ABC/HS/FOR/016/03
Armagh City, Banbridge and Craigavon Borough Council

	Health and Safety
Self-Assessment Questionnaire

	
Please complete the questionnaire and retain for future reference


	Company Details
	Company Name:
	__________________________________

	
	Address:
	__________________________________

	
	Registered Office
Address:
	__________________________________

	Main business activity at the premises:


	Retail 
Wholesale Distribution
Offices
Catering Services
Hotel

	




	Care Home
Leisure and Cultural
Consumer Services
Other, please specify:
__________________
	





	Number of Employees:
	Full Time: ____ Part Time:____ Under 18 years: ____


	Person Completing Questionnaire
	Name:
	_____________________________________

	
	Position/Job Title:
	_____________________________________



	Health and Safety Law Poster



	[image: ]Employers have a legal duty to provide information to their employees by displaying the approved poster in a prominent position in each workplace or to provide each worker with a copy of the approved leaflet.


	Do you have a health and safety information poster displayed or have you provided employees with a copy of the approved leaflet? 

	Yes
No

	


	The poster/ leaflets can be purchased or downloaded using the following link: http://www.hse.gov.uk/pubns/books/lawposter-ni.htm
	



	Health and Safety Policy

	
If and when you employ five or more persons, you must prepare and revise, as necessary, a written statement of your policy regarding health and safety at work. The policy, once prepared, should be brought to the attention of all employees.


	Does the Company have a written Health and Safety Policy?
	Yes
No

	


	Does it detail:
· Statement of commitment,
· Responsibilities of people within the company and
· Safe systems of work/rules/procedures?

	
Yes       No 
Yes       No 
Yes       No 

	How are staff made aware of the policy?
	Staff hand book
Notice board
Induction training
Individual copies
	




	A template policy which you may wish to tailor to your business is available to download free from https://www.hseni.gov.uk/articles/health-and-safety-policy 

	Risk Assessment 



	All employers and self-employed persons must assess the risks to workers and any others who may be affected by their undertaking i.e. carry out a risk assessment.  To do this you will need to take a careful look at all the things in your workplace which could cause people harm and decide whether there are enough control measures in place to prevent them from being harmed or whether more are required.  Consider who might be harmed ie yourself, employees, visitors, contractors and members of the public.  Decide what precautions can be taken to eliminate or reduce the risk.  It is recommended that this process is documented and reviewed on a regular basis.  If you have 5 or more employees the significant findings of your risk assessment must be documented.


	Have you carried out a risk assessment?

	Yes
No

	


	Has the significant findings been documented? 
	Yes
No

	


	A template risk assessment is available to download free from: https://www.hseni.gov.uk/topics/risk-assessment



	Appointed Persons 



	As an employer, you must appoint someone competent to meet your health and safety duties. A competent person is someone with the necessary skills, knowledge and experience to manage health and safety. 
If you run a low-risk business, health and safety is something you may be able to manage yourself without needing to buy in expert help.  Further information on appointed persons is available from: https://www.hseni.gov.uk/articles/appointing-competent-person


	Have persons with relevant skills/knowledge/experience been appointed to assist the employer to comply with health and safety law?

	Yes
No
	


	If YES, please give contact name and details: _____________________________________



	First Aid



	Employers should make an assessment of first aid needs appropriate to the circumstances of their workplace.  As a minimum, a suitably stocked and properly identified first-aid kit must be provided.


	What first aid facilities do you have? (an appointed person is not necessarily a trained first aider).

	First Aider
Appointed Person
Facilities
Specify __________

	



	Is it properly provisioned?

	Yes
No

	



Further information on first aid at work can be accessed using the following link: First aid at work | Health and Safety Executive for Northern Ireland (hseni.gov.uk) 




	Accident Reporting and Recording



	Regulations place a legal duty on employers, self-employed people and any person in control of premises to report any accident or incident connected with work which results in:
· a death or major injury to your employee or self-employed person working on your premises;
· a member of the public being taken to hospital from your premises; 
· a dangerous event or occurrence;
· an employee, or self-employed person working on your premises, suffers an over-three-day injury;
· if a doctor notifies you that your employee suffers from a reportable work-related disease


	Are you aware that certain accidents are required to be formally reported on form NI2508?

	Yes
No

	


	If YES, please detail this procedure for formally reporting accidents: ___________________
__________________________________________________________________________________________________________________________________________________
_________________________________________________________________________


	The relevant reporting forms are available from: https://www.hseni.gov.uk/report-incident 


	It is recommended that all accidents/ incidents occurring on the premises are recorded, irrespective of whether or not they are reportable.   Information kept in accident records should include:-
· the employee / person involved 
· date and appropriate time of the incident 
· the place where the incident occurred 
· a brief description of the circumstances and investigations


	Do you have an accident book?

