UNIVERSITY OF HUDDERSFIELD

HEALTH & SAFETY INSPECTION REPORT

	School / Support Service / University Centre
	Date carried out:

	
	

	Inspected by:
	Area / Room No:

	
	


Instructions
As you inspect: -
· Check that all items on the list and tick ‘yes’ if ok, ‘no’ if a violation is found, or N/A if the item does not apply to the area.  Make any notes in the comments section.
· If you can eliminate a hazard during the safety walk then do so (e.g. trailing cable, blocked fire exit).  This should only be done if it is safe to do so.

After completing your safety inspection: -
· Complete your report and ensure the responsible Manager for the area is sent your report (preferably electronically).
· If a hazard is a maintenance issue (e.g. flashing fluorescent tube) please contact the Estates helpline on 2550 and enter the job number into the comments section.
· For any other hazards, raise a formal action after consultation with the manager in charge.  This consultation is important in worker involvement and ownership of H&S responsibilities.
· If an imminent major hazard is identified, inform the Manager, Dean or Director and OHSOH immediately.

	1
	Fire and Emergency
	Yes
	No
	N/A
	Comments

	1.1
	Are all fire fighting equipment / extinguishers clearly labelled and easily accessible?
	
	
	
	

	1.2
	Have all fire extinguishers been serviced within the last year and is the service date visible?
	
	
	
	

	1.3
	Are emergency shower and eyewash stations fully operational and any eye-pods in date?
	
	
	
	

	1.4
	Have Evacuation and Fire wardens been appointed for the area of the inspection?
	
	
	
	

	1.5
	Are the names of Evacuation wardens/marshals displayed in the area?
	
	
	
	

	1.6
	Have First Aiders been appointed within the area?
	
	
	
	

	1.7
	Are the First aider contact notices up-to-date and displayed in key areas to inform staff/students?
	
	
	
	

	1.8
	Are First aid box contents sterile and adequate? (as per guidance note inside box.)
	
	
	
	


	2
	Fire Escape
	Yes
	No
	N/A
	Comments

	2.1
	Are all means of escape (routes, doors, passageways) properly maintained and free from obstructions?
	
	
	
	

	2.2
	Are fire routes clearly signed?
	
	
	
	

	2.3
	Are final fire escape doors free from obstruction and easily opened?
	
	
	
	


	3
	Fire Alarm
	Yes
	No
	N/A
	Comments

	3.1
	Are all smoke detectors unblocked?
	
	
	
	

	3.2
	Are all fire panels on walls accessible?
	
	
	
	


	4
	Slip, Trip and Falls on level
	Yes
	No
	N/A
	Comments

	4.1
	Are floors even and free from obvious defects?
	
	
	
	

	4.2
	Is access to walkways kept clear?
	
	
	
	

	4.3
	Are walkways free from tripping hazards (i.e. electrical leads etc)?
	
	
	
	

	4.4
	Are adequate cleaning arrangements in place to mitigate risks?
	
	
	
	


	5
	Environment
	Yes
	No
	N/A
	Comments

	5.1
	Is the layout of the area tidy and not posing as an emergency escape obstruction?
	
	
	
	

	5.2
	Is all equipment / machinery free from sharp edges / corners or points protruding from them that someone could be cut or injured by?
	
	
	
	

	5.3
	Are all hanging or overhead objects adequately secured or stored?
	
	
	
	

	5.4
	Is the environment well-ventilated?
	
	
	
	

	5.5
	Is the floor around shelving, racks, key machinery / equipment clear of obstructions, materials and rubbish?
	
	
	
	

	5.6
	Are racks and shelving kept in good condition and not overloaded?
	
	
	
	

	5.7
	Are waste bins emptied regularly?
	
	
	
	


	6
	Electricity (visual only)
	Yes
	No
	N/A
	Comments

	6.1
	Is electrical wiring in good visible condition and properly secured? (i.e. good cable management)
	
	
	
	

	6.2
	Is electrical wiring arranged neatly to prevent tripping?
	
	
	
	

	6.3
	Has equipment in the area been subject to a portable appliance test within the last year period or two years (for offices)?
	
