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GENERAL WORKPLACE INSPECTION



          HEALTH, SAFETY & WELFARE CHECKLIST FOR SITE MANAGER(S)         



	Site &/or Premises inspected
	
	Site &/or Premises Manager
	

	Date of inspection
	
	Inspection carried out by 
	

	Aspect of workplace/site design &/or operation
	Notes &/or observations

	
	

	Fire precautions
· Are fire/emergency exit doors marked (ie signs) & clearly visible?
· Are all evacuation routes (ie corridors & stairways) adequately lit?

· Are all evacuation routes (ie corridors, stairways & doorways) unobstructed?

· Are all evacuation routes (ie corridors & stairways) safe & not slippery?

· Are all self-closing mechanisms on fire doors working properly?
· Are fire doors kept closed, or kept open using only automatic mechanisms?
· Are rules regarding smoking & disposal of “butts” at the site being observed?
· Are combustible articles, materials & wastes stored safely and securely (ie away from sources of fire) ?
· Are stairwells kept free of combustible materials?
· Are boiler rooms and other high risk areas kept free of combustible materials?
· Are electrical systems, wires etc. appear in good order & not overloaded?
· Are extinguishers still in place and in good order (ie not discharged)?

· Are extinguishers clearly marked for the type of fire they are to be used for?
· Have fire extinguishers been inspected & tested by a competent engineer?  

· Are flammable liquids stored securely in the correct place?
· Has the fire alarm system been inspected & tested by a competent engineer?
· Are all the manual call points accessible, unobstructed & in good order?
· Have the manual call points been tested & records kept in fire log book?
· Are fire evacuation procedures (ie fire action notices) clearly displayed?
· Have fire drills been carried out & records kept in fire log book? 
	

	Floors (internal)
· Are the floors even, or changes of level adequately marked?
· Are floors free from tripping hazards, e.g. worn/broken/loose tiles, mats, etc?

· Are floors free from transient obstructions, e.g. rubbish, trailing wires etc?

· Are floors non-slip where appropriate (e.g. in craft rooms etc)?

· Are floors cleaned regularly and are spills cleared up immediately?

· Are tools & signage for use during floor cleaning, both routine & after spillage, adequate & available? 
· Do the arrangements made to minimise wetting of floors &/or manage risk (e.g. adequate barrier matting at entrances) remain effective?
	


	Aspect of workplace/site design &/or operation
	Notes &/or observations

	
	

	Corridors & Doors (internal)
· Are all corridors sufficiently wide to allow people to circulate easily?

· Are all corridors & doorways unobstructed & clear of tripping hazards?

· Do all doors open freely and easily?

· Do doors have vision panels, where necessary, to ensure safe opening?

· Is the glazing in vision panels suitable?

· Are there any mats/carpets which make a tripping hazard?

· Are all corridors adequately lit?

· Are doors presenting a high risk of finger-trapping guarded?

· Are door/finger guards, where fitted, in good state of repair?
	

	Pathways & traffic routes (external)
· Are the pathways even, or changes of level adequately marked?

· Are pathways free from tripping hazards, (e.g. holes, uneven paving)?

· Are pathways free from transient obstructions, (e.g. rubbish)?

· Are pathways & manhole covers in playgrounds etc non-slip 

· Is the potential for ice upon pathways & traffic routes adequately managed?

· Are pedestrians & vehicles on site adequately separated/segregated? 

· Are safety features, warning signs & road markings etc. provided for pedestrian safety adequate and maintained in a good state of repair?

· Is lighting provided to external traffic routes & pathways adequate? 
	

	Stairs, steps & ramps (internal)
· Are all stairs, steps & nosings in good state of repair and non-slip?

· Are adequate handrails provided and maintained in good condition?

· Are all balustrades provided (& intermediate handrails where necessary) adequate – to prevent falls from height- and maintained in good condition? 

· Are staircases adequately lit?

· Are stairs kept free of obstructions and tripping hazards?
	


	Aspect of workplace/site design &/or operation
	Notes &/or observations

	
	

	Stairs, steps & ramps (external)
· Are stairways, steps & ramps clear of obstructions?

· Are stairways, steps & ramps surfaced to be non-slip in wet conditions?

· Is the potential for ice upon stairs, steps & ramps adequately managed?

· Are all stairwells provided with an adequate means (e.g. wall/barrier of suitable height  >900mm- &/or design) to prevent people falling >2 metres ?
	

	Windows & glazing
· Are all windows & skylights easy & safe for persons to open?

· Do all openable windows avoid protruding into traffic routes or pathways?

· Are windows fitted with safety devices, where needed (e.g. to prevent falls)?

· Are window safety devices, where fitted, in good order & repair?

· Are windows sills etc free from items which could fall through open windows?

· Is the glazing safe & suitable (e.g.  safety glass or laminate film)?

· Is window glass free of cracks or damage?
	

	Ventilation& temperature
· Do windows provide adequate ventilation in hot weather?

· Where required is there provision for shading, e.g. Venetian blinds?

· Are enclosed spaces ventilated by a sufficient quantity of fresh/purified air?

· Is there an effective means of measuring temperature in the workplace?

· Is a comfortable temperature maintained?
	

	Toilets & washrooms

· Are there enough toilets & washrooms for men, women and pupils?

· Are toilets and washrooms for staff separate from those provided for pupils?

· Are they clean and in good repair?

· Are washing facilities supplied with hot and cold water, soap and towels? 

· Are they sufficiently ventilated and kept clean?
	


	Aspect of workplace/site design & /or operation
	Notes &/or observations

	
	

	Security / Safeguarding

· Is there clear signage directing all visitors from car parks / footpaths to an identified main door e.g. reception area?
· Is there a Clear defined route once on site? (Number of entrance points to site reduced to as minimum as possible (ideally one)
· Is there Restricted / controlled access to buildings e.g. door intercom / entry phone, staffed reception, keypad / fob access etc?
· Are all external doors effectively secure?
· Are all boundaries well defined and in good condition (no holes/gaps)?
· Are exterior gate/s kept locked during school day and when the school is not in use?
· Is there internal fencing surrounding the site?
· Are other pedestrian routes controlled and available only at beginning / end of school day?
· Are high level door handles used where appropriate e.g nursery?
· Are areas of site identified as higher risk out of bounds to pupils ?
· Do all visitors report to reception and sign in/out?
· Do visitors wear a visible visitors badge and are escorted on site where appropriate?
· Are windows fitted with locks where appropriate?
· Are members of the public prevented from entering unauthorised parts of the buildings during community or evening use?
· Is there adequate external / security lighting?
· Is there an Inventory of both permanently and temporarily issued keys?
· Is there CCTV full / partial fitted and recorded/ monitored.?
· Is there an Intruder alarm fitted and maintained?
· Are there Electronic key codes on security doors?
· Are there electronic key codes on security doors /intruder alarm system and are they regularly changed, including when a member of staff leaves their post / the Authority? 
·  Access to roofs difficult / restricted e.g. through use of anti-climb paints etc.?
· Is any attractive / valuable property security marked and secured during periods where the school is not in use?
· Are Waste bins secured as far from building as possible chain to fixed point / locked bin store?
	


	Aspect of workplace/site design &/or operation
	Notes &/or observations

	
	

	Hot surfaces, equipment &/or liquids

· Is contact with heating appliances & pipes (>43 degrees Celsius) restricted, with guarding & or shields/cages, where required? 

· Is access to hot liquids (e.g. kettles) restricted, where required?
	

	Storage & access to places at height 

· Are articles stored safely and securely, especially when stored above shoulder height (ie light-weight & low risk of falling off/onto persons)?  

· Can articles stored above shoulder height be retrieved safely (using appropriate access equipment (e.g. kick stools)?
	

	Drinking water
· Is there an adequate supply of wholesome drinking water for staff & pupils?

· Is the water readily accessible and is a sufficient number of cups provided (except in the case of drinking fountains)?

· Is drinking water supplied via tap, rather than [heavy] bottle dispensers?
	

	Asbestos containing materials (ACM’s)
· Is the site-specific asbestos register being seen by those potentially disturbing asbestos  (e.g. Property Maintenance Contractors )?
· Are there any ACM’s on the site and are they in a good state of repair / being managed? 

· Are any labels associated with ACM’s still in a good state of repair?
	

	First Aid
· Are first aiders & their contact numbers identified on signs, where required?

· Is the location of first aid equipment &/or rooms indicated by signs, where required?

· Are first aid boxes available & well stocked &/or replenished?
	


	Aspect of workplace/site design &/or operation
	Notes &/or observations

	
	

	Other matters 
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