
Tn no Gross Vat Net

5.4     Received Income Transactions

DetailsReceived
date

Paying
ref.

Start of year 01/04/22

HeadingInvoice

received between 01/11/22 and 31/12/22

34242 £45.00 £0.00 £45.00 Rica Homestyle Marinades01/11/22DP011122RH
S

Edenbridge Market 3111128

34255 £91.26 £15.21 £76.0501/11/22DP011122MG Mopwshurst Garage Rent November310/14November

34229 £1,506.50 £0.00 £1,506.50 IZettle Till Takings02/11/22IZETTLEOctob
er

October Taking for Izettle285/1October

34239 £105.45 £0.00 £105.45 Alex Jones Funeral Directors02/11/22DP021122AJ1 Grave 3051133

34240 £105.45 £0.00 £105.45 Alex Jones Funeral Directors Grave02/11/22DP021122AJ2 3051132

34266 £172.24 £0.00 £172.24 CCLA CIL Interest02/11/22DPCCLA0211 CCLA Interest October606October

34289 £344.49 £0.00 £344.49 CCLA02/11/22CCLA INT Oct October Interest226October

34227 £1,115.00 £0.00 £1,115.00 Eden Valley Museum Trust03/11/22DP031122EV
MT

Quarterly Rent 25 July 2022 to 24 
September 2022

235/11116

34272 £34.90 £0.00 £34.90 Edenbridge & District PC - 
Men's Probus

03/11/22RH-1296 Oct Facilities Booking Invoice240/1RH-1296

34282 -£100.00 £0.00 -£100.00 Rickards Hall Customer03/11/22BACS031022J
ones

Repayment of Hall Deposit 240/2

34257 £137.14 £0.00 £137.14 Rickards Hall Customer04/11/22RH1283- 
Brophy

Facilities Booking Invoice240/1RH-1283

34259 £11.40 £0.00 £11.40 Barclays Bank Plc04/11/22DP041122BB Loyaltyt Rewards 13/09/22 to 12/10/22227October

34226 £41,900.56 £0.00 £41,900.56 HM Customs & Excise07/11/22DP071122HM
RC

VAT refund 01/07/22 - 30/09/22215

34237 £75.94 £0.00 £75.94 E/B Town Band07/11/22DP071122ETB Annual Rent for the Band Room 310/91141

34241 £821.30 £0.00 £821.30 S Smith & Son08/11/22DP081122SS Cemetery3051131

34256 £380.11 £0.00 £380.11 Eden Valley Museum Trust09/11/22DP091122EV
MT

Gas Bill from 31/01/21 to 12/08/22235/51143

34258 £22.50 £0.00 £22.50 Sevenoaks Clothes House10/11/22DP101122SC
H

Market Pitch 13111148

34260 £3,450.50 £0.00 £3,450.50 Insurance Receipts11/11/22DP111122INS
URANCE

Insurance Claim Received290202205003

34261 £278.55 £0.00 £278.55 Evolution Dance Academy15/11/22RH-1279 Facilities Consolidated Income, Rickards 
Hall

240/11279
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34262 £112.20 £0.00 £112.20 Cemetery Fees16/11/22DP161122ME
M

Memorial Tree 305161122

34273 £34.90 £0.00 £34.90 Edenbridge & District PC - 
Men's Probus

16/11/22RH-1284 Nov Facilities Booking Invoice240/1RH-1284

34274 £60.00 £0.00 £60.00 Photoimpressions16/11/22DP161122AS Edenbridge Market  3111112

34275 £100.00 £0.00 £100.00 Rotary Club of Edenbridge 
and Westerham

16/11/22DP161122RC Purchase of a Tree for the Queen Jubilee, 
to be planted in Blossoms Park 

220/11152

34270 £22.50 £0.00 £22.50 Sevenoaks Clothes House17/11/22DP171122SC
C

Market Pitch 13111162

34276 £22.50 £0.00 £22.50 Rica Homestyle Marinades18/11/22DP181122RIC Edenbridge Market 3111135

34277 £30.68 £0.00 £30.68 Bizzy Bees23/11/22RH-1281BUSY Facilities Booking Invoice240/1RH-1281

34278 £30.68 £0.00 £30.68 Bizzy Bees23/11/22RH-1281BUSY Facilities Booking Invoice240/1RH-1281

34279 £30.68 £0.00 £30.68 Bizzy Bees23/11/22RH-1281BUSY Facilities Booking Invoice240/1RH-1281

34280 £30.68 £0.00 £30.68 Bizzy Bees23/11/22RH-1281BUSY Facilities Booking Invoice240/1RH-1281

34269 £22.50 £0.00 £22.50 Sevenoaks Clothes House28/11/22DP221128 Market Pitch 24/113111163

34290 £22.50 £0.00 £22.50 Sevenoaks Clothes House28/11/22DP281122 Market Pitch 03/113111167

34281 £879.65 £146.61 £733.04 Freshwater Group of 
Companies

30/11/22DP301122HIG
H

Leather Market Maintenance
October to December 2022

315/11142

34283 £77.25 £0.00 £77.25 Yew Tree Stone30/11/22CHQ100394 Wall Plaque305Cheque

34284 £421.62 £0.00 £421.62 Forge Singers30/11/22CHQ100394 Annual Rent for the Old Band Hut, 
Doggetts Barn 

310/81114

34285 £365.20 £0.00 £365.20 Alex Jones Funeral Directors30/11/22CHQ100394 2-135305

34286 £52.35 £0.00 £52.35 Ladies Probus30/11/22CHQ100394 Facilities Booking Invoice240/1RH-1282

34287 £52.35 £0.00 £52.35 Ladies Probus30/11/22CHQ100394 Facilities Booking Invoice240/1RH-1292
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34288 £42.68 £0.00 £42.68 Rickards Hall Customer30/11/22CHQ100394 Facilities Booking Invoice240/1RH-1270

34264 £866.90 £0.00 £866.90 IZettle Till Takings01/12/22IZETTLENove
mber

November Taking for Izettle285/1November

34268 £22.50 £0.00 £22.50 Sevenoaks Clothes House01/12/22DP011222 Market Pitch 01/123111164

