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ANNUAL HEALTH & SAFETY REPORT
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This report and recommendations have been produced to comply with the following.

1. Health and Safety at Work act 1974.

2. Regulatory Reform (Fire Safety) order 2005
3. Control of Substances Hazardous to Health (COSHH) 2002
4. Care standards act 2000
5. ISO 9001-2000 (Quality Management System)

Contents:
1. Health & Safety Policy.

2. Environmental Policy.

3. Particulars of Property.

4. Documentation Check.

5. Building Assessment.

6. Fire Assessment.

7. COSHH Assessment.

Section 1
Health & Safety Policy
	POL/004 “Health & Safety Policy”

The Continuum Care & Education Group Ltd.


	1.
	The company recognises that the management and control of all health and safety matters is an essential factor relating to the sound management of the business.

It is the intention of the Company to provide the safest and healthiest working conditions possible for all employees, young persons and visitors by: -

Providing and maintaining safe premises and equipment.

Providing a safe working environment, safe systems and safe access.

Providing for the safe use, handling and storage of all articles and substances.

Providing adequate and sufficient information, instruction, training and supervision to members of staff and young people in our care.

It is the intention of the company to enlist the support of all employees towards achieving the safest possible working conditions and to encourage consultation on all health and safety matters.  Support, co-operation and consultation will also be sought from all authorities, young persons, regulatory bodies, contractors and any other persons who might reasonably be expected to be included in such discussions.  To achieve this objective, regular health and safety discussions will be held at various levels within the Company.

Employees have a duty of care and must take all reasonable steps to safeguard the safety of themselves and others.

The Company also accepts responsibility for any affects our activities may have on the environment.

The allocation of duties for safety matters and the particular arrangements that will be made to implement this policy are set out in the responsibilities section of this document.

This Manual will be kept up to date particularly in relation to legislative changes and any changes in activities or the nature or size of the business and will be reviewed annually.



	2.
	Based upon the above commitments, the achievement of our Health & Safety objectives are monitored through:

Accidents: Lost time and near miss.

Absence Trends. (Sickness)

Risk Assessment Results.

Regulation 33 Audit Results.

Inspections.

Communication.  



	3.
	The following tools and systems help us to achieve these Safety Objectives:

ISO 9001-2000: To improve the effectiveness and efficiency of all our processes.

Health Safety & Catastrophe Planning Handbook.

ISO 18001: To maintain a safe work environment. (Using this standard as a guideline) 

HACCP Food Hygiene Standards.

Customer Specifics: Health and Safety at Work Act 1974, and other relevant legislation. Care Standards Act 2000, Children’s Act 1989, Children’s Home Regulations 200.



	4.
	Approved for issue. 

Signed : PP M A Marsland
Date: 21st January 2008

Bob Hall.
Chief Operation Officer.


	Approved for issue. 

Signed : M A Marsland
Date: 21st January 2008

Mick Marsland.

Health Safety & Quality Manager.



	Revision History

	Revision Number:-  R-01
	Reason for Change: - First draft following consolidation.
	Date: - 24th January 2007.

	Revision Number:-  R-02
	Reason for Change: - Continued assessment and suitability.
	Date: - 21st January 2008.

	
	
	

	
	
	



Section 2  

Environmental Policy
	POL/005 “Environmental Policy”

The Continuum Care & Education Group Ltd.


	1.
	The company recognises that the management and control of all environmental matters is an essential factor relating to the sound management of the business.

The company’s logo “positive futures from impossible pasts” is what we are guided by. 

The positive futures can only be guaranteed if we positively seek to defend and protect our environment, we believe this can only be achieved by a common effort to reduce waste and use energy wisely and efficiently. To this end we strive, not just to comply with all current environmental legislation, but also to impress upon the young people we care for of the need to be environmentally vigilant.

In areas where Local Authorities’ operate a recycling system, all children’s homes will recycle glass, plastic, aluminium/cans, paper and “Green” waste in the receptacles provided.  

