[image: image1.png]SWINBURNE
UNIVERSITY OF

TECHNOLOGY




[image: image2.png]


OHS Worksite Inspection Checklist B - Specialised areas 
(Chemical & Biosafety Laboratories, Barns, Kitchens, Workshops, Horticulture, Theatres, Specialist Storage) 
This checklist must be completed in conjunction with Checklist A – All Areas
	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

	15.
	Personal Protective Clothing & Equipment – Swinburne’s OHS PPE Procedure applies
	(()
(×)
 NA
	
	
	
	

	15.1
	Personal Protective Equipment (PPE) requirements for the area are clearly displayed & requirement of such enforced
	
	
	
	
	

	15.2
	Eye protection is provided and used, especially for impact tasks e.g. using a hammer on a cold chisel or where there is the potential risk of eye damage from splash of substances
	
	
	
	
	

	15.3
	Face masks are used where there is a risk of inhaling biological or chemical substances
	
	
	
	
	

	15.4
	Personnel and/or students wear suitable footwear appropriate to risk (Eg. closed toe, skid resistant, steel capped) 
	
	
	
	
	

	15.5
	Sunscreen is available where tasks are performed outdoors
	
	
	
	
	

	15.6
	Long hair is restrained to avoid entanglement in rotating equipment; Clothing appropriate and does not pose entanglement threat; Hairnets worn in food preparation areas
	
	
	
	
	

	15.7
	Hearing protection is worn according to task, tool and workplace conditions
	
	
	
	
	

	15.8
	Operators of machinery wear clothing that provides full coverage of the body, including arms and legs; or wear long sleeves to reduce burns
	
	
	
	
	

	15.9
	Personnel & / or students instructed in correct use of PPE
	
	
	
	
	

	15.10
	PPE provided by University is maintained and in good working order
	
	
	
	
	

	15.11
	Students instructed on maintaining own personal protective clothing &  equipment in good working order
	
	
	
	
	

	15.12
	Correct gloves used for each task (welding, laboratory, food preparation)
	
	
	
	
	

	15.13
	Laboratory coat hooks are provided adjacent to the laboratory and in sufficient numbers for laboratory users
	
	
	
	
	

	15.14
	Laboratory coats / gowns / aprons are disinfected and washed regularly
	
	
	
	
	

	16.
	Placarding / Safety signage
	(()
(×)
 NA
	
	
	
	

	16.1
	Placarding on entrance to areas showing safety symbols, PPE requirements, storage precautions and hazards
	
	
	
	
	

	16.2
	Emergency procedures placarded in area
	
	
	
	
	

	16.3
	Warning signs for hazards prominently displayed 
	
	
	
	
	

	16.4
	There is appropriate signage on entrances and storage rooms/vessels for:

a) Biological hazard symbol

b) Office of Gene Technology Regulator (OGTR) - Physical Containment (PC) levels PC1/PC2 sign

c) PC1/PC2 signs for non-Genetically Modified Organisms (GMO) labs

d) Access restrictions (including members of the public)

e) QAP signage for use of quarantine able material
	
	
	
	
	

	16.5
	Appropriate use of safety barriers to partition off areas during works /  general public access
	
	
	
	
	

	17.
	Plant & Equipment – Swinburne’s OHS Plant Procedure applies  
	(()
(×)
 NA
	
	
	
	

	17.1
	There are warning labels / safe operating procedures near machines & equipment assessed as requiring such warnings & direction
	
	
	
	
	

	17.2
	There is sufficient clear working area between machines / equipment to allow operators to work safely 
	
	
	
	
	

	17.3
	Where machines have emergency stop switches are these accessible, clearly labelled and painted red?
	
	
	
	
	

	17.4
	Where plant, machinery and equipment is provided with emergency stops and / or isolation and lockout devices this has not been tampered with or over ridden
	
	
	
	
	

	17.5
	Machines have anti-start protection (where required)
	
	
	
	
	

	17.6
	Floors clearly outline safe walkways in workshops or laboratories
	
	
	
	
	

	17.7
	Traffic management plan is documented and operational for areas where mobile equipment is in operation
	
	
	
	
	

	17.8
	Maintenance schedule for machines & equipment is adhered to – records maintained, location known by personnel
	
	
	
	
	

	17.9
	Machines are appropriate for use in the workplace in which they are installed e.g. flame proof wiring, floor loading considerations, noise and vibration
	
	
	
	
	

	17.10
	Machines are installed in accordance with relevant Australian Standard and manufacturers guidelines
	
	
	
	
	

	17.11
	Machines are guarded to protect operators and others from harmful contact, entanglement, flying objects etc. and to prevent damage to property
	
	
	
	
	

	17.12
	Ovens / Furnaces are fitted with flues or extraction hoods to remove fumes & heat
	
	
	
	
	

	17.13
	Vacuum and pressure equipment is provided with appropriate controls devices, relief valves, guards and barriers
	
	
	
	
	

	17.14
	There is lock out system in place for faulty machinery & equipment, communicated to all operators
	
	
	
	
	

	18.
	Chemical Safety – refer Swinburne’s Standard 2 Hazardous Substances
	(()
(×)
 NA
	
	
	
	

	18.1
	MSDS are available and up to date (less than 5 years old) copies kept on site and available to all personnel
	
	
	
	
	

	18.2
	Hazardous Substances Register (type, quantity & location) for the area is up-to-date; Date last reviewed.......................................
	
