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A Week in the Life…
Give a brief outline of your job role and a little about your organisation.   Of course, if you don’t want to mention the name of your organisation, that’s ok.   Your input will still give our readers an insight into the world of HS&E in action.
Use our template below to tell us of the highs and lows of your average week.   Typical things to include may be in relation to health, safety, the environment, risk assessments, COSHH systems, resistance from various levels in your organisation, meetings, investigations etc.

Ideally, if you have taken on challenging aspects of your job throughout the week and have made improvements to your HS&E management systems, we would love to hear and learn from your experiences.
Don’t think you have to write ‘war and peace’, just a few words will do.
After you have completed the form, send it back to us at:

hsfb@healthandsafetytips.co.uk 
	Job role:

Fire Safety Adviser for Healthcare (3-days per week).
To provide advice and guidance, fire risk assessments, audits of workspace, inspection of workmanship, fire and evacuation training.

Aim to make the Trust safe from fire by encouraging an awareness to identify fire hazards and take positive action to control/minimising the risk. Train staff as appropriate to respond to fire and smoke events.



	Organisation (optional):

Healthcare NHS in outer north east London. A cottage style Hospital with a number of Community Centres, GP Surgeries and other premises including Polly clinics.


	Name (optional):

Martin Bainbridge.


	Monday

	Morning
	Afternoon

	Check emails and diary.

Update training presentation using recent photographs to highlight good practice by Managers who attended last week fire training and cleared combustibles from fire escape route as a result.
Brief meeting with my line Managers and PA.

Set-up training venue and deliver refresher fire safety training to staff. Answer each question raising fire awareness before leaving venue and IT equipment ready for next trainer. Share signed attendance register with Workforce management team.

Over a cuppa contact Manager at an off-site NHS Community Centre to ensure access and responsible persons will be available later. Locate and familiarise myself with previous fire risk assessments and site plans.


	Drive to Community Centre, book in the visitors log book, begin to conduct fire risk assessments for a building both occupied and owned by same PCT, accompanied as required by responsible person. 
Gather all relevant information for assessment report and amend plans accordingly. Offer advice and methods to manage existing risks, encourage local staff to take responsibility for own working environment. Aim to reduce risk ALARP.
Book out in log and with my line Managers agreement begin fire risk assessment report at home.

	Notes:

	Tuesday

	Morning
	Afternoon

	Brief meeting with team and PA.

Complete fire risk assessment and share report with line manager, Director of Estates and relevant managers responsible for their building highlighting significant findings/agree an action plan to manage identified risks.
Meet with local Fire Brigade Watch Manager on site to confirm aims/objectives and date for an inter-agency fire evacuation exercise to test Hospital response, equipment, staff skills and fire crews search and rescue technique in our Hospital.

	Provided fire evacuation training to clinical staff, share attendance sheets with Workforce management.
Review outcomes of evacuation training.

Meeting with Matron discussing planned fire evacuation exercise.

Reply to emails and agreed invites in my calendar for coming weeks.
Meet with IT specialist in the training suite hoping to resolve problem when showing short video during PowerPoint presentations. 


	Notes:

	Wednesday

	Morning
	Afternoon

	Brief meeting with team and PA.

Updated monitoring spreadsheets for fire risk assessments and staff trained to date.
Attended day-4 of staff induction; Child protection.
Prepared bi-monthly fire safety report for my line Manager and Nominated Fire Manager to present at health and safety committee in my absence.

Prepared paperwork for next week fire risk assessments.

Viewed training video available to supplement my planned presentations for volunteer’s fire wardens.


	One-to-one with my line Manager  discussing a) my performance b) funding for next financial year:- 

Manual handling: - light weight wheelie case for laptop and projector.

CPD: - support and release to attend Loughborough University; a certificate in healthcare fire safety management and/or support for attendance at NAHFO conference at Bournemouth.

Discussed progress of previous assessment remedial works with Estates Manager.

Meet a local Manager on site raising fire safety concerns. Agreed a change that can be effected and managed locally.


	Notes:

	Thursday

	Morning
	Afternoon

	Reported to work for a Facilities team meeting at the request of my line Manager to meet my new colleagues.
Time-off-in-Lou agreed next week.


	Day off

	Notes:

	Friday

	Morning
	Afternoon

	Day off

	Day off

	Notes:

	Saturday

	Morning
	Afternoon

	
	

	Notes:

	Sunday

	Morning
	Afternoon

	
	

	Notes:


