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Burton Latimer Town Council

High Street
Burton Latimer
NN15 5RH
England

26/01/2024

Dear Claire,

Please find enclosed the health and safety inspection report that covers matters
discussed with either yourself or nominated contacts at your premises on

25/01/2024. The report may identify site-specific hazards or shortcomings in your health
and safety management system. If that is the case it will include specific
recommendations that will assist in you completing these.

Delay in progressing these recommendations may leave the business open to further
scrutiny or possible enforcement action by relevant enforcement authorities.

If there is any area in this report that is unclear or if there are any items you wish to
discuss, please contact me via our head office or alternatively on my direct
number 07597 509 237

It is important to ensure that if you move, alter your business premises or any of your
working practices, or you are visited/contacted by an Enforcement Officer, you should
inform me or the Health and Safety helpline 03458 444 848 at the earliest possible time
so that the appropriate advice can be given.

Finally may | take this opportunity to thank yourself and your staff for the help and co-
operation extended to me during my visit.

Yours Sincerely,

David Horne MSc, MIIRSM, MIIAI

Safety and Health Practitioner
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Introduction

This report is designed to assist you in managing and prioritising the health and safety
risks in your workplace.

At Citation, we appreciate that all businesses will have competing demands for their time
and resources and that health and safety may not always appear to be the greatest
priority. However, it is very important for you to consider the recommended actions
contained within this report as they are based upon the observed/stated conditions and
your working practices and reflect your legal obligations under health and safety law.
The priority rating is provided to assist you in planning the required actions. Whilst you
should review each recommended action on its own merits, it is important to remember
that all items need to be addressed.

Even the smallest change in employers’ or employees’ actions or behaviour could reduce
(if not eliminate) the potential for an accident occurring, thus avoiding the loss of
working time/productivity, and reduce the potential for Enforcement Authority action (at
worst leading to a criminal prosecution or intervention costs) or civil claim, that could
have a damaging effect on your trading reputation.

This report refers to the condition of the premises at the time of inspection. However,
there may be areas that were not inspected and there may have been situations that
have arisen since the inspection. We therefore urge you to read the contents of this
report in conjunction with the relevant guidance contained within your Health and Safety
Policy documentation.

When carrying out inspection visits our consultants will use their experience, skills and
expertise to identify matters in respect of which you may not be complying, either totally
or in part, with relevant statutory health and safety provisions. However, especially
given the finite amount of time that can be allocated to the visits, our consultants may
not identify every example of non-compliance and Citation gives no warranty, expressed
or implied, that they will do so. Unless you draw the consultant’s attention to a specific
matter and request his (or our) advice, we cannot be held responsible for any instance of
non-compliance that the consultant may not identify.

If you make changes to your business premises/activities/personnel which may affect
health and safety, or where there has been an accident, or an Enforcement Officer has
contacted you for any reason, and for any other issues or concerns, please contact your
consultant or the Citation Health and Safety helpline, 03458 444 848 to ensure that the
correct advice can be provided.

You should also regularly monitor and make changes, where necessary, to your health
and safety management system, including risk assessments and safe systems of
working, training requirements, etc. in order to ensure continued legal compliance.
Particular attention should be given following any business changes or workplace related
accidents/incidents or near misses.

Citation cannot accept any responsibility for any failure by the company to comply with
the recommendations contained within this report, or any changes that are subsequently
made in relation to the company’s premises, equipment or processes that were not
disclosed during the visit.
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Health and Safety Inspection Report

Place of Inspection: | Burton Latimer Town Council Date of Inspection: 25/01/2024
Name of . ; . . .

David Horne For the Attention of: | Claire Tilley
Consultant:

Priority Definitions:

Immediate
Priority

Action must be
taken NOW.

High Priority

Act Now.

Plan Actions.

Consider
Improvements.

Copyright Citation Ltd

Immediate action is required to remove an observed or stated dangerous condition/practice that is likely to cause an
imminent risk of a fatality, serious personal injury or ill health. This also applies to a situation that could lead to a
Prohibition Notice being issued by an Enforcing Authority and /or which may lead to legal proceedings being
instigated by an Enforcing Authority. An Immediate Action Form will have been provided at the time of the visit.

Contravention of statutory requirements that could lead to fatal or serious personal injury, ill health, issuing of an
Improvement Notice and / or which may lead to legal proceedings being instigated by the Enforcing Authority. These
matters require urgent action.

Contravention of statutory requirements which could lead to personal injury or an ill health effect, the receipt of an
Enforcement letter and / or legal proceedings being instituted by the Enforcing Authority indicating an area of non-
compliance. These matters require a planned programme of action to eliminate or control the risk identified.

Recommendations for ensuring compliance with best practice or stated policy and procedures. Enforcement action is
less likely, although accident or property damage is possible. The recommendations made are desired
improvements, precautions or techniques consistent with good health and safety control and practice.

