Safety Inspection Checklist

When to use this checklist
This checklist can help you identify hazards in the workplace; and detect areas where your current safety control measures are not working properly. It can be used as part of the risk assessment process, and for routine safety walkabouts. Use it when people are working; and rely not just upon your observation, but on discussions with those involved.

	Item / area / task
	YES
	NO
	Comments

	
Are floors clean, in good condition and free of tripping or slipping hazards?

	
	
	

	
Are passageways and routes through the building clear of obstructions and clutter?

	
	
	

	
Is furniture in good working order?
Is it fit for purpose?

	
	
	

	
Do workstation chairs, desks and footrests aid good posture?

	
	
	

	
Are shelves sufficient and free of items at risk of falling/toppling?

	
	
	

	
Are display screens and keyboards adjustable to the correct height?

	
	
	

	
Has a DSE risk assessment been carried out?

	
	
	

	Item / area / task
	YES
	NO
	Comments

	
Do electrical devices work properly?
Are they inspected and tested (PAT) regularly?

	
	
	

	
Are electrical cables kept clear of floors etc. so they pose no. trip or snagging risk?

	
	
	

	
Is there sufficient general lighting?

	
	
	

	
Are reflections and glares on display screens and windows avoided?

	
	
	

	
Are desk lamps provided where necessary?

	
	
	

	
Is the working temperature at a comfortable level?
Can the temperature be controlled?

	
	
	

	
Is the heating system in good condition and serviced regularly?

	
	
	

	
Is air conditioning / the ventilation system working properly?

	
	
	

	
Is it possible to open windows without increasing noise levels or pollution?

	
	
	

	Item / area / task
	YES
	NO
	Comments

	
Is noise at a satisfactory low level?

	
	
	

	
Are any chemicals onsite correctly stored and labelled?

	
	
	

	
Has a COSHH assessment been carried out?

	
	
	

	
Are waste chemicals and materials disposed of correctly?

	
	
	

	
Are users trained sufficiently on the safe use of any equipment?

	
	
	

	
Is equipment maintained regularly?

	
	
	

	
Are staff / volunteers trained on manual handling?

	
	
	

	
Are there reminders / warning signs about the safe handling of heavy loads?

	
	
	

	
Is there a policy on lone working, and are the measures it contains working properly?

	
	
	

	
Are there procedures to reduce the risk of violence against staff and volunteers? 
Are they working properly?

	
	
	

	Item / area / task
	YES
	NO
	Comments

	
Are there sufficient fire extinguishers on the premises?

	
	
	

	
Do you hold emergency evacuation procedure drills?

	
	
	



	
Do you have a policy for staff / volunteers who drive regularly for work?

	
	
	

	
Do you consult regularly with staff / volunteers on health and safety matters?

	
	
	

	
To help avoid stress:

(1) Are workloads manageable?
(2) Do people have control over how they work?
(3) Are workplace relationships good?
(4) Do staff / volunteers have an effective voice?
(5) Is training and supervision effective?
(6) Are managers trained in people skills?
(7) Are the needs of individuals recognised?
	
	
	

	
Are toilets and rest facilities clean and accessible?


	
	
	

	Item / area / task
	YES
	NO
	Comments

	
Do you have enough trained first aiders?

	
	
	

	
Is your first aid box properly stocked?

	
	
	

	
Are staff / volunteers given sufficient information and instruction on safety matters?

	
	
	

	
Does your board of trustees take health and safety seriously?

	
	
	

	
Is your safety policy fit for purpose?

	
	
	

	
Other safety matters / hazards:
















	
	
	























Green Pepper Consulting https://greenpepper.scot


1

