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History & Overview

Housing Dept - Swindon Borough Council accredited to
OHSAS 18001 since 2005.

HISTORY

X2 previous allocated H & S Advisors
SGS appointed as External Auditors

Scope - Provision of Housing Services
> Estate & Tenancy Mgnt for GP and Sheltered

> Neighbourhood Wardens
> Housing Needs (Needs, allocation, homelessness & development
» Housing repair maintenance & construction

SA started January 2010 - (6 month gap)
Construction added to scope of audit for 2011



Planning for audit

Failure to Prepare ......

Understand the standard research OHSAS 18001
Confirm closure of previous OFl's & N/C’s with all areas
Retain closure evidence

Agree dates with all parties — Auditors & Management/Key Staff
Early notification is paramount

Produce a Schedule — identify issue date (See eg.)
Hold Managers meeting to agree Who, Where, When
Book rooms

Plan the audit route

Review & update all H & S documentation

Prepare evidence examples of good practice
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" Final Preparation

* Pre audit?
Site walk throughs, Business plan, R/A's, SSW, Service Records,
Training records, Internal audit closure , Accident Stats/Analysis,
Contractor management, Emergency arrangements in place, Notice boards etc.
- Car parking -0 |
- Coffees

« Lunch

- Brief areas to be audited

+ PPE allocation/confirmation
- Transportation of documents — Day before
* Prepare safety briefing

- Contact tel nos. & mobile nos.

«  Security

+ Meet & greet

- Plan daily wash ups

« Dinner
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During the audit

Take notes

Punctuality

Have documentation ready

Show enthusiasm

Challenge but don't argue

Be open & honest, remember VFM

Dynamic risk assessments

During lunch talk avoid audit talk

Liaise with Mgnt to feedback N/C’s for closure
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Egs. of Systems | use
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Clipboard Font Alignment Mumber Styles Cells Editing
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A, B E D E & H J K
1 OHSAS 18001 2012 - Job List/Quick Check Sheet N/C
Completion | Evidence
2 [NIC ltem Control Activity Status collated
1. Arrange a one- off
independant internal Audit by
1 Internal Audits supplying standard.
3
4 2 Add to Audit Schedule I .l
1. Document control system
required for all Housing Health
& Safety docs. Including, Index,
Approval Issue, Updates,
Archiving, Retention etc.
5
Z. Standardise Training
atrices in Housing
6 Ciocumentation £ Contral of
Z Dncuments 3. Operational/management
Various o
system procedures require sign
posts and references to
specific H & 5 documentation
7
4. Operational controls
procedures require more detail;
=\oid work activities
*Foofing contracts
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Clipboard ] Font P Alignment [5 Mumber ] Styles
510 - K|
2 E [ u] E F & H
| OHSAS 18001 Proposed Audit Schedule - 16th - 18th May
Attendance required
: [Date [am/pm|No. Timing Auditor/s Activity Location (Auditee/s) Moveme
JDT‘:Id / Coffee/\Welcome/
1 | 08:40 - 09:00 I?}r;rlrr; Housekeeping Brief Room 3.2 Wat Tyler House Stan Akhurst
.
3 Probets =
David
) ) Jenkins / . . Relevant Heads of Service
2 | 09:00-09:10 Darren Opening meeting Room 3.2 Wat Tyler House involved in the audit
4 Probets : :
David RTETSI g revio dus Stan Akhurst & Relevant
AW | 309101230 | | DHL,‘ IIM = an Room 3.2 Wat Tyler House Managegs/Officers (When
. = r;vr:;ge"m requested)
S 4 [0920-1050 | P2™" | Gas Senvicing VWTE 8td Eloor/Poss site visit Darryl Newman Darryl N
1 Probets from Roc
& | May
16th
5 | 11:00-12:20 gig:; Lone Working WTE - Arlene's Office location Arlene: Griffin Arlene - P
7
5 12:30 - 13:00 Lunchbreak - room 3.2
Review of Previous
) i David Audit N/C's and Stan Akhurst & Relevant
6 | 13:00-15:15 Jenkins | OFT's/Management Room 3.2 Wat Tyler House Officers when requested
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Housing Dept Risk Assessment & SWP Management Index - Lz
1
- Date of last review . .
Date originally (Red checks Risk Actions
Ref No. Section Activity/Taskllssue/Premise created if E Assessment | completed’
denotes past .
known ) carried out by Yes/No
expiry date)
2 w w w w w w
. 1 HOMELIME Duties of a Homeline Response Officer 010242004 1605852011 ? 7
2 HOMELINE Manual handlmg_fpersnn handling of persons under the 16/05/2010 n 2
4 the influence of drugs/alcohol
- - -
3 HOMELINE SWP Response tn fallen client believed to be under 16/05/2010 n 5
5 influence of drugs
. 4 HOMELIME SWP Lone working 0140212004 ? 7
. 5 HOMELIME WP Forced Entry to Dwellings 16/05/2010 ? 7
. G HOMELIME SWP Disconnecting low voltage smoke detector 010242004 ? ?
5 7 HOMELIME WP Use of Slide Sheets 16/05/2010 ? ?
" 2 HOMELIME SWP Use of Magar ELK — lifting cushion 16/05/2010 ? ?
. g HOMELIME SWP Use of sit / walk belts 16/05/2010 ? 7
" 10 HOMELIME WP Use of defibrillatar 16/05/2040 ? ?
" 1 SHELTERED Fire Management and Caontrol (Communal Areas) 0110372011 010382011 Mark Barnett Mo further actic
o SHFI TEFRED 2rittimn ! | iHar Pirkinn [ I e i L0 I B i Kark Barnot Rl furthiar actis
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D7 - S | Fully Compliant
A E O E
1
2 Housing Health & Safety Legislation Compliance Check 2011 Completed By:
3 Judge Judgement Observation/Com
4 |[1.HEALTH & SAFETY MANAGEMENT
5
& [11 The Health and Safety at Work Sct 1974 |
T Do we provide; a safe place of work, safe systems of work, safe equipment, safe working environment and our [ Fully Compliant = ifety policy reviewed and improved Marchi &pril 21
[ Staff receive adequate information, instruction, training and supervision to keep them safe? I
3 Do our Suppliers to supply safe equipmentiproducts?