Version 1.0 5




Executive Summary

The Executive Summary and Observations Overview below, highlight matters identified
during the visit. The Observations Overview provides a list of the observations only, in
order of priority. Full details, including recommended actions can be found in the report
below.

Consultant comments

I would thank Claire for her time and assistance with conducting this inspection of the
Harold Mason Centre (HMC) and also Heidi for her assistance during the library
inspection.

The inspection was conducted as a review of the previous inspection (Library only) and a
full inspection of the HMC.

During the inspections it became apparent that both Claire and Heidi have taken their
responsibilities on board, however | feel they would benefit form some additional training
on the Atlas platform as this will enable to get make full use of its functionality; it seems
that the platform wasn't fully briefed out to them during the handover when they started
in their current roles.

I am concerned with the Fire Risk Assessments in place as these may not meet the
'suitable and sufficient' requirements of the legislation, primarily due to a lack of
knowledge the assessors hold. | would strongly recommend the are re-assessed with a
suitable competent person; Citation can help with this, if you do not have the
appropriate resource to hand.

There are a number of items raised in this report, however this shouldn't detract from
the work that has already been done, but rather used as a toll to help plan the continual
improvements.

Non Compliance - Immediate 0.
Non Compliance - High 7.
Non Compliance - Medium 7.
Non Compliance - Low 6.
Compliance 49.
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Progress since your last inspection
There were 18 observations raised in your previous visit dated 11/02/2023.

6 of these have been marked as completed. Any outstanding tasks are included as
observations in this report.

Observations Overview
High
Comments And Observations

During the visit, not all of the outstanding health and safety issues raised by the
previous reports had been addressed.

Fire - Documentation

There are fire risk assessments in place, however | do not feel these are suitable and
sufficient, due to the knowledge and competence of the assessors. Key aspects of the
FRA's that became apparent are, however other aspects may become apparent of further
examination:-

HMC - No note is made of the public access to the building and provision for disabled
occupants.

Library - The FRA has not noted the requirement for a FD60 fire door leading to the new
built room encapsulating the gas boilers and electrical switchgear. It should also be
noted that whilst the floor plan included in the FRA has this new room marked on it,
there is no door marked at all.

There was no procedure in place for evacuating disabled persons from the premises
in the event of an emergency.

Fire - Doors/Emergency Exits

The premises require the installation of fire doors to prevent the spread of fire -
specifically in the library leading to the gas boilers

Fire doors were noted to be wedged open at the time of inspection.
Working at Height

It could not be confirmed that the library had documented a risk assessment for
working at height (use of stepladders).
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Workplace Health, Safety and Welfare

The toilet and washing facilities within the premises were considered insufficient:
there was only one toilet for use by the library employees and library users. This is
particularly relevant because the library is currently in use as a "warm space" for the
community.

Comments And Observations

During the visit, there were areas of the Harold Mason Centre that were not inspected,
as these are leased to third party organisations

Disabled Discrimination

There was no alarm provided in the disabled toilet facilities in the HMC. The library toilet
has an alarm.

Fire - Emergency Lighting

Internal inspections of the emergency lighting units are not completed monthly in the
HMC

First Aid

The library should complete a First Aid needs assessment to determine the First Aid
provisions required.

Legionella

Although the water systems in the library were considered low risk with regards to
exposure to Legionella bacteria, a simple risk assessment had not been carried out
to confirm this.

Training

Health and safety training has been undertaken, however suitable records had not
been maintained.

The health and safety appointed person had not received formal health and safety
management training.

Copyright Citation Ltd Version 1.0 8



Low
Asbestos

Asbestos warning signage has been erected immediately prior to coming in contact with
the asbestos

Disabled Discrimination

There was no colour contrast in the disabled toilets in the HMC. The library has colour
contrast tape on the hardware

Displayed Notices and Certificates

A copy of the library's health and safety policy statement was not clearly displayed in a
prominent location. The Policy displayed in the HMC is not signed or dated

No "no smoking" signs were seen in the library.

Electrical Safety

The portable electrical equipment in the HMC and Library has been PAT tested and
labelled to indicate its test status; however there is equipment that belongs to the
unitary authority (North Northamptonshire Council) situated in the public access area of
the library that has not been tested since August 2018

Gas / Oil / Solid Fuel Safety

A sticker indicating most recent service dates had not been applied to the gas
boilers.

Observations and recommendations
Comments And Observations

Observation

During the visit, there were areas of the Harold Mason Centre that were not inspected,
as these are leased to third party organisations
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Recommendation

You should ensure that your tenants are conducting their operation in a safe manner,
and ensure there is communication and cooperation between you and them for health
and safety matters.

Priority : Medium
Responsible Person : Claire Tilley
Recommended Deadline Date : 08/03/2024

Observation

During the visit, not all of the outstanding health and safety issues raised by the
previous reports had been addressed.

Recommendation

Some issues raised on the last inspection report had been addressed and the business
should be commended for taking such actions.