In areas where no recycling commitment is made by the local authority, homes are encouraged to make use of central recycling facilities. Young people are also encouraged to take part in the recycling of items from the homes (e.g. assisting in taking items to bottle banks) and generally to be environmentally aware.

Care is also taken wherever purchasing weekly grocery orders that packaging is environmentally friendly and is derived from a sustainable source.  To reduce the amount of packaging waste, fresh locally produced foods are always to be preferred to packaged, tinned or imported foods and items.

In order to reduce the amount of waste paper, electronic means (e-mail and data file transfers) are the preferred method of communications throughout the company.

All homes are to ensure that lighting, heating and water are not wasted.  Lights must be switched off when not in use, heating should be set to the agreed temperature level and all thermostats checked to see if they are in working order and staff and young people are encouraged to conserve water supplies.  Topics about the environment and conservation should be encouraged during activities and leisure time in the home.

The Company takes care in purchasing fuel-efficient and low emission vehicles, which also are better able to be recycled at the end of their useful life. 

Unnecessary journeys should be discouraged. Care should be taken in planning journeys so that wherever possible more than one task can be accomplished during the journey. 

For example, delivering young people to school and doing the shopping. Young people are encouraged to walk to activities if practicable, for the exercise health benefits and to use public transport where available, if appropriate.

To ensure that the homes and schools are run in as an environmentally friendly way as possible, commensurate with the needs of vulnerable young people enjoying a normal residential/family life-style.

Review of Policy:

It is the group’s intention to re-set environmental targets in line with recent business changes the group’s long term goal is certification to ISO 14001.


	2.
	Based upon the above commitments, the achievement of our Environmental objectives are monitored through:

Energy Usage.

Gas

Electric.

Water.

Recycling Opportunities.

Communication & Awareness.



	3.
	The following tools and systems help us to achieve these Environmental Objectives:

ISO 9001-2000: To improve the effectiveness and efficiency of all our processes.

ISO 14001 Environmental Standards.  (Align system by 2009)

ISO 18001: To maintain a safe work environment.

Customer Specifics: Care Standards Act 2000, Children’s Act 1989, Children’s Home Regulations 200.



	4.
	Approved for issue. 

Signed : PP M A Marsland
Date: 21st January 2008

Bob Hall.
Chief Operation Officer.


	Approved for issue. 

Signed : M A Marsland
Date: 21st January 2008

Mick Marsland.

Health Safety & Quality Manager.



	Revision History

	Revision Number:-  R-01
	Reason for Change: - First draft following consolidation.
	Date: - 24th January 2007.

	Revision Number:-  R-02
	Reason for Change: - Continued assessment and suitability.
	Date: - 21st January 2008.

	
	
	

	
	
	


Section 3
Premises Particulars
Name of Premise:
Walnut Tree Lodge School






Address:

Bedford 
Post Code: 


Telephone No:        01234  772311
Use of Premises:
 Education
Responsible Person:
R Platt
Date of Assessment:
21/05/09
Review Date: 

21/05/10
Name of Person Carrying Out the Assessment: C Oldfield
Position: HSEQ Manager


Signature of Person Completing Inspection
………………………………………………….
Name of Registered Manager / Deputy / Senior (accepting this report)
…………………………………………………
Signature of Registered Manager (agreeing to ensure all deficiencies are closed) 
………………..………………………………
Section 4  

Document, Record & Signage Check.
Part 1 - Documents
	Documentation/Facilities
	Satisfactory
	Comments

	Fire Safety log book.(FRMHS 0038)
	Yes
	

	Accident tracker (FRMHS 0030)
	NO
	Will be in place prior to school opening

	Completed accident report forms 
	N/A
	

	Risk assessments (activities & tasks performed)
	NO
	Will be in place prior to school opening

	Medicine cupboard
	Yes
	Will be in place prior to school opening

	Medicine receipt, usage & disposal log  (FRM OPS 0088)
	Yes
	Will be in place prior to school opening

	First Aid kit
	Yes
	Will be in place prior to school opening

	Approved COSHH list available 
(FRMHS 0085)
	NO
	Will be in place prior to school opening

