	Community Centres

Workplace Inspection/Assessment

	


	Community Centre:
Address:



	Chair of Management Committee:

	Inspection/assessment carried out by:

	Date and time of Inspection/assessment:



	This checklist is provided as a guide and can be developed to meet the needs of specific workplaces.

The list is not exhaustive.  Inspections should be carried out at least once in every three months.


	Note: Please do not mark the Not Applicable (N/A) box if you are unsure of the correct response. Please leave blank and seek further guidance


	Please tick appropriate column 

	Administration
	
	YES
	NO
	N/A

	

Click on images
Health and Safety Law Poster

Do you have a Health and Safety Law Poster sited in a location easily accessible to employees?



Employers Liability Insurance (Compulsory Insurance)

There is a requirement to display a copy of a current Employers Liability Insurance certificate within the premises. Is this in place?


	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Do all staff have access to all relevant risk assessments and safe systems of work?
	
	
	

	

Accident Book

Is there an accident book on site for recording accidents to staff and the public?



Fire Safety Logbook

Is there a fire safety logbook to record fire tests, evacuations etc. on site for inspection by the Scottish Fire and Rescue Service?


	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	General Access - Internal
	
	
	YES
	NO
	N/A

	Are passageways free from obstructions?
	
	
	

	Is the flooring:
	in good condition?
	
	
	

	
	free from slip, trip, fall hazards?
	
	
	

	
	adequately drained where necessary eg toilets?
	
	
	

	Are stair treads in good condition?
	
	
	

	Are staircase banisters/handrails in good condition?
	
	
	

	Are doors and gates of suitable construction?
	
	
	

	Is their condition/operation satisfactory?
	
	
	

	Are double swing doors fitted with transparent panels?
	
	
	

	Are transparent surfaces/panels in doors clearly marked?
	
	
	

	Are power-operated doors provided with suitable safety features to allow safe access and egress in normal use and in an emergency?
	
	
	

	During cleaning operations, are warning signs/cones used to ensure safety of staff/members of the public?
	
	
	


	General Access - External
	
	YES
	NO
	N/A

	Where vehicles and pedestrians use the same routes is there:
	
	
	

	1. sufficient separation between them?
	
	
	

	2. are routes suitably indicated by warning/information signs?
	
	
	

	Are footpaths free from slip, trip, fall hazards?
	
	
	

	In winter weather are the access routes to the Unit:
	
	
	

	1. gritted/salted to ensure safe access?
	
	
	

	2. are there adequate supplies of grit/salt?
	
	
	

	3. cleared of snow?
	
	
	

	4. regularly inspected and re-treated/cleared of snow and ice if required?
	
	
	

	If external lighting is provided - is it adequate?
	
	
	


	Asbestos
	
	YES
	NO
	N/A

	Has an asbestos survey of the premises been carried out?
	
	
	

	Is there an asbestos register readily available on site identifying the presence, type and location of asbestos on the premises?
	
	
	

	Are contractors provided with access to the asbestos register prior to works and sign the log to confirm this?
	
	
	

	Has asbestos awareness training been provided to relevant staff and is the training up to date (i.e. within the last 3 years)?
	
	
	

	Has the content of the asbestos register been brought to the attention of employees (including new starts) and their local trade union representatives?
	
	
	


	Working Environment
	
	
	YES
	NO
	N/A

	Is the temperature reasonable, min. 16°C?
	
	
	

	If portable heaters are required are they functioning correctly?
	
	
	

	Are they situated safely, out of general circulation areas eg against a wall?
	
	
	

	Are heaters/radiators fitted with guards that prevent anyone from contacting hot surfaces and being burnt?
	
	
	

	Are thermometers provided?
	
	
	

	Are the lighting levels adequate to allow safe working?
	
	
	

	Are the lights stable/flicker free?
	
	
	

	Is the ventilation adequate?
	
	
	

	Can the ventilation be controlled?
	
	
	

	Is the ventilation draught free?
	
	
	

	Is there adequate space to allow work activities to be carried out safely?
	
	
	

	Is there any visible damage to doors, walls, ceilings etc?
	
	
	


	Workstations
	
	YES
	NO
	N/A

	Every workstation is to be arranged so that it is suitable for a person to work at and for the type of work to be carried out.
	
	
	

	Have employees got unobstructed access/egress to/from their workstations?
	
	
	

	Are the seats provided suitable and give adequate support to the user?
	
	
	

	Do employees have adequate working space allowing freedom of movement?
	
	
	

	Is the floor clear of slip, trip, fall hazards eg trailing cables?
	
	
	

	Are any trailing cables suitably protected to remove the risk of trips eg protected in a cable curb?
	
	
	

	Is the workstation tidy?
	
	
	


	Work Equipment
	
	YES
	NO
	N/A

	Is portable electrical equipment visually inspected by the user prior to use?
	
	
	

	Is non-essential electrical equipment switched off and disconnected after use?
	
	
	

	Is the equipment regularly maintained and cleaned?
	
	
	

	If required, are guards fitted to machines?
	
	
	

	If the use of equipment is limited to trained persons, are there signs indicating this?
	
	
	

	Where emergency stop controls are installed e.g. kitchens or at machines, are they clearly marked and easily accessible?
	
