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Appendix 4.1
Internal Communal Area Checklist
	Scheme

Block

Date of Inspection 



	What this checklist is for

· This checklist has been drawn up to help staff and tenants make a full assessment of conditions in the scheme.
· Its aim is to make sure that, during the assessment visit, conditions are recorded systematically so that items that need attention can be sorted out. It will also help to monitor progress on improving conditions over time.
· Assessments should be carried out according to the programme which aims to ensure all schemes and estates are checked every 6 months (in addition to the routine monthly inspections)
· Where available it’s a good idea to use a digital camera to record problems and standards 
· When completed it should be signed by the assessors and a copy sent to the Service  Manager so they can draw up the scheme / estate action plan to deal with the issues raised.
· Everyone who takes part in the visit will get a copy of the action plan.




	This checklist covers the internal areas of blocks on the estate or scheme.

There is also a checklist for external areas. Whilst in most cases one external checklist will be enough for each estate, it will often be necessary to have separate internal checklists for each of the blocks on the estate to ensure conditions are recorded in sufficient detail.

How to use the checklist - 
· Assessors need to look at each feature on the checklist and decide if the standard that applies to that feature has been met.
· Not every scheme / estate will have every feature listed – if the feature is not there put a “X” in the column headed “N/A”
· Where a standard is not met, assessors should write down very briefly what they would like done about it. This should be written in the Action Table at the end of the checklist.  Write the ref number and what action is needed on the Action Plan. If the action is an emergency or very urgent mark it with a large asterix * - and take appropriate action!
· In some cases a standard could be met but the assessor might still think some action is needed, in which case the Action Table should be completed as described above.




	
	Name 
	Signature
	Contact Details

	Staff Assessor
	
	
	

	Tenant Assessor
	
	
	



	
	
	Checklist for internal communal areas
	
	

	Ref
	Feature
	Standard to be met
	Is the standard met
	Action needed

	
	
	
	Yes
	No
	NA
	

	Int/1
	General sense that the block feels cared for
	On entering the block:
· looks reasonably clean and cared for all round
· nothing to be seen which might be a danger to residents or visitors
· no signs of major vandalism
	
	

No


	
	Improvements to entrance lobby needed – see action plan

	2
	Condition of decorations
	Paint and other decorations are in a reasonable condition; no large areas of peeling or flaking paint 
	
	No
	
	Awaiting confirmation of start date for redecoration programme

	        3
	Clear of large items of refuse
	No large dumped bulk rubbish inc. furniture
	Yes
	
	
	

	4
	Areas being used properly
	No signs of areas being abused e.g. for storing motor cycles, drug taking
No stairs, landings or corridors obstructed by tenants’ belongings inc. cycles and plant containers. 
	
Yes
	
	
	

	5
	Floors (inc. stairs) - sweeping
	No litter and small bits of rubbish except things which seem to have just been dropped

	Yes
	
	
	But cleaner needs to maintain consistent standards

	6
	Floors (inc. stairs) – washing
	Appear clean, with no ingrained dirt or major smearing (taking account of type of floor finish)

	Yes 
	
	
	

	7
	Floors (inc. stairs) - safe
	Floor is even and no risk of being tripped up
Where applicable, coverings are properly fixed
Stair nosing’s intact and do not cause a hazard
	Yes
	
	
	

	8
	Walls and balustrades
	Look clean overall, and do not appear patchy or smeared
No noticeable cobwebs or unsightly dust
	Yes
	
	
	But cleaner needs to maintain consistent standards

	9
	Graffiti
	No graffiti or unauthorised handbills / stickers 

	Yes
	
	
	

	10
	Communal doors – clean
	Look clean overall, and do not appear patchy.
Handles look clean and feel smooth to touch.
	Yes
	
	
	

	11
	Communal doors - working
	Doors open and close properly inc entry phone where fitted. Automatic closers work .
Glass is not cracked or broken.
	
	No
	
	Entrance door often ‘sticks’ & needs to be replaced. 

	12
	Windows – cleaning
	Glass, frames and sills appear clean and cared for
 (taking account of cleaning cycle and accessibility)
	Yes
	
	
	

	13
	Windows - repair
	Glass not cracked or broken and all catches working 
	Yes
	
	
	

	14
	Lighting –
cleaning
	Communal light covers or shades are clean 

	Yes
	
	
	

	15
	Lighting –
working
	Lights are working (where possible to check) or appear to be in working order
	
	No
	
	Spotlights  & strip lights need to be replaced. See action plan.