	Yes
No
	



	Are accidents investigated to prevent a recurrence?

	Yes
No
	



	If you have employees, is your current Employer’s Liability Insurance certificate displayed?
	Yes
No
	




	Manual Handling



	Manual handling involves the transporting or supporting of loads by hand or by bodily force.  

Most reported accidents related to manual handling cause back injury, although hands, arm and feet are also vulnerable.


	Does your work involve any manual handling activities e.g. carrying, lifting, pushing or pulling of goods, equipment, people?

	Yes
No

	


	Has a manual handling risk assessment been carried out?

	Yes
No

	


	Further information and resources are available from the following link: https://www.hseni.gov.uk/topics/manual-handling 



	Workplace Health, Safety and Welfare



	The law requires that employers ensure the safety of persons who may be affected by
their undertaking and provide ‘suitable and sufficient’ welfare facilities for the
well-being of their employees while at work.


	Are you satisfied that the premises are well laid out, free from congestion, trip hazards and have adequate space to permit the staff to circulate easily?

	Yes
No

	


	If not, state problems you may have: ____________________________________________
__________________________________________________________________________________


	Are you satisfied that the premises have a safe means of heating and ventilation which will maintain a satisfactory temperature?

	Yes
No

	


	Please give details: _________________________________________________________
_________________________________________________________________________


	Are your toilet facilities adequate for the number of staff?

How many toilets do you have? ___________________

	Yes
No

	


	Do you have a suitable staff room or rest area with facilities for making refreshments/warming food?
	Yes
No

	


	Have you considered the needs of women of childbearing age, pregnant women and nursing mothers?

	Yes
No

	


	The approved code of practice is available online: https://www.hseni.gov.uk/publications/l24-workplace-health-safety-and-welfare-gb-acop-approved-use-ni

Specific information in relation to health and safety of migrant workers is available using the following link: https://www.hseni.gov.uk/articles/migrant-workers



	Asbestos



	Any building built or refurbished before 2000 can contain asbestos. If you are responsible for
the maintenance and repair for non-domestic premises, you have a legal duty to manage the
risk from asbestos. It is the duty holders responsibility to provide an asbestos management
plan, including a register and to make this available to tradesmen in advance of any
maintenance or repair work.


	Are you aware of any asbestos containing materials on your premises?

	Yes
No

	


	If YES how are these materials managed? _______________________________________
__________________________________________________________________________________________________________________________________________________


	More information is available by following this link: https://www.hseni.gov.uk/articles/duty-manage-asbestos




	Display Screen Equipment (DSE)



	The use of DSE is associated with neck, shoulder, back or arm pain, as well as with fatigue
and eyestrain.  The aim of the DSE Regulations is to protect the health of people who 
regularly use DSEs as part of their work. 


	Have you carried out an assessment of display screen equipment? 

	Yes
No

	


	If YES, have you implemented appropriate controls following this assessment?

	Yes
No

	


	Further information is available from: http://www.hse.gov.uk/msd/dse/



	Solitary/Remote/Lone Workers



	Solitary/Remote/Lone working can introduce additional hazards.  Such hazards must be
identified and controls put in place to minimise any associated risk.


	Do you have any solitary/remote/loan workers?
(e.g. cleaners, security, shift workers who work alone late at night, estate agents)

	Yes
No

	


	Have you established safe working arrangements and emergency procedures?

	Yes
No

	


	If yes, what safe working arrangements are in place or are required? __________________
_________________________________________________________________________
_________________________________________________________________________


	Further advice is available: http://www.hse.gov.uk/pubns/indg73.pdf



	Chemicals and Substances



	The Control of Substances Hazardous to Health Regulations 2003 (COSHH) are designed to protect people against risks to their health when hazardous substances arise from or are used in their work activities.  These include substances labelled toxic, harmful, irritant and corrosive e.g. cleaning chemicals and machinery fluids.

	
[image: ]

	Do you have, use or generate any hazardous substances on your premises (e.g. those usually marked with an orange square hazard label)?

	Yes
No

	


	If yes, have you carried out an assessment of the hazards and precautions associated with these products? 

