Managers/Safety Representatives Quarterly Workplace Inspection

	Workplace/Team:
	
	Date: 
	

	Manager:
	
	Safety representative:
	


Walk around all the areas within your workplace making notes of any hazards you notice prior to completing this checklist.  The questions on this list are not exhaustive and you may come across hazards that are not covered by it.  The Manager must appropriately address any hazards or concerns identified; assistance may be sought by contacting the Health & Safety Services Team on 024 7683 3285.
	
	Yes
	No
	N/A
	Comments / Action Taken/Needed

	General safety checks

	Are all walkways free from obstruction?
	
	
	
	

	Are the entry and exit routes to all work areas storage areas, work equipment, etc clear?
	
	
	
	

	Is there a good standard of housekeeping?
	
	
	
	

	Is the workplace free from slip and/or trip hazards?
	
	
	
	

	Are floors and flooring in a good, safe condition?
	
	
	
	

	Are all storage areas safe for use without items being stored above shoulder height or inappropriately?
	
	
	
	

	Have damaged furniture and fittings been removed from use?
	
	
	
	

	Is the workplace free from hazards that may be caused by the position or type of glazing?
	
	
	
	

	Is appropriate safety signage displayed?
	
	
	
	

	Are restricted areas adequately controlled/secured?
	
	
	
	


	
	Yes
	No
	N/A
	Comments / Action Taken/Needed

	Fire precautions

	Are all fire exits and routes free from obstruction both internally and externally?
	
	
	
	

	Are fire evacuation instructions clear, up to date and visible around the workplace?
	
	
	
	

	Are all fire doors closed except when held open by authorised methods?
	
	
	
	

	Are all fire doors in good working order?
	
	
	
	

	Are all self-closing devices in good working order?
	
	
	
	

	Is all fire fighting equipment in the correct position? (call points, escape routes, etc)
	
	
	
	

	Is all fire fighting equipment in good condition?
	
	
	
	

	Have all kitchen areas with cookers got a fire blanket?
	
	
	
	

	Are no-smoking notices displayed and complied with where relevant?
	
	
	
	

	If there are designated smoke rooms, is the furniture fire retardant?
	
	
	
	

	Are door vision panels unobstructed?
	
	
	
	

	Is waste and rubbish promptly dealt with?
	
	
	
	

	Do fire evacuation procedures detail the evacuation of all occupants, including shared users and/or service users?
	
	
	
	

	First aid requirements – this section should be completed with the assistance of a qualified first aider

	Are there a sufficient number of first aid boxes?
	
	
	
	

	Is a contents list available for each first aid box? Are the contents checked on a monthly basis and is this recorded?
	
	
	
	

	Are there any unauthorised items in the first aid box?
	
	
	
	


	
	Yes
	No
	N/A
	Comments / Action Taken/Needed

	Hygiene & welfare

	Are there sufficient areas for staff to store personal belongings?
	
	
	
	

	Is a suitable staff room/rest area available?
	
	
	
	

	Are there adequate showering facilities available?
	
	
	
	

	Are temperatures and humidity at acceptable levels?
	
	
	
	

	Are all areas lit to an adequate standard?
	
	
	
	

	Is drinking water provided? (mains or bottled)
	
	
	
	

	Are there sufficient toilet facilities for staff and disabled persons?
	
	
	
	

	Asbestos

	Is the fabric of the building, including any known or suspected asbestos containing materials, free from damage?
	
	
	
	

	Has the condition of all known and/or suspected asbestos containing materials been visually inspected for signs of damage/deterioration? 
	
	
	
	

	Utilities 

	Are there appropriate accessible means of isolation for electricity, gas and water services?
	
	
	
	

	Are all fixed electrical switches/sockets free from damage?
	
	
	
	

	Are daily visual checks of electrical items completed?
	
	
	
	

	Are there any unused/infrequently used water outlets which may need to be added to a flushing regime?
	
	
	
	


	
	Yes
	No
	N/A
	Comments / Action Taken/Needed

	Hazardous substances

	Are hazardous substances stored in a secure/lockable area when not in use?
	
	
	
	

	Are hazardous substances stored in an appropriate quantity?
	
	
	
	

	Are there sufficient waste receptacles for hazardous waste?
	
	
	
	

	Are all clinical waste/sharps handled safely and disposed of appropriately?
	
	
	
	

	Personal protective equipment (PPE)

	Is PPE appropriate for the task and suitable for all?
	
	
	
	

	Are there appropriate storage areas for PPE?
	
	
	
	

	Is PPE free from defects and repaired/replaced as necessary?
	
	
	
	

	External areas

	Are external areas of the building free from any visible defect? (loose tiles, potholes, loose steps etc)
	
	
	
	

	Are all relevant areas sufficiently lit during the hours of darkness?
	
	
	
	

	Are gutters and drainpipes clear and in good condition?
	
	
	
	

	Do trees appear to be in a safe condition?
	
	
	
	

	Where present, does outdoor fixed play equipment appear to be in good condition?
	
	
	
	

	Where on site, is the surfacing under fixed play equipment suitable and in good condition?
	
	
	
	


The following questions may or may not be relevant within your working area; please complete as necessary.

	
	Yes
	No
	N/A
	Comments / Action Taken/Needed

	Equipment/machinery

	Are all dangerous parts of equipment/machinery adequately guarded?
	
	
	
	

	Where appropriate, are emergency stops fitted, easily accessible and adequately signed?
	
	
	
	

	Establishments with service users, including schools.

	Are internal and external areas checked for any hazards that may specifically affect your service users?
	
	
	
	

	Where necessary, have checks been carried out and recorded for the following:

· Water temperature 

· Hot surfaces

· Fridges/freezers where food stored for consumption by services users
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Where fitted, are window restrainers in good working order?
	
	
	
	

	Other observations from the inspection

	
	
	
	
	


Action Plan
	Hazard/Location
	Recommended action
	Priority
	Action completed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


