




  			Health and Safety Unit
Building Inspection Check list

	Name of School/Service Department



	Building


	Floor/Level


	Room No.




Date

Name(s) of Inspector(s)


Description of Work Activity











Hazard Checklist & Guidance
Fire
First Aid
Workplace Environment
Housekeeping
Storage
Equipment/Machines
Electrical
Personal Protective Equipment (PPE)
Display Screen Equipment (DSE & VDUs) 
Radiation
Waste Systems
Records e.g. Risk Assessments
Information
	FIRE
	PASS or FAIL
	Action Required

	Escape Routes

	
	

	Fire Doors

	
	



	FIRST AID
	
	Action Required

	First Aiders Notice

	
	

	First Aid Box

	
	

	Eye Wash

	
	

	Training

	
	

	Occupational Health tel.no.
	
	

	Health & Safety Unit tel.no. 
	
	




	WORKPLACE ENVIRONMENT
	PASS or FAIL
	Action Required

	Access/Egress

	
	

	Ceiling

	
	

	Floor

	
	

	Lighting

	
	

	Noise

	
	

	Space

	
	

	Temperature

	
	

	Ventilation

	
	

	Welfare

	
	

	Windows
	

	



	HOUSE KEEPING
	PASS or FAIL
	Action Required

	Floors

	
	

	Waste

	
	

	Sinks

	
	

	Equipment
	
	

	Benches/other surfaces

	
	



	STORAGE
	PASS or FAIL
	Action Required

	Chemicals (solid & liquid)

	
	

	Gases

	
	

	Flammables/oxidisers

	
	

	Micro organisms

	
	

	Equipment

	
	

	Waste

	
	

	Office Supplies (combustibles e.g. paper)
	
	

	Cleaning Agents

	
	



	EQUIPMENT & MACHINES
	PASS or FAIL
	Action Required


	Guards/locking devices
	

	

	Fume Cupboards
	

	

	Autoclaves
	

	

	Ovens
	

	

	LEV systems
	

	

	Handling/Lifting Equipment
	

	

	Ladders

	
	

	
	
	



	ELECTRICAL
	PASS or FAIL
	Action Required

	PAT  

	
	

	Installations

	
	

	Computer Cables

	
	





	

PPE
	PASS or FAIL
	Action Required

	Lab Coats/Overalls

	
	

	Safety Spectacles/visors 

	
	

	Gloves (type)

	
	

	Masks (type)

	
	

	Hearing Defenders (type)

	
	

	Respirators (type)

	
	

	Other
	
	



	DSE/VDUs
	PASS or FAIL
	Action Required

	Equipment (monitor, keyboard etc.)

	
	

	Workstation Design

	
	

	Seating

	
	



	RADIATION; Ionising & Non-ionising
	PASS or FAIL
	Action Required

	Suitable Safe Systems of Use
	
	

	Storage

	
	

	Disposal

	
	

	Records/Licences

	
	

	Std. Operational Procedures for Accidents
	
	



	WASTE DISPOSAL
	PASS or FAIL
	Action Require

	Std. Operational Procedures
	
	

	Storage

	
	

	Containers

	
	

	Disinfecting

	
	

	Sharps
	
	

	RECORDS
	PASS or FAIL
	Action Required

	Risk Assessments

	
	

	Hazard Data

	
	

	Std. Operational Procedures
	
	

	Equipment Test Logs

	
	

	Maintenance Records
 
	
	

	Training Records

	
	




	INFORMATION
	PASS or FAIL
	Action Required

	H&S/ Fire Safety Signs

	
	

	Floor Plans for Emergency Exit
	

	

	Notices/ Posters

	
	





INSPECTION REPORT
























Checklist guidance
FIRE
Escape Routes – are they clear and identified?
Fire Doors – are they labelled as such, are they compliant with standards?
Do fire doors open and close freely, and are they undamaged?
Are emergency exits free of obstruction on both sides of the doors?
Are doors onto a means of escape wedged open?
Are means of escape obstructed, for example by cupboards, boxes, equipment?

