AIR CADETS



HEALTH AND SAFETY MANUAL



ACP 5













ANNEX E TO













CHAPTER 5 TO













ACP 5

Squadron 


1234 (Location) Squadron

RISK ASSESSMENT

(Accommodation and Surrounds)

	ITEM
	HAZARD
	CONTROL

MEASURES
	REMARKS

	01
	Access / Egress to Sqn HQ

& compound.
	a. External lighting activated, maintained & inspected.

b. Entrance / Exit gate(s) securely fixed open during use.

c. Control of parked vehicles – use of designated areas within Sqn grounds.

d. Prompt timekeeping of opening / closing Sqn HQ.

e. Regular inspection of external footpaths (slabs etc.) / handrails to ensure defect free.

f. Regular inspection of adjacent grounds prior to use – removal of foreign objects.

g. Emergency openings, escape routes & designated assembly area(s) kept clear at all times.

h. Temporary change of circumstances to be conveyed to Sqn personnel & appropriate signage displayed.

i. Adverse weather contingency planning in place.
	a. All routine inspections recorded within monthly Sqn H&S Inspection – ACP5 Ch 6 Annex A.

b. Any building / surrounds issues in need of repair to be reported to local RFCA via Works Order thro’ WHQ.

 


	ITEM
	HAZARD
	CONTROL

MEASURES
	REMARKS

	02
	Building Fabric & Environment.
	a. Conduct regular visual inspection of building structure for signs of defect i.e. loose fixings, water ingress etc. & raise appropriate Works Order.

b. Check window openings for use of emergency escape / ventilation.

c. Ensure boiler servicing is current.

d. Check toilet provision(s) are in working order inc. hand dryers, extract fans etc. 

e. Awareness of any asbestos locations & actions to undertake if damaged – consult Asbestos registar issued by local RFCA (if applicable).

f. Conduct regular visual inspection of compound boundary for signs of defects i.e. broken fence posts etc. & raise appropriate Works Order.

g. Appreciation of local environmental issues in selection of Cadet activities i.e. noise volume, emissions, timings & availability of daylight hours.

h. Introduction of recycling procedures i.e. paper & drink can bins etc.

i. Conduct regular external housekeeping i.e. grass cutting & litter collection.
	a. Liaise with Wg Ad O regarding use of appropriate Works Orders for RFCA.

b. Issue of Asbestos registar by RFCA is sent to all Sqn HQ’s where asbestos has been identified. 



	ITEM
	HAZARD
	CONTROL

MEASURES
	REMARKS

	03
	Personnel movement within Sqn HQ.
	a. Doorways & corridors to be kept clear at all times – housekeeping standards to be maintained by Sqn Adult SNCO.

b. Use of Orderly / Duty NCO to ensure day to day standards maintained.

c. Coats / bags etc. neatly hooked on wall brackets & not stored on floor.

d. No running within Sqn HQ included within Sqn Standing Orders.

e. Cadet numbers to be monitored & reviewed by Sqn CO to ensure suitability to HQ size.

f. Inspection of floor covering to be completed with defects reported.

g. Use of non-slip mat(s) at entrance doors for drying of footwear during wet conditions. 

h. Procedure implemented for control of spillages – use of Duty NCO.

i. Cadet activities confined within classrooms / main parade hall – not use of corridors.

j. Adequate signage for toilets, emergency exists & fire eqpt. to be on display within corridors.

k. Control of Cdt numbers waiting at canteen hatch - limit congestion within corridor.
	a. Sqn personnel to be periodically briefed by Sqn HSO / Adult SNCO on housekeeping rules / procedures.


	ITEM
	HAZARD
	CONTROL

MEASURES
	REMARKS

	04
	Fire. 
	a. Implementation of Sqn Fire Safety Management Plan.

b. Completion of quarterly emergency evacuation drills.

c. Routine inspection to ensure escape routes are kept clear at all times.

d. Routine inspection & servicing of fire fighting equipment, alarm system and emergency lighting – if defect raise Works Order.

e. Accumulation of rubbish to be managed by Duty NCO.

f. Fire information & training to be completed as part of annual trg prgm.

g. Appropriate labelling, storage & use of flammable substances to be maintained – see Item 05.

h. Adequate signage on display with regards fire escape routes, eqpt., call points etc.

i. Procedure for control of visitors during an evacuation – Orderly NCO duty.
	a. All routine inspections & practices recorded within Sqn H&S Binder as per ACP5 Ch 5.

b. All training to be undertaken by suitably qualified personnel i.e. Local Fire Service, RAF Fire Section, Civilian Fire Officers etc. 