	
	
	

	6.4
	Are all leads free from straining?
	
	
	
	

	6.5
	Are plugs, sockets and switches in good visual order and not broken, cracked or scorched?
	
	
	
	


	7
	Personal Protective Equipment (PPE)
	Yes
	No
	N/A
	Comments

	7.1
	Is any required PPE being worn by all staff/students in area?
	
	
	
	

	7.2
	Is PPE in good state of repair?
	
	
	
	

	7.3
	Is PPE checked and maintained regularly?
	
	
	
	

	7.4
	Are staff trained in correct use of PPE?
	
	
	
	

	7.5
	Is adequate PPE signage erected in areas to inform people of mandatory requirements? (i.e. blue/white signs)
	
	
	
	


	8
	Storage
	Yes
	No
	N/A
	Comments

	8.1
	Are filing cabinets/shelves secure/stable to prevent them falling over?
	
	
	
	


	9
	Special
	Yes
	No
	N/A
	Comments

	9.1
	Are exhaust areas of machinery free from visual blockages of dust/debris which could lead to a fire risk?
	
	
	
	

	9.2
	Do all high risk areas (e.g. Electrical, compressor, plant rooms, certain workshops, flammable stores) have restricted access and adequate signage to permit only authorised personnel to enter?
	
	
	
	

	9.3
	Are areas in 9.2 adequately signed and locked? (please do not enter under any circumstance)!
	
	
	
	

	9.4
	Are all excess flammable liquids stored within suitable containers?
	
	
	
	


	10
	Machinery
	Yes
	No
	N/A
	Comments

	10.1
	Is machinery adequately guarded (if applicable)?
	
	
	
	

	10.2
	Are starting/stopping devices clearly signed/marked and within the reach of the operator?
	
	
	
	

	10.3
	Is the floor around the machine kept clean and free from clutter or slipping hazard (i.e. oil /grease/dust etc?)
	
	
	
	

	10.4
	Are risk assessments and safe working procedures evident for safe usage of machinery?
	
	
	
	

	10.5
	Are operators trained in accordance with safe working procedures, and risk assessments in the use of these machines?
	
	
	
	

	10.6
	Are all safety sensors / interlocks / emergency stops tested on a regular basis for operatability?
	
	
	
	

	10.7
	Are emergency stops easily accessible and signed?
	
	
	
	


	11
	Hazardous Substances
	Yes
	No
	N/A
	Comments

	11.1
	Are MSDS (material safety data sheets) provided for all substances?
	
	
	
	

	11.2
	Has a COSHH assessment been completed for all substances/processes in this area?
	
	
	
	

	11.3
	Are chemicals clearly and adequately labelled and stored in leak-proof containers?
	
	
	
	

	11.4
	Are staff / students trained in safe usage and disposal of hazardous substances?
	
	
	
	

	11.5
	Are emergency procedures in existence for accidental release / spills?
	
	
	
	


	12
	Ergonomics and Manual Handling
	Yes
	No
	N/A
	Comments

	12.1
	Are tools and equipment well designed?
	
	
	
	

	12.2
	If trolleys are provided in the area as a MH mechanical aid, are they subject to regular maintenance and in good repair?
	
	
	
	

	12.3
	Are chairs well designed and adjustable?
	
	
	
	

	12.4
	Is adequate work space available?
	
	
	
	

	12.5
	Is sufficient legroom available?
	
	
	
	


Other risks or hazards:

	Specific area of risk/hazard
	Comments

	
	

	
	

	
	

	
	

	
	

	
	


Action Plan

	Hazard identified (section ref no)
	Remedial action


	Completion Date
	Signed off

	
	Required
	By Whom
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