FIRST AID
First Aiders – are they identified on a notice and is it up to date?
First Aid Box – Is it complete and easily available?
Eye Wash – are bottles in date/ are the sink sprays (where appropriate) regularly checked?

WORKPLACE ENVIRONMENT
Floor – Is it clean, free from clutter, undamaged?
Space – Is there enough space for the numbers of staff and students?
Ceiling – are all tiles in place and undamaged?
Lighting – is it all working and adequate?
Temperature – is it warm/cool enough?
Ventilation – is there adequate air flow?
Access/Egress – is it clear and unobstructed?
Windows – are they clean, do they open and close properly?
Welfare – are hand washing facilities available, suitable and adequate? Is hand cream available (where appropriate)? Suitable eating & drinking facilities should be available and away from areas such as laboratories.
Noise – is there high/low frequency noise, traffic problems?

HOUSE KEEPING
Benches and other work surfaces – are they clean and tidy?
Equipment – is it clean?
Sinks – are they clean and free from clutter?
Waste – are there different containers for different types, clearly labelled?

STORAGE
Flammables/Oxidisers – are they kept separate and clearly labelled on the cupboard?
Micro-organisms – are they stored in appropriate facilities, are they marked accordingly, is a log of what is held available?
Chemicals – are they stored in suitable places, is there a log of what is stored?
Gases – are there suitable and adequate storage facilities?
Equipment – are shelves and cupboards suitable and adequate?
Waste – is there suitable & adequate space to store waste until treatment or collection?

EQUIPMENT/ MACHINES
Guards/locking devices – are they present and working?
Fume Cupboards – are they clear and clean, working fully?
Autoclaves – are they sterility tested, is the log available?
Ovens – are there warning signs?
LEV systems – are they suitable and adequate?
Handling/Lifting Equipment – is it suitable and in working order?
Ladders – are they suitable, do they conform to British Stds.

ELECTRICAL
PAT – are portable appliance equipment tests up to date?
Installations – is large equipment wired to suitable power supplies, is the maintenance test date displayed?

PERSONAL PROTECTIVE EQUIPMENT (PPE)
Lab coats – is there suitable storage for clean and dirty coats, are there regular laundering facilities?
Safety Specs – are they available and stored in suitable containers free from dust?
Gloves – are they available, is there a selection of sizes and types?
Masks – is there a selection of types, are they suitable and do they fit the correct specification for use?
DISPLAY SCREEN EQUIPMENT (DSE & VDUs)
Are there suitable workstations and chairs available for use with computers and similar equipment? Have DSE assessments been completed

RADIATION: IONISING & NON-IONISING
Are there suitable systems in place for storage, use and disposal? Are records readily available?

WASTE SYSTEMS
Systems - are there suitable written procedures?
Storage – is it suitable & adequate for waste?
Containers – are they suitable & labelled?
Disinfecting – are suitable disinfectants available and is there a system for regular changing?
Sharps – are appropriate containers available, are collection procedures in place?
RECORDS
Risk Assessments, Hazard Data, SOPs, Certificates, Logs, Training records, Maintenance records - Are they in writing (printed/typed) and readily available in a clearly marked folder?
INFORMATION
Signs -Do they comply with British Standards. Can they be seen, Are they in suitable places.
Floor Plans – Do they indicate emergency routes & exits
Notices, Posters - Are they clear, unambiguous and displayed in an appropriate place? Is there information for Contractors displayed outside laboratories/workshops e.g. contact names & numbers? Are posters & notices in a glass fronted case.

IMPORTANT!
ALL WRITTEN DOCUMENTS MUST BE READILY AVAILABLE FOR INSPECTION IN A FOLDER AND WELL PRESENTED. 
DOES EVERYONE IN YOUR AREA KNOW WHAT THE SYSTEMS ARE? THEY MAY BE ASKED DURING AN INSPECTION!
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