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APPENDIX A 

 

                                

STRICTLY PRIVATE AND CONFIDENTIAL 

HEALTH AND SAFETY AUDIT/REVIEW 

 

Company: Saltash Town Council Town Clerk: 
 

Sinead Burrows  

Address: The Guildhall,  
12 Lower Fore Street 
SALTASH 
Cornwall 
PL12 6JX 
 

Person(s) Seen: 
 
 

Ian Bovis   
Mike Cotton 

Date Of Inspection: 
 

20/05/25 

Auditor: Lee Mc Dowell 
 
 

 
 
 
 

Report To: Ian Bovis  Copies To: 
 

Sinead Burrows 

    
The contents of this report are purely advisory and are intended as guidelines for the specific use of the nominee.    Every effort is made to ensure the accuracy of the 

inspection and report.  No liability, however, can be accepted by Hygiene 2 Health Ltd (the Company) for any action or situation which might arise as a result of the act or 
default of any inspector, agent or servant of the Company arising from the preparation or use of this report.  All services provided by Hygiene 2 Health Ltd are in accordance 

with our standard terms and conditions, a further copy of which can be provided on request. 

 
 

Hygiene 2 Health Ltd 
Hawthorn Cottage, Chilsworthy, GUNNISLAKE, Cornwall PL18 9PB 

E-Mail:  info@hygiene2health.co.uk 
Registered in England No.  03931467     VAT No.  750 3143 66 

 

mailto:info@hygiene2health.co.uk
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Summary:  
 
The commitment to protecting the safety of staff and residents continues to be demonstrated and it is envisaged improvements will continue 
to be made. 
 
In general, a lot of hazards are being reasonably well managed with some exceptions listed in the main body of this report, however your 
document management procedures do not always allow you to evidence the controls in place in a timely fashion. The proposed alterations 
to your document management system should make retrieving certification etc., much simpler. 
 
Controls must be in place to control staff exposure to dust (stone, wood, and general dust). Your risk assessments (GM RA1 & GM RA7) 
state portable dust extraction will be available and used when required. It should be noted that workplace dust has strict exposure levels 
which cannot be exceeded. 
 
A range of Legionella Risk Assessments have been completed.  A review was carried out by H2H. Ensure any outstanding actions have 
been addressed (update the workplans in the assessments) and ensure the control programs are being effectively implemented. 
 
A range of risk assessments are available, and the significant findings have been shared with staff. This has been recorded, however ensure 
all assessments are regularly reviewed. 
 
Review the Fire Risk Assessments (FRAs) to ensure the points which require actioning have been completed. It was confirmed H2H will 
submit a quotation for reviewing and updating your Fire Risk Assessments. 
 
Improvements continue to be made. 
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Scoring Key 
 
Each section will receive a score 0 to 3 with 0 being the poorest and 3 the highest score available. Each section will be scored, and a total score 
will be awarded for compliance with the legal requirements and company Policies and Procedures. 
 

3 
Recommendations or comments only.  Compliant and/or considered good practice. 
 
 

2 
Not fully compliant with the organisations policies/procedures or guidance.   
 
 

1 
Requires Attention.  Not compliant with the organisations policies/procedures or 
guidance.  Likely to attract Enforcement Officer attention if noted. 
 

0 
Legally non-compliant.  Falls well below levels expected by the organisations or 
legislation. Likely to result in an Enforcement Notice or follow up action if noted by an 
Enforcement Officer. 
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Audit Findings and Action Plan 
 

No Issue 
 

Risk 
rating 

Action Dated Signed 
off 

Management of Fire Safety 

1.  Fire Risk Assessments 
Review the Fire Risk Assessments (FRAs) to ensure the points which require 
actioning have been completed. This will form the basis of your review. It was 
confirmed that H2H will submit a quotation for reviewing and updating your Fire Risk 
Assessments. 
 

1 

H2H have reviewed FRA’s. 
 
Added into pre-check spreadsheet.  

  

2.  Weekly Fire Safety Checks 
Weekly fire safety checks and means of escape checks are being completed and 
these are being recorded in a fire logbook on each site. 
 

3 

   

3.  Fire Alarm 
It was confirmed that a new company has been appointed to service the fire alarm 
systems etc. Documents are available for auditing. 
 

3 

   

4.  Emergency Lighting 
The annual discharge checks are being completed in-house. The annual servicing of 
the emergency lighting is overdue. 
 

2 

Tablet and software being trialled to 
make easier for future testing 
 

  

5.  Fire Drills 
Fire drills are now being recorded in the fire log books. Ensure the owners of the 
café at the station are clear on the fire procedures. 
 

3 

   

6.  Fire Action Plan 
Written procedures are now in place for the evacuation of buildings in the event of a 
fire. Ensure these are shared with all the relevant staff. 
 

