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WORKPLACE INSPECTION CHECKLIST

	Area to be inspected
	Satisfactory?
	Hazard and action to be taken
	Action for whom?

	Fire safety - records inspection
	
	
	

	Weekly fire alarm checks?
	Yes 
	
	

	Quarterly smoke detector checks?
	Yes 
	
	

	Emergency lighting?
	Yes 
	
	

	Fire extinguisher checks?
	Yes 
	
	

	Lift - records inspection
	
	
	

	Passenger lift?
	No 
	No records available. Contact contractor to carry out inspection. 
	Buildings officer 

	Electrical safety
	
	
	

	General positioning of equipment (no trailing leads, etc)
	No 
	Equipment in many classrooms unsafely positioned. Need to issue memo to all staff including instructions for visual checks and safe positioning of equipment. 
	Headteacher 

	Condition of floors and traffic routes
	
	
	

	Defects and trip or slip hazards?
	No 
	Link corridor slippery - cleaning taking place at a busy time of day and no signs are displayed. Speak to cleaning contractor to review cleaning times. 
	Caretaker 

	General housekeeping
	
	
	

	Observation of areas for trip, slip and fire hazards etc?
	No 
	Relocate combustible items stored under main stairs immediately. 
	Caretaker 

	Vulnerable glazing
	
	
	

	Identification of sub-standard glazing in high-risk areas?
	No 
	Cracked window below waist height in the busy link corridor. Ask the caretaker to apply safety film as temporary measure then later replace pane with toughened glass. 
	Caretaker/contractor 


