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GENERAL BUILDING AND LOCAL ENVIRONMENT SAFETY INSPECTION CHECKLIST
	Building:
	Areas Inspected:

	Occupiers of Area:

	Inspected By (name and signature):
	Date:


	ACCESS

	Item
	YES
	NO
	Comment / Action

	Are paths and steps leading to the building in good repair?  Are step edges marked? Handrails in place?
	
	
	

	Does vegetation cause a problem eg algae or leaves causing paths and steps to become slippery? 
	
	
	

	Is external lighting working are the lighting levels sufficient?
	
	
	

	Are there problems with vehicles blocking access / egress routes?
	
	
	

	Are there personal security concerns eg people hanging around? 
	
	
	

	Do building entry systems work correctly eg powered doors / swipe card systems?
	
	
	


	Electrical 

	Item
	YES
	NO
	Comment / Action

	Have electrical appliances been PAT Tested?  Are labels affixed to show this, are they in date?
	
	
	

	Are electrical appliances in good order eg no damaged plugs, casings, snags in leads?
	
	
	

	Are extension leads used properly eg fully uncoiled, not over loaded, leads not creating trip hazards?
	
	
	

	Do users undertake visual inspections of electrical equipment?
	
	
	

	Are there electrical items that shouldn’t be present eg stereos?
	
	
	

	Are heaters PAT Tested and in good condition?  NOTE: Open bar heaters are not allowed
	
	
	


	GENERAL ENVIRONMENT

	Item
	YES
	NO
	Comment / Action

	Is the temperature, lighting and ventilation suitable?
	
	
	

	Are extra heaters, fans and desk lights available if required?
	
	
	

	Is there excessive, noise, dust or fumes?
	
	
	

	Are service covers in place?
	
	
	

	Is the building in good repair eg flooring, steps, windows, paintwork?
	
	
	

	Is furniture in good repair?
	
	
	


	HOUSEKEEPING

	Item
	YES
	NO
	Comment / Action

	Area areas generally clean and tidy?
	
	
	

	Are doors / walkways / fire exits clear and free from obstructions?
	
	
	

	Is there any storage / shelving at very high level which are difficult to get to?
	
	
	

	Are the floors and walkways clear of trip hazards eg cables, leads, boxes?
	
	
	

	Are items stored safely ie heavy items at a lower level, items not used frequently at high level?
	
	
	

	Is there sufficient storage space?  Are there items that can be disposed of or stored elsewhere? 
	
	
	


	WELFARE

	Item
	YES
	NO
	Comment / Action

	Are welfare facilities ie toilets, kitchen, drinking water available?
	
	
	

	If a hot water boiler is in the kitchen does it have a warning hot water label affixed?
	
	
	

	Are these areas and any associated equipment eg fridges clean and tidy?  
	
	
	

	Is there sufficient soap and towels for hand washing?
	
	
	

	If showers available are these clean?  Is there evidence of testing for legionella?
	
	
	


	WASTE DISPOSAL

	Item
	YES
	NO
	Comment / Action

	Are there sufficient bins?
	
	
	

	Are recycling bins available?
	
	
	

	Are bins emptied regularly?
	
	
	

	Are there wheelie bins nearby?
	
	
	


	FIRE

	Item
	YES
	NO
	Comment / Action

	Are suitable fire extinguishers available? 
	
	
	

	Have extinguishers been tested in the last year with a label affixed to show this?
	
	
	

	Are Fire Action Notices displayed?  Do these detail the Assembly Point?
	
	
	

	If Refuge Points are available do they have instructions on how to use them?
	
	
	

	Are fire exit routes free from obstructions?  Are the routes signed?
	
	
	

	Are final fire exit doors clear and signed?  Do they have push open systems?
	
	
	

	Is the fire escape in good order ie steps free from algae / rust?
	
	
	


	FIRST AID

	Item
	YES
	NO
	Comment / Action

	Are First Aid posters displayed detailing first aid arrangements? 
	
	
	

	Is a First Aid box available?  Are the contents complete with items in date?
	
	
	

	Is an eye wash available – is it in date?
	
	
	

	Is an emergency shower available?  Is this clean with evidence that it is tested for legionella?
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