However, it is important to ensure that health and safety standards are maintained to
ensure legal compliance, however, there maybe items of other machinery/work
equipment and parts of the health and safety systems that were not scrutinized at the
time and there may have been situations that have arisen since the inspection.

Therefore, it is important to ensure that the same health and safety standards are
applied to these items as would be applied to the rest of the items audited with
reference to (this list is not exhaustive):-

Risk assessments

Suitable control measures to reduce risk

Safe systems of work

Prevention of access to dangerous parts
Adequate information, instruction and training
Safe storage of articles and substances
Consultation with employees

Provision of health surveillance where necessary

Appointment of competent persons to help comply with health and safety
legislation.

If you have any concerns please do not hesitate to contact the Citation helpline.

Priority : High
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Responsible Person : Claire Tilley
Recommended Deadline Date : 23/02/2024

Positive observations
Access and Egress

Safe access and egress is maintained across the site.

External surfaces are treated during winter weather to reduce the potential for slips

Positive observations
Accident Reporting

GDPR complaint accident books are in use; with completed forms removed form the
books and stored securely

Lib -
Completed
forms

removed from
book

Asbestos

Observation

Asbestos warning signage has been erected immediately prior to coming in contact with
the asbestos

Recommendation
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https://hrhs.atlas-hub.co.uk/filedownload?documentId=0456fa2b-2901-44d3-994a-860a27ad7fc8&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=0456fa2b-2901-44d3-994a-860a27ad7fc8&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=0456fa2b-2901-44d3-994a-860a27ad7fc8&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=0456fa2b-2901-44d3-994a-860a27ad7fc8&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=0456fa2b-2901-44d3-994a-860a27ad7fc8&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=0456fa2b-2901-44d3-994a-860a27ad7fc8&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=0456fa2b-2901-44d3-994a-860a27ad7fc8&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true

Reduce the risk of exposure to your staff and visitors by displaying Asbestos Warning
Labels. If you decide not to label the Asbestos, you need to make sure that those who
might work on the material know that it contains or may contain Asbestos, before they
start work, e.g. when you ask for a quote for a job. You must then agree any necessary
precautions to prevent exposure before a job commences.

It can save time and prevent confusion if you make a note of the location of non-
Asbestos material, which could be mistaken for Asbestos.

Priority : Low

Responsible Person : Claire Tilley

Recommended Deadline Date : 19/04/2024

Lib - Asbestos
warning

Positive observations
There was an Asbestos survey in place

Asbestos
Survey

The library had an Asbestos management plan.

Disabled Discrimination

Copyright Citation Ltd Version 1.0
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https://hrhs.atlas-hub.co.uk/filedownload?documentId=968508c1-3f60-4036-a29c-e2dafc7557fe&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=968508c1-3f60-4036-a29c-e2dafc7557fe&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=968508c1-3f60-4036-a29c-e2dafc7557fe&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=968508c1-3f60-4036-a29c-e2dafc7557fe&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=bf1b5621-cc97-4d69-8c46-6f6b92d11497&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=bf1b5621-cc97-4d69-8c46-6f6b92d11497&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=bf1b5621-cc97-4d69-8c46-6f6b92d11497&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=bf1b5621-cc97-4d69-8c46-6f6b92d11497&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true

Observation

There was no colour contrast in the disabled toilets in the HMC. The library has colour
contrast tape on the hardware

Recommendation

To aid clarity for people who have a visual impairment it helps to have items coloured
sufficiently different from their background.

Sanitary ware, grab rails and door furniture should be provided with sufficiently different
colours from its background.

For further advice on the requirements of the Equality Act please contact the Equality
and Human Rights Commission or relevant specialist.

Priority : Low

Responsible Person : Claire Tilley

Recommended Deadline Date : 19/04/2024

HMC - Lib - Disabled
Disabled toilet Toilet

Observation

There was no alarm provided in the disabled toilet facilities in the HMC. The library toilet
has an alarm.

Recommendation

Part M of the Building Regulations require all new and refurbished premises to be fitted
with disabled toilets which have an audible and visual alarm system to enable disabled
users to summon assistance if required.

It is advisable to compile a suitable assessment to identify if an alarm system is required
to be installed in the toilets.

If alarms are installed within the premises then they should be tested on a regular basis
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https://hrhs.atlas-hub.co.uk/filedownload?documentId=6f5cd3d8-d406-46c2-bdfe-b4a33e22ccbe&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=6f5cd3d8-d406-46c2-bdfe-b4a33e22ccbe&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=6f5cd3d8-d406-46c2-bdfe-b4a33e22ccbe&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=6f5cd3d8-d406-46c2-bdfe-b4a33e22ccbe&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=d2c6181c-c16e-49fd-b265-a0138d10eeaa&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=d2c6181c-c16e-49fd-b265-a0138d10eeaa&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=d2c6181c-c16e-49fd-b265-a0138d10eeaa&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=d2c6181c-c16e-49fd-b265-a0138d10eeaa&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true

to ensure that they work correctly at all times.

