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The health and safety workplace inspection are the formal process used in WCC for visually identifying and evaluating physical and environmental health and safety hazards in the workplace, which may cause potential injury or ill health, as well as some checks on records. It does not include areas otherwise covered separately by the health and safety audit process, e.g. checking the adequacy of health and safety procedures, arrangements and documentation, employee training records, activity based risk assessments etc. The inspection identifies health and safety hazards at the time of carrying out the inspection and is limited to the areas visited and identified in the content of this form except for building related records as they relate specifically to the safe usage of that building/site/workplace. 

Persons carrying out the inspection cannot guarantee to identify all possible unsafe conditions or breaches of legislation and therefore the absence of any comments on issues should not be taken to imply full compliance with health and safety legislation. For more information and advice on the process for carrying out WCC health and safety inspections, please refer to the WCC Health and Safety Workplace Inspection Policy or contact the Health and Safety Team. The Health and Safety Team can be contacted on healthandsafety@warwickshire.gov.uk 

For further specific support and guidance in understanding and answering the workplace health, safety, and welfare questions, please refer to:

· HSE short guide for managers on Workplace health, safety and welfare; 

· For schools – in addition to the HSE guide, refer also School Premise Regulations and the Standards for School Premises Guidance 

	Workplace/ Building(s) name:
	
	Unique Property Reference No. (UPRN):
	

	WCC Group:
	
	Teams/Services:

(if relevant)
	

	Address:


	
	Date(s) of Inspection:
	

	Person(s) carrying out Inspection:


	Name(s):


	Job Title:
	Signature:



	

	Comments / Progress/ Outstanding recommendations
Managers are responsible for implementing the actions and recommendations within the health and safety workplace inspection report and for monitoring their progress. 


	
1. Pre-Inspection Stage



Prior to the walk around inspection, the following documents relating to the premise/building/site must be collated and reviewed prior or during inspection:
· Asbestos Management Plan (confirmation of accessibility and last survey)

· First Aid Needs Assessment  WCC link and guidance   schools link and guidance
· Fire Risk Assessment

· Glazing assessment (where relevant)

· Window restrictor assessment (where relevant) WCC link and guidance  schools link and guidance
· Legionella/ Water Hygiene logbook

· Gas appliance checks

· Electrical testing – portable appliance test records (PAT) and fixed installation testing record.

· Lifting Operations & Lifting Equipment tests/examinations
·  Reference material: a) HSE short guide for managers on Workplace health, safety and welfare (INDG244); and for schools – in addition to the HSE guide, refer also to School Premise Regulations and the Standards for School Premises Guidance 
For Facilities Management centralised properties, Facilities Support Managers will liaise with the Manager/Premise Representative to locate these documents where necessary. For non-centralised properties, the Manager/Premise Representative will need to review AtlasWeb for asbestos, glazing and water hygiene information, and the hotline area for electrical records (any queries, contact Property Risk Management). Schools will need to obtain this information from their own records. 

	Date of last inspection:​
Note any outstanding actions from the last inspection which have not been carried out:



	
 2. Hazard Identification & Evaluation 



	Ref No
	Inspection element
	Yes
	No
	N/A
	Action required/comments

	1.0
	Health and Safety Poster
	
	
	
	

	1.1
	Is there an up-to-date health and safety law poster located in a prominent position? 
	
	
	
	

	1.2
	Does it contain the relevant information – as identified on the poster?
	
	
	
	

	2.0
	Work Environment/Housekeeping
	
	
	
	

	2.1
	Is there adequate space for staff to work safely?
	
	
	
	

	2.2
	Are floors, walkways, and stairs in good condition, free from obstructions and non-slip?
	
	
	
	

	2.3
	Are trailing leads kept to a minimum and where they are necessary, are they routed safely, secured / covered?
	
	
	
	

	2.4
	Are materials stored safely (consider manual handling implications and general stacking of materials)?
	
	
	
	

	2.5
	Where PPE is in provided, is it stored appropriately?
	
	
	
	

	2.6
	Are structures stable, secure, braced and not overloaded (shelves, bookcases, filing cabinets etc)?
	
	
	
	

	2.7
	Has appropriate safety glazing / film been fitted to windows (if identified as being required through the assessment process)?
	
	
	
	

	2.8
	Have window restrictors been fitted (if identified as being required through the assessment process)?
	
	
	
	

	2.9
	Can windows, doors and gates be opened safely and prevent trapping hazards?
	
	
	
	

	2.10
	Is there suitable heating and ventilation?
	
	
	
	

	2.11
	Is the lighting suitable for the work activity?
	
	
	
	

	2.12
	Are employees / visitors protected from noise levels that may be harmful?
	
	
	
	

	2.13
	Do all staircases have a securely fixed handrail?
	
	
	
	

	2.14
	Is the building / site appropriately accessible for all users? e.g. persons with a disability
	
	
	
	

	3.0
	Health, Hygiene & General Wellbeing
	
	
	
	

	3.1
	Are there suitable arrangements for employees to prepare meals, boil water and make a hot drink? (It is not a legal requirement to provide a kitchen or rest room, work areas can be counted as rest areas and as eating facilities, provided they are adequately clean and there is a suitable surface)
	
	
	
	

	3.2
	Is drinking water available?
	
	
	
	

	3.3
	Are there sufficient toilet, hand washing and drying facilities for employees and others who use the workplace? 
	
	
	
	

	3.4
	Are there arrangements in place for the regular removal of refuse and salvage?
	
	
	
	

	3.5
	Is relevant ‘No Smoking’ signage displayed in appropriate areas?
	
	
	
	

	3.6
	Are appropriate water hygiene checks carried out (in accordance with the building water hygiene / legionella risk assessment)?
	