2 

Staff will be required to read and 
sign to say they have read and 
understood the most up-to-date Fire 
Action Plan for all relevant sites, 
buildings they work at or frequently 
visit. Line Managers to action for all 
staff under their care. Room Booking 
for Isambard House and Guildhall is 
recommended to accompany room 
booking confirmation emails and be 
available on Saltash Town Council 
website. 
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No Issue 
 

Risk 
rating 

Action Dated Signed 
off 

7.  Ignition Sources 
Ensure your Fire Risk Assessment is updated to reflect the installation of electric 
vehicle charging points. Ensure the charging points are serviced in line with 
manufacturer’s requirements. 
 

3 

   

8.  Fire Safety Training 
It is noted that staff have completed face to face Fire Warden training within the last 
12 months. 
 

3 

   

 
 
 

No Issue 
 

Risk 
rating 

Action Dated Signed 
off 

Management of Health & Safety 
 

9.  Health & Safety Policy 
A Health and Safety Policy is in place which appears to cover the general 
requirements. It was reviewed in-house in March 2025. 
 

3 

   

10.  Documentation 
A review of documentation was completed. Although a range of testing and servicing 
has been completed, documentation was not always easily accessible and difficult to 
audit. It is noted that your document management system is in the process of being 
updated. 
 

2 

In the process of reviewing this will 
be tidy and hit a 3 next year. 
 
 

  

11.  Electrical Safety 
Within the cemetery store replace the damaged trunking with metal trunking to 
protect the cables. 
 

2 

Assistant Service Delivery Manager 
has re-wired the whole cemetery 
store to commercial environment 
containment and external factors of 
concerns raised on recent H&S Audit 
to BS 7671 of the wiring regulations. 
Tested and inspected and 
certificated  
 

  

12.  General Health & Safety 
The cemeteries were inspected during the audit. A good standard of management is 
noted with walkways being maintained and any significant hazards addressed 
promptly. 
 

3 
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No Issue 
 

Risk 
rating 

Action Dated Signed 
off 

Management of Health & Safety 
 

13.  General Health & Safety 
The cemeteries which are closed are managed by Cornwall Council. It was 
confirmed that they are responsible for the head stone survey and that you cut the 
grass. Ensure Cornwall Council have completed the relevant survey and that it is 
safe for your staff to work in the area. 
 

2 

Email obtained to clarify the closed 
section are fully under CC 
responsibility. Map sent covering 
closed sections. Just awaiting head 
stone safety inspection records to 
add to STC risk assessment 
documents. 
 
 

  

14.  Contractors 
A procedure of managing contractors is being applied, with insurance details and 
risk assessments etc., being collected and saved. 
 

3 

   

15.  Radon 
Radon Surveys have been completed and it is noted that the library is in the process 
of being retested. As a precaution, a window is being left open and vents have been 
fitted to the door in the room with elevated readings. 
 

3 

   

 

No Issue 
 

Risk 
rating 

Action Dated Signed 
off 

Management of Health & Safety 
 

16.  Play Equipment 
An inspection was completed in November 2023 by external contractors and reports 
are on the Zurich Insurance report system which is not user friendly. It is 
recommended that all reports are downloaded and any points identified are recorded 
when actioned. 
 
In-house inspections are being completed regularly however the forms need to be 
updated to reflect the change in equipment. 
 

2 

Tablet and software being trialled to 
make easier for future testing/ 
recording  
 

  

17.  COSHH 
A detailed review of the chemicals used has been completed and an inventory 
drawn up and the data sheets are on file. Full COSHH assessments are required for 
hazardous chemicals.  
 

2 

ASDM to conduct a comprehensive 
review of all chemicals in use, 
removing duplicate and similar 
products to streamline inventory and 
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No Issue 
 

Risk 
rating 

Action Dated Signed 
off 

Management of Health & Safety 
 

simplify future COSHH risk 
assessments. 
 

18.  Asbestos  
Asbestos Surveys are now available for all buildings occupied by STC. Ensure the 
condition of the asbestos is kept under review having regards to the 
recommendation in each asbestos report. 
 
A copy of the reports are now available for reference at each main building. 
 

2 

No work is recommended at this 
stage. Review should only happen 
when building work is planned. Once 
filing is complete, documents will be 
easier to find. ASDM to confirm the 
process with H2H. 

  

19.  Control of Dust 
Controls must be in place to control staff exposure to dust (stone, wood, and general 
dust). 
 
Your risk assessments (GM RA1 & GM RA7) state portable dust extraction will be 
available and used when required. 
 
It should be noted that workplace dust has strict exposure levels which cannot be 
exceeded. 
 

1 

HEPA Filter type hoovers have been 
purchased  
 
Battery operated handheld HEPA 
filter hoover to be purchased 
 
Filters on ceiling of workshop need 
servicing. 

  

20.  Personal Protective Equipment 
A range of PPE was available to staff. A PPE specification is recommended. 
It was confirmed that staff have been trained on completion of face fit testing and 
that this will be completed for all staff shortly. 
 

3 

   

21.  First Aid 
Good First Aid coverage was noted. 
 

3 
   

22.  Vehicle Checks 
Weekly vehicle check records are completed and daily checks are done but not 
recorded. It was confirmed that the checks have been made specific to each type of 
vehicle. 
 