34294 £91.26 £15.21 £76.0501/12/22DP221201HA Mopwshurst Garage Rent April310/14December

34295 -£100.00 £0.00 -£100.00 Rickards Hall Customer01/12/22DP011222RIK Refundable Deposit 240/2Fearn

34296 -£100.00 £0.00 -£100.00 Rickards Hall Customer01/12/22DP011222RIK Refundable Deposit240/2Brophy

34297 £89.50 £0.00 £89.50 Burslem Memorials01/12/22DP11222-1147 Memorial Permit Application 3051147

34291 £220.63 £0.00 £220.63 CCLA CIL Interest02/12/22DPCCLA0212 CCLA Interest November606November

34309 £441.17 £0.00 £441.17 CCLA02/12/22CCLA INT Nov November Interest226November

34265 £143.50 £0.00 £143.50 Rickards Hall Customer05/12/22IZETTLENove
mber

Facilities Booking Invoice 240/1RH-1289

34292 £120.32 £0.00 £120.32 Barclays Bank Plc05/12/22DPBARCCIL Barclays CIL Interest 05/09to 04/12605December

34293 £270.44 £0.00 £270.44 Barclays Bank Plc05/12/22DPBARCLAYS Interest in Reserves 05/09 to 04/12228December

34298 £55.71 £0.00 £55.71 Evolution Dance Academy06/12/22RH-1290 Facilities Consolidated Income, Rickards 
Hall

240/11290

34303 £59.94 £0.00 £59.94 Rickards Hall Customer06/12/22RH-1288 Facilities Booking Invoice240/1RH-1288

34304 £69.99 £0.00 £69.99 Grace Community Church08/12/22RH-1293 Facilities Booking Invoice240/1RH-1293

34267 £22.50 £0.00 £22.50 Sevenoaks Clothes House09/12/22DP091222 Market Pitch 08/123111165

34305 £92.04 £0.00 £92.04 Bizzy Bees14/12/22RH-1287 Facilities Consolidated Income, Rickards 
Hall

240/11287

34299 £90.00 £15.00 £75.00 Great Stone Bridge Trust15/12/22DP151222 Autumn Maintenance of the Water 
Meadows 3 hours at £25.00 + VAT

315/41154

34308 £146.43 £0.00 £146.43 Rickards Hall Customer15/12/22RH-1300 Facilities Booking Invoice240/1RH-1300

34300 £3,500.00 £0.00 £3,500.00 West Kent Housing19/12/22DP191222 Contribution to the Community Warden - 
Edenbridge Town Council 

4101153

34306 £267.13 £0.00 £267.13 Rickards Hall Customer19/12/22RH-1297 Facilities Booking Invoice240/1RH-1297

34301 -£100.00 £0.00 -£100.00 Rickards Hall Customer21/12/22DP211222RiC Refundable Deposit 240/2Payton
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34302 -£100.00 £0.00 -£100.00 Rickards Hall Customer21/12/22DP211222RIC
K

Refundable Deposit - CLM Trading Co240/2CLM

34307 £188.19 £0.00 £188.19 Evolution Dance Academy23/12/22RH-1299 Facilities Consolidated Income, Rickards 
Hall

240/11299

34310 £65.71 £0.00 £65.71 Rickards Hall Customer23/12/22DP231222NB 4/1/23240/1BLACK

34311 £27.40 £0.00 £27.40 Cemetery Fees28/12/22CQ100395  -305

34312 £2,000.00 £0.00 £2,000.00 John Coldman Trust28/12/22CQ100395 Grant420

34313 £5.75 £0.00 £5.75 UK Power Networks 
(wayleaves)

28/12/22CQ100395 Wayleaves325/2

£61,366.22 £192.03 £61,174.19Total

Page 418/01/23    12:47 PM Vs: 8.81.01 Edenbridge Town Council


	Assessment/Inspection - 2022 GRA
	Edenbridge Town Council
	Score Band
	Amber
	Manager Name
	Caroline Leet
	Date and Start Time
	8 Sep 2022 at 10:10am
	Job Title
	Town Clerk
	Auditor
	Natasha Hamblin

	Action Status
	Contents
	Executive Summary
	A
	Safety Action Plan
	B
	Assessment/Inspection Report
	C

	AExecutive Summary
	Introduction
	Purpose of Report
	Introduction
	About Risk Assessments
	About Workplace Inspections
	Introduction
	Terminology
	Key Definitions
	BSafety Action Plan
	CAssessment/Inspection
	1CORE TOPICS
	MANAGEMENT OF H&S- POLICY
	LAST ACTION
	Action: Policy is not current

	MANAGEMENT OF H&S- ORGANISATION
	Current control: Effective structure in place
	Current control: Overall responsibility accepted
	Current control: Specific H&S responsibilities allocated
	Current control: H&S training adequate
	Current control: Reporting of H&S concerns adequate

	MANAGEMENT OF H&S- MONITORING ETC
	Current control: Monitoring carried out
	Current control: H&S plan developed
	Current control: H&S performance criteria established
	Current control: H&S performance reported

	MANAGEMENT OF H&S- COMMS & CONSULTATION
	Current control: Staff involvement
	Current control: H&S on meeting agendas
	Current control: Non-union representation

	MANAGEMENT OF H&S- TRAINING
	Current control: Induction training includes H&S
	Current control: Basic H&S training in place
	Current control: Specific training needs identified
	Current control: Training records kept
	Current control: Training needs reassessment/review
	LAST ACTION
	Recommendation: E-learning

	MANAGEMENT OF H&S- RISK ASSESSMENT
	Current control: Risk assessments in place
	Current control: Carried out by competent persons
	Current control: Risk assessment reviews undertaken
	Current control: Staff informed of findings

	MANAGEMENT OF H&S- ACCIDENTS ETC
	Current control: Reporting procedure in place
	Current control: Investigations conducted
	Current control: Accident book provided
	Current control: Ill-health reporting in place
	Current control: RIDDOR reporting arrangements in place

	MANAGEMENT OF H&S- EMERGENCY PLANS
	Current control: Procedures in place
	Current control: Procedures communicated
	Current control: Arrangements in place with external bodies

