

	5.
	Are arrangements in place to ensure that hazardous waste is separated into appropriate colour coded receptacles?
	
	
	

	6.
	Are the hazardous waste bags and sharps bins marked to identify their origin?
	
	
	

	7.
	Are all staff that dispose of hazardous waste aware of the safe handling procedures?
	
	
	

	8.
	Have all staff handling hazardous waste been immunised against Hepatitis B?
	
	
	

	9.
	Is waste segregated into infectious, offensive, domestic and medicinal waste?
	
	
	

	10.
	Are recycling bins being used and clearly marked?
	
	
	

	Comments



Category Key:

1= Very High Risk
2 = High Risk
 
3 = Significant Risk

4 = Low Risk

	Part 8.  Environmental Cleaning

	A separate column must be completed for each functional area (if audit covering several different areas)
	Enter 1st area (e.g dental room)
	Enter 2nd area (e.g. office

	
	Enter area Risk Category (1/2/3/4)
	Enter area Risk Category (1/2/3/4

	
	
	YES

(Y)
	NO

(N)
	YES

(Y)
	NO

(N)

	1.
	Correct colour coding of cleaning equipment?
	
	
	
	

	2.
	Appropriate storage of cleaning equipment?
	
	
	
	

	3.
	Cleaning solutions stored according to COSHH requirements?
	
	
	
	

	4.
	Windows (internal and external) free of dirt and smears?
	
	
	
	

	5.
	Waste containers clean and appropriate liners in place?
	
	
	
	

	6.
	Basins, toilets, taps clean?
	
	
	
	

	7.
	Consumables replenished?
	
	
	
	

	8.
	Wall dispensers & bins clean (internal and external)?
	
	
	
	

	9.
	Tiled surfaces clean?
	
	
	
	

	10.
	Exhaust fans and vents dust free?
	
	
	
	

	11.
	Window ledges dust free?
	
	
	
	

	12.
	Skirting boards dust free?
	
	
	
	

	13.
	Walls clean (below 1.8m)?
	
	
	
	

	14.
	Walls clean (above 1.8m)?
	
	
	
	

	15.
	Hard floors (non carpeted) clean & buffed?
	
	
	
	

	16.
	Soft floors (carpeted) clean & stain free?
	
	
	
	

	17.
	Doors/frames/surrounds clean?
	
	
	
	

	18.
	Curtains/blinds clean/dust free?
	
	
	
	

	19. 
	Examination couch/beds dust free?
	
	
	
	

	20.
	Horizontal surfaces (e.g lockers, desks, tables) below 1.8m dust and stain free?
	
	
	
	

	21.
	Horizontal surfaces (e.g. shelves) above 1.8m dust & stain free?
	
	
	
	

	22.
	Equipment clean e.g. scales. ECG machine?
	
	
	
	

	23.
	Lights and light fittings clean and free of debris?
	
	
	
	

	24.
	Ceiling free of cobwebs?
	
	
	
	

	25.
	Fridge, cooker, microwave oven clean?
	
	
	
	

	Comments



FOLLOW UP ACTIONS
Will you be making changes as a result of carrying out this assessment within your team?

	YES (Y)
	NO (N)

	
	


IF YES, PLEASE LIST BELOW:-
	Action
	Person Responsible
	Deadline Date for Completion

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Add more rows if appropriate
Do you think there are any changes that should be carried out at a higher level in the Trust as a result of this assessment?








	YES (Y)
	NO (N)

	
	


IF YES, PLEASE  LIST BELOW:-
	Comments:



Thank you for completing this audit
Please return it using one of two methods:-

· Complete the form electronically and save the form under your service name and date of completion of audit.  Remember to save as you go along then e-mail the final to: Shirley Parker, Emergency Planning & Provider Risk Manager E-mail: shirley.parker@brentpct.nhs.uk
· Print this form out, complete it and post a copy to: Shirley Parker, Emergency Planning & Provider Risk Manager at. Sudbury Primary Care Centre, Vale Farm, off Watford Road, Wembley, Middlesex.  Please allow a minimum of 3 working days for the internal post to reach us.






1

