	OFFICE SAFETY CHECKLIST


	Office area Inspected:

	Date:

	Carried out by:



	1.0
	HOUSEKEEPING
	Y/N

	1.1
	Is the overall condition of room / area tidy with surplus items stored away safely?
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	1.2
	Are passageways, especially emergency exits, kept free of obstruction?
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	1.3
	Are floor coverings damaged or worn so as to be a tripping hazard?
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	1.4
	Are there trailing cables, which are likely to be a tripping hazard?
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	1.5
	Are filing cabinets anchored and interlocked (only 1 drawer opens at a time)?
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	1.6
	Are sufficient bins provided for rubbish?
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	1.7
	Are there any hazardous substances present? If any have an orange hazard label please contact the Corporate Health and Safety Team for advice on 64 0748.
	

	1.8
	Is shelving adequate?
Are they overloaded? 
Deep enough? 
Can occupants reach without a kick stool?
Do they have supports at each end?
	

	1.9
	ANY OTHER HOUSEKEEPING OBSERVATIONS
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	2.0
	ELECTRICAL SAFETY
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	2.1
	Are all plugs and sockets in good condition? 
Insulating tape / broken plug tops / loose sockets etc are unacceptable
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	2.2
	Are all electrical leads / cables free from obvious damage 
no exposed cores / frayed cables/ burn marks?
	[image: image10.png]




	2.3
	Are electrical repairs only carried out by trained and competent personnel?
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	2.4
	Are there any multi-point adapters in use?
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	2.5
	ANY OTHER ELECTRICAL SAFETY OBSERVATIONS
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	3.0
	FIRE SAFETY
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	3.1
	Do all staff know and understand fire evacuation procedures?
	[image: image15.png]




	3.2
	Have staff completed the fire safety e-learning course?
	

	3.3
	Are possible ignition sources such as electrical heaters securely located?
	[image: image16.png]




	3.4
	Do all staff know the alternative escape routes in the event of fire?
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	3.5
	Do any staff have special needs?  If yes, have personal emergency evacuation plans (PEEPs) been completed with them?
	

	3.6
	Are the escape routes clearly marked?
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	3.7
	ANY OTHER FIRE SAFETY OBSERVATIONS
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	4.0
	Display Screen Equipment, DSE
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	4.1
	Are all chairs in use at workstations fully adjustable, height adjustable, backrest height adjustable, backrest tiltable?
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	4.2
	Do staff take regular breaks from display screen work minimum of 5 minutes in each hour?
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	4.3
	Is there adequate space underneath desks to enable users to change leg positions comfortably?
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	4.4
	Are windows fitted with blinds to eliminate glare?
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	4.5
	Where chairs have armrests are these adjustable?
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	4.6
	Is the temperature in the office comfortable?
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	4.7
	Do staff know how to adjust their chairs and lay out their workstations?
	

	4.8
	Have all staff undergone DSE training and completed an assessment?
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	4.9
	Are laptops being used and if so have they been correctly set up?
	

	4.10
	ANY OTHER DSE SAFETY OBSERVATIONS
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	5.0
	MANUAL HANDLING
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	5.1
	Are staff who routinely lift / push / pull loads trained how to do so?
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	5.2
	Are ladders, kick stools available to access higher shelving/storage space?
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	5.3
	Are trolleys / other manual handling aids available to transport loads?
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	5.4
	Are heavy items stored at an appropriate height for ease of manual handling?
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	5.5
	ANY OTHER MANUAL HANDLING OBSERVATIONS
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	REMEDIAL MEASURES REQUIRED
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	List problems/issues in order of priority
	What needs doing?
	Who by?
	By when?
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	Inspectors’ signatures: 
	(1) ____________________________

	
	(2) ____________________________


Date of next scheduled inspection: ______________________
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