For further advice on the requirements of the Equality Act please contact the Equality
and Human Rights Commission or relevant specialist.

Priority : Medium
Responsible Person : Claire Tilley
Recommended Deadline Date : 08/03/2024

Positive observations
Disabled parking bays have been
provided

Disbaled
Parking

The HMC has a disabled access ramp at the single location on site that isn't same level
access. The ramp has suitable handrails fitted

Disabled
access ramp

The Libraries disabled toilet is fitted with an emergency alarm. The alarm is tested
weekly and the test recorded on the Weekly Check Sheet
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https://hrhs.atlas-hub.co.uk/filedownload?documentId=a5b8a78f-f1b4-4028-b6ac-221ec68c3cd4&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=a5b8a78f-f1b4-4028-b6ac-221ec68c3cd4&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=a5b8a78f-f1b4-4028-b6ac-221ec68c3cd4&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=a5b8a78f-f1b4-4028-b6ac-221ec68c3cd4&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=90011dfd-e819-4d24-990f-83754df648c2&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=90011dfd-e819-4d24-990f-83754df648c2&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=90011dfd-e819-4d24-990f-83754df648c2&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=90011dfd-e819-4d24-990f-83754df648c2&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=90011dfd-e819-4d24-990f-83754df648c2&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true

Displayed Notices and Certificates

Observation

A copy of the library's health and safety policy statement was not clearly displayed in a
prominent location. The Policy displayed in the HMC is not signed or dated

Recommendation

It is a legal requirement to have a signed and up to date health and safety policy
statement, therefore it is advisable to sign the statement that is located in the front of
the Health and Safety General Policy folder provided by Citation and displayed in a
prominent location.

The authorisation and implementation of the Citation health and safety management
system will ensure that the organisation's health and safety policy and arrangements are
legally compliant.

This statement should be signed and dated by the key person with overall responsibility
for health and safety, e.g. Managing Director, Director, Partner or Owner/Proprietor.

Priority : Low

Responsible Person : Claire Tilley

Recommended Deadline Date : 19/04/2024

HMC - Safety
Policy

Observation
No "no smoking" signs were seen in the library.
Recommendation

As the premises is classed as ‘smoke-free’ you must display at least one legible ‘no
smoking’ sign in a prominent position.

Priority : Low
Responsible Person : Claire Tilley
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https://hrhs.atlas-hub.co.uk/filedownload?documentId=aa743729-c315-425f-86f7-4e0cff81b847&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=aa743729-c315-425f-86f7-4e0cff81b847&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=aa743729-c315-425f-86f7-4e0cff81b847&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=aa743729-c315-425f-86f7-4e0cff81b847&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true

Recommended Deadline Date : 19/04/2024

Positive observations
The certificate of employers liability insurance is displayed on both parts of the
site

@ oy

ELI certificate

Health and Safety Law posters have been displayed in the
library

Lib - H S Law
Poster

Electrical Safety

Observation

The portable electrical equipment in the HMC and Library has been PAT tested and
labelled to indicate its test status; however there is equipment that belongs to the
unitary authority (North Northamptonshire Council) situated in the public access area of
the library that has not been tested since August 2018

Recommendation

Arrange for testing to be completed to the required standards, having an inventory/asset
register will help to ensure equipment normally stored out of sight along with any
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https://hrhs.atlas-hub.co.uk/filedownload?documentId=f0aebca9-8155-497d-bdd3-deb5e46ebbee&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=f0aebca9-8155-497d-bdd3-deb5e46ebbee&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=f0aebca9-8155-497d-bdd3-deb5e46ebbee&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=0f9513f6-3109-4f8e-a2a5-80b38a7b2210&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=0f9513f6-3109-4f8e-a2a5-80b38a7b2210&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
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extension leads are not overlooked.

By way of a visual indicator, once complete it is normal practice for appliances to be
labelled with the date of testing.

Please bear in mind that in line with the Approved Code of Practice, Class 1 - earthed
equipment used by the public should be visually inspected every three months and
formally tested each year.

Resources and information on this topic can be downloaded via your login at Citation's
online resource.

Don’t know where to start with electricity testing?

We understand electrical safety can be tricky to comply with, which is why we provide
market-leading testing services to cover PAT and Fixed Wire Testing services.

Click here to find out more.

Priority : Low

Responsible Person : Claire Tilley

Recommended Deadline Date : 19/04/2024

S—

HMC - PAT Lib - out of
Label date PAT test
label
Lib - PAT
Label

Positive observations
There was a satisfactory fixed electrical wiring inspection report for both the library and
HMC on file.

