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OHS Worksite Inspection Checklist A - All Management Units to complete
Specialised areas* - must also complete Checklist B  
*Chemical / Biosafety Laboratories, Barns, Kitchens, Workshops, Horticulture, Theatres, Specialist Storage
	CAMPUS:
	
	Manager or Managers  authorised local delegate who conducted inspection
	Name (print):

	Faculty / TAFE School / Department
	
	Date of Inspection
	

	List all departments covered in this inspection  
	
	Employee representative or Health & Safety Representative who participated in inspection
	Name/s (print):

	List all buildings inspected in this inspection
	
	Sign off 

Manager or Managers delegate who conducted inspection 
	I confirm that the work areas listed have been inspected by me / my delegate. Actions identified will be tracked and monitored until all are implemented.
Signature:                                                                       Date:


Swinburne’s OHS worksite inspections are a proactive way of identifying hazards in the work place.  Swinburne University has two OHS checklists for inspecting work areas:

· Checklist A is to be used for all work areas. 

· Checklist B is also to be used in areas which conduct specialist activities e.g. Chemical / Biosafety Laboratories, Barns, Kitchens, Workshops, Horticulture, Theatres, Specialist Storage.
Inspections can be conducted any time in the six months leading up to 31st March and six months leading up to 30th September. Managers of departments are expected to conduct these inspections with an employee representative or health & safety representative. If it is not practicable for a Manager to conduct an inspection, they can nominate a local management representative (Office Manager, Laboratory Manager, Work shop Manager) to carry out the inspection on their behalf.

Important: Completed work site inspection reports become a working document and should be referred to when monitoring implementation of actions identified. If an action is assigned to a person outside of the department that person needs to be consulted. Copies of completed inspections should be sent to:
· Department Head for their sign off and approval of actions.

· OHS Consultant for monitoring of completion of worksite inspections, maintenance of inspection records and reporting.

If you would like assistance or training in how to carry out a work site inspection please contact the OHS Consultants ext. 8049.
NB: Boxes to be completed with one of the following options:  
(() - Items are sighted or in place 
(×) - Items absent or hazard is present.  All items marked ‘x’ must have an identified action and person responsible for action. 
NA - Indicates the item is not applicable to this area 
	Item No:
	Item Description
	(()

(×)

 NA
	Room / Building Location
	Action Required
	Name of person responsible for action
	Date action to be implemented

	1.
	Health & Safety Systems 
	(()

(×)

 NA
	
	
	
	

	1.1
	Posters with names of HSR’s representing area displayed in the work area – staff notice boards, staff rooms – available on OHS Webpage: http://www.swinburne.edu.au/corporate/hr/ohs/consultation.htm
	
	
	
	
	

	1.2
	‘If you are injured’ posters displayed in the work area – staff notice boards, staff rooms – if not contact OHS
	
	
	
	
	

	1.3
	Register of injuries maintained and kept in secure location – e.g. with local manager of mgt unit (this can be a copy of the incident/hazard reports for the site)
	
	
	
	
	

	1.4
	Worksite inspection records location maintained for 5 years, known and available to staff
	
	
	
	
	

	1.5
	OHS committee minutes location known and available to staff (OHS webpage, placed on staff notice boards)
	
	
	
	
	

	2.
	Local staff Induction & Training – records to be kept in secure location
	(()

(×)

 NA
	
	
	
	 

	2.1
	Specific local level induction for personnel at this site undertaken by all new staff & records maintained
	
	
	
	
	

	2.2
	Training on specific equipment undertaken by staff and records of training maintained on-site
	
	
	
	
	

	2.3
	Staff who perform manual handling; in particular hazardous manual handling are trained – training records kept.
	
	
	
	
	

	3.
	Emergency Response – Direct enquiries / requests to Facilities & Services Group
	(()

(×)

 NA
	
	
	
	 

	3.1
	Exit doors, stairs and pathways clear of obstruction both inside and outside of doors
	
	
	
	
	

	3.2
	Exit doors able to be opened from inside & not locked 
	
	
	
	
	

	3.3
	Emergency exit doors clearly marked & visible; signage present and illuminated
	
	
	
	
	

	3.4
	Room numbers clearly displayed for persons to see
	
	
	
	
	

	3.5
	Names of wardens displayed in area – staff notice boards, staff rooms; Emergency Numbers displayed (eg. Security, fire) 

Poster available on website: http://www.swinburne.edu.au/corporate/emergency/wardens.htm
	
	
	
	
	

	3.6
	Overhead sprinklers & smoke detectors are clear of obstructions
	
	
	
	
	

	3.7
	Extinguisher type appropriate to local hazards
	
	
	
	
	

	3.8
	Fire extinguishers easy to access and signage in place
	
	
	
	
	

	3.9
	Fire extinguishers maintenance checks in date (within the last six months)
	
	
	
	
	

	3.10
	Emergency Evacuation floor plans up to date, easy to understand and clearly displayed at appropriate location/s.
	
	
	
	
	

	3.11
	Emergency exit stairs adequately lit
	
	
	
	
	

	3.12
	Alarm / communication system – adequate and heard by all staff
	
	
	
	
	

	3.13
	Trial evacuations conducted at least twice a year per building. Date last evacuation held.......................... 
	
	
	
	
	

	4.
	First Aid – Swinburne OHS First Aid Procedure applies
	(()

(×)

 NA
	
	
	
	 

	4.1
	First Aid Kit accessible and fully stocked (check sticker date; official kits are restocked in May and November)
	
	
	
	
	

	4.2
	Stock meets requirements of local hazards
	
	
	
	
	

	4.3
	Poster’s with First Aiders names, locations & phone no’s displayed – staff notice boards, staff rooms, near first aid kit box. Poster available on website: http://www.swinburne.edu.au/corporate/emergency/wardens.htm
	
	
	
	
	

	4.4
	Spill kits, supplies and decontamination material is available as necessary for unique local hazards present
	
	
	
	
	

	4.5
	Spill procedures are clearly displayed (where required)
	
	
	
	
	

	4.6
	Safety Shower is accessible and tested regularly last checked......................................
	
	
	
	
	

	4.7
	Eye wash station is accessible and tested regularly last checked.........................................
	
	
	
	
	

	4.8
	Fire blanket accessible
	
	
	
	
	

	5.
	Security of personnel and assets
	(()

(×)

 NA
	
	
	
	 

	5.1
	Documented procedure in place for securing local work area/s after hours; Documented system in place for personnel working alone or after hours at this location
	
	
	
	
	

	5.2
	Adequate lighting for staff entering / exiting the building at night
	
	
	
	
	

	5.3
	Is access to restricted areas limited to local personnel or persons specified by management?
	
	
	
	
	

	6.
	Work / Study Environment
	(()

(×)

 NA
	
	
	
	 

	6.1
	Lighting adequate for tasks
	
	
	
	
	

	6.2
	Glare from both external and internal light is controlled
	
	
	
	
	

	6.3
	Light fittings are in good condition
	
	
	
	
	

	6.4
	Temperature and airflow in the room adequate and appropriate for equipment used
	
	
	
	
	

	6.5
	Electrical equipment which emit heat (eg. Photocopiers / printers) are not located close to temperature thermostats
	
	
	
	
	

	6.6
	Aisles are sufficient width (at least .8 metre in offices and 1 metre elsewhere) / Adequate vision at corners
	
	
	
	
	

	6.7
	Noise levels in the immediate work area or from external sources within acceptable ranges
	
	
	
	
	

	6.8
	Floor coverings including stairs and walkways in good condition and free of slip / trip hazards
	
	
	
	
	

	6.9
	Stair hand rails, treads and non skid strips in good condition
	
	
	
	
	

	6.10
	Floors that are not insulated are provided with footboards, mats or similar protection for operators at benches and other work stations
	
	
	
	
	

	7.
	Electrical Equipment – Swinburne’s OHS Testing & Tagging of Electrical Equipment Procedure applies
	(()

(×)

 NA
	
	
	
	

	7.1
	Electrical appliances both fixed and portable are tested, tagged and are within current test period, records kept re same
	
	
	
	
	

	7.2
	No broken plugs, sockets, switches, no frayed or defective leads. Electrical equipment both fixed and portable shows no evidence of fault or damage – faulty / damaged equipment labelled and removed from service
	
	
	
	
	

	7.3
	Maintenance schedule in place for all electrical tools and equipment. Location.............................................
	
	
	
	
	

	7.4
	There are sufficient general purpose outlets (GPOs) for equipment used at this location
	
	
	
	
	

	7.5
	Double adaptors not used in all work areas & extension leads only used for short term
	
	
	
	
	

	7.6
	Power boards have overload protection 
	
	
	
	
	

	7.7
	Leads / cords kept clear of walkways and not impacting on under desk space
	
	
	
	
	

	7.8
	Photocopiers well ventilated / lids intact to reduce operator exposure to light
	
	
	
	
	


	8.
	Housekeeping
	(()

(×)

 NA
	
	
	
	 

	8.1
	All work areas including storage, walkways and stairs free from rubbish and obstructions
	
	
	
	
	

	8.2
	Floor is kept clean, dry and free from debris, slip & trip hazards
	
	
	
	
	

	8.3
	Under desk storage area does not impact on leg clearance or create trip hazard
	
	
	
