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This document provides a basic framework for a health and safety inspection of general office type locations and activities relevant to the faculty of ESSL. It will form the basis of formal annual inspections but can also be used in full or in part for interim in house self- inspections. Refer to Guidance Note: Health and Safety Monitoring (Inspections).   
T

This aide-memoire should not be regarded as exhaustive, it should be used as a guide and prompt to examine the environment, look at 




activities and behaviours, talk to staff / students and examine paperwork etc. A sampling approach may be more useful than checking e




everything in finite detail. Specific focus can be given to certain topic areas in response to local issues so the use of the checklist should be p



approached with flexibility. The inspection should take into account the health and safety of both staff and students.  



An additional supplementary aide-memoire will be available when inspecting laboratories and workshops. 

F

Findings can be recorded on this form, in other formats or supplemented by more detailed recording methods currently used by some Schools.  



Where there are examples of good practice and positive findings these should also be noted in addition to areas for improvement. 


On completion of the inspection an action plan with timescales should be produced by the HSM which identifies the findings and necessary 




remedial actions required. Responsibility for closing out actions rests with the Head of School.
	SCHOOL / LOCATION:
	


	INSPECTION DATE:
	

	DATE OF LAST INSPECTION:
	

	HAVE ALL PREVIOUSLY ACTIONS BEEN COMPLETED

( If NO please add details at end of checklist)
	

	
	

	A. HEALTH AND SAFETY MANAGEMENT ARRANGEMENTS
	YES
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	1. Have all members of staff, particularly new recruits, been given access to :
(a)the relevant parts of the University Health and Safety Policy
2. (b) the Schools / Services own health and safety policy and safety documents / rules / procedures?
	 
	
	 
	 

	3. Does the School have a specific policy document?

4. And does it clarify local organisation and arrangements i.e. line management structure and delegation of responsibilities?
	
	
	
	

	5. Is there an appointed Health and Safety Co-ordinator for the School?

6. And has adequate time and resource been allocated to fulfil the duties of the role? Competency and training?
	
	
	
	

	7. Are all staff and students provided with local health and safety induction in line with University guidance?  
	
	
	
	

	8. Are all staff (including volunteers/ temporary workers etc) and students provided with health and safety training and instruction relevant to their area of work? 
	
	
	
	

	9. Is all H&S training recorded and are records kept?  
	
	
	
	

	10. Have all staff completed the current E learning packages (DSE, Manual Handling and Fire Safety)? Comment upon the % complete.
	
	
	
	

	11. Are arrangements in place for consulting and communicating with staff on health and safety issues? Is the health and safety committee chaired by the Head of School? 
	
	
	
	

	12. Is there a local union appointed H&S representative? 

13. If Yes – are they allowed time to perform their duties? 
	
	
	
	

	14. Where buildings are shared with other Schools / Services are there communication and consultation arrangements in place to raise common health and safety  related issues e.g. a Building User Group 
	
	
	
	

	15. Are all staff and student accidents and incidents and instances of ill health reported promptly and in line with University guidance (logged on Sentinel and investigated locally)? 
	
	
	
	

	16. Are there local H&S monitoring arrangements in place e.g. in house local inspections? Is there evidence that remedial actions have been taken?
	
	
	
	

	17. Is there clear and visible leadership and commitment from the Head of School and Senior Management? (NB: Includes academics and academic related – the role not the title)?
	
	
	
	

	B. RISK ASSESSMENT AND HAZARD IDENTIFICATION
	YES
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	1. Is there a system in place to identify significant hazards? E.g. do routine inspections identify where risk assessments are lacking or require review? 
2. Has a hazard inventory been completed? See also Section N.
	
	
	
	

	3. Have written risk assessments been completed for any identified significant hazards? And completed in line with University standards?
	
	
	
	

	4. Has training been provided for members of staff with responsibility for risk assessment completion? Competency?
	
	
	
	

	5. Do the risk assessment control measures reduce the level of risk to the lowest reasonable level?
	 
	
	 
	 

	6. Implementation - Are risk control measures being followed by staff and students?
	
	
	
	

	7. Are risk assessments reviewed at least yearly?
	
	
	
	

	8. Are clear procedures in place for the reporting of potential hazards to the Safety Coordinator or other senior member of School / Service staff / line manager?
	 