HMC - EICR
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There is an invoice detailing completion of the remedial work required on the EICR for
the HMC

HMC - EICR
remedials

required

New electrical installations have been certificated

Electrical
installation
certificate

Electrical isolators have been labelled to indicate the circuit they are
protecting

HMC -
Distribution
board
Lib -
Distribution
board

Positive observations
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Fire - Detection and Alarm

The fire alarm systems are being serviced six-monthly, however the current report for
the HMC was not available to comment on.

HMC - Fire Lib - Fire
alarm service alarm service
report -2022 report

The fire alarms are subject to weekly testing

Lib - Fire
alarm test
record

The fire panels were free from fault at the time of the inspection

HMC - Fire
panel

Fire - Documentation

Observation

Copyright Citation Ltd Version 1.0

19


https://hrhs.atlas-hub.co.uk/filedownload?documentId=976ecb8a-f850-444b-a26a-a82aac912d72&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=976ecb8a-f850-444b-a26a-a82aac912d72&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=976ecb8a-f850-444b-a26a-a82aac912d72&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=976ecb8a-f850-444b-a26a-a82aac912d72&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=976ecb8a-f850-444b-a26a-a82aac912d72&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=f895ded1-0166-46d4-85bb-b848b1d48f86&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=f895ded1-0166-46d4-85bb-b848b1d48f86&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=f895ded1-0166-46d4-85bb-b848b1d48f86&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=f895ded1-0166-46d4-85bb-b848b1d48f86&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=f895ded1-0166-46d4-85bb-b848b1d48f86&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=eb85d438-b76c-452f-8e69-bc2511a55901&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=eb85d438-b76c-452f-8e69-bc2511a55901&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=eb85d438-b76c-452f-8e69-bc2511a55901&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=eb85d438-b76c-452f-8e69-bc2511a55901&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=eb85d438-b76c-452f-8e69-bc2511a55901&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=7e19515f-9679-4432-9ff4-3234cdfa1f72&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=7e19515f-9679-4432-9ff4-3234cdfa1f72&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=7e19515f-9679-4432-9ff4-3234cdfa1f72&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=7e19515f-9679-4432-9ff4-3234cdfa1f72&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true

There are fire risk assessments in place, however | do not feel these are suitable and
sufficient, due to the knowledge and competence of the assessors. Key aspects of the
FRA's that became apparent are, however other aspects may become apparent of further
examination:-

HMC - No note is made of the public access to the building and provision for disabled
occupants.

Library - The FRA has not noted the requirement for a FD60 fire door leading to the new
built room encapsulating the gas boilers and electrical switchgear. It should also be
noted that whilst the floor plan included in the FRA has this new room marked on it,
there is no door marked at all.

Recommendation

In order to comply with The Regulatory Reform (Fire Safety) Order 2005 and The Fire
Safety Act 2021, all relevant organisations must compile a suitable and sufficient fire risk
assessment for all sites outlining the risk of fire within the premises and the control
measures that are employed to reduce that risk.

A detailed fire risk assessment should take into account:

The means of raising the alarm

Those dwelling in the premises and their use of shared/communal areas
The type of work undertaken at the premises

The type of materials used, processed and stored on the premises

Evacuation procedures (including provisions for the evacuation of disabled
persons)

Training, including the use of equipment provided
The provision of emergency lighting
Fire fighting equipment, e.g. fire extinguishers, fire blankets in kitchen areas

Provision of emergency routes/exits, including adequacy of fire doors and
protected areas

Appropriate signs.

Depending on the size and complexity of the business being assessed, there may be a
need to seek competent guidance and/or assistance from a qualified fire assessor.

A notable complexity might be that the building or structure in which the fire safety risk
is present may have a cladding system.

Whether or not the presence of a cladding system is identified or referred to in this
report we have not inspected it or carried out any assessment of it and we cannot
comment on any fire safety risk arising from any cladding system or the potential impact
of the system on any other fire safety risks referred to in this report.

Again, we advise you to appoint a suitably qualified and competent specialist to
determine the nature and composition of any cladding system on any of your buildings
and structures and to advise you what if any fire safety risks the cladding system gives

Copyright Citation Ltd Version 1.0 20



rise to.

In order for the Responsible person to comply with Article 9(1) of The Regulatory Reform
(Fire Safety) Order 2005 it is recommended that a fire risk assessment is undertaken by
a competent person with sufficient knowledge of fire precautions, requirements and
prohibitions under The Regulatory Reform (Fire Safety) Order 2005, and that evidence of
knowledge, training, experience is recorded for proof. Reference to the assessors
competency can be included in the Fire Risk Assessment.

For simple premises a template and example fire risk assessment can be downloaded
from Citation's online resource. If you require any advice when completing your fire risk
assessment, please do not hesitate to contact us.

We offer additional solutions to help you with this. For more information and a quote, get
in touch with our dedicated Additional Services Team by calling 0345 241 5250, or
emailing additionalservices@citation.co.uk.

Priority : High
Responsible Person : Claire Tilley
Recommended Deadline Date : 23/02/2024

HMC - FRA Lib - FRA Lib - floor plan

in FRA not
representative

Observation

There was no procedure in place for evacuating disabled persons from the premises in
the event of an emergency.