	
	


	Personal Protective Equipment (PPE)
	
	
	YES
	NO
	N/A

	Where PPE eg gloves, aprons, goggles etc is required to use a piece of equipment, cleaning or when carrying out personal tasks etc, is it provided?
	
	
	

	Are adequate supplies provided?
	
	
	

	Are employees wearing appropriate PPE?
	
	
	


	Windows
	
	YES
	NO
	N/A

	Are they able to be opened safely, without the risk of anyone falling in/out?
	
	
	

	Is the width of opening restricted to prevent anyone from falling out?
	
	
	

	Are they maintained in good condition?
	
	
	


	Welfare
	
	YES
	NO
	N/A

	Are suitable and sufficient conveniences provided for male and female staff?
	
	
	

	Are they in a clean and maintained condition?
	
	
	

	Do they have adequate lighting and ventilation?
	
	
	

	Are there adequate washing facilities with hot and cold running water?
	
	
	

	Is there accommodation for special work clothing if required?
	
	
	

	Is the accommodation suitable, secure and affords privacy for changing?
	
	
	

	Is there separate accommodation for male and female staff?
	
	
	

	Is there an adequate supply of wholesome drinking water readily accessible?
	
	
	

	Is drinking water clearly identified?
	
	
	


	Facilities for rest and to eat meals
	
	YES
	NO
	N/A

	If required, are rest areas provided with suitable furniture?
	
	
	

	If required, are facilities provided for food preparation maintained in good hygienic condition?
	
	
	

	Where provided, are facilities for pregnant/nursing mothers suitable and maintained in good order?
	
	
	

	Are eating facilities kept clean?
	
	
	


	Fire escape routes and safety signs
	
	YES
	NO
	N/A

	Are fire escape routes and exits clearly indicated by signs?
	
	
	

	Are fire escape routes free from obstruction?
	
	
	

	Are all fire doors operable and unobstructed?
	
	
	

	Are there fire action notices positioned at each manual break glass point?
	
	
	

	Are fire extinguishers and fire blankets accessible and ready for use?
	
	
	


	Covid – 19 Infection Control
	

	Reference Document: HPS LINK Non-healthcare Settings Core COVID-19 Information and Guidance for General (Non-Healthcare) Settings Version 4.3 Publication date: 20 May 2020  
Ensure you are applying the latest guidance from Health Protection Scotland


	Please tick appropriate column

	
	YES
	NO
	N/A

	Are there adequate Covid – 19 advice literature/posters on display in public and staff areas?
	
	
	

	Are staff aware of the procedures to adopt in terms of regular had washing and social distancing?
	
	
	

	Have staff been made aware of the typical signs and symptoms of COVID 19 and the procedures to adopt should they or others in their care feel unwell, including the self-isolation periods, as per HPS guidance?
	
	
	

	Where staff or members of the public access premises are there adequate hand washing / alcohol sanitisers available in public areas?
	
	
	

	Are there suitable spaces and arrangements for staff and members of the public to observe social distancing within the premises (is there a limit and control of the number of staff the premises can safely admit – safe maximum occupancy?)
	
	
	

	Is there a spill kit, adequate PPE and trained staff to deal with any visible contamination with body fluids
	
	
	

	Do the first aid boxes contain the correct PPE (see generic risk assessment)?
	
	
	

	Are high risk surfaces, i.e. door handles, telephones, grab rails subject to a regular cleaning regime?
	
	
	

	If someone becomes unwell whilst on the premises is there arrangements to isolate the person and to get them to their home (mild case) or to hospital?
	
	
	

	Is there suitable arrangements and storage (72 hrs) for waste that may be contaminated?
	
	
	

	Are staff aware of the laundry procedures for contaminated clothing?
	
	
	

	Date
	Action Required
	Actioned by
	Timescale

	
	
	
	


Use more sheets if required
COVID 19 Graphics
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RECOGNISE SYMPTOMS REQUEST A TEST RIGHT AWAY ISOLATE
A new persistent cough, fever, It is important to get Isolate for 10 days from symptom start
or loss or change in sense a test as soon as possible. date, longer if fever continues and 48
of taste or smell means you Visit NHSinform.scot/test-and-protect hours after fever ends. Others you live
should immediately begin or call 0800 028 2816 if you cannot with should isolate for 14 days.
household isolation. get online.
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GET TESTED GET RESULTS PROVIDE DETAILS
When isolating, you should They should be with you If you have coronavirus,
only leave home to get within 48 hours and no more NHS contact tracers will contact you
tested. There are various ways than 72 hours. to ask who you have had close

of having this done. contact with recently.

(2]

Tl G

NHS INFORMS CONTACTS CLOSE CONTACTS ISOLATE HOUSEHOLD OF CLOSE CONTACT
The NHS will then contact They will be asked to isolate If the close contact has no symptoms,
the people you have had close for 14 days from the last time others in their household don’t need
contact with. Your name will not be they had contact with you. to isolate. If the close contact develops
shared unless you give permission. symptoms, they should begin
All data will be held safely household isolation and request
and securely. a test straight away.

If you do not have community or family support and need essential help,
call the National Assistance Helpline on 0800 111 4000 (Mon-Fri 9am-5pm)
or via textphone on 0800 111 4114. The helpline is for those who cannot I

leave their home or get the help they need elsewhere.

s TEST& PROTECT |

For current health advice and more information
about the Test & Protect service visit
NHSinform.scot/test-and-protect
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