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	This checklist is designed to remind safety inspection teams of the various workplace precautions, practices and conditions that will generally need to be effective to ensure health, safety and welfare. It comprises a range of statements, grouped under various topics, which if true of the particular area, will generally indicate good practices.  The checklist also facilitates the collection of relevant information.
Where an inspection team is confident, either through on-site observations or checking relevant documents, that positive evidence exists to support a particular statement, this can be indicated in the S (Satisfactory) column. 

If evidence is available but is judged to be deficient, in that it does not fully support a statement, then this should be indicated in the Un (Unsatisfactory) column.  The Comments column may then be used to record the hazard, non-conformance, problem or comments in relation to both the S and Un indicators. Where evidence is non-existent then both the S and Un columns should be left blank and an appropriate comment made. Comments should then be transferred to Form S24c – Departmental Safety Inspection Report where corrective actions can be noted and delegated. 
The checklist represents the workplace precautions statements from a broader-based ‘Checklist of Risk Control Arrangements and Workplace Precautions’ (Form S24a1) which is designed to enable Departments to identify key issues that will generally need to be considered, through periodic management meetings and safety inspections, to ensure a robust risk control process. 
Inspection teams are encouraged to amend and/or expand this checklist to fully address the specific requirements, work activities and accommodation within their department.  

The term ‘staff’ is used to refer to all employees, relevant post-graduates, visiting academics and agency personnel. The term ‘relevant persons’ is used to refer to all staff, and relevant undergraduates. 

Further background to safety inspections can be found in the Health and Safety Policy and more particularly in the Guidance on Safety Inspections. 



                                                                                                                 Key: N/A = Not Applicable; S = Satisfactory; Un = Unsatisfactory
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	Fire Safety Precautions
	
	
	
	

	Fire exits, routes and call-points are clearly marked, free from obstruction and known to staff.
	
	
	
	

	Fire action notices are displayed and include details of assembly points.
	
	
	
	

	Sources of ignition (e.g. batteries, power supplies) are adequately controlled.
	
	
	
	

	Fire-fighting equipment is sufficient, of correct type, in designated location, accessible and serviced.
	
	
	
	

	Fire doors are kept closed (unless automatic).
	
	
	
	

	Fire alarms are easily audible above background noises.
	
	
	
	

	Internal telephones are labelled with emergency contact details (Ex 2222).
	
	
	
	

	First Aid
	
	
	
	

	One or more box is readily available, adequately stocked with contents in good condition.
	
	
	
	

	Suitable notices and signs locate first aid box(es).
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	Reporting Procedures 
	
	
	
	

	S1 and Estates Management Helpdesk reporting procedures are known to relevant persons.
	
	
	
	

	Risk Assessment
	
	
	
	

	Suitable and sufficient risk assessments have been carried out for all work activities, are readily available and have been read by relevant persons.
	
	
	
	

	Safe Systems of Work 

(or Standard Operating Procedures)
	
	
	
	

	Safe systems of work, where applicable, are readily available and have been read by relevant persons.
	
	
	
	

	There is evidence that relevant persons are working to applicable safe systems.
	
	
	
	

	Vision panels in doors have not been obscured except where required as part of a risk assessment e.g. laser labs
	
	
	
	

	Work Equipment
	
	
	
	

	Work equipment is suitable for its purpose, the conditions in which it is used and is maintained in a safe condition.
	
	
	
	

	Risks, created by the use of equipment, are eliminated or adequately controlled by suitable ‘hardware’ measures (guards, warning devices, PPE etc) and ‘software’ measures (manufacturer’s safety instructions, safe systems of work etc).
	
	
	
	

	Users of work equipment have received adequate information, instruction and training (including refresher training, where necessary).
	
	
	
	

	Electrical Safety
	
	
	
	

	Portable electrical equipment has been PAT tested and labelled with date of retest.
	
	
	
	

	Electrical leads are kept away from sources of heat, corrosion and moisture.
	
	
	
	

	Unfixed gang sockets are being used appropriately.
	
	
	
	

	Isolators and emergency stop buttons are clearly identifiable, accessible and their locations known to relevant persons.
	
	
	
	

	Manual Handling
	
	
	
	

	Manual handling risk assessments are readily available and have been read by relevant persons. 
	
	
	
	

	Frequently used heavy items are stored on shelves at waist level. 
	
	
	
	

	Infrequently used heavy items, are stored on shelves at low level.
	
	
	
	

	Appropriate ‘work at height’ aids are available for reaching shelves above shoulder height.
	
	
	
	

	Display Screen Equipment (DSE)
	
	
	
	

	A suitable and sufficient risk assessment has been made of each work station, with the user present and the findings recorded.
	
	
	
	

	All users have attended the Safety Services’ Computer Workstation Awareness course.
	
	
	
	

	Working Environment
	
	
	
	

	Ventilation – there is effective and suitable ventilation supplying sufficient fresh or purified air.
	