Recommendation

Implement a procedure for evacuating disabled members of staff and visitors in the
event of an emergency.

Ensure all members of staff are familiar with this procedure.
Priority : High
Responsible Person : Claire Tilley
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Recommended Deadline Date : 23/02/2024

Positive observations
There are posted floor plans in place

HMC - Floor Lib - Floor
plan (2) Plan

Fire Warden training has been delivered

Lib - Fire
warden
training

Fire - Doors/Emergency Exits

Observation

The premises require the installation of fire doors to prevent the spread of fire -
specifically in the library leading to the gas boilers

Recommendation

Fire and smoke spread by convection and cause a major proportion of injuries and
deaths. When a fire starts in an enclosed space such as a building, the smoke rising from
the fire becomes trapped by the ceiling then spreads in all directions to form an ever-
deepening layer over the entire room.

Fire doors are essential barriers that will help delay the spread of fire and smoke; they
should be labelled "Fire door keep shut" and their closing devices maintained to ensure
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safe operation. Door hardware includes, but is not limited to: -
Automatic closing devices
Hinges
Positive latching mechanism.
Edges of a fire door usually need to have fire rated seals which can be composed of: -
An intumescent strip, which expands when exposed to heat
Gaskets to prevent the passage of smoke.

If doors present a potential hazard through constant opening, they could be fitted with
an automatic release device and not held open by way of a wedge.

Priority : High
Responsible Person : Claire Tilley

Recommended Deadline Date : 23/02/2024

Lib - Door to
boiler room
non-fire rated
door

Observation
Fire doors were noted to be wedged open at the time of inspection.
Recommendation

Fire doors are an essential barrier that will help delay the spread of fire and smoke. All
fire doors should be marked with signs stating that they should be kept shut at all times.

If the doors need to be held open for access purposes then it is advisable to install a
magnetic catch which is automatically released when the fire alarm is activated.

Alternatively a battery operated "Dorgard Fire Door Retainer" may be used which will
release and allow the fire door to close when the fire alarm sounds for at least 30
seconds.

All fire doors should be inspected on a regular basis to guarantee that they are not
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obstructed. Details of the inspection should be recorded in the fire logbook.

Priority : High

Responsible Person : Claire Tilley

Recommended Deadline Date : 23/02/2024

Lib - fire door
to kitchen
wedged open

Positive observations
All fire exits were free from obstruction and operated freely on testing

Fire - Emergency Lighting

Observation

Internal inspections of the emergency lighting units are not completed monthly in the
HMC

Recommendation

If the electrical supply to normal premises lighting fails during an emergency situation,
supplementary lighting may be required to ensure a safe means of escape from the
premises.

It is therefore important to ensure that all emergency lighting is operational to ensure
that sufficient light is provided in an emergency situation.

Implement a schedule of testing and inspection, the schedule for testing set out in BS
5266 includes: -

Daily - ensure the charge indicator (LED) is lit on each unit (Central back-up
systems only)

Monthly - operational tests of every unit to be recorded (can be done in-
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house)

Annually - 3-hour discharge test and inspection by competent engineer All
tests should be recorded for future reference, a logbook is provided with your
health and safety management system.

All batteries should be replaced after four years or if the light does not stay illuminated
for its specified duration.

Testing of the lights should be undertaken at times of least risk.

It is important to ensure that the light has been connected to the mains supply for a
minimum of 24 hours prior to undertaking the test.

Need some help with fire safety?

We offer complete peace of mind with our Fire Risk Assessments, Fire Alarm Servicing,
Fire Extinguisher Servicing and Emergency Lighting Testing options.

Click here to find out more.

Positive observations
The emergency lighting was being inspected annually by a competent electrician.

Positive observations
Fire - Extinguishers

The fire extinguishers were being serviced annually.

Lib -
Extinquisher Extinguisher
label

label
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Positive observations
Fire - Monitoring

Regular checks of the fire safety arrangements are undertaken and recorded

HMC - EL HMC - Fire Log Lib - Fire
monthly tests Book alarm test
record
First Aid

Observation

The library should complete a First Aid needs assessment to determine the First Aid
provisions required.

Recommendation

It is recommended that all employers should make an assessment of the first-aid needs
appropriate to the circumstances of each workplace.

There is no requirement for the assessment to be formal or recorded although it may be
useful for employers to record the results as you may need to justify your level of first-
aid provision at some point in the future. When assessing your first aid needs you should
consider:

The nature of the work and workplace hazards and risks
The size of the organisation

The nature of the workforce

The organisation's history of accidents

The needs of travelling, remote and lone workers
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Work patterns

The distribution of the workforce

The remoteness of the site from emergency medical services
Employees working on shared or multi-occupied sites

Annual leave and other absences of first-aiders and appointed persons

Priority : Medium

Responsible Person : Claire Tilley

Recommended Deadline Date : 08/03/2024

Positive observations
First aid kits are provided around the site. The contents were seen to be in date.

