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GENERAL OFFICE ENVIRONMENT SAFETY INSPECTION CHECKLIST
	Building:
	Areas Inspected:

	Occupiers of Area:

	Inspected By (name and signature):
	Date:


	DISPLAY SCREEN EQUIPMENT

	Item
	YES
	NO
	Comment / Action

	Have staff completed their DSE Self-Assessment? Are these reviewed with any actions noted?
	
	
	

	Do staff have adjustable chairs and monitors?
	
	
	

	Are areas under desks free of obstructions that could prevent a comfortable seating position?
	
	
	

	Are any staff / experiencing health problems which they associate with their DSE use?
	
	
	

	Do staff know who they should speak to if they have problems with their DSE?
	
	
	


	WASTE 

	Item
	YES
	NO
	Comment / Action

	Are sufficient bins available, including recycling bins?
	
	
	

	Are these bins emptied regularly?
	
	
	

	Are external wheelie bins available nearby?
	
	
	


	ELECTRICAL / GENERAL EQUIPMENT

	Item
	YES
	NO
	Comment / Action

	Is electrical equipment PAT Tested?
	
	
	

	Are there electrical items that should not be there ie stereo?
	
	
	

	Are extension leads suitable?  Are coiled leads fully unwound?
	
	
	

	Are cables safely placed ie so they do not create a trip hazard?
	
	
	

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

	Is there any hazardous equipment that needs specific training, maintenance etc?  Is this carried out?
	
	
	


	HOUSEKEEPING

	Item
	YES
	NO
	Comment / Action

	Is the office clean and tidy?
	
	
	

	Are items stored safely ie items used regularly / heavy items stored at a lower level?
	
	
	

	Are walkways / escape routes clear and fire exits free from obstructions and trip hazards?
	
	
	

	Is there sufficient storage space?  
	
	
	

	Are there items that could be disposed of or stored elsewhere?
	
	
	


	WELFARE

	Item
	YES
	NO
	Comment / Action

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

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

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

	Is there sufficient soap and paper towels to wash hands?  
	
	
	

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


	EMERGENCY PROCEDURES

	Item
	YES
	NO
	Comment / Action

	Are posters displayed detailing First Aid arrangements?
	
	
	

	Do staff know who their First Aider is and where their First Aid box is located?
	
	
	

	Are the contents of the First Aid box complete and in date?
	
	
	

	Has a fire drill been undertaken in the last 6 months?
	
	
	

	Are weekly tests of the fire alarm carried out?
	
	
	

	Do staff know what action to take if the fire alarm sounds and where the Assembly Point is?
	
	
	

	Are there suitable fire extinguishers available which have been tested in the last year?  
	
	
	

	If a Refuge Point is available are there instructions on how to use it?
	
	
	

	Are Fire Action Notices displayed which includes the Assembly Point details?
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