3 

   

23.  Hand/Arm Vibration (HAV) 
It was confirmed that a range of controls have been put in place to protect staff. You 
must update your risk assessment to reflect the controls. 
 
A review of trigger time is still recommended. 
 

2 

Stop and swap, don’t use the 
machine’s all day, 
 
Health Surveillance completed. 
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No Issue 
 

Risk 
rating 

Action Dated Signed 
off 

Management of Health & Safety 
 

Job sheets show that it is not 
repetition. 
 
 

24.  Dangerous Machinery 
Review and update your Machinery/Equipment Inventory. The inventory should 
include a full list of equipment which requires testing and servicing, details on the 
testing and servicing required, and when it was completed and is next due. Good 
progress has been made and this needs to be continued. 
 
Time needs to be allocated to finish this task and to keep the inventory up to date. 
 

2 

Inventory being reviewed and 
updated. 
 
Register needs to be completed. 
ASDM to action 
 
 
 
 
 

  

25.  Testing and Servicing 
The testing of the bolt tension for the Cross is now being completed by a specialist 
contractor and will be checked every 3 years. 
 

3 

   

26.  Testing and Servicing  
It was confirmed that the hanging baskets are regularly checked and that secondary 
chains have been installed. Each basket is inspected prior to installation at the start 
of the season and new baskets are on order. 
The flag holders on the main street are inspected annually, including the bolts and 
the condition of the structure they are fixed to when the Xmas lights are installed. 
This must be recorded.  
 

2 

Inspection sheet to be created to 
include description and confirm 
satisfactory 

  

27.  Testing and Servicing  
The roller shutter doors should be serviced and inspected annually. This is overdue. 
 

1 
Done   
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No Issue 
 

Risk 
rating 

Action Dated Signed 
off 

Management of Health & Safety 
 

28.  Testing and Servicing  
A procedure should be implemented to secure and/or label machinery which is 
defective so it is not accidently used by staff until it is repaired. A system of red tags 
can be used so it is clear to staff when equipment should not be used. 
 

2 

Tag system to be implemented and 
staff informed SLP signed by all staff 
members 
 
 

  

29.  Working at Height  
Ladders are being regularly inspected. However, ensure the class of ladder is 
recorded. No domestic ladders should be used. 
 

2 

Class of ladder was not added to the 
tag, this has now been actioned. 
 

  

30.  Risk Assessment 
A range of risk assessments are available. The significant findings have been 
shared with staff and this has been recorded. 
  

3 

   

31.  Risk Assessment 
A number of risk assessments have been reviewed and updated as changes to 
procedures etc., are made.  Ensure all risk assessments are reviewed regularly and 
the Risk Assessment Register updated. 
 

2 

80% complete.   

32.  Risk Assessment  
A risk assessment for the use of the wood chipper is in place however it is 
recommended that this is amended to be inline with the layout of your other risk 
assessments. 
 

3 

 
 
 
 
 

  

33.  Cemetery Safety 
Within St Stephens churchyard there are a number of headstones etc., which are a 
potential hazard.  
 
A new system of securing head stones has been agreed and will be rolled out 
shortly. 
 
Ensure the risk assessment/system of work is updated and that roles and 
responsibilities between the relevant parties (Church, families council etc.,) are 
confirmed. 
 

2 

ASDM to update RA’s to incorporate 
procedure for strapping and securing 
memorials safely 
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No Issue 
 

Risk 
rating 

Action Dated Signed 
off 

Management of Health & Safety 
 

34.  Risk Assessment 
A risk assessment is required for all areas where staff regularly undertake ground 
maintenance works. This should include consideration of activities to be carried out: 
traffic - including rail, pedestrians safety, open water, livestock, equipment required, 
inclines, slips trips and falls and any site specific risks. 
 
It was confirmed that the site assessment form is being used for new sites and one 
off jobs. 
 

2 

ASDM to further discuss with H2H    

35.  Health Surveillance 
It was confirmed that health surveillance was completed in April 2025. 
 

3 
   

36.  Slips Trips & Falls 
The improvement to the car park to Isambard House is noted and is a significant 
improvement 

3 

 
 
 
 

  

37.  Legionella Control 
A range of Legionella Risk Assessments have been completed.  A review was 
carried out by H2H.Ensure any outstanding actions have been addressed and 
ensure the control programs are being effectively implemented. 
 

1 

ASDM to update annual RA 
 
Paperwork to show recent cleaning 
and flushing through of annual 
required storage tanks i.e. the 
pontoon cabin, or hot-water systems 
that store hot water are being 
completed accordingly.  
 
Records to show compliance with 
Legionella guidance book to be 
purchased. 
 

  

38.  General Safety 
On discussion of water temperatures, it was confirmed that the water in the porta 
cabin is scalding hot. Reduce the temperature at source or install thermostatic mixer 
valves. 
 

1 

Antiscald valve has been installed. 
 
ASDM installed TMV (thermostatic 
mixer valves, anti-scaled valves) on 
all the sites highlighted in recent 
H&S audit.  

  

 
  
  