The first aid kits are regularly inspected

There is signage in place to indicate the first aid arrangements

Lib - First Aid
Notice (2)
HMC - First aid HMC - First Lib - First aid
checksheet Aid kit

The library had trained and certificated First Aiders.

Gas / Oil / Solid Fuel Safety

Observation

A sticker indicating most recent service dates had not been applied to the gas boilers.

Recommendation

The Gas Safe Registered Engineer servicing or maintaining the boiler system should
apply a sticker displaying historic and/or the most current date of inspection as to
indicate intervals until the next required visit.
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Priority : Low

Responsible Person : Claire Tilley

Recommended Deadline Date : 19/04/2024

Positive observations
The shut off valves are clearly

identified
HMC - Gas HMC - Gas
shut off shut off
locator sign

Carbon monoxide detectors have been placed with the gas burning
appliances

HMC - CO Lib - CO
monitor monitor
Legionella

Observation

Although the water systems in the library were considered low risk with regards to
exposure to Legionella bacteria, a simple risk assessment had not been carried out to

confirm this.
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Recommendation

All systems require a risk assessment, however not all systems will require elaborate
control measures.

The risk assessment for the premises may show that the risks are low and are being
properly managed so there is no need to take any further action.

Examples of low risk situations are:-

Small buildings without individuals that are in the “at risk” category

Where water usage is sufficient to turn over the complete system on a daily
basis

Where cold water is not fed from storage tanks
Where hot water is fed from instantaneous heaters at =50 deg C

Where the only water outlets are toilets and wash basins (e.g. no showers).

If the risk assessment cannot confirm that that a low risk situation exists then further
investigation by a competent person is required.

For further advice and guidance on legionella please consult Citation's online resource.

We offer additional solutions to help you with this. For more information and a quote, get
in touch with our dedicated Additional Services Team by calling 0345 241 5250, or
emailing additionalservices@citation.co.uk.

Priority : Medium
Responsible Person : Claire Tilley
Recommended Deadline Date : 08/03/2024

Positive observations
There is regular monitoring of water temperatures - however the results form the HMC

indicate the temperatures are too low for legionella control.

The water is sampled and tested by a UKAS accredited laboratory

Lib - Water
temp checks

HMC - Water HMC - Water HMC - Water
temp records treatment sampling
service report
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Positive observations
Risk Assessment: General, Young Person and Expectant
Mothers

Risk assessments have been completed on the Atlas platform

Consultant notes

Additional support for the completion of risk assessments, use of the Atlas portal and
setting up a management plan has been offered and is being reviewed by the council.

Training

Observation

Health and safety training has been undertaken, however suitable records had not been
maintained.

Recommendation

In order to demonstrate that training has been undertaken and that members of staff
are competent to undertake their work activities, it is advisable to compile documented
records for all training that is completed.

Training records can consist of a mixture of external and in house training and should be
signed and dated where possible by the instructor undertaking the course.

Priority : Medium
Responsible Person : Claire Tilley
Recommended Deadline Date : 08/03/2024

Observation

The health and safety appointed person had not received formal health and safety
management training.

Copyright Citation Ltd Version 1.0 30



Recommendation

As safety is a key element of running a business, it is important to ensure that the
person/s nominated to implement health and safety within your organisation has the
necessary skills and competence.

The type of aspects that should be covered within any health and safety course are:-

« Health and safety legislation

= How health and safety is managed

= Those who have delegated responsibilities

« The identification and control of hazards and evaluation of risks.

The recommended training is the Institute of Occupational Safety and Health (IOSH)
“Managing Safely” course.

We offer additional solutions to help you with this. For more information and a quote, get
in touch with our dedicated Additional Services Team by calling 0345 241 5250, or
emailing additionalservices@citation.co.uk.

Priority : Medium
Responsible Person : Claire Tilley
Recommended Deadline Date : 08/03/2024

Working at Height

Observation

It could not be confirmed that the library had documented a risk assessment for working
at height (use of stepladders).

Recommendation
The Work at Height Regulations cover activities and areas such as: -

Using work equipment, e.g. ladders, scaffolds, mobile elevated work platforms
(MEWPS)

Working on roofs, mobile phone masts, bridges, etc
Loading/unloading goods from, e.g. delivery vehicles

Working in an area where someone could fall from an edge, e.g. unprotected
mezzanine floor, openings in floors, roofs or walls

Working in an area where someone could fall through a fragile surface such as
a cement sheet roof or skylight

Working at ground level near to an opening/excavation or pit in a floor that
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someone could fall into.

Positive observations
Ladders are secured when not in
use

Lib - Secured
ladder

Workplace Health, Safety and Welfare

Observation

The toilet and washing facilities within the premises were considered insufficient: there
was only one toilet for use by the library employees and library users. This is particularly
relevant because the library is currently in use as a "warm space" for the community.