	
	
	

	Temperature – the temperature is such that staff can work in reasonable comfort during working hours (minimum is 16 °C for sedentary work, or 13 °C for physical work).
	
	
	
	

	Lighting – there is suitable and sufficient lighting to enable persons to work and move about safely.
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	Working Environment cont’d
	
	
	
	

	Room dimensions – Rooms in which people work have sufficient floor area, height and unoccupied space to allow them to get to and from workstations and to move within the room with ease.
	
	
	
	

	Workstations and seating (other than computer workstations) – tasks can be carried out safely and comfortably (e.g. work surface at suitable height, access to materials/controls, freedom of movement, ability to stand upright etc.)
	
	
	
	

	– user can leave it swiftly, without slipping or falling or be assisted in an emergency.
	
	
	
	

	– seat provides adequate support for lower back.
	
	
	
	

	– where user cannot comfortably place their feet flat on the floor, a footrest is provided.
	
	
	
	

	Control of Noise
	
	
	
	

	Where equipment generates noise to the extent that it is difficult to hold a conversation with someone at a distance of 2 metres, a noise survey has been carried out by a competent person (assistance available from Safety Services).
	
	
	
	

	Where noise is an issue, appropriate noise control measures have been implemented.
	
	
	
	

	Welfare Facilities
	
	
	
	

	Drinking Water
	
	
	
	

	Where dispensers use bottled water, the stock of water is kept in a cool, dark place
	
	
	
	

	Accommodation for Clothing 
	
	
	
	

	Accommodation is provided for clothing not being worn during working hours.
	
	
	
	

	Accommodation is provided for special work clothing such as overalls, uniforms etc.
	
	
	
	

	Such accommodation (minimum of a separate hook for each person) provides a clean, warm, dry, well-ventilated place, where clothing can dry out during the course of the day, if necessary. 
	
	
	
	

	Facilities for Changing Clothing
	
	
	
	

	Where workers need to remove more than outer clothing in order to change into special work clothing, a changing room (or rooms) is provided.  
	
	
	
	

	Where workers’ own clothing could be contaminated by a harmful substance, a changing room (or rooms) is provided.
	
	
	
	

	Facilities for Rest
	
	
	
	

	Where workers have to stand to carry out their work, suitable seats are provided for their use, if the type of work gives them the opportunity to sit down from time to time.
	
	
	
	

	Suitable seats are provided for use during breaks (in a suitable place, where PPE does not need to be worn).
	
	
	
	

	Where rest areas or rooms are provided, they are large enough and have sufficient seats with back rests and tables, for the number of workers likely to use them at any one time.  
	
	
	
	

	Facilities for Eating
	
	
	
	

	Where provided, facilities are kept clean to a suitable hygiene standard. 
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	Lone Working
	
	
	
	

	All lone or out-of-hours working has been risk-assessed and, where necessary, the appropriate measures put in place to control the risks. 
	
	
	
	

	Condition of Premises
	
	
	
	

	Note separately any obvious defects in fabric/services of the premises e.g. floors, walls, ceilings, stairs, wiring, wall sockets, lighting, toilets, furniture, fixtures, fittings etc. that need to be notified to Estates Management.
	
	
	
	

	General Housekeeping
	
	
	
	

	The general work area (including furniture, fittings, benches, sinks, equipment etc.) is kept sufficiently clean, tidy and free from accumulated glassware and clutter.
	
	
	
	

	Floors, walls and ceilings are capable of being kept sufficiently clean.
	
	
	
	

	Waste materials are only placed in suitable receptacles, in designated areas and which are emptied regularly.
	
	
	
	

	Passageways and traffic routes are clear of obstructions and tripping hazards, e.g. cables, boxes, stock, rubbish etc.
	
	
	
	

	Correct hazard identification signage is displayed on entry doors.
	
	
	
	

	Equipment, materials and objects are stored in a stable and secure manner.
	
	
	
	

	Contained chemicals substances appear to be correctly and clearly labelled.
	
	
	
	

	When not in use, chemicals appear to be stored in compatible groups, on stable shelving.
	
	
	
	

	All containers appear to be in good condition.
	
	
	
	

	A spill clean kit is available and well stocked.
	
	
	
	

	The loading of racking/shelving appears to be within its design limitations.
	
	
	
	

	All chemical containers (including waste containers) appear to be sealed when not in use.
	
	
	
	

	Specific Issues not covered elsewhere: 
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	For issues that require attention by Estates Management, a Service Request or a Maintenance Request should be raised or the Helpdesk (ex 2164) notified without delay. 

	Where it is not possible for members of the inspection team to take immediate corrective action to deal with an issue, then actions should be included in the Safety Inspection Report (S24c). 

	Issues that require significant senior departmental management input and a response in the longer term can form the basis of the Departmental Safety Action Plan.
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