	
	

	8.4
	Filing cabinets & drawers closed when not in use or filing cabinets fitted with locking device to prevent opening of more than one drawer at a time
	
	
	
	
	

	8.5
	General cleaning products and chemicals clearly labelled and not decanted; if decanted contents described on label
	
	
	
	
	

	8.6
	Combustible or flammable materials are a safe distance from heating appliances e.g. room heaters, stoves, or other heat generating devices
	
	
	
	
	

	8.7
	Workshop / laboratory / kitchen  floors are cleaned periodically to reduce build up of materials and substances
	
	
	
	
	

	8.8
	Areas free from pests or evidence thereof
	
	
	
	
	

	8.9
	Protective covers are provided for computer keyboards where there is a risk of spillage/dust (labs and workshops)
	
	
	
	
	

	9.
	Waste Management
	(()

(×)

 NA
	
	
	
	 

	9.1
	There are sufficient & appropriate waste disposal containers
	
	
	
	
	

	9.2
	Contents of recycling and wastes to landfill are appropriate to reduce cross contamination and to maximise recycling
	
	
	
	
	

	9.3
	Wastes are disposed of regularly and volumes are kept to a minimum
	
	
	
	
	


	10.
	Storage & Handling of materials – Swinburne’s OHS Manual Handling Procedure applies
	(()

(×)

 NA
	
	
	
	 

	10.1
	Frequently used items within easy access between knee and shoulder height (including paper storage)
	
	
	
	
	

	10.2
	Heavy items stored at waist height
	
	
	
	
	

	10.3
	Storage racks carry approximate weight load limits
	
	
	
	
	

	10.4
	Storage racks / shelving is stable and / or fixed to walls
	
	
	
	
	

	10.5
	Only light weight items stored on shelves above shoulder height and step ladders or stools used to access
	
	
	
	
	

	10.6
	Suitable trolleys or other mechanical aids or equipment are available, accessible and used  for handling materials 
	
	
	
	
	

	10.7
	Items stored safely on shelves, filing cabinets so they are not at risk of falling off and causing injury
	
	
	
	
	

	10.8
	Storage units / areas are free from rubbish
	
	
	
	
	

	10.9
	Storage racks / cabinets / shelves / benches  free of sharp edges
	
	
	
	
	

	11.
	Staff Amenities / Kitchens / Dining Facilities
	(()

(×)

 NA
	
	
	
	 

	11.1
	Local dining & tea rooms clean & tidy
	
	
	
	
	

	11.2
	Facilities for perishable food storage clean and hygienic
	
	
	
	
	

	11.3
	Facilities to wash crockery etc. in hygienic manner
	
	
	
	
	

	11.4
	Facilities for food warming provided, clean and in good working order – check toaster for excessive breadcrumbs
	
	
	
	
	

	11.5
	Rubbish bins covered and emptied daily
	
	
	
	
	

	11.6
	Supply of clean water for drinking
	
	
	
	
	

	11.7
	Taps and other water based units are free from leaks
	
	
	
	
	

	11.8
	Dining area furniture in safe working order 
	
	
	
	
	

	12.
	Allocated Teaching Areas
	(()

(×)

 NA
	
	
	
	 

	12.1
	Practical equipment used in teaching of students is periodically checked and maintained in safe working order
	
	
	
	
	

	12.2
	Classroom / workshop / laboratory set up enables safe access and timely departure in event of emergency
	
	
	
	
	

	13.
	Ergonomics at work stations / student desks & bench tops / reception desks
	(()

(×)

 NA
	
	
	
	 

	13.1
	Chairs of appropriate height are provided at work benches where sitting / standing work is performed
	
	
	
	
	

	13.2
	There is adequate space for all manual handling tasks including:

(a) bench or desk space for equipment

(b) leg space under bench or desk
	
	
	
	
	

	13.3
	Are staff workstations set up correctly? Have personnel undertaken an assessment of their work station in the previous 12 months? Assessment can be found at  Workstation self assessment checklist
	
	
	
	
	

	14.
	Risk Assessments / Safe Work Practices – Swinburne’s OHS HIRACE Procedure and Writing of Safe Work Instructions apply 
	(()
(×)
 NA
	
	
	
	

	14.1
	Departmental activities which have OHS risk are identified and known / register of activities created & maintained.
	
	
	
	
	

	14.2
	For each activity there is a written record of the Risk Assessment. 
	
	
	
	
	

	14.3
	Review schedule of risk assessments in place (minimum of five yearly or as work procedures/equipment changes)
	
	
	
	
	

	14.4
	There are written records of Safe Work Procedures / Safe work instructions. Review schedule of risk assessments in place.
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