Recommendation

To comply with the Workplace (Health, Safety and Welfare) Regulations you need to
provide adequate washing and toilet facilities.

Wherever possible, provide separate facilities for male and female employees otherwise
have rooms with lockable doors.

Facilities should have:

sufficient ventilation
sanitary bins provided

suitable washing facilities:
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hot/cold running water

soap and/or suitable hand care provisions
means of drying hands

toilet roll

well maintained pan, seat and basins where applicable.

Regulation 20 of the Workplace, Health, Safety and Welfare Regulations, Sanitary
conveniences, states:-

Suitable and sufficient sanitary conveniences shall be provided at readily accessible
places.

How many toilets should a workplace have?

Number of people at work Number of toilets Number of washbasins
6-25 2 2
26-50 3 3
51-75 4 4
76-100 5 5

It is recommended that the library is provided with at least two toilets as a minimum,
preferable one each dedicated to males and females.

Priority : High
Responsible Person : Claire Tilley
Recommended Deadline Date : 23/02/2024

Workplace Inspection Media

Copyright Citation Ltd Version 1.0 33



Asbestos

Disabled Discrimination

Lib - Asbestos warning

HMC - Disabled toilet
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Disabled Discrimination

Displayed Notices and Certificates

Lib - Disabled Toilet

‘and healthy working.
voluntary

‘anironment for 3l s
eipars and others who may be aflected by

\under the Heath and Safety st Wark,
reasonably

practcable, the

Electrical Safety

HMC - Safety Policy

Electrical Safety

HMC - PAT Label

Lib - out of date PAT test label
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Electrical Safety Fire - Documentation

Fire Risk Assessment for Burton Latimer Town Council

Harold Mason Centre

High Street, Burton Latimer, Northamptonshire, NN 1

Council office/ room hires

| Claire Tilley- Proper Officer of the Council I
17" July 2023

17" December 2023 (6 monthly)

Lib - PAT Label

HMC - FRA
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Fire - Documentation

Fire - Documentation

Lib - FRA

Lib - floor plan in FRA not

representative
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Fire - Doors/Emergency Exits

Fire - Doors/Emergency Exits

Lib - Door to boiler room non-fire rated

door

Lib - fire door to kitchen wedged

open

Positive Observations Media
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Accident Reporting

Asbestos

Lib - Completed forms removed from

book
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Disabled Discrimination

Disbaled Parking

HMC - Disabled access ramp
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Displayed Notices and Certificates

Displayed Notices and Certificates
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https://hrhs.atlas-hub.co.uk/filedownload?documentId=37bccd18-0aef-4e6b-b3a8-b173d82b0110&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
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https://hrhs.atlas-hub.co.uk/filedownload?documentId=e6ff4a89-7963-498c-a658-4bc229e1097a&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=e6ff4a89-7963-498c-a658-4bc229e1097a&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=e6ff4a89-7963-498c-a658-4bc229e1097a&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=9066a75a-d485-41ff-929b-a414d21bf327&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=9066a75a-d485-41ff-929b-a414d21bf327&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=9066a75a-d485-41ff-929b-a414d21bf327&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
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https://hrhs.atlas-hub.co.uk/filedownload?documentId=7894bc93-82da-47c0-a38b-93381021f1f3&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=7894bc93-82da-47c0-a38b-93381021f1f3&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=7894bc93-82da-47c0-a38b-93381021f1f3&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=c7dfc193-3ab3-4922-9600-eef6da47257c&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=c7dfc193-3ab3-4922-9600-eef6da47257c&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
https://hrhs.atlas-hub.co.uk/filedownload?documentId=c7dfc193-3ab3-4922-9600-eef6da47257c&amp;cid=fd9cec7f-b6f2-4689-be96-cb112ec91db2&amp;pdfgen=true
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Conclusion

The assessor believes that the information contained within this inspection report to be
correct at the time of printing. The report is based on matters that were observed or
came to the attention of the assessor at the time of the visit and should not be relied on
as an exhaustive record of all possible risks or hazards that may exist. Hazards
associated with the organisation’s business should be addressed during the risk
assessment process.

During the course of the inspection, not all areas within the premises or equipment may
have been inspected, however, any issues that were apparent and visible at the time
were either verbally commented upon or included in this report.

It will be important to ensure that if any new equipment is introduced into the
organisation or any new work activities commence, appropriate risk assessments are
compiled to comply with the Provision and Use of Work Equipment Regulations and any
training that is required is completed by relevant members of staff.

In order to maintain the integrity of the inspection process and to protect all parties, the
assessors will not divulge the contents of the inspection report to any unauthorised
person without prior agreement or if legally obligated to do so.

Sign Off:

Client Representative: Claire Tilley

Consultant:

Kings Court, Water Lane, Wilmslow, Cheshire, SK9 5AR
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