	MANAGEMENT OF H&S- NOTICES
	Current control: H&S law poster displayed
	Current control: Employer's liability certificate displayed
	Current control: No smoking signs displayed

	WORKPLACE-PEOPLE AT RISK
	People at risk 1

	WORKPLACE-CLEANLINESS & WASTE
	Current control: Good decorative order
	Current control: General housekeeping adequate
	Current control: Adequate/suitable waste receptacles

	WORKPLACE-DOORS & GATES
	Current control: Doors/gates fitted with vision panels where required
	Current control: Sliding doors protected against coming off tracks
	Current control: Powered doors/gates have stop controls & manual control
	LAST ACTION
	Action: Powered doors/gates not maintained regularly

	WORKPLACE-FALLS/FALLING OBJECTS
	Current control: Stored materials etc stable
	Current control: Suitable shelving
	Current control: Floor level changes marked
	Current control: Suitable fencing provided
	Current control: Adequate protection from objects falling from overhead

	WORKPLACE-FLOORS & TRAFFIC ROUTES
	Current control: Floors free of trips & slips
	Current control: Floors in good condition
	Current control: Roads/paths in good condition
	Current control: Outdoor surfaces suitably maintained
	Current control: Suitable handrails on stairs & steps
	Current control: Access steps in good condition

	WORKPLACE-LIGHTING
	Current control: Sufficient indoor lighting
	Current control: Sufficient external lighting

	WORKPLACE-ROOM DIMENSIONS/SPACE
	Current control: Workrooms have sufficient space

	WORKPLACE-SMOKING
	Current control: No smoking policy in place and adhered to

	WORKPLACE-TEMPERATURE
	Current control: Suitable temperature maintained
	Current control: Rest areas & other facilities at suitable temperature

	WORKPLACE-VENTILATION
	Current control: Adequate supply of air

	WORKPLACE-WELFARE
	Current control: Suitable & sufficient sanitary facilities
	Current control: Sanitary facilities have warm water, soap and drying facility
	Current control: Sanitary facilities adequately ventilated, lit etc
	Current control: Adequate supply of drinking water
	Current control: Secure space for belongings
	Current control: Suitable & sufficient rest areas
	Current control: Suitable changing facilities
	Current control: Hot drink can be obtained/prepared
	Current control: Means of heating food available
	Current control: Suitable rest facilities for new & expectant mothers

	TRANSPARENT/TRANSLUCENT SURFACES
	Current control: Apparent or suitably marked
	Current control: Safe cleaning of windows

	WORKPLACE-WINDOW RESTRICTORS
	Current control: Window restrictors not required

	WORKPLACE-WORKSTATIONS & SEATING
	Current control: Suitable workstations & seating provided
	Current control: Seating provides adequate support

	WORKPLACE-PEST CONTROL
	Current control: Pest control in place
	Current control: Safety data sheets obtained
	Current control: Log book maintained

	ELECTRICAL SAFETY- HAZARDS
	Hazard (high/medium/low): Electric shock
	Hazard (high/medium/low): Fire
	Hazard (high/medium/low): Explosion

	ELECTRICAL SAFETY- PEOPLE AT RISK
	People at risk 1

	ELECTRICAL SAFETY- FIXED WIRING
	Current control: Fixed wiring tests in date
	Current control: Electrical Installation Condition Report
	Current control: Electrical Installation Condition

	ELECTRICAL SAFETY- PORTABLE APPLIANCES
	Current control: PAT testing not required
	Current control: PAT testing in date
	Current control: Inventory of portable appliances available

	ELECTRICAL SAFETY- OTHER CONTROLS
	Current control: Switchgear areas suitable
	Current control: Electrical cupboards & switchgear secured
	Current control: Sufficient electrical sockets

	ELECTRICAL SAFETY- OTHER
	LAST ACTION
	Electrical Safety- Additional observation 1

	GAS- HAZARDS
	Hazard (high/medium/low): Fire
	Hazard (high/medium/low): Explosion
	Hazard (high/medium/low): Asphyxiation

	GAS- PEOPLE AT RISK
	People at risk 1

	GAS- CONTROLS
	Current control: Annual inspection conducted
	Current control: Pipework protected
	Current control: Leakage procedure developed
	Current control: Leakage procedure communicated
	Current control: Isolators identifiable

	CLEANING- HAZARDS
	Hazard (High/Medium/Low): Exposure to chemicals and/or dusts
	Hazard (High/Medium/Low): Slips, trips and falls
	Hazard (High/Medium/Low): Faulty electrical/mechanical equipment
	Hazard (High/Medium/Low): Cuts and/or infection from sharps e.g. needles, broken glass etc
	Hazard (High/Medium/Low): Falls from height

	CLEANING- PEOPLE AT RISK
	People at risk 1

	CLEANING- SAFE SYSTEMS OF WORK
	Current control: Safe system of work developed
	Current control: Training in safe system of work completed

	CLEANING- HAZARDOUS SUBSTANCES (COSHH)
	Current control: Employee training/supervision adequate
	Current control: Hazardous substances used by authorised/trained persons
	Safety data sheets not required
	Current control: Safety data sheets obtained for hazardous substances
	Current control: Safety data sheets available to users
	Current control: Hazardous substances storage
	Current control: Marking hazardous substance containers
	Current control: Incompatible hazardous substances

	CLEANING- EQUIPMENT
	Electrical/mechanical equipment not applicable
	Current control: Training provided
	Current control: User checks
	Current control: Defect reporting
	Current control: Inspection/testing performed

	CLEANING- BARRIERS & NOTICES
	Current control: Barriers & notices provided

	CLEANING- PERSONAL PROTECTIVE EQUIPMENT
	Current control: Suitable PPE provided
	Current control: PPE monitored and replaced
	Current control: Duty to wear PPE communicated

	CLEANING- GLASS AND SHARPS
	Current control: PPE for sharps collection provided
	Current control: Sharps containers & disposal
	Current control: Separation of waste

	CLEANING- WORK AT HEIGHT
	Current control: Ladders/stepladder training provided
	Current control: Ladders/stepladders checked before use

	CONTRACTOR MANAGEMENT- HAZARDS
	Hazard (High/Medium/Low): Injury to contractors
	Hazard (High/Medium/Low): Injury to staff
	Hazard (High/Medium/Low): Injury to public