	
	  
	 

	9. Are clear procedures in place for the reporting of defects in the fabric of the building to Estates?
	 
	
	 
	 

	C. FIRE SAFETY
	YES
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	1. Has the Fire Wardens Risk Assessment been carried out? 

2. (Documented and up to date)? Actions implemented?
	
	
	
	

	3. Are sufficient up-to-date Fire Action Notices (white on blue) prominently displayed throughout the building?
	
	
	
	

	4. Are Fire Wardens in place and trained?
	
	
	
	

	5. Are the Fire Wardens’ six weekly checks being undertaken?

6. (Documented evidence)? 
	
	
	
	

	7. Is the lighting of candles and other naked flames prohibited?
	
	
	
	

	8. Are all smoke and fire doors kept closed when not in use (except doors on magnetic catches linked to the fire alarm system)?
	
	
	
	

	9. Are all fire exits and escape routes, fire alarm points and items of fire fighting equipment clearly visible and unobstructed and where necessary appropriately signed?
	
	
	
	

	10. Is an annual fire drill carried out and recorded?
	
	
	
	

	11. Have PEEPS been carried out for any person with disabilities (staff or students)? Are suitable arrangements for disabled visitors in place?
	 
	
	 
	 

	12. Is local fire training carried out at induction and recorded?

13. Have all staff completed the Fire Safety E-Learning module within the last 12 months?
	
	
	
	

	14. Are there arrangements in place for dealing with other emergency situations e.g. bomb threat, loss of power/ major services, gas leaks etc? 
	
	
	
	

	D. FIRST AID
	YES
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	1. Are sufficient up-to-date notices (green on white), giving information about current fist aiders displayed? Are staff aware of how to contact them?
	
	
	
	

	2. Are first Aid boxes checked regularly to ensure that they are kept as fully stocked as necessary?
	
	
	
	

	3. Is there adequate first aid provision? Trained / appointed persons available? 
	
	
	
	

	4.   Are first aid facilities suitable and sufficient, based on the level of risk and in line with the University standard? 
	
	
	
	

	E. ELECTRICAL SAFETY
	YES
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	1. Is there an up to date inventory for portable electrical equipment (or other suitable arrangements) to ensure that all equipment is PA Tested in line with University standard? 
	 
	
	 
	 

	2. Has all portable electrical equipment been tested and labelled with the date of test and the date the next test is due?
	 
	
	 
	 

	3. Do staff carry out user checks (brief visual inspection before using electrical equipment)? Reminders issued?
	
	
	
	

	4. Are portable type heaters in good condition and located safely i.e. away from combustible materials?
	
	
	
	

	5. Are cables safely routed to avoid slips and trips? Multi adaptors not used?
	 
	
	 
	 

	6. Is electrical work undertaken only by a fully qualified person?
	
	
	
	

	F. HAZARDOUS SUBSTANCES
	YES
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	1. Where necessary have COSHH assessments been carried for hazardous substances used within the School? Refer to Generic Office risk assessment for specifics
	 
	
	 
	  

	2. Are staff aware of the risk assessments and or safe working procedures relating to hazardous substances? E.g. Have staff been informed of the precautions to observe when changing toner cartridges, etc
	 
	
	 
	 

	3. Is there control over the purchase of hazardous substances for use in the School? 
	 
	
	 
	 

	4. Are any chemicals used clearly labelled, including hazard symbols where appropriate? e.g. cleaning fluids, glues, etc. 

5. And are they stored correctly and securely?

6. And disposed of correctly following University Waste disposal standards?
	
	
	
	

	G. EQUIPMENT
	YES
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	1. Display Screen Equipment (DSE) – have all members of staff who use DSE completed the E-Learning Module for DSE and the DSE Risk Assessment module? Or a Paper version within the last 2 years?

	 
	
	 
	 

	2. Where such an assessment has shown there are issues to resolve has appropriate remedial action been taken?
	 
	
	 
	 

	3. Are DSE users aware of their right to a free eye test?
	 
	
	 
	 

	4. Are any items of mechanical cutting equipment (such as paper guillotines or shredders) adequately guarded to prevent contact with potentially hazardous moving parts?
	 
