[bookmark: _Toc331420687][bookmark: _Ref158716645]Workplace Inspection Checklist 
Location: _________________ Quarter ended: ____________
Completed By:	______
	
	
	Tick
	Comments

	Health and Safety Records
	
	

	Previous Report
	All actions completed?
	
	

	Accident Register
	Register being properly used?
Investigations completed for all accidents?
	
	

	Hazard Report Forms
	Forms properly completed?
	
	

	Hazard Register
	Register properly completed?
Hazard controls in place?
Sign-offs completed?
	
	

	Emergency Procedures
	Trial evacuation completed every 6 months, with records filed?
	
	

	Health and Safety Folder
	Readily accessible in workplace?
Neat, tidy and all in order?
Required records being kept?
	
	

	Fire and Evacuation
	
	
	

	Extinguishers and Hoses
	Tested and functioning properly?
No obstructions?
Available, serviced and fully charged?
	
	

	Exits
	Signs unobstructed, doors unbolted and operational?
	
	

	Assembly Areas
	Clearly identified on emergency plans?
	
	

	Emergency Plans and Emergency Procedures 
	Plans and procedures visible to all?
Show location of workplace and exit routes?
Civil Defence kit checked?
	
	

	First Aid
	
	
	

	First Aid Facilities
	Sufficient facilities available?
Boxes fully and correctly stocked?
Training completed as necessary?
On-site First Aider available?
	
	

	Lighting
	
	
	

	Light Levels
	Adequate for requirements?
	
	

	Light Fittings 
	No light bulbs missing?
Clean and functional?
Appropriate types?
	
	

	Emergency Lighting
(If in place)
	Tested weekly and working?
	
	

	Torches
	Readily available and working?
Spare batteries?
	
	

	Electrical
	
	
	

	Fittings
	In good order, no damage?
Sockets not overloaded?
	
	

	Leads
	In good order, no exposed wires?
	
	

	Portable Tools
	Protection equipment available?
	
	

	Main Switches
	Accessible for emergency operation?
	
	

	Electrical Appliances
	Meet electrical standards?
	
	

	Floors and Access Ways
	
	

	Access Ways
	Sufficiently wide?
Lighting adequate?
	
	

	Floor Surfaces
	Clear of obstructions and rubbish?
No slip or trip hazards (mats fastened to floor or weighted)?
Warning notices available if needed?
	
	

	Substances
	
	
	

	Substance Containers
	All cleaning materials stored safely
Containers of adequate type?
Clearly labelled?
Properly stored?
Material Safety Data Sheets (MSDS)?
	
	

	Notices
	Adequate warning notices?
	
	

	Protective Clothing
	Available, adequate and in good order?
	
	

	Facilities
	
	
	

	Toilets/Washrooms/ Lockers
	Clean, hygienic and serviced?
	
	

	Lunchroom/Social Areas
	Hygienic, with rubbish removed?
	
	

	Taps Internal/External
	<40 degrees C for child use?
	
	

	Washing/Kitchen Sterilising Water
	At least 60 degrees C
	
	

	Fridges
	<4 degrees C
	
	

	Stairs, Steps and Walkways
	
	

	Lighting
	Lighting level adequate?
	
	

	Handrails
	In good order?
	
	

	Steps/Stairs
	Treads in good order?
Landings clear of obstruction? 
	
	

	Work Practices
	
	
	

	Responsibilities at Work 
	All safety procedures being followed?
Daily inspections being carried out?
Children’s allergy and medical information displayed?
Sleep and Nappy charts being used?
Nappy changing procedure displayed?
Protective equipment being used?
All cleaning schedules being followed?
All hazard controls being implemented?
No hazardous activities?
Hazard controls adequate?
Ergonomics satisfactory?
	
	




	Monitoring
	
	
	

	Environmental conditions being measured and monitored if and as required. 
	
	

	Health Checks
	Required health checks completed?
Health checks adequate?
	
	

	Premises
	
	

	Building
	Warrant of Fitness current?
	
	

	Perimeter fencing
	All secure?
	
	

	Grass/Weeds
	Under control?
No poisonous plants?
	
	

	Door Hinges
	All working, no sharp edges
	
	

	Windows
	Checked for security
	
	

	Carpets/Floor Surfaces
	Clean and polished?
	
	

	Furniture, Plant and Equipment
	
	

	Physical
	In good order, properly maintained?
Fully functional?
Safety guards in place?
	
	

	Notices
	Warning signs in place?
Operational procedures available?
	
	

	Hazard Controls
	Personal protective equipment adequate?
Specific protective equipment available?
Correctly used by employees?
Hazard levels/protection available?
	
	

	Certificates
	· Current certificates held where necessary?
	
	

	Vehicles
	
	
	

	Maintenance Certificates
	All checklists and defect reports maintained and up to date?
Current W.O.F./C.O.F on all vehicles?
	
	

	Equipment
	All special equipment in good order?
	
	

	Drivers
	All operators licensed?
All drivers obeying road rules?
All drivers adhering to Vehicle Policy?
	
	

	Storage Areas
	
	
	

	Earthquake Risk
	Shelving and fixtures adequately secured?
	
	

	Stock
	Heavy items at easy lift height?
No fall hazards?
Steps provided where necessary?
Aisles clear?
	
	