	16
	Refuse disposal
	No bad smells or insects in bin stores, paladin chambers or other refuse areas. 
Floors free of litter. Hoppers clean and in good repair
	Yes
	
	
	But cleaner needs to maintain consistent standards

	17
	Lifts -  cleaning
	Walls and floors, and control panels, clean and cared for. No stickers or handbills, or sticky residues   
	
	
	
	But cleaner needs to maintain consistent standards

Also handrail missing in R/H lift.

	18
	Lifts - working
	Lifts are working

	Yes
	
	
	

	19
	Signs and notice boards
	Signs and notices can be read and have a cared-for appearance; no unusable notice boards
	Yes
	
	
	

	20
	Health and safety
	(unless already covered by feature above)
Nothing which presents a risk to health and safety of residents or visitors 
	Yes
	
	
	

	21
	Fire Safety Checks
	Fire Alarms, Fire Extinguishers, Emergency Lighting (have the checks been carried out? Weekly for schemes with staff and as appropriate elsewhere.
	Yes
	
	
	




	
	Name 
	Signature
	Contact Details

	Staff Assessor
	
	
	

	Tenant Assessor
	
	
	







	This checklist is in 2 parts:

- outside areas of the scheme  
- the lawns and planted areas 

There is also a checklist for internal areas. 

How to use the checklist - 
· Assessors need to look at each feature on the checklists and decide if the standard that applies to that feature has been met.
· Not every scheme / estate will have every feature listed – if the feature is not there put a “X” in the column headed “N/A”
· Where a standard is not met, assessors should write down very briefly what they would like done about it. This should be written in the Action Table at the end of the checklist.  Write down what action is needed and write the letter which is in the Action Table left hand column in the “Action needed” box next to the feature it refers to. If the action is an emergency or very urgent mark it with a large asterix * - and take appropriate action!
· In some cases a standard could be met but the assessor might still think some action is needed, in which case the Action Table should be completed as described above.









Outside Areas of the Scheme 
	Ref
	Feature
	Standard to be met
	Is the standard met
	Action needed

	
	
	
	Yes
	No
	N/A
	

	1
	General sense that estate feels cared for

	On first impression the estate looks reasonably clean and cared for all round, nothing to be seen which might be a danger to residents or visitors and no signs of major vandalism
	
	

No
	
	See action plan. Caretaker needs tools & a limited garden contract should be considered

	2
	Clear of large dumped items of refuse 
	
No large dumped large items of refuse inc. furniture
	
	
No
	
	A sign should be considered & action taken against perpetrators.

	        3
	Roads, paths, steps etc – clean
	Free from piles of leaves and wind blown rubbish, weeds and litter (unless recently dropped) 
	Yes
	
	
	

	4
	Roads, paths, steps etc - safe
	All surfaces in reasonable condition and safe for pedestrians inc. elderly; free of trip hazards
	Yes
	
	
	Loose steps at front to be repaired.

	5
	Garage and parking areas
	Free of removable oil deposits, old batteries etc  which could be a risk to people
	Yes
	
	
	

	6
	Seating areas – clean
	Free from piles of leaves and wind blown rubbish, litter, broken glass or anything which could be a danger
	Yes
	
	
	

	7
	Seating areas - safe
	All equipment in good repair and working properly
	Yes
	
	
	

	8
	Gutters and drains 
	No signs of any problems such as pools of water or rubbish blocking drain covers etc 
	Yes
	
	
	

	9
	Cars and vans
	No abandoned, untaxed or obstructive cars or vans
	Yes
	
	
	

	10
	Lighting
	Lights are working (where possible to check) or appear to be in working order
	Yes
	
	
	

	11
	Signs and notice boards
	Signs and notices can be read and have a cared-for appearance; no unusable notice boards
No missing signs where clear need exists
	Yes
	
	
	See 2 above
Council number to be dispalyed

	12
	Gates and fencing
	Gates in working order and lockable where needed
Fencing in safe condition and with reasonable appearance 
	Yes
	
	
	

	13
	Estate storerooms, offices and similar buildings
	All buildings are secure and accessible to C&C staff
Buildings present a cared-for appearance with no significant repairs needed
	Yes
	