	
	 
	 

	5. Are items of office equipment, e.g. filing cabinets, properly used in line with the manufacturer’s safety instructions?
	 
	
	 
	 

	6. Where filing cabinets are of the type that allows more than one drawer to be opened at a time, are the cabinets labelled with a warning of a tipping risk? 
	 
	
	 
	 

	7. Where large multi-run/collating photocopiers are used, are they sited, wherever possible, in an area where persons do not continually work?
	 
	
	 
	 

	8. Are general items of furniture (shelving, desks, work surfaces, chairs etc) and equipment in a good condition and free from significant defects?
	
	
	
	

	9. Are soft furnishings in good condition? E.g. no exposed foam

10. Are floor coverings in a good condition – and not a slip or trip hazard?
	
	
	
	

	11. Are there any items of equipment that require statutory inspections such as gas appliances, pressure systems, lifting equipment, local exhaust ventilation?
12. If so – are the inspections up to date and records available?
	
	
	
	

	13. Is there any likelihood of contact with hot pipes / appliances? 
14. If so – are suitable measures in place to minimise the risk?
	 
	
	 
	 

	H. MANUAL HANDLING
	YES
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	1. Have all work activities where Manual Handling operations could give rise to risk of injury (i.e. significant) been identified (including lifting, putting down, pushing, pulling, carrying or moving) by hand or bodily force? 
	
	
	
	

	2. Has a risk assessment been completed in relation to the above?  

3. If so - have steps been taken to avoid the need for manual handling, or where this is not practicable, to reduce the risk to the lowest level reasonably practicable?
	
	
	
	

	4. Where the findings of the assessment are significant, i.e. anything other than a low risk of injury, has the assessment been recorded and the safe method of work conveyed to the operative?
	 
	
	 
	 

	5. Have all staff completed the E-learning module for Manual Handling? This is the minimum standard required?  
	
	
	
	

	6. Are heavy items, used frequently, stored on waist level shelves? 
7. AND are heavy items, used infrequently, stored at low level?
	 
	
	 
	 

	8. Are properly designed steps readily available for reaching heights, to obviate the need for standing on chairs etc? E.g. kick stools, small steps 
	
	
	
	

	I.  STORAGE
	YES
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	1. Are storage areas free from clutter?
	
	
	
	

	2. Is racking / shelving etc stable/ safely fixed to the wall and not overloaded?
	
	
	
	

	3. Is there room to manoeuvre in the room?
	
	
	
	

	J. GENERAL/WELFARE
	YES
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	1. Are floors kept clean and free from defects?
	 
	
	 
	 

	2. Staircases and stairwell/ kept clear, nosings, handrails, well lit etc?
	 
	
	 
	 

	3. Corridors and access routes kept clear?
	 
	
	 
	 

	Kitchen areas 
4. Kept clean and hygienic? Floors non-slip?
5. Are there sufficient work surfaces – adjacent to cooking facilities? 

6. Cooking / refrigeration equipment in good condition?
7. Hand washing and drying facilities available? 
	
	
	
	

	8. Is lighting adequate and in working order? 

9. Where required, have adjustable window blinds been supplied, to reduce glare?
	
	
	
	

	10. Is the standard of general room ventilation satisfactory for the type of work undertaken? Is natural ventilation available wherever possible?
	 
	
	 
	 

	11. Is the standard of heating affording an adequate level of comfort? 

12. Is there a thermometer available, to allow the temperature of the office to be     measured, if so required?
	 
	
	 
	 

	13. Is there sufficient workspace and general circulation space for occupants? 
	 
	
	 
	 

	14. Is there a wholesome drinking water supply available, within reasonable proximity to the office? 

15. Where water dispensers have been provided, is there a cleaning/ maintenance agreement with the suppliers / in house service? 

16. Where such dispensers are of the bottled type, is the stock of water bottles kept in a cool, dark area?
	 
	
	 
	 

	17. Are there adequate nearby toilet facilities provided for males and females? Including hand washing and drying facilities? 
	