Fully Compliant

Only corporate approved suppliers used.

12 |12 The Management of Health & Safety at work Fegulations 1333 [Amendment] 2006

15 Arerisk azsessments in place For all significant risks for staff including Temps,Young Persans, Pregnant Staff ? Fully Compliant

14 Iz health surveillance provided to monikar Staff if work is noizy, or vibrating tools or work, industffume hazard conditions? Fully Compliant Mot applicable - suppart from Occupational Health
15 Are competent persons identified ? Fully Compliant Staff have had appropriate traininglesperience and «
16 Information regarding hazards & risk= given to staff and braining on precaations ko take provided? Fully Compliant ‘within risk as=sessment, training as required.

17 Procedures in place to deal with serious and iminent danger eq fire or release of asbestos fibre? Fully Compliant Specialist asbestos officer within housing.

15

13

20 (13 The Workplace [Health & 'Welfare] Regulations 1332

=3 I= the warkplace & equipment maintained in safe condition 7 See criteria below

22 |5 wentilation adequate, temperature comfartable and nok below 16'C in offices & lighting satisfactory for task? Fully Compliant
25 Iz general cleanliness apparent and maintained? Fully Compliant
24 |5 there adequate workspace allocation [ m3fperson)? Fully Compliant
25 ‘warkstation design & arrangement is safe and suitable for Staff and allows them to leave eazliy in emergency? Fully Compliant
26 Are all traffic routes & floors clear and free from obstructions and ingood condition Fully Compliant
a7 O all areas accessible at height have Fall protection? eg. Tops of buildings. Fully Compliant
25 Are windows that are able to be apened and closed safe and without risk to the persomperfaiming the task? Fully Compliant
28 Are doors, gates and barriers safe by design and maintained so that they don't cauge a risk takthe safety of persons? Fully Compliant
S0 Are sanitary & washing Facilities readily available, well ventilated and lit, clean and @rderly? Fully Compliant
| |5 there an adequate supply of fresh drinking water in accessible places? Fully Compliant
a2 I there suitable and sufficient accommodation far work, clothinglpersonal clothing, and drying Facilities.if pesded? Fully Compliant
55 Are they suitable and sufficient Facilities for changing, rest & eating? Fully Compliant
34

35

36 |14 The Reporting of Injuries, Diseases and Dangerous Qecurrences Regulations 1335[RIO0OOR)

Fully Compliant

T Do all Managers understand that the following must be reported to the HSE without delay?

i Dieath ar major injury - ko be reported within 24 hours.