	COSHH safety data sheets available to all and up to date.
	NO
	Will be in place prior to school opening

	Floor plan available
	NO
	Will be in place prior to school opening

	
	
	

	
	
	


Part 2 – Signage.
	Signage.
	Satisfactory
	Comments

	Smoking
	Yes
	

	Emergency exit (were applicable)
	Yes
	

	Incident texting procedure
(FRMHS 0019)
	NO
	Will be in place prior to school opening

	Health and safety poster
	NO
	Will be in place prior to school opening

	Emergency action plan
(FRMHS 0031)
	NO
	Will be in place prior to school opening

	
	
	


Part 3 - Records
	Record of Safety checks
	Frequency
	Satisfactory
	Comments

	Fire Safety log update 
	various
	Yes
	

	Fire fighting equipment certificate.
	annually
	Yes
	08/05/09

	CORGI certificate (Oil)
	annually
	Yes
	Landlord to supply a copy 

	Electrical certificate
	5 yearly
	Yes
	Landlord to supply a copy 21/03/07

	Portable appliance testing 
	annually
	Yes
	 Not Required -New equipment

	Night security check
	Daily
	Yes
	On leaving the school at end of the day

	Carbon monoxide unit
	weekly
	N/A
	

	Unit vehicle condition
	weekly
	N/A
	


Part 4 - Document & Record Corrective Actions.
	Document/Records & Signage Deficiencies
	Priority
	Responsibility
	Date to rectify
	Date Rectified

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Section 5
Part 1 - Building / Home Assessment.
Access to property:

a) Gates
N/A
b) Paths
N/A Stone walk way into and around building typical of a farm environment
c) General garden
Farm land OK
d) Steps & Stairs. (Including External Fire Escapes etc…) N/A
e) External utilities accessible and secure. Main fuse box in school office locked at all times 
Property Condition External:

a) Roof. (Tile/slate, Ridges, Chimneys, Fascia boards) OK
b) Guttering / Downspouts.  All OK
c) Windows & Doors.
Double glazed,   NO restrictors windows identified as egress during a fire evacuation.
d) Out buildings in good repair. (Garage, Shed, Workshop etc…)  N/A
e) Other
Property Condition Internal:

a) Plasterwork, Tiles and Decor. (Walls, Ceilings, etc...) All OK
b) Floor surfaces (Carpet, Rugs, Laminate, Wood etc…) All sound.
c) Doors, Door Frames and Locks & Fittings. All OK
 d) Staircase & Handrails. (Ladders, Step-Ups, etc..)
N/A
e) Electrical Fixtures and Fittings. (Fuse Box, Light Fittings, Sockets, Wiring etc..) All OK
f) Electrical Cupboard Secure.
Yes, In  School office
g) Plumbing & Fittings. (Toilet, Cistern, Basin/Sinks, Central Heating, Pipe-work, etc…)
     All in good working order. Pipes need boxing /covering in both small w/c’s
House Keeping:
a) All furniture generally in a good condition.
Yes
b) White Goods.
All OK
c) Office. (Desks, Files, Notice Boards, etc..)
All OK
d) Young persons room inspected where allowed.
N/A
e) Adequate temperatures are maintained (heating / hot water)
Yes, All OK
Waste and Environment. 

a) Storage.

b) Recycling.
No Facilities
Part 2 - Building / Home Assessment Corrective Actions.
	Building & Home Deficiencies
	Priority
	Responsibility
	Date to rectify
	Date Rectified
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Section 6 - Fire Risk Assessment
Part 1 - Management Systems:
The fire safety management plan is contained within the health and safety policy. (See Page 3)

It confirms that a fire risk assessment will be completed to ensure adequate fire safety and will be reviewed as necessary. The fire risk assessment will follow the five step method as advocated by the HSE. The significant findings will be recorded; any deficiencies identified by the fire risk assessment process will be prioritised and rectified accordingly.