	CONTRACTOR MANAGEMENT- PEOPLE AT RISK
	People at risk 1

	CONTRACTOR MANAGEMENT- COMPETENCE
	Current control: Contractor competence checked
	Current control: Contractor plant confirmed as suitable
	Current control: Contractor employees confirmed as competent
	Current control: Contractors provided with relevant information
	Current control: Contractor provides RAMS
	Current control: Contractor holds adequate insurance
	Current control: Contractors do not subcontract without permission

	CONTRACTOR MANAGEMENT- CHECKS/SUPERVISION
	Current control: Checks carried out

	DISPLAY SCREENS- HAZARDS
	Hazard (High/Medium/Low): Musculoskeletal injuries due to poor posture
	Hazard (High/Medium/Low): Unsuitable furniture/bad workstation design
	Hazard (High/Medium/Low): RSI due to heavy workload using the keyboard/mouse
	Hazard (High/Medium/Low): Eyestrain due to poor lighting
	Hazard (High/Medium/Low): Unsuitable computer screen
	Hazard (High/Medium/Low): Incorrectly positioned screen

	DISPLAY SCREENS- PEOPLE AT RISK
	People at risk 3

	DISPLAY SCREENS- USER IDENTIFICATION
	Current control: Some employees are users

	DISPLAY SCREENS- INFORMATION ETC
	Current control: Information etc provided to users

	DISPLAY SCREENS- WORKSTATIONS
	Current control: Assessments completed
	Current control: Assessments routinely reviewed

	DISPLAY SCREENS- EYE TESTS
	Current control: All users offered tests

	DISPLAY SCREENS- CORRECTIVE APPLIANCES
	Current control: Corrective appliances provided

	FIRE SAFETY OVERVIEW- HAZARDS
	Hazard (High/Medium/Low): Sources of Ignition: e.g. electricity, gas equipment & smoking.
	Hazard (High/Medium/Low): Combustible material: e.g. paper, packaging, fixtures and furnishings
	Hazard (High/Medium/Low): Inadequate means of detection/ alarm systems
	Hazard (High/Medium/Low): Inadequate controls, emergency procedures, training, drills etc
	Hazard (High/Medium/Low): Inadequate access and arrangements for emergency services

	FIRE SAFETY OVERVIEW- FIRE SAFETY- PEOPLE AT RISK
	People at risk

	FIRE SAFETY OVERVIEW- RISK ASSESSMENT
	LAST ACTION
	Action: Risk assessment not carried out
	LAST ACTION
	Action: Risk assessment not reviewed periodically

	FIRE SAFETY OVERVIEW- EVACUATION PLANS
	Current control: Evacuation plan prepared
	Current control: Employees trained/familiar with plan
	Current control: Arrangements made with other building occupants

	FIRE SAFETY OVERVIEW- FIRE DRILLS
	Current control: Periodic drills conducted

	FIRE SAFETY OVERVIEW- DISABLED PERSONS
	Current control: General arrangements in place

	FIRE SAFETY OVERVIEW- EMERGENCY SERVICES
	Current control: Procedures in place for calling emergency services
	Current control: Arrangements in place to liaise with emergency services

	FIRE SAFETY OVERVIEW- DETECTION & ALARMS
	Current control: Fire alarm is raised manually
	Current control: Automatic fire alarm fitted
	Current control: Fire alarm audible in all occupied areas
	Current control: Weekly fire alarm tests conducted
	Current control: Fire alarm serviced at suitable intervals

	FIRE SAFETY OVERVIEW- ASSEMBLY POINTS
	Current control: Suitable assembly point arrangements in place

	FIRE SAFETY OVERVIEW- FIRE DOORS
	Current control: Functioning fire doors fitted

	FIRE SAFETY OVERVIEW- STAIRS & EXTERNAL ESCAPES
	Current control: Staircases have colour-contrasting nosings
	Current control: External escape in good condition

	FIRE SAFETY OVERVIEW- FIRE EXTINGUISHERS
	Current control: Adequate, suitably positioned fire extinguishers provided
	Current control: Extinguishers serviced
	Current control: Fire blanket provided in kitchen
	LAST ACTION
	Action: Unsuitable location of fire extinguisher(s)

	FIRE SAFETY OVERVIEW- SIGNAGE
	Current control: Suitable fire signs displayed
	Current control: Warnings displayed on lifts
	Current control: Fire action notices displayed

	FIRE SAFETY OVERVIEW- WEEKLY CHECKS
	Current control: Weekly checks conducted

	FIRE SAFETY OVERVIEW- EMERGENCY LIGHTING
	Current control: Adequate emergency lighting provided
	Current control: Monthly tests conducted
	Current control: Emergency lighting system serviced/inspected
	Current control: Tests recorded

	FIRE SAFETY OVERVIEW- FIRE SAFETY- OTHER
	LAST ACTION
	Fire Safety- Additional observation 1

	FIRST AID AT WORK- HAZARDS
	Hazard (High/Medium/Low): Delayed response leading to injuries/ill health being exacerbated.

	FIRST AID AT WORK- PEOPLE AT RISK
	People at risk 1

	FIRST AID AT WORK- NEEDS ASSESSMENT
	Current control: Needs assessment completed

	FIRST AID AT WORK- PERSONNEL
	Current control: Adequate first aiders (EFAW trained)

	FIRST AID AT WORK- EQUIPMENT
	Current control: First aid kits provided
	Current control: Persons nominated to check kits
	Current control: Company vehicles have first aid kits
	Current control: Identities of first aiders published
	Current control: Remote workers have access to first aid
	Current control: Defibrillators provided

	MANUAL HANDLING OPERATIONS- HAZARDS
	Hazard (High/Medium/Low): Musculoskeletal injuries

	MANUAL HANDLING OPERATIONS- PEOPLE AT RISK
	People at risk 1

	MANAGING MANUAL HANDLING OPERATIONS
	Current control: Manual handling avoided
	Current control: Manual handling risks assessed
	Current control: Manual handling training provided
	Current control: PPE provided