	05
	Substances Hazardous to Health.


	a. Alternative solutions to be investigated & used, thus keeping to a minimum.

b. Use of remaining harmful / flammable substances to be adequately supervised.


	a. Use of such substances to be minimised by changing task / use of alternative inert substance etc.

	ITEM
	HAZARD
	CONTROL

MEASURES
	REMARKS

	05
	Substances Hazardous to Health (con’t).
	c. Suitable lockable storage cabinet to be utilised. Kept locked at all times. 

d. Position storage cabinet away from eating / food preparation areas.

e. Liquid substances not to be stored above shoulder height.

f. All containers to be clearly labelled identifying substance & method of application.

g. Relevant PPE to be available for use with adequate room ventilation.

h. COSHH data sheets to be available for review.
	b. Specific COSHH assessments to be completed by H&S Adviser ACO.



	06
	Training Equipment – General.
	a. Equipment stored in appropriate designated areas – good housekeeping.

b. Chairs / tables stacked in manageable numbers.

c. Use of secured store maintained by Stores Officer.

d. Provide training on Safe Lifting Precautions as per ACP5 Ch 5 Proc. 4.

e. Clearly identify heavy objects.

f. If likely, storage cabinets to be suitably fixed back to wall to prevent topping over.

g. Equipment stored away from doorways, heaters etc.


	a. Significant lifting / moving tasks to be assessed by H&S Adviser ACO

	ITEM
	HAZARD
	CONTROL

MEASURES
	REMARKS

	06
	Training Equipment – General (con’t).
	h. Ensure ‘dummy’ ejector seats / flares etc. have been deactivated by parent station armoury & labelled accordingly.

i. All radioactive display instruments removed from Sqn HQ as per HQAC guidelines.

j. Surplus equipment to be struck off inventory & disposed of accordingly.

k. Arms & Ammo storage to follow PAM 21 & Unit Security Standing Orders.
	

	07
	Canteen / Kitchen.
	a. Control of numbers within confined space – use of Duty NCO.

b. Hot water temperature to be monitored & thermostat set accordingly.

c. Appropriate signage on display warning of hot water.

d. Availability of burns kit within / near to canteen facility. 

e. Appropriate signage on display with regards to suitable drinking water tap.

f. Signage reminding users of need to ‘Wash Hands’ prior to food preparation.

g. Display of Nut allergy notice.

h. Control of ‘domestic’ cleaning products – store in lockable cupboard / container.


	a. First aid treatment only to be offered by suitably qualified persons using Sqn first aid kit.




	ITEM
	HAZARD
	CONTROL

MEASURES
	REMARKS

	08
	Electricity.
	a. All equipment & building installations to be maintained appropriately.

b. All appliances to be PAT tested, recorded & tagged by qualified personnel annually.

c. Visual checks of electrical equipment to be undertaken prior to use i.e. cable condition etc.

d. If possible, use low voltage / RCD / battery tools.

e. Ensure sufficient number of electrical sockets – do not overload using multi- adapters.

f. Ensure power is turned off prior to inserting a plug.

g. Disconnect supply to appliance prior to cleaning / maintenance work.

h. Ensure equipment is clear of obstruction to prevent overheating – monthly inspection.

i. Plan emergency procedure i.e. familiarity of mains isolation switch position.
	a. PAT testing required as part of HQAC instructions.

b. Works to electrical installations & appliance to be conducted by qualified personnel only.



	09


	
	
	


ACCOMMODATION RISK ASSESSMENT

	
	Rank
	Name (print)
	Name (sign)
	Date

	Completed by
	CI
	J BLOGGS

Sqn HSO
	J Bloggs
	05 Jan 06

	OC Squadron Approval
	Flt Lt
	A SMITH
	A Smith
	05 Jan 06


REVIEW ANNUALLY OR WHEN SIGNIFICANT CHANGES OCCUR