	
	
	
	

	18.3
	Decanted chemicals & other substances labelled; all containers are labelled correctly; No food containers are used in the storage of chemicals
	
	
	
	
	

	18.4
	Carriers are provided for large containers (<2L)
	
	
	
	
	

	18.5
	Hazardous substances are stored according to Dangerous Goods class
	
	
	
	
	

	18.6
	Flammables and corrosives are stored in approved cabinets
	
	
	
	
	

	18.7
	All incompatible chemicals are stored separately
	
	
	
	
	

	18.8
	There are bunding or spill trays for the storage of liquids
	
	
	
	
	

	18.9
	Refrigerators used for storage of chemicals/hazardous substances are suitably labelled (no food, no drink)
	
	
	
	
	

	18.10
	Refrigerators used for storing flammable materials are flame proofed
	
	
	
	
	

	18.11
	Staff & students are aware of hazardous waste disposal procedures: 

1) Location of waste store
2) Dates of collection 
3) Waste log procedure


	
	
	
	
	

	18.12
	Hazardous waste is appropriately stored and labelled
	
	
	
	
	

	18.13
	Wastes are stored in suitable containers that are able to withstand storage conditions and transport
	
	
	
	
	

	18.14
	Fume cupboards are tested annually
	
	
	
	
	

	18.15
	Fume cupboards are kept clear when no experiments are being conducted & fume cupboards switched off when not in use
	
	
	
	
	

	18.16
	Materials subject to spontaneous combustion such as oily rags & paint rags are placed in appropriate waste receptacles that are emptied daily
	
	
	
	
	

	18.17
	Hazardous waste or EPA prescribed waste contained within bunded areas that do not drain to storm water drain or sewer
	
	
	
	
	

	19.
	Biological Hazards – refer Swinburne’s Standard 2 Hazardous Substances
	(()
(×)
 NA
	
	
	
	

	19.1
	Are there current copies of

(a) AQIS permits for imported biologicals

(b) Licences for dealing with NLRD GMO’s

(c) Risk group register for micro organisms and diagnostic specimens

(d) Training records for lab personnel
	
	
	
	
	

	19.2
	‘Experiments in progress’ are labelled and procedures outlined for emergency preparedness
	
	
	
	
	

	19.3
	All cultures or bio hazardous materials correctly labelled
	
	
	
	
	

	19.4
	Supply of hospital grade antiseptic is available for washing hands
	
	
	
	
	

	19.5
	Staff remove PPE and wash their hands before leaving laboratory 
	
	
	
	
	

	19.6
	There is a documented procedure for making up disinfectants
	
	
	
	
	

	19.7
	Diluted bleach is stored away from heat and kept in light proof containers with preparation date displayed
	
	
	
	
	

	19.8
	Doors are kept closed while carrying out work in PC2 labs
	
	
	
	
	

	19.9
	Sharps are disposed of in approved sharps containers
	
	
	
	
	

	19.10
	Contaminated / infectious waste is placed in a metal bin lined with an autoclave bag and autoclaved appropriately
	
	
	
	
	

	19.11
	Personnel and students are aware of the correct procedures for dealing with a biological spill
	
	
	
	
	

	19.12
	Appropriate biological spill kits are available
	
	
	
	
	

	19.13
	Bio safety cabinets are used when there is a likelihood of aerosol production
	
	
	
	
	

	19.14
	Bio safety cabinets are certified annually
	
	
	
	
	

	19.15
	Benches within laboratory are regularly cleaned
	
	
	
	
	

	19.16
	Correct PPE clothing is used while working with biological hazards
	
	
	
	
	

	20.
	Compressed & Fuel Gas
	(()
(×)
 NA
	
	
	
	

	20.1
	Gas cylinders are secured upright to wall trolley or other fixture by bracket or chain
	
	
	
	
	

	20.2
	Personnel are trained appropriately in all aspects of compressed gas usage – records of training maintained
	
	
	
	
	

	20.3
	Safe working procedure for compressed gas usage is established
	
	
	
	
	

	20.4
	Regulators (if any) are appropriate for the gas being used
	
	
	
	
	

	20.5
	Storage area is adequately ventilated
	
	
	
	
	

	20.6
	Procedures in place for the transportation of compressed gases in lifts
	
	
	
	
	

	20.7
	Labels on cylinders clearly visible
	
	
	
	
	

	20.8
	Are empty cylinders 

(a) separated from full cylinders

(b) clearly labelled

(c) removed ASAP
	
	
	