	Yes
No

	


	A brief guide to the COSHH Regulations is available using the following link: https://www.hseni.gov.uk/publications/coshh-ni-brief-guide-control-substances-hazardous-health-regulations-2003







	Electrical and Fire Safety



	There is a legal duty upon employers to maintain electrical systems and equipment. You
Should decide the level of maintenance needed according to the risk of an item becoming
faulty, and how the equipment is constructed. You should draw up a scheme for the routine
inspection and testing of fixed and portable systems by a competent person (eg Class I,
earthed, PAT testing; Class II, double insulated, user and visual checks).  Some equipment
may require more frequent inspection by virtue of its environment and use.  Records of
inspection/testing/ maintenance should be maintained as a due diligence defence should
any incidents or accidents occur.


	Are all parts of the premises kept clear of waste and rubbish?

	Yes
No

	


	Are staff trained to report damaged cables, loose connections, faulty equipment, defective insulation, etc?


	Yes
No

	


	If YES, please detail what training is provided:_____________________________________
__________________________________________________________________________________________________________________________________________________


	Is the electrical installation inspected and tested by a competent person on a planned basis?

If yes, how often? ______________________________

	Yes
No

	


	Are your portable electrical appliances inspected/tested at regular intervals?

If yes, how often? ______________________________

	Yes
No

	


	Records of inspection/testing/ maintenance should be maintained as a due diligence defence should any incidents or accidents occur.


	Are there unobstructed, suitable means of exiting the premises in an emergency situation?

	Yes
No

	


	Do staff know the action to be taken on discovering a fire and hearing fire warning signals?



	Yes
No

	


	If YES, please detail briefly the instructions provided for staff: ________________________
__________________________________________________________________________________________________________________________________________________


	Are portable fire extinguishers provided in clearly visible and readily accessible places?

	Yes
No

	


	Are they maintained on an annual basis?

	Yes
No

	


	Additional information which you may find useful is available from: https://www.hseni.gov.uk/articles/electrical-safety


Template fire risk assessments are available from: 
Fire Safety Guides - Northern Ireland Fire & Rescue Service (nifrs.org)
	Work Equipment Safety



	Equipment must be selected and installed properly, used carefully, and maintained as required by the Provision and Use of Work Equipment Regulations.

The Lifting Operations and Lifting Equipment Regulations also requires that lifting equipment and lifting operations are subject to additional requirements, including periodic thorough examination.


	Please list work equipment e.g. lift, meat slicer, FLT:
__________________________________________________________________________________________________________________________________________________


	Are employees who operate, maintain or clean machines that are likely to expose them to risk of injury properly trained in their use or working under competent supervision?  This would include 

	Yes
No

	


	Is the work equipment properly maintained?

	Yes
No

	


	Have you any mechanical lifting equipment?

How often is this inspected? ______________________

	Yes
No

	


	Further information and links are available from:
https://www.hseni.gov.uk/articles/work-equipment-and-machinery

The Provision of Work Equipment Approved Code of Practice and Guidance is available as follows: hseni.gov.uk/files/hseni/publications/historic/l22-safe-use-of-work-equipment.pdf



	Gas Safety



	Every employer or self-employed person is required to maintain, in a safe condition, the gas installation (including storage arrangements, pipework, fittings, appliances etc), at any place of work under their control.  You must ensure that any such appliances are checked on a regular basis (at least annually) by a competent engineer.  The gas engineer must be qualified to inspect commercial premises/mobile vehicles.   Records of such checks should be maintained for inspection. 


	Have you any gas-fired appliances in the premises including those fired by LPG?

	Yes
No

	


	Where you have gas installations, are these maintained by a Gas Safe registered person?

	Yes
No

	


	Have you got an up to date Safety Inspection Report from a Gas Safe Registered Person?


	Yes
No

	


	Please detail who the person or company is: _____________________________________


	To find a Gas Safe registered engineer who would be competent in the particular area log onto the website http://www.gassaferegister.co.uk or telephone 0800 408 5500.  




	Action Plan



From what you have considered above, please complete the table below to develop your action plan to improving health and safety:
 
	Action Required
	Timeframe for Completion
	Date Completed
	Completed By/ Designated Person

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	



	
If you would like the Environmental Health Department to assist you in any way regarding
the improvement of health and safety within your premises please contact us by emailing
ehealth@armaghbanbridgecraigavon.gov.uk or write/telephone your local Environmental
Health Office using the contact details below:

	
Environmental Health Department,
Old Armagh City Hospital, 39 Abbey Street, 
Armagh, BT61 7DY

	
Environmental Health Department, Civic Building, Downshire Road, Banbridge, BT32 3JY

	
Environmental Health Department, Craigavon Civic and Conference Centre, Lakeview Road, Craigavon, BT64 1AL


Tel:  0330 0561 011


7
Health-and-Safety-Self-Assessment-Questionnaire June 2026May 17
image1.png




image2.png
e XX

VeryToxic  Toxic Harmful — Corosive  Iitant