	
	
	

	18. Is there accommodation provided for clothing not worn during working hours? 

19. Does this accommodation (peg, locker, etc.) allow clothing to dry out without causing a slip hazard?
	
	
	
	

	20. Are there adequate eating and resting facilities provided? Including facilities for new and expectant mothers?
	 
	
	 
	 

	21. Where shower facilities are provided are they kept clean and are shower heads routinely cleaned to minimise the risk of legionella?
	 
	
	 
	 

	22. Are windows (locked / guarded etc) to prevent falls from height where necessary? 

23. Is Glazing safe – i.e. do low level panels meet BS6206 (i.e. reduces severity of injury in the event of damage/ breakage)?
	 
	
	 
	  

	K. OFFICE HOUSEKEEPING
	YES
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	1. Are passageways, traffic routes, clear of tripping hazards e.g. cables, boxes, stock, rubbish, etc? 
	 
	
	 
	 

	2. Are rubbish receptacles emptied regularly? Waste disposal arrangements in line with University waste disposal standard? 
	 
	
	 
	 

	3. Is an effort made to ensure that the storage of empty cardboard boxes is kept to a minimum?
	 
	
	 
	 

	4. Are the tops of lockers/filing cabinets/ cupboards clear of stored items, such as cardboard boxes, which may fall or add to the fire loading of the area?
	 
	
	 
	 

	5. If bicycles are accommodated within the building, is this only at ground level and in a manner that does not constitute any risk to health or safety? (e.g. tripping hazard, impediment to safe egress in emergency, etc.)
	 
	
	 
	 

	L.  ACCESS EQUIPMENT/ WORK AT HEIGHT
	YES
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	1. Are step stools, library steps, kick stools or similar etc used to access high level shelving?  IF YES 
· Has the equipment been assessed as suitable and safe for the task? 
· Are users asked to carry out a quick check before use? AND

· Are any defects reported promptly? 

· Is there a system for safe removal / storage / replacement of faulty items?
	
	
	
	

	2. Are Ladders, step ladders? IF YES (Seek advice from HSM)
· Has a work at height assessment been carried out to justify the use of these types of access equipment? 

· Has the equipment been registered, tagged and identified?

· Have all users been specifically authorised and trained to a competent level in the use of these items? 

· Are pre-use checks completed before each and every use?

· Does the equipment conform to the relevant British / European Standards?

· Is a 6 /12monthly (depends on usage) formal inspection carried out and documented with records retained?  

Note: The use of Ladders, Step ladders is unlikely to be necessary in an office environment.  
	
	
	
	

	M . EXTERNAL AREAS
	YES
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	1. Are access routes into the building clear of obstructions (slip and trip hazards) e.g. potholes, overgrown trees, moss etc
	
	
	
	

	2. Are steps and paths etc in good condition? Are handrails provided? 
	
	
	
	

	3. Is lighting suitable and sufficient?
	
	
	
	

	4. Are general external building conditions safe e.g. walls, fences gates gutters, pipes etc
	
	
	
	

	5. Are on site car parks safely designed/ managed – minimising risks to pedestrians?

	
	
	
	

	N.   SPECIFIC HAZARDS / RISKS 
	Yes     
	NO
	N/A
	COMMENTS / ACTION REQUIRED/ ROOM NUMBERS (where action is required)

	This section is provided as a prompt to consider some specific risk areas
	
	
	
	

	Are risk assessments conducted for the following activities (if relevant)?
· Fieldwork – Staff and students
· Work experience (into the University e.g. pupils from local schools)?

· Placements (students to external organisations)

· Study Abroad

· Events organised locally
	
	
	
	

	Are pregnancy risk assessments carried out with and for “expectant mothers”?
	
	
	
	

	Where applicable do risk assessments take due regard of specific groups of individuals? 

 e.g. Staff with a disability ,Children, young people and vulnerable adults
	
	
	
	

	Do activity risk assessments take into consideration the following potential risk factors?

· Stress

· Violence

· Lone working
	
	
	
	

	Are risk assessments and safe methods of work in place in teaching laboratories – delivery of practical’s etc? 
	
	
	
	

	Where Contractors are directly commissioned by the School is this done in line with the University standard? 

	
	
	
	

	Comments / actions to be carried forward:




Once the inspection is completed, those items which require remedial attention should be addressed and signed off once completed.

Copies of the inspection form and requests for remedial action should be retained on file.
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