
Below is listed a set of questions to be considered as a minimum in any review.

Working environment
A.1.
Lighting

In general, is this sufficient and suitable for work being carried out?


A.2.
Ventilation
Are all workrooms adequately ventilated for the comfort of persons working in them?

Can all windows be opened safely from ground level?




A.3.
Heating

Is there a thermometer available for the area?





Is the temperature adequate for the majority of persons?



A.4.
Room Dimensions and Space
Are all work rooms adequate in size for the work being carried out and the number of persons in them?









A.5.
Floors and Passages

Are all floors, passages and gangways free from obstruction?



Are there any electrical or other cables trailing across areas where people walk?

Is there any loose or defective flooring or floor covering?



A.6.
Housekeeping, Storage and Stacking


Are the furniture, furnishings and fittings clean?







Are the walls, floors and ceilings clean?








Is waste material kept in suitable containers and removed regularly?




Is there any unnecessary paperwork at workstations?




Are files or equipment, which is frequently used, stored in a difficult or inaccessible position (e.g., on top of a cupboard)?







Are cupboards, shelves or suspension files free from sharp edges?




Are shelves secured to their supports?








Are shelves overloaded?









Is there a “kick stool” or light, manoeuvrable steps available for reaching shelves and materials stored above shoulder height?




A.7.
Workstations and Seating

Are the workstations generally suitable for the work carried out?




Are they arranged so that persons working at them can leave swiftly in the event of an emergency?








Is there a risk of slipping or falling at the workstations?





Is the seating supplied generally suitable for the persons and the work carried out


Are suitable footrests supplied where required?





A.8.
Windows, glass doors, walls, etc.

Can all windows and skylights be opened safely?







Are windows or skylights free form risk when open?





Do all glazed panels comply with Reg. 14 of the Workplace Regulations?



Is a safe method of window cleaning being followed?




B.
OFFICE EQUIPMENT
B.1.
Filing Cabinets

Are the filing cabinets in the office fitted with anti-tilt device?





Are drawers of filing cabinets near walkways kept closed?




B.2.
Office Machinery
Are the guards in place on any machines in the office on which hair, sleeves and buttons can become trapped or entangled (such as paper shredders)?

Are any paper guillotines guarded so that it is not possible to come into contact with the cutting blade?






Are there service contracts for the maintenance and repair of machines?

Are operating & maintenance instructions for all the machines in the office?

Are the areas around machines clean, tidy &free from obstruction?


C
First Aid

Is there a first-aid box in the office?







Are the contents correct?







Is there a notice on the office notice board indicating who is responsible for the first aid kit and where the kit is kept?





Are First Aiders training certificates up to date?





D
Fire Prevention and Fire Fighting
Is there a copy of the part of the Fire Certificate for the building which covers the office available (if applicable)?




Are there fire extinguishers available?






Are staff trained in their use?







Are instructions for fire emergencies on the notice board?


Have they been brought to the attention of all the staff?



Is there a fire alarm for the building?





If there is, is it tested weekly?






Are fire drills held annually or more frequently?



Are fire escape routes and exists clearly signed?





Are fire escape routes kept clear?






Is there a safety induction procedure all visitors to the office?


Is the Fire Log up to date?






E
Electricity

1.
Portable Equipment
Are all portable electrical appliances used in the office subject to at least an annual examination by a competent person?



Are the appliances labelled or tagged to indicate the date of the last examination or a separate record kept?





If an electrical appliance belonging to a member of staff is in use, has permission been given for this and has the appliance been checked by a competent person?


Are only trained, authorised persons allowed to fit plugs onto appliances?

Are all plugs correctly installed?






Are all appliance leads away from sharp edges or surfaces?



Are there sufficient mains sockets for all the portable appliances in use?

Is electrical equipment visually free of damage?






2
Fixed Installation

Are the socket outlets in the office free from defects?



Is there record of a competent electrician checking wiring in the offices?



Did they issue a certificate of compliance after the check?


F
Manual Handling
Are there any lifting and handling jobs, which require someone to lift more than 10KGs at a time?






Are there any lifting and handling jobs, which require someone to lift lighter weights, but lots of them in a short space or time?



Are there any other lifting and handling jobs, which may pose risks to the person carrying them out?





If the answer to the above questions is yes, has a manual handling risk assessment been carried out?








Are manual handling risk assessments relevant and up to date?


G
Display Screens

Have assessments been made for all workstations equipped with DSE?



Have all “users” been given the assessment of their workstation(s)? 


Have all “users” of display screen equipment been offered eyesight tests, if they requested them?







H
Welfare Facilities

Are there adequate toilets and washing facilities available?




Is there a supply of drinking water available?





Is this clearly marked as such?







Are there facilities available for the storage of outdoor clothing?



Is there equipment for the heating of water and food?




I
Public Access Areas

Are public areas free of hazardous obstructions and debris?




Are public areas well lit?








Are fire doors & exit routes, correctly signed and well lit?





Is the floor safe and without significant trip points?





Are external areas safe and without significant safety risk?




Are structural overheads securely fixed?





J
Restricted Access Areas

Are the plant rooms/service cupboards locked when not in use?



K
Hazardous Substances (including water hygiene)
Have all substances in the workplace been subject of a risk assessment?

Have the results of the risk assessment been shown to and discussed with the persons using the substances?





Are hazardous substances being stored safely?





Have assessments been carried out on water systems for this area?



Are water treatment records up to date?





Have the COSHH assessments been reviewed during the last 12 months?


L
Information for Employees
Have all employees signed and returned the tear-off slips following receipt of the document “Health and Safety Information to Employees”?



Are health and safety notices on display on the staff notice board?


Is health and safety information for the area current and accurate, i.e., policy, emergency procedures, contacts etc?




M
Contractors
Have contractors provided health and safety information demonstrating ability to carry out work activities safely (i.e., Policy, Risk Assessments? 



Are contractors being monitored on site?





Has the competency of Planning Supervisors been checked on a project?


N
Accidents and Emergencies
Are accidents, dangerous occurrences and reported near-miss incidents being recorded and reported as necessary?
Have accidents, dangerous occurrences and reported near-miss incidents been investigated?







Have reports been studied & action taken to prevent re-occurrence?


Have responsibilities been allocated for dealing with emergencies?


Have those persons nominated been trained in the action to be taken in the event of an emergency?






O
Risk Assessments
Have risk assessments been carried out for all the activities in this area?


Are they up to date?








Have risk assessments been reviewed during the last twelve months?


Are the health and safety needs of post-natal and expectant mothers addressed in risk assessments?






P
Training

Have the training needs of employees in the area been re-appraised?



Have the training needs been fulfilled?






Q
Maintenance
Are Maintenance Schedules for premises, plant and equipment complete?

Are the premises, plant and equipment being inspected/ maintained at the correct frequency?






Defects
Are defects identified during previous inspection under effective control?

If any answer above is NO a CHECKLIST CORRECTIVE ACTION sheet must be attached to this form, filled in and action taken to correct the faults identified. 

All questions must be considered any answer should be YES / NO / or not applicable.
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