	
	

	20.9
	Schedule in place for the checking of regulators. Date last checked..........................................
	
	
	
	
	

	20.10
	Are gas lines regularly checked for leaks / wear and tear / kinks
	
	
	
	
	

	20.11
	Gas cylinders are stored according to class
	
	
	
	
	

	20.12
	Gas cylinders are secured to purpose-built trolleys during transportation
	
	
	
	
	

	21.
	Noise – Swinburne’s OHS Noise Procedure applies
	(()
(×)
 NA
	
	
	
	

	21.1
	Do noise levels at this location exceed the average noise level of 85 decibels (A-weighted) over an eight hour period, with a maximum peak of 140 decibels (C-weighted).Has an assessment of the noise levels been undertaken and report kept on location? 
	
	
	
	
	

	For areas where noise is measured as exceeding the exposure standard is a hearing protection program in place?

	21.2
	Hearing protection areas are clearly designated by signs, labelling of machines or other appropriate means
	
	
	
	
	

	21.3
	Audiometric testing has been completed for employees required to wear hearing protectors to control exposure to noise (two yearly requirement under current regulations)
	
	
	
	
	

	21.4
	Staff are trained in noise exposure and hearing protection
	
	
	
	
	

	22.
	Working at Heights
	(()
(×)
 NA
	
	
	
	

	22.1
	Suitable ladders or step equipment are provided where appropriate, are in good condition and correctly stored
	
	
	
	
	

	22.2
	Areas are identified where work is required to be undertaken above 2 metres or within close proximity to an unprotected edge
	
	
	
	
	

	22.3
	An assessment of tasks (for areas identified above)  has been undertaken and control measures implemented
	
	
	
	
	

	22.4
	Ladders are maintained in good working order
	
	
	
	
	

	23.
	Non-powered hand tools
	(()
(×)
 NA
	
	
	
	

	23.1
	Hand tools are in good condition and inspection schedule in place; Date last checked.............................................
	
	
	
	
	

	23.2
	Hand tools are stored appropriately when not in use
	
	
	
	
	

	24.
	Welding
	(()
(×)
 NA
	
	
	
	

	24.1
	Hot work permits are issued if required
	
	
	
	
	

	24.2
	Hoses and welding leads are in good condition
	
	
	
	
	

	24.3
	Routine welding work is carried out in a well maintained welding booth
	
	
	
	
	

	24.4
	Screens are provided for any welding outside welding booth
	
	
	
	
	

	24.5
	Ventilation is sufficient to remove welding fumes
	
	
	
	
	

	24.6
	Face shields with filter lenses are in good condition and stored correctly
	
	
	
	
	

	24.7
	Leather gloves, leather aprons, fire resistant gauntlets are worn for hand and arm protection
	
	
	
	
	

	25.
	Theatre / Auditoriums
	(()
(×)
 NA
	
	
	
	

	25.1
	There is adequate ventilation for the audience  / personnel when haze machine is in use
	
	
	
	
	

	25.2
	Doors able to be opened if  haze is excessive and visibility is reduced
	
	
	
	
	

	25.3
	All barn doors properly secured
	
	
	
	
	

	25.4
	All shutters and / or lighting frames are properly secured
	
	
	
	
	

	25.5
	All props secured and in the correct position
	
	
	
	
	

	25.6
	Lighting, cameras and projectors only operated by Trained Technicians
	
	
	
	
	

	25.7
	Leads on the floor are gaffed as per industry standards / cables do not run across pathways
	
	
	
	
	

	25.8
	Silicon extension leads only in the lighting grid
	
	
	
	
	

	25.9
	Lantern power cables are free from binding and chafing
	
	
	
	
	

	25.10
	All three phases are balanced on the dimmer rack
	
	
	
	
	

	25.11
	All dimmer channels loaded up to a maximum 20 of amps
	
	
	
	
	

	25.12
	All DMX cables are secured / covered when portable lighting controllers are in use
	
	
	
	
	

	25.13
	All seating and handrails are correctly set up and secured
	
	
	
	
	

	25.14
	All passageways clear of obstructions
	
	
	
	
	

	25.15
	Audio Sound Pressure Levels (SPL) checks have been completed and a maximum level set
	
	
	
	
	

	25.16
	All lanterns and / or droppers are secured to the lighting grid using industry approved scaffold and / or G-clamps
	
	
	
	
	

	25.17
	All lanterns and / or droppers have a secondary restraint in the form of an industry approved safety cable attached to the grid
	
	
	
	
	

	25.18
	All lanterns are operating in the correct plane i.e. lamp base is horizontal
	
	
	
	
	

	25.19
	Gobo / gobo holders are properly secured in the relevant lanterns
	
	
	
	
	

	25.20
	Lighting poles are removed from lanterns and stored in correct locations
	
	
	
	
	

	25.21
	Ladders and Gel holders are stored correctly and secured when not in use
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