Although having overall responsibility for fire safety matters, the employer / organisation has made the health and safety manager responsible for fire safety matters, which includes fire risk the health and safety manager responsible for fire safety matters, which includes fire risk assessment and all other matters appertaining to it.
This person will be responsible for –
Fire safety protective and preventative measures
Informing other responsible persons what they are
Ensuring they are implemented and communicated to all other relevant persons
Ensuring co-ordination between all / other responsible persons
The other responsible persons are shown on the attached sheet. They will be responsible for the fire safety measures as shown.

The health and safety manager will be responsible for monitoring the effectiveness of the fire risk assessment process and its implementation.

Part 2 - Description of Premises
	Description: 
One storey brick building with a tiled roof the entrance to the school  building is through the main

front door entrance. The building consists of to the left - right a small male w/c - Class room one 

(which contains a small locked cupboard for classroom storage) - next is the school office/ FA room- 
Next is a kitchen area (with no cooking facilities ie ( Oven / cooker) - Next is classroom two

(which contains a small locked cupboard for cleaning and COSHH storage) - next is a small female W/C

 



	Occupancy:
Time Premises are used:

From –    08.00am             To -   16.15pm                       
Open normal school term patterns / schedules

Total number of persons within the premises:

No -  10 persons max

	Size of Unit:
Building footprint:

Mtr -   x  Mtr -   16 X 5
Number of floors

No -  1
Number of stairs.

No -  0



Part 3 - Fire Safety Systems
Fire warning systems (ie, automatic fire detection, break glass system to BS 5839)
Linked audible smoke detector system.
Emergency lighting (ie, maintained / non-maintained, 1hr / 3hr duration to BS 5266)
3hr Non maintained system.

Rechargeable torches used.
Other (ie, sprinkler system to LPC rules BS 5306)
N/A
Part 4 - Floor Plan
Registered Manager to supply plan layout showing – 

Emergency exit routes.
Fire fighting equipment location.
Gas, water, electric shut off valve locations.
First aid box location.
Part 5 - Potential Hazards
Sources of ignition:

a)  Electric meter
b)  Electrical items
c)  Cooking facilities. (NONE)
d)  There is no evidence of smoking in or around the building
f)   There is a school agreement of handing in of young peoples lighters before entering the school building
g)  Other 
Sources of fuel:
a)  The sources of fuel within the property are those that are common in an average school.
b)  All bins are emptied of a night; this reduces the amount of combustibles in the building
c)  All chemicals are stored in a locked cupboard.
d)  All furniture is flame retardant.
e) Other

Work Processes:
a)  The work processes are those that are common within a school environment.
b)  A competent electrician maintains all the electrical equipment. Annually
c)  The company policy is to close down all non essential equipment at night.
d) Other.
Are there structural features that could promote the spread of fire?
None
Part 6 - People at Risk
Identify and specify the location of people at significant risk in case of fire, indicating why they are at risk and what controls are needed to be in place.
a)  Due to the premises being a School environment, we may have some staff who work late; they could be on any one of the floors.
b)  All staff will be informed of and know the procedures in the event of a fire evacuation.
c)  All visitors and contractors who arrive at the property will be signed in upon arrival. All visitors and contractors are briefed on the fire evacuation procedure.
d) The employee receiving any visitors or contractors to the property will be made responsible for them during an evacuation.
c)  If any visitor was identified as having a disability that may affect their ability to evacuate the premises, the registered manager / senior would be informed and control measures would be put in place.
d)  At present there are no employees with disabilities that would hinder their evacuation.
e) Other.
Part 7 - Means of Escape 
Horizontal Evacuation
Commentary:
a)  All employees will be trained in the fire evacuation procedure and there are no employees at present who have any disability that would hinder their evacuation.
b)  It is anticipated that all employees and visitors would have evacuated the building before any route became un-passable. This is due to the fire detection system and the training that is in place.
c) There is one main exit route from the property the main front door entrance–
There is 4 large window egress’s identified as means of evacuation in the event of a fire evacuation they are
1) Class room 1 
2) Office / FA room
3) Kitchen

