
Tisbury Pre-school Hazard Reporting Procedure July 2016 

Procedure for Identifying, Reporting and Dealing with Hazards and Faulty 
Equipment 

 
1. Staff will undertake a daily visual check of the premises.  This visual check will be accompanied 

by a check list. 
2. Any problems identified will be given a grading of 1-5, 1 being the most severe hazard and 

necessitating in the pre-school being closed until rectified and 5 being the least serious hazard 
but which all staff should be aware of. 

3. Hazards should be reported by the staff to the committee using the relevant form, a copy of 
which should be filed in the maintenance file.  Staff should indicate the severity of the hazard on 
this form. 

4. The committee should acknowledge receipt of the report and draw up an action plan for 
rectifying the problem giving a time scale for this.  A copy of this action plan should be filed with 
the original report in the maintenance file. 

5. In the event of the pre-school being closed the committee chairman should be advised by 
telephone of the problem immediately, whereupon an action plan should be agreed and acted 
upon as soon as is possible to do so. 

6. In the event of a less severe hazard being identified, the staff may undertake to rectify the 
problem if it is safe and appropriate to do so.  A note of the action taken should be filed in the 
maintenance file and the committee advised of this action at their next meeting. 

7. Staff must not undertake the rectification of electrical problems. 
8. Equipment identified as faulty should be removed from use and either repaired, as appropriate 

or disposed of according to any regulations. 
9. Faulty equipment, other than toys, should be reported to the committee at the first opportunity or 

to the chairman if such equipment is necessary to the safe, hygienic or efficient running of the 
pre-school. 

10. Should the hazard remain unattended to, the staff will re-categorise the hazard, this may result 
in closure of the pre-school. 

11.  
 
This procedure was adopted at a meeting of the Tisbury Pre-school Committee held on  
 
……………………………………………………………………………………………… 
 
 
Signed…………………………………………………… Position ……………………………………. 
 
Date……………………………………………………………….. 

 