	
	

	14
	Litter bins and recycling containers
	In good repair and hygienic condition

	Yes
	
	
	Needs regular attention

	15
	Tenants gardens where visible
	Gardens have a reasonably cared for appearance 
Do not present any danger to other residents
	Yes
	
	
	

	16
	Graffiti and bills
	No graffiti or unauthorised handbills / stickers 
	Yes
	
	
	

	17
	Dangerous refuse
	No broken glass, food or any other dangerous waste 
	Yes
	
	
	

	18
	Pipe work, gutters and overflows on outside of blocks
	No evidence of leaks or defects, or of possible blockages.
	Yes
	
	
	

	19
	Approach to entrances to blocks
	Approaches are cared for and safe, and it’s clear which is the way in.
	Yes
	
	
	See 4 above

	20
	All areas generally
	(Apart from items already covered). Nothing major which needs repair or which presents a risk to H&S
	Yes
	
	
	





Lawns and planted areas
	Ref
	Feature
	Standard to be met
	Is the standard met
	Action needed

	
	
	
	Yes
	No
	N/A
	

	1
	Lawns, beds and other planted areas - tidy
	Free of litter, piles of leaves or other wind blown rubbish (taking account of season)
	
	
	N/A
	

	2
	Lawns, beds and other planted areas 
	No evidence of abuse of areas e.g. for car parking
	
	
	N/A
	

	        3
	Lawns
	Looked after properly, and grass not excessively long, given season and recent weather conditions.
No significant worn areas or excessive weeds 
	
	
	N/A
	

	4
	Shrub and flower beds
	Planted and maintained to give an overall cared-for and pleasant appearance (taking account of season)
Beds have adequate number of shrubs and other plants
	
	
	N/A
	

	5
	Shrub and flower beds
	Plants are not a danger to pedestrians (e.g. danger of slipping or tripping) on adjacent footways etc
	
	
	N/A
	

	6
	Trees
	Trees do not present a danger to residents or possible risk of damage to buildings
Do not significantly obstruct light to homes 
	
	
	N/A
	

	7
	Cuttings and other gardening waste
	No evidence of  waste being stored in an unsightly or dangerous way, or dumped on estate
	
	
	N/A
	

	8
	Large items of rubbish inc. furniture
	No large dumped bulk rubbish inc. furniture
	
	
	N/A
	

	9
	Dangerous refuse
	No broken glass, food mess or any other dangerous refuse 
	
	
	N/A
	

	10
	All areas generally
	(Apart from items already covered) Nothing needing significant repair or other attention
	
	
	N/A
	




	
	Name 
	Signature
	Contact Details

	Staff Assessor
	
	
	

	Tenant Assessor
	
	
	















	Scheme – Edna House

Block

Date of Inspection – 17th September 2014
	

ACTION PLAN TABLE
Mark emergency or very urgent actions with a large *

	Reference from checklist
	Action  (including  exact location)
	Internal or External
	Date Reported
	Who is dealing with it
	By When

	
Int1



	Tenants feel that the following improvements are needed for the entrance foyer to feel welcoming & cared for:
· Removal of false ceiling & replace with original plastered ceiling. (Tenants did not ask for this design).
· Removal of unreliable spot lights & replace with strip lights (similar to those in the Scheme Manager’s office.
· Removal of ‘patchwork style’ carpet in the foyer & replace with suitable plain carpet. (Tenants did not ask for this design).
· Remove redundant ‘information system’.
· Remove unsightly compartment around the fire alarm & replace with a suitable structure to match others within the foyer.
· Redecorate
	







Internal
	






17th September
2014
	






Joan Crosse-Smith
	






As soon as possible

	
Int/15



	Internal corridors are gloomy due to more lighting. The existing strip lights need to be replaced in favour of the strip lights use in the Scheme Manager’s office.
	
	
	
	

	
Int



	Caretaker to arrange for  lighting to be fixed on the R/h side of the block on the 4th, 3rd, 2nd & 1st floors as these are not currently working.
	
	
	
	

	




	Caretaker to arrange for lighting in the basement area ( 2) & the lounge ( 2) to be fixed as they are not currently working.
	
	
	
	

	




	 Caretaker to arrange for the missing handrail to R/H lift to be replaced
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