	
Service Audit Template – H&S Audit (HS1)



This audit should be completed by a suitably experienced person on a MONTHLY basis
	Service Name
	
	Site
	

	Date of Audit
	
	Completed by
	



	
	Audit Criteria
	Y/N/NA
	You MUST add actions to the Datix Audit Record for any non-compliance identified

	Communication

	C01
	Is H&S an agenda item on your team meetings, and is feedback provided by the H&S representative?
	Generic
	

	C02
	Do you have regular representation at the PC24 H&S meetings? 
	Generic
	[bookmark: _GoBack]

	C03
	Do you provide clear information to persons working on behalf of PC24 regarding hazards and control measures? 
	Generic
	Site works, Local induction, emergency exits, emergency fire evacuation process, assembly points etc. (Examples of clear information)
(i.e. contractors, temporary staff, visitors) 

	[bookmark: _Hlk70088970]Vehicle Checks (IUC only)


	V01
	Vehicles – Pre use checks
Do staff complete the pre-use checks before starting their journey?
	Generic
	These checks consist of, tyres, lights, indicators, window wipers, window wash fluid.  If any of the above do not work, then do not use the vehicle and report to manager.


	General Observations


	G01
	Entry and Exit Pathways
Are all entry and exit pathways around the property clear from debris?   
	Generic
	This may include rubbish, snow, ice or leaves.


	G02
	Grounds
Are property grounds free from slip, trip or fall hazards? such a uneven or lifting slabs.
	Generic
	

	G03
	Electrical Items
Are all electrical items in a good state of repair?  
	Generic
	No frayed cordage, exposed wires and that plug is intact


	G04
	Rooms and Offices -Trip Hazards
Are all rooms free from trip, slip or fall hazards such as trailing cables and lifting carpet.
	Generic
	

	GO5
	Panic Alarms
Do you have access to a panic alarm, and are you aware of the location and how to use it?
	Staff
	

	Fire


	F02
	Emergency evacuation – grab bag
Is the emergency evacuation grab bag checked monthly and are findings recorded? 

	Generic
	Sheila to confirm the contents of the grab bag 

	F03
	Firefighting Equipment – Checks
Is firefighting equipment checked at least monthly and are checks documented? 
	Generic 
	Ensure extinguishers are present at their designated positions and that they appear in good order.  



	F05
	Emergency Lighting
Are emergency lighting checks completed at least monthly and recorded?
	Generic
	

	F06
	Fire Signage in place and intact
Are monthly checks carried out and recorded?
	Generic
	Emergency exit directions, Fire door signs, Assembly point etc

	F07
	Weekly Fire Alarm Activation
Are fire alarm activations completed weekly and documented?
	Generic
	

	F08
	Weekly Fire Door Checks
Are fire doors clear, unobstructed, working correctly and documented?
	Generic
	

	F09
	Fire Sprinklers
Are monthly checks of all fire sprinklers completed and documented?
	Generic
	Where applicable

	F10
	Evacuation Chair check
Is the evacuation chair checked and documented?
	Generic
	Sheila to take this to H&S group to confirm timescales.

	F11
	Fire Marshals
Do you have an up to date list of fire marshals displayed in the workplace/office?
	Generic
	
Check if this needs moving to Annual Audit



