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	Office Area Inspection Checklist

	


	General Information - 

	Where is the activity/task undertaken -

	Location/building: 
	
	Date of Assessment:
	

	Floor Number:
	
	Faculty/Office:
	

	Room Number:
	
	Department/unit: 
	

	Who undertook the assessment -

	Assessed by: 
	Health & Safety Rep:
	
	Employee(s):
	

	
	Management Rep:
	
	Others: 
	

	
	
	
	
	
	
	
	

	Ref 
	Inspection Items
	Y / N / NA
	Observations
	Action Required
	Responsibility
	Date to be completed

	1.0
	Floors and doors

	1.1
	Do floors have even surfaces? 
(no cracks or holes)
	
	
	
	
	

	1.2
	Are floors & aisles clear of rubbish, materials, equipment?
	
	
	
	
	

	1.3
	Are walkways clear of cables, electrical cords?
	
	
	
	
	

	1.4
	Are carpets or rugs in good condition?
	
	
	
	
	

	1.5
	Are the carpets/rugs trip hazards?
	
	
	
	
	

	1.6
	Do doors open and close freely?
	
	
	
	
	

	1.7
	Can doors be locked if necessary?
	
	
	
	
	


	Ref 
	Inspection Items
	Y / N / NA
	Observations
	Action Required
	Responsibility
	Date to be completed

	2
	Electrical

	2.1
	Are electrical items tested, tagged & in date?
	
	
	
	
	

	2.2
	Are sockets or switches in good order? (i.e. not broken, cracked)
	
	
	Turn off power and put in urgent service request.
	
	

	2.3
	Are any temporary or makeshift leads/power boards used?
	
	
	
	
	

	2.4
	Are any double adaptors/piggy-back appliances used?
	
	
	
	
	

	3
	Lighting & Environment

	3.1
	Is there adequate light for the work being carried out?
	
	
	
	
	

	3.2
	Is glare & reflection controlled to an acceptable level?
	
	
	
	
	

	3.3
	Is the lighting steady? (i.e.: not flickering)
	
	
	
	
	

	3.4
	The temperature is comfortable and able to be regulated?
	
	
	
	
	

	3.5
	The area is free of noticeable odors?
	
	
	
	
	

	3.6
	Noise level is within acceptable standards?
	
	
	
	
	

	3.8
	There is adequate ventilation and/or access is available?
	
	
	
	
	

	4
	Furniture & Equipment

	4.1
	Are any sharp edges or surfaces seen that pose a risk?
	
	
	
	
	

	4.2
	Are desks, tables & workstations safe & in good condition?
	
	
	
	
	

	4.3
	Are chairs safe, functional & in good condition? 

(i.e.: base, back, height adjustable, wheels swivel)
	
	
	
	
	

	4.4
	Are photocopiers & printers located away from personal workstations?
	
	
	
	
	

	4.5
	Are waste & recycling bins emptied routinely?
	
	
	
	
	

	Ref 
	Inspection Items
	Y / N / NA
	Observations
	Action Required
	Responsibility
	Date to be completed

	4.6
	Are phones and appliances cleaned regularly?
	
	
	
	
	

	4.7
	Have regular workstation assessments been undertaken?
	
	
	
	
	

	4.8
	Are work areas free from clutter/unnecessary items?
	
	
	
	
	

	5
	Shelving & Storage

	5.1
	Is the height of the top shelf 2100mm or less?
	
	
	
	
	

	5.2
	Are shelves properly secured to the wall and in good condition?
	
	
	
	
	

	5.3
	Are heavy items stored on lower shelves?
	
	
	
	
	

	5.4
	Are items placed or stacked to avoid items falling?
	
	
	
	
	

	5.5
	Are items stored to prevent manual handling injuries?
	
	
	
	
	

	6
	Emergency Preparedness

	6.1
	Are combustible items stored in the office?
	
	
	
	
	

	
	If yes, are they kept away from ignition sources &/or direct heat?
	
	
	
	
	

	6.2
	Is there a fire extinguisher in close proximity?
	
	
	
	
	

	6.3
	Are occupants aware of what to do in an emergency and where the nearest emergency exit is?
	
	
	
	
	

	6.4
	Written emergency procedures are available? 
	
	
	
	
	

	6.5
	Evacuation alarm can be heard clearly? 
	
	
	
	
	

	6.6 
	Escape Routes are in good order?
	
	
	
	
	

	6.7
	First aid kits are easily located?
	
	
	
	
	

	6.8
	First aid kits are stocked?
	
	
	
	
	

	6.9
	Occupants are aware of First Aider?
	
	
	
	
	

	Ref 
	Inspection Items
	Y / N / NA
	Observations
	Action Required
	Responsibility
	Date to be completed

	7
	Offices with Kitchen facilities

	7.1
	Do sinks drain clear & free flowing?
	
	
	
	
	

	7.2
	Are taps free from drips?
	
	
	
	
	

	7.3
	Are sinks & draining boards clean?
	
	
	
	
	

	7.4
	Fridge: clean, hygienic & functioning?
	
	
	
	
	

	7.5
	Is general food storage hygienic?
	
	
	
	
	

	7.6
	Microwave: positioned at a suitable & safe height?
	
	
	
	
	

	7.7
	Is the Microwave in a serviceable condition? (door interlocks function, no holes/damage/defects)
	
	
	
	
	

	7.8
	Is the Microwave in a clean & hygienic state?
	
	
	
	
	

	7.9
	Portable appliances: clean & hygienic? (e.g.: toasters, sandwich maker)
	
	
	
	
	

	7.10
	Is there evidence of pests? (e.g. – cockroaches)
	
	
	
	
	

	7.11
	Are dishes & glassware stored safely?
	
	
	
	
	

	7.12
	Is there a bin for broken glass located nearby? 
	
	
	
	
	


	Notes:

	


	Hardcopies of this document are considered uncontrolled. 

Please refer to the Health & Safety internet site for latest version. 
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