	NEW/EXPECTANT MOTHERS- HAZARDS
	Hazard (High/Medium/Low): Restricted work space
	Hazard (High/Medium/Low): Infections
	Hazard (High/Medium/Low): Chemicals
	Hazard (High/Medium/Low): Manual handling

	NEW/EXPECTANT MOTHERS- PEOPLE AT RISK
	People at risk

	NEW/EXPECTANT MOTHERS- RISK ASSESSMENT
	Current control: Assessments conducted
	Current control: Assessments reviewed

	STRESS MANAGEMENT- HAZARDS
	Hazards

	STRESS MANAGEMENT- PEOPLE AT RISK
	People at risk 1

	STRESS MANAGEMENT- CONTROLS
	Current control: Staff consulted
	Current control: Bullying/harassment policy in place
	Current control: Support system in place
	Current control: Information for staff available

	WORK EQUIPMENT- HAZARDS
	Hazard (High/Medium/Low): Misuse of equipment
	Hazard (High/Medium/Low): Breakdown / failure
	Hazard (High/Medium/Low): Insufficient guarding
	Hazard (High/Medium/Low): Use by untrained personnel

	WORK EQUIPMENT- PEOPLE AT RISK
	People at risk 1

	WORK EQUIPMENT- SUITABILITY
	Current control: Work equipment suitable

	WORK EQUIPMENT- MAINTENANCE
	Current control: Maintenance/inspection program in place

	WORK EQUIPMENT- SAFETY
	Current control: Use restricted
	Current control: Suitable guards provided
	Current control: Safety signs etc provided

	2COMMON TOPICS
	FUEL OIL/OIL STORAGE- HAZARDS
	Hazard (high/medium/low): Contamination of land and/or water courses
	Hazard (high/medium/low): Fire
	Hazard (high/medium/low): Exposure to hazardous oils

	FUEL OIL/OIL STORAGE- PEOPLE AT RISK
	People at risk 1

	FUEL OIL/OIL STORAGE- INFORMATION
	Organisation status

	FUEL OIL/OIL STORAGE- CONTROLS 1
	Current control: Container strength and structural stability
	Current control: Containers suitably installed
	Current control: Containers protected against impact
	Current control: Secondary containment system in place
	Current control: Base and walls of secondary containment impermeable
	Current control: Walls free of penetrations
	Current control: Bottom of secondary containment free of debris

	FUEL OIL/OIL STORAGE- CONTROLS 2
	Current control: Pipes sealed
	Current control: Connection point correctly located
	Current control: Spillage plan in place
	Current control: No smoking signs displayed
	LAST ACTION
	Action: Ensure oil container regularly inspected

	LADDERS & STEPLADDERS- HAZARDS
	Hazard (High/Medium/Low): Falls from a height
	Hazard (High/Medium/Low): Falling objects

	LADDERS & STEPLADDERS- PEOPLE AT RISK
	People at risk 1

	LADDERS- CONTROLS
	Current control: Ladders of sufficient height
	Current control: Three points of contact can be maintained
	Current control: Ladders checked before use
	Current control: Ladder users competent
	Current control: Ladders used only when justifiable
	Current control: Ladders suitable for use
	Current control: Users wear suitable footwear
	Current control: Ladders stored securely

	STEPLADDERS- CONTROLS
	Current control: Stepladders only used for short duration
	Current control: Stepladders of suitable class rating
	Current control: Stepladders checked before use
	Current control: Stepladder users wear suitable footwear

	LONE WORK- HAZARDS
	Hazard (High/Medium/Low): Delayed access to first aid/emergency services etc.
	Hazard (High/Medium/Low): Unsafe use of work equipment
	Hazard (High/Medium/Low): Manual handling activities
	Hazard (High/Medium/Low): Lack of supervision
	Hazard (High/Medium/Low): Violence / Aggression

	LONE WORK- PEOPLE AT RISK
	People at risk 1

	LONE WORK- PROHIBITIONS
	Current control: Chainsaw work prohibited

	LONE WORK- EMERGENCIES
	Current control: Satisfactory emergency provisions in place
	Current control: Mobile communications available
	LAST ACTION
	Action: Mobile alarms not available

	LONE WORK- MONITORING/SUPERVISION
	Current control: Relevant monitoring of information

	LONE WORK- MISCELLANEOUS
	Current control: Risk assessment undertaken
	Current control: Staff consulted
	Current control: Limits set on lone working
	Current control: Manual handling

	PASSENGER & GOODS LIFTS- HAZARDS
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	PASSENGER & GOODS LIFTS- PEOPLE AT RISK
	People at risk 1

	PASSENGER & GOODS LIFTS- MAINTENANCE & EXAMINATION
	Current control: Thorough examination performed
	Current control: Test certificates retained
	Current control: Service contract in place

	PASSENGER & GOODS LIFTS- SAFETY MEASURES
	Current control: Lift doors interlocked
	Current control: Safe working load displayed
	Current control: Employees advised about overloading lift
	Current control: Audible alarm/phone fitted

	PASSENGER & GOODS LIFTS- EMERGENCIES
	Current control: Warnings about use of lifts in emergencies displayed
	Current control: Arrangements for callout if lift stops between floors

	PASSENGER & GOODS LIFTS- PLANT ROOMS
	Current control: Equipment adequately guarded
	Current control: Maintenance restricted to competent persons

	PERSONAL PROTECTIVE EQUIPMENT- HAZARDS
	Hazard (High/Medium/Low): Failure to provide the correct PPE for the risks involved.
	Hazard (High/Medium/Low): Failure of Employees to wear the designated PPE.
	Hazard (High/Medium/Low): Worn, damaged or ineffective PPE.