	
	
	

	3.7
	Are those checks recorded in the water hygiene log book and dated?
	
	
	
	

	3.8
	Is there an appropriate cleaning regime in place?
	
	
	
	

	4.0
	Control of Substances Hazardous to Health (COSHH)
	
	
	
	

	4.1
	Is there suitable storage provided for all hazardous substances and is it used efficiently?
	
	
	
	

	4.2
	Is there a complete and current COSHH folder on site, including material safety data sheets (MSDS) for all substances and risk assessments for hazardous substances?
	
	
	
	

	4.3
	Are all chemical products stored in suitable containers, labelled and used appropriately (e.g. corrosive, irritant, flammable etc)?
	
	
	
	

	4.4
	Is there a procedure for the disposal of hazardous waste (including fluorescent light tubes)?
	
	
	
	

	5.0
	Asbestos
	
	
	
	

	5.1
	Has an up-to-date asbestos survey been carried out for the workplace/building/site and seen? 
	
	
	
	

	5.2
	Are relevant employees and other persons such as contractors being made aware of areas containing asbestos containing materials?
	
	
	
	

	5.3
	Are relevant employees and other persons aware of the building asbestos management plan on ATLAS? 
	
	
	
	

	6.0
	First Aid
	
	
	
	

	6.1
	Has a First Aid Needs Assessment been completed for the whole building/site to ascertain what level of first aid cover is required (considering location, type of activities, number of employees, cover for absenteeism etc)?  
	
	
	
	

	6.2
	As per the first aid needs assessment is the identified provision in place as required (e.g. adequate numbers of trained first aiders, sufficient first aid kits)? 
	
	
	
	

	7.0
	Accident, Incident and Defect Reporting
	
	
	
	

	7.1
	Is there a process in place for staff to report accidents, incidents, near misses and dangerous occurrences in accordance with WCC / WFRS policy? 
	
	
	
	

	7.2
	Is it being used?
	
	
	
	

	7.3
	Are actions being taken to prevent a recurrence?
	
	
	
	

	7.4
	Is there a process in place for staff to report defects and for action to be taken as necessary?
	
	
	
	

	8.0
	Fire Precautions
	
	
	
	

	8.1
	Has a Fire Risk Assessment (FRA) been carried out; is it recorded, accessible and up-to-date on risk and numbers? 
	
	
	
	

	8.2
	Have the FRA identified actions been undertaken?
	
	
	
	

	8.3
	As per the FRA, are all controls in place (e.g. number of fire wardens identified who are trained etc, is the identified ‘Responsible Person’ aware of their responsibilities)?
	
	
	
	

	8.4
	Does the premise have a Building Emergency Evacuation Plan which covers action to be taken in the event of a fire/ finding a fire? 
	
	
	
	

	8.5
	Have building users been informed of the Emergency Evacuation Plan?
	
	
	
	

	8.6
	Is fire signage adequately located around the building/site to inform building users of evacuation arrangements (signage includes, fire notice actions, direction of travel and assembly point information)?  
	
	
	
	

	8.7
	Is the site free from fire hazards (consider sources of ignition e.g. heaters, unsafe/over loading of electrical items, smoking and sources of fuel e.g. wood, paper, plastic, or foam, loose packaging materials, waste rubbish and furniture)?
	
	
	
	

	8.8
	Does the Fire Safety Logbook contain records of weekly fire alarm & smoke detector testing?
	
	
	
	

	8.9
	Does the Fire Safety Logbook contain records of monthly emergency lighting tests?
	
	
	
	

	8.10
	Does the Fire Safety Logbook contain records of Records of 6 monthly evacuation drills (minimum of 2 per year)?
	
	
	
	

	8.11
	Does the Fire Safety Logbook contain records of annual service/tests/checks of complete fire alarm system (which includes firefighting equipment, fire alarms, emergency lighting, etc)?
	
	
	
	

	8.12
	Are fire extinguishers, hose-reels and fire blankets checked annually & labelled?
	
	
	
	

	8.13
	Are fire extinguishers easily accessible with signs displayed next to them to show types and use?
	
	
	
	

	8.14
	Are fire doors labelled, maintained, and kept closed or have suitable closing mechanisms in place?  
	
	
	
	

	8.15
	Do self-closing fire doors work properly?
	
	
	
	

	8.16
	Do fire exit doors open freely?
	
	
	
	

	8.17
	Are stairways, corridors, and fire escapes free from obstruction?
	
	
	
	

	8.18
	Are there evacuation arrangements in place for those employees and visitors who require assisted evacuation, are Personal emergency Evacuation Plans (PEEPs) in place where required?
	