4) Class room 2
Part 8 - Means of Escape

Vertical Evacuation
Commentary:
a)  N/A
b)  Other. 
Part 9 - Fire Safety Signs & Notices
Commentary:
a) EAP, Smoking, Incident Texting in place. 
b)

Part 10 - Fire Doors
Commentary:
a) Are there fire doors within the property?  Yes
b) Are all the fire doors fitted with suitable door closers, strips etc…? 
c) Does the property require additional doors? No

Part 11 - Emergency Lighting System
Commentary:









3hr Non maintained
a)  Type of emergency lighting system within the building?
Rechargeable torches
b)  Does the emergency lighting system cover external emergency exit routes? No -      main door egress only
Part 12 - Fire Fighting Equipment
Commentary: 

a)  A sufficient number of suitable fire extinguishers throughout the property Yes
b)  Is there signage displayed above all of the equipment? Yes
c)  Is there a fire blanket in the kitchen.  NO not applicable
d)  Is fire fighting equipment is easily accessible. Yes
e)  The fire fighting equipment is adequate for the risks in the building. Yes
f)  Other.
Part 13 - Management

Maintenance
Is there a maintenance program for, fire safety provisions in property?                   Yes
a)  All records are maintained in the fire safety log, in the office.
Are regular checks of fire doors, closers, walls & partitions carried out?                 Yes
a) Weekly, Not effective as deficiencies were not picked up.
Are regular checks of escape routes & exit doors carried out?                                Yes
a) Carried out by the staff on duty and recorded in daily checks book.
Are regular checks of fire safety signs carried out?                                                  Yes
a) Weekly by staff



Is there a maintenance regime for the fire warning system?                                    Yes
a) Checked by staff on duty Weekly & recorded.
    Checked by external contractor annually
Is there maintenance of the fire fighting equipment?                                                Yes
a) Checked by staff on duty and recorded in  fire log

Weekly

    Carried out by external contractor



Annually






Are records kept & there location identified?                                                            Yes
a) All records kept in locked office.
Part 14 - Method of Calling the Fire Service
Specify:

a)  999 to be called via a mobile / cordless phone, after the evacuation is completed
Part 15 - Emergency Action Plan (EAP)
Specify:

a)  Is this displayed in the property? Yes.
Part 16 -Training
Specify:

a)  All training is provided by the internal training manager / department.
b) There is a to be a six monthly training plan produced, this will be rolled out to all employees within the premises.

c)  This will include the following –

                1) How to call the emergency services
                2) How to operate the fire alarm system
                3) How to evacuate the premises
     4) How to evacuate a person in their charge with a none disability
d)  All personnel will undertake this training.
Part 17 - Fire Safety Deficiencies to be Rectified
	Deficiency
	Priority
	Responsibility
	Date to rectify
	Date Rectified

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Part 18 - Significant Findings
	Significant Findings
	Control Measure  or Action

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Section 7 - Control of Substances Hazardous to Health (CoSHH) Assessment

Part 1 - Type and quantity of substances on premises
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          Corrosive                  Toxic                    Irritant               Oxidising         Environmental

        








 Y/N

Qty 
	A brief description of how the substance is to be used:


	1. Corrosive:

N/A


	2. Toxic & Very Toxic:

N/A


	3. Harmful and/or Irritant:

Personal hygiene and general cleaning duties.


	4. Oxidising Agents:

N/A


	5. Harmful to the Environment.

N/A



Part 2 – Are individual COSHH assessments completed and up to date as required. NO     
Part 3 - Who is likely to be affected by the substance?

