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TITLE:
HEALTH AND SAFETY: RECORD KEEPING

PURPOSE:
To ensure that any documents or records required to be retained by health and safety legislation are formally filed and catalogued.


To ensure that the place of retention or holding of these records is formally identified to ensure speedy access to them, when and if necessary, by any person.

RESPONSIBILITY:
For filing of health and safety records - Senior Management, Health and Safety Adviser, Estates and Facilities Manager, Senior Technician.


For cataloguing their location - Health and Safety Adviser


For periodically ensuring these records can be found in their respective locations and in an up to date condition - Health and Safety Adviser (via safety audits).

DEFINITIONS:

APPENDICES:
RELATED


INFORMATION:
All Health and Safety Legislation requiring records to be kept e.g.

· Control of Substances Hazardous to Health Regulations 2002
· Management of Health and Safety at Work Regulations 1999
· Lifting Plant Equipment (Records of Test Examination etc.) Regulations 1992

ORIGINATED
APPROVED

DATE


Health and Safety Committee
Human Resources Committee
LOCATIONS, FREQUENCIES, RESPONSIBILITIES

1.
COSHH ASSESSMENTS
(Procedure 7:1:5)

Initial:
Compilation of a register of hazardous substances - Health and Safety Adviser, Line Managers.


Compilation of a hazard data file - Health and Safety Adviser.


Assessment records of hazardous substances – Faculty Heads. 

Yearly:
Reappraisal and updating of records - Health and Safety Adviser, Line Managers, Faculty Heads. 

Records:
Central Register of hazardous substances held by - Health and Safety Adviser, Library.


Hazard data file held by - Health and Safety Adviser, Library.

2.
HAZARD DATA SHEETS
(Procedure 7:1:5)

Initial:
Compilation of a hazard data file - Health and Safety Adviser.


Obtaining hazard data sheets - Health and Safety Adviser, Stores Human Resources, Buyer.

On-going:
Updating hazard data file - Health and Safety Adviser, Stores Human Resources.


Ensuring all new products are compatible with safe working requirements - Health and Safety Adviser.

3.
RISK ASSESSMENTS
(Procedure 7:1:17)

Initial:
A register of all risk assessments carried out - Health and Safety Adviser


Copies of all risk assessments carried out - Health and Safety Adviser

On-going:
Re-appraisal and updating of records - Health and Safety Adviser

4.
SAFETY COMMITTEE
(Procedure 7:1:2)

Twice/term:
Safety Committee meeting minutes distributed and filed - Health and Safety Adviser, Committee Members.

Annual:
List of Committee Members recorded - Health and Safety Adviser


Schedule of meetings recorded - Health and Safety Adviser

5.
ACCIDENTS
(Procedure 7:1:4)

Monthly:
Compilation of accident statistics and trends - Health and Safety Adviser


Accident register update - Health and Safety Adviser

Annual:
Compilation of accident statistics, trends - Health and Safety Adviser

6.
MANUAL HANDLING OPERATIONS
(Procedure 7:1:20)

Initial: 
Training records - Health and Safety Adviser, Staff Development Officer.

7.
D.S.E
(Procedure 7:1:15)

Initial:
File of completed staff assessments - Health and Safety Adviser


Records of staff DSE eyesight tests - Human Resources
Yearly:
Re-testing of staff supplied with spectacles for DSE work - Human Resources
8.
SAFETY INSPECTIONS
(Procedure 7:1:10)

Monthly:
Inspection records - Health and Safety Adviser, Line Managers.


Actions generated and follow up corrective actions - Health and Safety Adviser

Yearly:
Inspection schedule including team members - Health and Safety Adviser

9.
SAFETY AUDITS
(Procedure 7:1:19)

Monthly:
Area audits, findings, recommendations - Health and Safety Adviser

Yearly:
Annual summary on completion of recommendations - Health and Safety Adviser

10.
NOISE
(Procedure 7:1:14)

Initial:
Survey Records - Health and Safety Adviser


Audiometric Tests - Health and Safety Adviser

On-going:
Repeat survey or tests if status of equipment, machinery or circumstances change - Health and Safety Adviser


Register of noise abatement equipment - Health and Safety Adviser

11.
PERSONAL PROTECTIVE EQUIPMENT
(Procedure 7:1:24)

Initial:
Identification of user areas - Line Managers, Health and Safety Adviser


Identification of appropriate PPE - Health and Safety Adviser


Training records - Health and Safety Adviser, Staff Development Officer.

Issue lists - Line Managers, Technicians, Stores, Human Resources.

12.
FIRST AIDERS
(Procedure 7:1:4)

Initial:
Training records – First Aid Co-ordinator, Trainer, Staff Development Officer.

As required:
Compilation of accident records - Health and Safety Adviser

3 yearly:
Training update - First Aid Co-ordinator, Staff Development Officer.