58 Injury leading to 3 days absence from work [include weekends] - to be reparted within 10 days.

40 Dangerous occurrence eq. Lifting equipment Failure, electrical short circuit causing fire, scaffold collapse, release of asbestos.
4 ‘wark related industrial dizease - type injuries, dermatitis or senszitisation to specific substances.

42

435

M 4 » M| Compliance Measurement Sheet - ¥1
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, Swindon Borough Council Health & Safety Audit
=
2 Lead Awditor Date Etart time Total samber of ® 12 = o Audiree
4 +Total sember of * x1= Ju]
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] Audit Support Actwal score Jul
T Result | Summary of andit; . Ho of limes completed £ 2 Aundit Leader
r Mazimem Score = o
: Premi ROIViO! Actwal score x 100
remises Besult =
0 Representative Follow Up [sigeificast Mazimsm score
1 [Andites]) items) arramged For: - Returs Completed Copy to Corporate HEW HEW Dept Manager
1z W - Good; “ - Partial improvement required [t]; - X - improvement required; B - Pot applicable
1z - Onsi i
D nzite check -
14 Check item L Comment Costrol Measures whoe Whes
15 1 | Respansible person for premises identified ¥
1 2 | Iz the asbestos register For the premizes available on site?
17 3 | Iz the lag book For water zyztem checks [Legionella] available on zike?
12 4 | Iz there 2 procedurs for managing contractars on site? [signing in, emergency ekl
= ing - i ¥
14 Premisesiworkpla 5 H.c-u T:kc-:plng Clan &-tld!,l warkplace
0 ce Health & Safety & | Lighting levels appropriate to task? — _ _
=1 Safety T | SMiF's hazards managed. Check floor surface condition potholes, cleaning signage ke
zE & | PPE equipment in good condition and stared apprapriately?
k] 3| DEE - assessments carried out?
zd #| Portable Appliance Testing up bo dake?
5 1] Electrical safety checks carried out and up to date® Check main panel sticker
3 $# 1 COEHH file in place containing MEDE's and assessments T
== |
e | # | Has a fire risk assessment been completed for the site®
EL) #| Areitems on action plan being addressed?
0 15| w'eekly Fire alarm test carried out - recordedirekained ¥
= | # | Emergency lighting checks carried out and recorded®
kS 7| Are fire extinguishers checked & serviced annually?
kX Fire Safet #| Combustable goods or waste nok stored next ko building?
fre sakety 22 b0 62 = sxtingquizhers saea
d . _ 3| Clear access ko escape raukes, extinguishers & break glasses¥
5 = #|Fire doors not wedged open, free of obstructions and casily opened?
ZE # )1z 2 Perzonal Emergency Evacuation Plan [PEEP] in place For dizabled accupant=?
37 | Are staff krained in the Fire cvacuation procedure For the site?
k13 # | Are fire action notices & assembly poink signs displayed appropriately?
kL] # |l there 3 record of a fire drill being completed in the last & months?
40 $# | Are there suffiicient trainied Fire Marshalls & 2 zyskem in Elacc to clear the building?
T 0£HeeebmmwbVm——7————=———
qz | #| Rizk azsessor has received appropriate training?
qz | #t| Rizk assessments in place and signed off for all significant tasks inc. temporarg®
dd #| Check assessments - all hazards identified and recarded level of risks reazonable?
45 | Risk Management 1) Safe systems of work in place & staff signatures confirm readfunderstocd ¥
M 4 » M| New audit - Sheetl i 1






- Many thanks for your attention

Thank youl