	
	
	

	8.19
	Where additional equipment has been provided to assist in the evacuation plan, such as evacuation chairs, are there records of them being maintained and records that have staff been trained/instructed in their safe use?
	
	
	
	

	9.0
	Machinery and Work Equipment
	
	
	
	

	9.1
	Are lifts, hoists and other items of lifting equipment regularly inspected under LOLER every 6 months (for people and lifting accessories) and 12 months for others?
Have these been recorded?  (check records, British Engineering Services BES)
	
	
	
	

	9.2
	Is local exhaust ventilation (LEV) equipment inspected, examined, and tested every 14 months and regularly maintained (including fume cupboards)? (check records, BES)
	
	
	
	

	9.3
	Are pressure vessels appropriately stored, inspected, examined, and tested? (check records, BES)
	
	
	
	

	9.4
	Is there a record that any other work equipment has been formally tested and inspected under the appropriate regulations (LOLER, PUWER, PSSR etc)?
	
	
	
	

	9.5
	Where work equipment is inspected under the BES programme, are Managers able to use the BES system to ensure that any defects identified are being actioned?
	
	
	
	

	9.6
	Is a procedure in place for undertaking visual / pre use inspections and reporting and recording defects?  
	
	
	
	

	9.7
	Is work equipment in good condition, stable and suitable for the task?
	
	
	
	

	9.8
	Are appropriate checks carried out on powered / manual gates, barriers & doors?
	
	
	
	

	9.9
	Is there evidence of appropriate warning signage (e.g. PPE required)?
	
	
	
	

	9.10
	Are there mechanisms to stop/isolate the machinery in the event of an emergency and are they accessible?
	
	
	
	

	9.11
	Is machinery and equipment adequately guarded (access to dangerous parts of machinery must be prevented where practicable)?
	
	
	
	

	9.12
	Are gas appliances safely installed and adequately maintained?
	
	
	
	

	9.13
	Is there a record that all outdoor play equipment has been inspected? 
	
	
	
	

	10.0
	Electricity
	
	
	
	

	10.1
	Has portable electrical equipment been formally tested & labelled in accordance with the requirements of the WCC Electrical testing policy (e.g. PAT tested)?
	
	
	
	

	10.2
	Is a record available locally? (check records)
	
	
	
	

	10.3
	Are cables maintained in a safe condition (e.g. no cuts, frayed wires showing)?
	
	
	
	

	10.4
	Are sufficient electrical sockets provided to prevent overloading?
	
	
	
	

	10.5
	Are all extension cables fused (if possible surge protected)? 
	
	
	
	

	10.6
	If drum cable extensions are used, are they fully unwound?
	
	
	
	

	10.7


	Has the property undergone a fixed electrical test in the last 5 years?   (Note that evidence of this may need to be obtained via Facilities Management or AtlasWeb)
	
	
	
	

	11.0
	Security
	
	
	
	

	11.1
	Are waste/refuse bins etc. located away from buildings/site to prevent arson?
	
	
	
	

	11.2
	Has the risk of unauthorised access to external areas of the building/site been managed?
	
	
	
	

	11.3
	Are external areas adequately lit? 
	
	
	
	

	11.4
	Is equipment provided for security reasons, in good working order (e.g. CCTV, security lighting)?
	
	
	
	

	11.5
	If CCTV is in place, has a PIA (Privacy Impact Assessment) been completed?
	
	
	
	

	11.6
	Are panic alarms (personal & fixed) routinely checked to ensure they are in good working order?
	
	
	
	

	11.7
	Are emergency pull chords in disabled toilets accessible and routinely checked to be in good working order?
	
	
	
	

	12.0
	External Environment
	
	
	
	

	12.1
	Are risks from fragile roofs adequately managed/signs displayed?
	
	
	
	

	12.2
	Are car parks and roadways in good repair and free from potholes?
	
	
	
	

	12.3
	Are passageways and traffic routes free from obstruction and other hazards, ensuring the safe movement of people and vehicles?
	
	
	
	

	12.4
	Are external areas maintained (e.g. green areas, trees, shrubs)?
	
	
	
	

	12.5
	Are external areas free from slip and trip hazards (e.g. pot holes / raised slabs)?
	
	
	
	

	12.6
	Is there safe access and egress to the building for employees and other site users where relevant?
	
	
	
	


	Areas not accessed during inspection:




	Additional issues not covered by the checklist:




	
3. Remedial Action Plan 



	Ref No
	Inspection Element
	Remedial action/s required
	Action

Priority

(See key below 1,2,3,4)
	Responsible Person for implementing the action
	Date completed

DD/MM/YY
	Verified /

Followed up by (record name)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Action Priority Key

(1) Immediate action, (2) Within one month, (3) Within three months (4) To be planned for action when appropriate – further discussion with senior managers (e.g. cost, time, trouble etc)

	Endorsement of action plan by Premise Representative/ local manager: 
	Name: 




Signature: 




Date: 



	Workplace/ Building(s) name:
	


Warwickshire County Council
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