13.
FIRE DRILL TESTS
(Procedure 7:1:3)

On-going:
Updating Fire Register - Health and Safety Adviser, Estates and Facilities Manager

14.
FIRE ALARM TESTS
(Procedure 7:1:3)

On-going:
Updating the Fire Register - Health and Safety Adviser, Estates and Facilities Manager

15.
FIRE EQUIPMENT
(Procedure 7:1:3)

On-going:
Updating the Fire Register – Health and Safety Adviser, Estates and Facilities Manager

16.
EMERGENCY LIGHTING
(Procedure 7:1:6)

3 Monthly:
Test results on the system and comments - Estates and Facilities Manager

Dates of the above tests - Health and Safety Adviser
Annual:
Maintenance of the system - Estates and Facilities Manager

Safety Audits - Health and Safety Adviser
17.
EMERGENCY POWER GENERATOR


Quarterly:
Running trials to ensure functioning - Estates and Facilities Manager

Yearly:
Formal inspection of the system - Estates and Facilities Manager

18.
LIFT TEST CERTIFICATES
(Procedure 7:1:15)

On-going:
Maintenance records of lift systems - Estates and Facilities Manager

Half-yearly:
Inspection reports, test certificates - Estates and Facilities Manager

Annual:
Safety Audits - Health and Safety Adviser
19.
ELECTRICAL TESTS
(Procedure 7:1:6)

Initial:
Setting up a register of electrical appliances - Senior Technicians, Health and Safety Adviser, Estates and Facilities Manager, Line Managers.  

On-going: 
Inspections of electrical appliances, systems and wiring - Senior Technician, Technicians, Estates and Facilities Manager.

5 Yearly:
Wiring Tests - Estates and Facilities Manager.


Monitoring all records of above tests - Health and Safety Adviser.

20.
VEHICLES
(Procedure 7:1:15)

On-going:
Van repairs, MOT, fuel, insurance, road tax - Estates and Facilities Manager, Finance Manager.


Hire vehicles - Estates and Facilities Manager, Finance Manager.

21.
LIFTING DEVICES
(Procedure 7:1:15)

3/6 monthly:
Visual inspection of equipment - Estates and Facilities Manager

Annual:
Inspection certificates - Estates and Facilities Manager
22.
FORKLIFT TRUCKS

Weekly:
Driver's inspection sheets – Assistant Principal: Information Systems
Monthly:
Maintenance inspections – Assistant Principal: Information Systems
Half-yearly:
Inspections – Assistant Principal: Information Systems
Biannual:
Retraining of Forklift truck driver – Assistant Principal: Information Systems, Staff Development Officer.

23.
PRESSURE VESSELS / LINES
(Procedure 7:1:15)

Yearly:
Statutory inspections - Estates and Facilities Manager 

24.
LEV MAINTENANCE, TESTS, ALTERATIONS
(Procedure 7:1:5)

Initial:
A register of all such equipment will be set up - Estates and Facilities Manager, Faculty Heads

A maintenance / modification log will be set up - Estates and Facilities Manager, Faculty Heads

A statutory inspection schedule will be kept - Estates and Facilities Manager, Faculty Heads
On-going: 
Ensuring updating of schedules, logs, requirements - Estates and Facilities Manager, Health and Safety Adviser.

25.
ATMOSPHERIC TESTS
(Procedure 7:1:5)

Initial:
The results of atmospheric tests done for the COSHH Assessments - Estates and Facilities Manager, Health and Safety Adviser, Faculty Heads
Yearly: 
The results of repeat tests done on the same areas as initial tests - Faculty Heads
26.
LADDERS
(Procedure 7:1:15)

Initial:
Ladder register - Estates and Facilities Manager

Yearly: 

Inspection records - Estates and Facilities Manager

27.
SCAFFOLD CONSTRUCTIONS
(Procedure 7:1:15)

On-going:
Construction certificates for completion of building then subsequent removal of scaffolding - Estates and Facilities Manager

28.
HOUSEKEEPING INSPECTIONS
(Procedure 7:1:10)

Weekly:
Reports on safety walkabout findings - Estates and Facilities Manager, Line Managers, Health and Safety Adviser.

Monthly:
Reports on completion of actions raised - Estates and Facilities Manager, Line Managers, Health and Safety Adviser.

29.
GYMNASIUM EQUIPMENT
Initial:
Register of equipment to be maintained - Faculty Head

Maintenance schedule to be arranged - Faculty Head
Annual:
Inspection of records during safety audit - Health and Safety Adviser.

30.
RADIOACTIVE SOURCES – No longer in use
(Procedure 7:1:15)

Withdrawal/Return records: as occasion arises - Senior Technician (Chemistry)

Quantity/Location records: Senior Technician (Chemistry).
31.
INSTRUMENTS - VARIED

Instruments used as part of machinery control systems will be subjected once yearly to an inspection programme – Faculty Head.

32.
MACHINE MAINTENANCE
(Procedure 7:1:17)

Initial:
Compilation of a machine register - Faculty Head / Manager 

On-going:
Updating machine register after maintenance - Faculty Head

Monitoring the machine register via safety audits – Health and Safety Adviser
33.
MACHINE GUARDING
(Procedure 7:1:17)

Initial:
Compilation of machine guard register (Could be part of machine register) - Faculty Head / Manager.

On-going:
Checking suitability and efficiency of guarding arrangements and their use - Health and Safety Adviser, Line Managers, Technicians, Safety Inspection Teams.

34.
CATERING
(Procedure 7:1:9)

Initial:
Training records of staff allowed to work machinery in kitchen area - Catering Manager.
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