	Group
	Tick
	Group
	Tick

	User
	Y
	Young People
	Y

	Employees in the vicinity
	Y
	Contractors / Visitors
	Y


Part 4 - Controls
	 Existing Controls (Provide a brief description of how the hazards are currently controlled)

	1. Corrosive:

N/A


	2. Toxic & Very Toxic:

N/A


	3. Harmful and/or Irritant:
· All substances are on an approved company usage list
· Material safety data sheets (MSDS) are available to all

· Personal protective equipment (PPE) is supplied were required
· User instructions are followed at all times

· Usage times are restricted



	4. Oxidising Agents:

N/A


	5. Harmful to the Environment.

N/A



Part 5 - Storage
	Current storage arrangements and the quantity held in stock (Consider the risk of fire when storing substances, the fire risk must be covered in a separate fire risk assessment) 

	1. Corrosive:

N/A


	2. Toxic & Very Toxic:

N/A


	3. Harmful and/or Irritant:

All substances are stored in a locked cabinet, with restricted access


	4. Oxidising Agents:

N/A


	5. Harmful to the Environment.

N/A



Part 6 - Spillage
	Controls for containing a spillage

	1. Corrosive:

N/A


	2. Toxic & Very Toxic:

N/A


	3. Harmful and/or Irritant:

All substances are for general household use and each specific MSDS spillage controls are followed at all times 


	4. Oxidising Agents:

N/A


	5. Harmful to the Environment.

N/A



Part 7 - Disposal
	Disposal arrangements (Include small amounts of substances left in containers)

	1. Corrosive:

N/A


	2. Toxic & Very Toxic:

N/A


	3. Harmful and/or Irritant:

Arrangements for disposal follow 

· the company environmental policy
· local borough council environmental recycling policies

· user instructions 

· MSDS instructions



	4. Oxidising Agents:

N/A


	5. Harmful to the Environment.

N/A



Part 8 - General
Can this substance be removed or replaced by a less hazardous Substance YES
	How often do employees and others come into contact with the substance?

	1. Continual
	
	1. Frequent
	
	1. Minimal
	

	2. Continual
	
	2. Frequent
	
	2. Minimal
	

	3. Continual
	
	3. Frequent
	X
	3. Minimal
	X

	4. Continual
	
	4. Frequent
	
	4. Minimal
	

	5. Continual
	
	5. Frequent
	
	5. Minimal
	


Using this information it is now possible to determine the level of risk from the substance and decide on the controls required to remove or reduce the risks. 

	What is the level of risk from the substance?

	1. High
	
	1. Medium
	
	1. Low
	

	2. High
	
	2. Medium
	
	2. Low
	

	3. High
	
	3. Medium
	
	3. Low
	X

	4. High
	
	4. Medium
	
	4. Low
	

	5. High
	
	5. Medium
	
	5. Low
	


Part 9 - Emergency Arrangements
Do you consider the current control measures suitable and sufficient? YES 
First aid measures: (These are the first aid measures required should contact with the substance arise. It identifies each route of entry to the body and indicates what action must be taken should somebody become exposed. This information will be indicated on the material safety data sheet) 

	Route of entry
	First aid measure

	Inhalation
	Follow MSDS instructions

	Absorption
	Follow MSDS instructions

	Ingestion
	Follow MSDS instructions

	Injection
	Follow MSDS instructions

	Skin Contact
	Follow MSDS instructions

	Eye Contact
	Follow MSDS instructions


Are the first aiders aware of the arrangements to deal with this substance in the event of a first emergency? YES 
Are there arrangements in place to deal with spillages (e.g. is there an emergency procedure)? YES 
If further controls are required then identify them below. This CoSHH assessment must be reviewed annually. The CoSHH assessment must also be reviewed if there are any changes in circumstances and following an accident or incident.  

Part 10 - Additional Controls
	Extra controls required to reduce the risk

	1. Corrosive:

N/A


	2. Toxic & Very Toxic:

N/A


	3. Harmful and/or Irritant:
· Ensure all control measures are adhered to at all times 
· Ensure approved COSHH list is kept up to date

· Ensure individual COSHH assessments are in place and reviewed

· Ensure all staff have an understanding of a MSDS

· Ensure all substances are stored correctly after usage



	4. Oxidising Agents:

N/A


	5. Harmful to the Environment.

N/A



Part 11 – Corrective Actions & Responsibilities
Identify the persons who are required to implement the extra controls and set a realistic target date for completion of the extra controls.

	Action to be implemented by
	Target Date
	Completed
Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	














N/A





9





N/A





N/A





N/A





N





N





Y





N
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