	PERSONAL PROTECTIVE EQUIPMENT- PEOPLE AT RISK
	People at risk 1

	PERSONAL PROTECTIVE EQUIPMENT- CONTROLS
	Current control: Risk assessments carried out
	Current control: Appropriate PPE issued
	Current control: Adequate procedure for reporting defective PPE
	Current control: Wearing of PPE enforced
	Current control: Adequate PPE storage
	Current control: PPE issued on an individual basis
	Current control: PPE does not increase risk
	Current control: Items of PPE compatible
	Current control: PPE periodically checked

	VIOLENCE AT WORK- HAZARDS
	Hazard (High/Medium/Low): Physical violence
	Hazard (High/Medium/Low): Aggressive behaviour
	Hazard (High/Medium/Low): Verbal abuse

	VIOLENCE AT WORK- PEOPLE AT RISK
	People at risk 1

	VIOLENCE AT WORK- POLICY
	Current control: Policy devised & implemented
	Current control: Employees instructed/informed
	Current control: Incidents record/investigated

	VIOLENCE AT WORK- CASH HANDLING
	Current control: Cash handling areas suitably located
	Current control: Access to cash handling areas restricted

	VIOLENCE AT WORK- EMERGENCY RESPONSE
	Current control: Access to sensitive areas strictly controlled
	Current control: Counselling available

	3AGRICULTURE & OUTSIDE WORK
	CEMETERY SAFETY- HAZARDS
	Hazard (High/Medium/Low): Collapse of memorials
	Hazard (High/Medium/Low): Collapse of excavations
	Hazard (High/Medium/Low): Slips, trips and falls

	CEMETERY SAFETY- PEOPLE AT RISK
	People at risk 1

	CEMETERY SAFETY- CONTROLS
	Current control: Risk assessments completed
	Current control: Grave excavations adequately supported
	Current control: Open excavations fenced off
	Current control: Memorial stone surveys reviewed
	Current control: Dangerous memorials taped off with warnings posted
	Current control: Dangerous memorials fenced or laid flat
	Current control: Staff report dangerous memorials
	Current control: Groundsmen trained in memorial surveying

	GRASS CUTTING- HAZARDS
	Hazard (High/Medium/Low): Mechanical, Noise, Vibration, Mobile plant,
	Hazard (High/Medium/Low): Slips, trips and falls,
	Hazard (High/Medium/Low): Adverse weather conditions,
	Hazard (High/Medium/Low): Fire and explosion.

	GRASS CUTTING- PEOPLE AT RISK
	People at risk 1

	GRASS CUTTING- CONTROLS
	Current control: PPE provided
	Current control: Machines are stopped and smoking prohibited for refuelling
	Current control: Defect reporting system in place
	Current control: Mowers adequately guarded
	Current control: Operatives stop machines if approached

	GROUNDS MAINTENANCE- HAZARDS
	Hazard (High/Medium/Low): Vehicles

	GROUNDS MAINTENANCE- PEOPLE AT RISK
	People at risk 1

	GROUNDS MAINTENANCE- RISK ASSESSMENT
	Current control: Site-specific risk assessments completed
	Current control: Refuelling operations included
	Current control: COSHH assessments referenced
	Current control: Personnel briefed

	GROUNDS MAINTENANCE- STORAGE
	Current control: Transportable site vault available
	Current control: Equipment etc stored in vehicle
	Current control: Flammable class containers used for fuels
	Current control: Fuels secured in transportable flammables unit

	GROUNDS MAINTENANCE- REFUELLING
	Current control: Fuel requirements assessed prior to work
	Current control: Required fuels carried in suitable containers
	Current control: Quantity of fuels transported
	Current control: Vehicle fitted with extinguisher
	Current control: Drivers complete & staff fuel awareness training
	Current control: Records of training retained
	Current control: Refuelling carried out when engine cool and not running
	Current control: Refuelling away or downwind of ignition sources
	Current control: Correct funnels used

	GROUNDS- TRAINING/AUTHORISATION
	Current control: Machinery use restricted
	Current control: Training records retained

	GROUNDS MAINTENANCE- GUARDING
	Current control: Suitable guards fitted
	Current control: Guards correctly secured
	Current control: Adjustable guards correctly positioned
	Current control: Records retained

	GROUNDS MAINTENANCE- NOISE & VIBRATION
	Current control: Risk assessments completed
	Current control: All equipment assessed
	Current control: Equipment serviced and maintained
	Current control: Occupation health screening in place
	Current control: Hearing protection issued
	Current control: Risk assessments communicated

	OUTSIDE WORK- HAZARDS
	Hazard (High/Medium/Low): Hypothermia
	Hazard (High/Medium/Low): Frostbite
	Hazard (High/Medium/Low): Trenchfoot
	Hazard (High/Medium/Low): Heatstroke, Sunburn
	Hazard (High/Medium/Low): Slips, Trips, Falls
	Hazard (High/Medium/Low): Infection, HIV, Hepatitis B or C, Leptospirosis, Tetanus
	Hazard (High/Medium/Low): Electric shock

	OUTSIDE WORK- PEOPLE AT RISK
	People at risk 1

	OUTSIDE WORK- HOT/COLD ENVIRONMENTS
	Current control: Risk assessment conducted
	Current control: Suitable PPE provided
	Current control: Workers encouraged to avoid UV exposure
	Current control: Shading provided when working in sun
	Current control: Regular breaks provided
	Current control: Staff informed of effects of heat/cold exposure

	OUTSIDE WORK- WEATHER
	Current control: Risk assessment conducted
	Current control: Gritting materials available
	Current control: Suitable clothing/equipment provided

	OUTSIDE WORK- WATER (RISK ASSESSMENT)
	Current control: Risk assessment conducted
	Current control: Risk assessment communicated
	Current control: Risk assessment/supporting information kept on site
	Current control: Systems in place to deal with water level changes

	OUTSIDE WORK- WATER (COMMUNICATIONS)
	Current control: Suitable communications provided
	Current control: Staff briefed on communications protocol
	Current control: Communications tested/effective

	OUTSIDE WORK- WATER (RESCUE)
	Current control: Suitable flotation device(s) provided
	Current control: Staff aware of how/where to raise emergency alarm

	OUTSIDE WORK- WATER (PPE)
	Current control: PPE suitable

	OUTSIDE WORK- BIOLOGICAL HAZARDS
	Current control: Potential exposure to leptospirosis assessed
	Current control: Suitable vaccinations against biological hazards offered

	RIDE ON MOWERS- HAZARDS
	Hazard (High/Medium/Low): Cuts, abrasions, entanglement
	Hazard (High/Medium/Low): Amputation
	Hazard (High/Medium/Low): Adverse weather
	Hazard (High/Medium/Low): Overturning of mower
	Hazard (High/Medium/Low): Ejected objects/particles

