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Workplace Inspection Checklist
	School/ Department


	
	Inspected By
	

	Location Inspected
	
	Date and Time
	----  / ---- / ----           ----- : ----


	
	Location Safety
	Issues raised
	Action By Whom

Action by When

	1
	Access and Egress

Consider:

· Obstructions in corridor

· Condition of flooring

· General Housekeeping

· Damage to property

· Noise / Light levels

· Security of building
	
	

	2
	Fire safety

Consider:

· Emergency exits routes clear

· Fire Extinguishers checked

· Fire signage checked

· Emergency lighting observed
· Call points not obstructed

· Fire Doors operate
· Fire doors not wedged open

	
	

	3
	Office safety

Consider:

· Photocopier rooms

· Trailing leads 

· Damaged cables
· Workstation space
· Desk Hygiene
· Material Storage

· General office environment

· Lighting sufficient

· Evidence of PAT testing

· Fire doors not wedged open

· Workstation assessments required?
· Clear walkways / traffic routes

	
	

	5
	Work Equipment

Consider:

· Guarding in use
· Emergency shutdown

· Warning signage in place
· Equipment condition
· Damaged plugs or cables
· Available PPE.
· Chemicals labelled
· Chemicals stored correctly.
· COSHH risk assessments

	
	

	6
	First Aid and Welfare

Consider:

· First aid box available

· First aid box stocked  

· Information  available

· Eyewash stations in date

· Drinking facilities

· General cleanliness
· Local First Aiders 
	
	

	7
	Environmental Issues

Consider:

· Waste is being deposited correctly 

· Waste containers are not overflowing

· No chemical sewerage spills

· Drainage problems

· Dripping taps
· Specialist waste disposal arrangements
· Water penetrations

· Cracked or damaged windows

· Rotted doors or window frames 
	
	

	8
	Staff management issues relating to inspection area
	Is there are sufficient number Fire Marshal’s?

Is there an appointed PAT tester?

Are there staff trained or competent to complete risk assessments?
	( Yes    ( No
( Yes    ( No
( Yes    ( No

	9
	Outstanding issues from previous inspection


	Issues still outstanding
	Comments 


	Issue resolved?



Please sign after completing each Departmental Inspection – Copies can be submitted to the Health & Safety Advisor for further advice. 

	Name:


	Signature: 
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