	RIDE ON MOWERS- PEOPLE AT RISK
	People at risk 1

	RIDE ON MOWERS- RISK ASSESSMENT
	Current control: Risk assessment completed
	Current control: Assessment considers terrain & ground collapse
	Current control: Operators briefed
	Current control: Operators trained

	RIDE ON MOWERS- INSPECTION/TEST ETC
	Current control: Regular inspection & testing undertaken
	Current control: Mowers serviced regularly

	RIDE ON MOWERS- OPERATION
	Current control: Area cleared prior to mowing
	Current control: Mowing only occurs in adequate lighting
	Current control: Vehicles immobilised when unattended

	RIDE ON MOWERS- PROTECTION/WARNING
	Current control: Seat fitted with automatic cut-off switch
	Current control: Rollover protection/seat belts fitted
	Current control: Machines adequately guarded
	Current control: Amber flashing lights fitted

	RIDE ON MOWERS- REFUELLING
	Current control: Appropriate refuelling equipment provided
	Current control: Refuelling procedure in place
	Current control: Employees aware of refuelling hazards

	TRACTORS- HAZARDS
	Hazard (High/Medium/Low): Use by unauthorised/ untrained personnel
	Hazard (High/Medium/Low): Overturning
	Hazard (High/Medium/Low): Crushing

	TRACTORS- PEOPLE AT RISK
	People at risk 1

	TRACTORS- CONTROLS PART 1
	Current control: Use of tractors restricted
	Current control: Unauthorised use prevented
	Current control: Pre-use checks conducted & recorded
	LAST ACTION
	Action: Ensure statutory thorough examination certificate available

	TRACTORS- CONTROLS PART 2
	Current control: Used according to manufacturer's instructions
	Current control: Risk assessment completed
	Current control: Seat belt provided and worn
	Current control: Emergency arrangements satisfactory
	Current control: Power take off and drives guarded
	Current control: Fire extinguisher & first aid kit fitted

	4HAZARDOUS SUBSTANCES & AGENTS
	ASBESTOS- HAZARDS
	Hazard (High/Medium/Low): Inhalation of asbestos fibres

	ASBESTOS- PEOPLE AT RISK
	People at risk 1

	ASBESTOS SURVEY
	Current control: Asbestos survey conducted

	ASBESTOS MANAGEMENT
	Current control: Asbestos register available
	Current control: Asbestos plan or register review
	Current control: Asbestos procedures in place
	Current control: Work on asbestos controlled
	Current control: Work on asbestos risk assessed
	Current control: Appointed person identified

	COSHH- SUBSTANCES USED/PRODUCED
	Examples of substances used/produced

	COSHH- HAZARDS
	Hazard (High/Medium/Low): Exposure by inhalation
	Hazard (High/Medium/Low): Exposure by ingestion
	Hazard (High/Medium/Low): Exposure by skin contact
	Hazard (High/Medium/Low): Exposure by contact with eyes

	COSHH- PEOPLE AT RISK
	People at risk 1

	COSHH- INFORMATION & ASSESSMENT
	Current control: Inventory of substances created
	Current control: Safety data sheets obtained
	Current control: COSHH assessments completed

	COSHH-TRAINING & SUPERVISION
	Current control: Control measures monitored by supervision
	Current control: Training on hazardous substances given

	COSHH-STORAGE
	Current control: Substances stored safely

	COSHH- PPE & RPE
	Current control: Appropriate PPE provided

	LEGIONELLA- HAZARDS
	Hazard (High/Medium/Low): Inhalation of Legionella bacteria

	LEGIONELLA MANAGEMENT- PEOPLE AT RISK
	People at risk 1

	LEGIONELLA MANAGEMENT- GENERAL CONTROLS
	Current control: Cold water entering building monitored
	Current control: Hot water monitoring in place
	LAST ACTION
	Action: Legionella assessment required

	NOISE AT WORK- HAZARDS
	Hazard (High/Medium/Low): Noise arising from:

	NOISE AT WORK- PEOPLE AT RISK
	People at risk 1

	NOISE AT WORK- CONTROL MEASURES
	Current control: Hearing protection provided and worn
	Current control: Use of hearing protection monitored

	NOISE AT WORK- PPE
	Current control: Hearing protection available
	Current control: Employees informed
	Current control: Hearing protection checked
	Current control: Disposable hearing protection available

	NOISE AT WORK- OTHER CONTROLS
	Current control: Suitable storage for PPE available
	Current control: Engineering controls inspected/maintained
	Current control: Health surveillance provided and records kept
	Current control: Employees informed of health risks

	VIBRATION-HAZARDS
	Hazard (High/Medium/Low): Occupational ill health from Hand Arm Vibration Syndrome (HAVS)
	Hazard (High/Medium/Low): Carpal Tunnel Syndrome
	Hazard (High/Medium/Low): Back Pain
	Hazard (High/Medium/Low): Whole body vibration

	VIBRATION-PEOPLE AT RISK
	People at risk 1

	VIBRATION-RISK ASSESSMENT
	Current control: Risk assessment conducted
	Current control: Equipment vibration data obtained
	Current control: Vulnerable employees considered

	VIBRATION-HEALTH
	Current control: Staff consulted on vibration policy
	Current control: Training on vibration conducted
	Current control: Immediate action when daily ELV met
	Current control: Controls in place where EAV met/exceeded
	Current control: Health surveillance in place
	Current control: Health surveillance records retained

	VIBRATION-EQUIPMENT SELECTION & MAINTENANCE
	Current control: Suitable equipment selected
	Current control: Vibration levels considered for new equipment
	Current control: Work equipment regularly serviced
	Current control: Vehicles suitable for their environment

	VIBRATION-MANAGING EXPOSURE
	Current control: Vibration work mechanised/automated where possible
	Current control: Work planned to avoid long exposure
	Current control: Suitable speed limits set
	Current control: Roadways & work areas free of potholes

	VIBRATION-PPE
	Current control: Protective clothing provided

	DSEAR- HAZARDS
	Hazard (High/Medium/Low): Use of flammable liquids/gases, explosive dusts.
	Hazard (High/Medium/Low): Fire/Explosion

	DSEAR- PEOPLE AT RISK
	People at risk 1

	DSEAR- CONTROLS PART 1
	Current control: List of dangerous substances created
	Current control: Safety data sheets obtained
	Current control: Areas with dangerous substances have been assessed
	Current control: Quantities of dangerous substances minimised
	Current control: Dangerous substances suitably stored
	Current control: Storage is kept away from entrances/exits
	Current control: Work equipment free from visible leaks
	Current control: Suitable spill equipment provided
	Current control: Electrical equipment in classified areas is suitable

	DSEAR- CONTROLS PART 2
	Current control: Wastes regularly removed in suitable containers
	Current control: Access restricted
	Current control: Suitable emergency plans established
	Current control: Quantities of flammable liquids minimised
	Current control: Employees reseal container after use

	DSEAR- CONTROLS PART 3
	Current control: Workroom storage of highly flammable liquids restricted
	Current control: Empty tins removed after use
	Current control: Suitable main store for highly flammable liquids
	Current control: Highly flammable liquids store prevents spillages
	Current control: Highly flammable liquids store suitable marked/signed
	Current control: Highly flammable liquids store used only for intended purpose
	Current control: Hot work strictly controlled

	DSEAR- CONTROLS PART 4
	Current control: Bulk supplies of highly flammable liquids suitably stored
	Current control: Bulk storage tank vent pipes fitted with flame arrestors.
	Current control: Suitable warnings displayed to identify highly flammable liquids storage

	PESTICIDES-HAZARDS
	Hazards: All pesticides should be treated as hazardous substances

	PESTICIDES-PEOPLE AT RISK
	People at risk 1

	PESTICIDES-CONTROLS PART 1
	Current control: Correct selection considered
	Current control: Application outdoors and/or with good ventilation
	Current control: Adequate washing facilities provided
	Current control: Washing facilities stocked and clean
	Current control: Separate eating area provided
	Current control: Separate accommodation for personal clothing
	Current control: Suitable PPE provided & worn
	Current control: Emergency eyewash provided
	Current control: Substances stored securely

	PESTICIDES-CONTROLS PART 2
	Current control: Health surveillance in place
	Current control: Employees report symptoms
	Current control: Pesticides handled safely
	Current control: Weather conditions considered before application
	Current control: Pesticides stored securely & bunded

	5SPECIALIST SECTORS
	CHURCH/PARISH EVENTS- HAZARDS
	Hazard (High/Medium/Low): Consultant to indicate

	CHURCH/PARISH EVENTS- PEOPLE AT RISK
	People at risk

	CHURCH/PARISH EVENTS- PERFORMANCES & SERVICES
	Current control: Evacuation, parking & other arrangements
	Current control: Suitable warning of fire & coordination of evacuation

	CHURCH/PARISH EVENTS- FACILITIES HIRE
	Current control: Formal booking agreements in place
	Current control: Risk assessment completed
	Current control: Hirers have public liability insurance (1)

	CHURCH/PARISH EVENTS- FOOD BANKS
	Current control: Risk assessment completed
	Current control: Employees & volunteers trained in manual handling
	Current control: Shelving is stable and secure

	TREE MANAGEMENT - HAZARDS
	Hazard (High/Medium/Low): Trip hazards by root and buttress damage to footpath surfaces.
	Hazard (High/Medium/Low): Broken branches
	Hazard (High/Medium/Low): Severe weather damage
	Hazard (High/Medium/Low): Collapsing trees
	Hazard (High/Medium/Low): Falling branches
	Hazard (High/Medium/Low): Dead or diseased material

	TREE MANAGEMENT - PEOPLE AT RISK
	People at risk 1

	TREE MANAGEMENT - INSPECTION
	Current Control: Inspection of trees
	Current Control: Damage to trees

	TREE MANAGEMENT - REPORTING
	Current control: Reports of tree damage

	TREE MANAGEMENT - MAINTENANCE
	Current control: Tree maintenance
	Current control: Serious structural faults

	TREE MANAGEMENT - DAMAGE PREVENTION
	Current control: Trees that could cause damage to structures

	TREE MANAGEMENT - MONITORING
	Current control: Arrangements are in practice

	TREE MANAGEMENT - COMPETENCE
	Current control: Surveys & actions

	6TOOLS, EQUIPMENT & SYSTEMS
	CHAINSAWS- HAZARDS
	Hazard (High/Medium/Low): Contact with the moving blade
	Hazard (High/Medium/Low): Hand/arm vibration
	Hazard (High/Medium/Low): Slips, trips and falls
	Hazard (High/Medium/Low): Noise

	CHAINSAWS- PEOPLE AT RISK
	People at risk 1

	CHAINSAWS- RISK ASSESSMENT
	Current control: Site-specific assessments completed
	Current control: Staff briefed
	Current control: Assessments available at each work site

	CHAINSAWS- COMPETENCE
	Current control: Operators competent
	Current control: Operators hold relevant proof of competence
	Current control: Records retained

	CHAINSAWS- EQUIPMENT
	Current control: Chainsaws checked by operators
	Current control: Chainsaw examined by competent person
	Current control: Defects reported

	CHAINSAWS- ADDITIONAL CONTROLS
	Current control: Suitable & sufficient PPE provided
	Current control: Wearing of PPE enforced
	Current control: Work areas segregated
	Current control: Lone chainsaw working prohibited

	7TRANSPORT, MOVEMENT & STORAGE
	VEHICLE USE (NON-GOODS)- HAZARDS
	Hazard (High/Medium/Low): Use on the public highway
	Hazard (High/Medium/Low): Long journey times
	Hazard (High/Medium/Low): Long hours of work
	Hazard (High/Medium/Low): Breakdown

	VEHICLE USE (NON-GOODS)- PEOPLE AT RISK
	People at risk 2

	VEHICLE USE (NON-GOODS)- CONTROLS
	Current control: Pre-journey checks carried out
	Current control: Risk assessment completed
	Current control: Drivers licences checked
	Current control: Emergency procedures communicated
	Current control: Vehicles appropriately maintained
	Current control: Vehicles have valid MOT certificates where required
	Current control: Company vehicle drivers have adequate insurance
	LAST ACTION
	Action: Ensure private vehicle owners provide evidence of eligibility



