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Please note:

If you require a copy of this procedure in an alternative format (for example Large Print, Easy Read) or would like any assistance in relation to the content of this procedure, please contact the Human Resources (HR) team on 01803 656680.
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1. Introduction
The Workplace Health and Safety Audit Checklist has been developed to assist managers ensure they are meeting minimum health and safety requirements in their work area and assist the department in producing an action plan. The action plan will form a programme of work for the department.  This action plan will also enable the Health and Safety Team to assess where there are hazards within the Trust and assist to eliminate or reduce the risk of these hazards.
2. Procedure
In order to complete the Workplace Health and Safety Audit for your work area or department follow the instructions below.

· Work your way through the Workplace Audit Checklist identifying your responses as Yes/ No/ NA with either a tick or cross
· Where you answer No to a question, please consider what action you need to take to make this issue safe and compliant
· If there any serious Health and Safety issues identified you must contact the Safety  Team for advice   
· Complete an action plan with any actions that must be taken to ensure compliance
· Ensure that the action plan is prioritised and contains the following:
· Details of compliance issue
· Action required

· Lead name

· Target date for completion

·  Ensure a copy of the audit and action plan are placed into your department Safety File 
· This Workplace Audit must be repeated annually
3. Assistance

If you require any assistance please seek advice from any of the following teams;

· Health & Safety

· Fire

· Manual Handling

· Security

· Waste

· Occupational Health

· UNION e.g. Unison
Workplace Health and Safety Audit Checklist
	Audit Completed by 
	
	Job Title
	

	Location of Audit
	
	Date of Audit
	


	
	
	YES
	NO
	N/A

	A
	H&S Management

	1
	Is there a nominated Health and Safety lead in the department?
	
	
	

	2
	Is this person trained and qualified?
	
	
	

	3
	Is this person allocated time to carry out their duties?  
	
	
	

	4
	Is there a local induction process for new staff?
	
	
	

	
	
	
	
	

	B
	Fire

	1
	Has a fire risk assessment been carried out?
	
	
	

	2
	Is there a suitable system for raising the alarm and evacuating the premises?
	
	
	

	3
	Is it tested and maintained?
	
	
	

	4
	Note the date of the last alarm inspection
	
	
	

	5
	Is there an emergency lighting system?
	
	
	

	6
	Is the emergency lighting system inspected and maintained?
	
	
	

	7
	Note date of last emergency lighting inspection
	
	
	

	8
	Is there a sufficient number of Actions in case of Fire notices on display?
	
	
	

	9
	Are fire doors suitably labeled and kept closed?
	
	
	

	10
	Are fire doors free from obstructions?
	
	
	

	11
	Are fire drills carried out and records kept?
	
	
	

	12
	Are the fire extinguisher inspections in date? 
	
	
	

	13
	Are the staff trained in fire procedures?
	
	
	

	14
	Are records kept?
	
	
	

	15
	Is there a nominated, trained fire warden in the department?
	
	
	

	16
	Is the no-smoking policy adhered to?
	
	
	

	17
	Are smoke free signs displayed?
	
	
	

	
	

	C
	Management systems

	1
	Have written risk assessments been carried out on all activities that are carried out within the department?
	
	
	

	2
	Have documented safe working practices been generated?
	
	
	

	3
	Have staff been trained in the safe working practices?
	
	
	

	4
	Have risk assessments been reviewed regularly (at least annually)?
	
	
	

	5
	Are records kept?
	
	
	

	6
	Do you have a plan to identify where risk assessments are still required?
	
	
	

	7
	Is there a system for reporting incidents?
	
	
	

	8
	Are all incidents investigated?
	
	
	

	9
	Are staff aware of how to report incidents?
	
	
	

	10
	Are staff given feedback on incidents they report?
	
	
	

	11
	Is there evidence of this feedback being given?
	
	
	

	12
	Do you have procedures in place for serious and imminent danger?
	
	
	

	13
	Have staff been informed and trained on the procedure?
	
	
	



	Stairways and Passages
	

	1
	Are stairways fitted with secure banisters or rails?
	
	
	

	2
	Are stairways and passages adequately lit?
	
	
	

	3
	Are steps in good condition?
	
	
	

	4
	Are low ceilings adequately marked or identified?
	
	
	

	5
	Are floor surfaces free from trip hazards and not inherently slippery?
	
	
	

	6
	Is there adequate suitable matting at entrances to prevent slip hazards?
	
	
	

	7
	Are access and egress points safe and free from trip hazards
	
	
	

	
	

	E
	Heating and Ventilation

	1
	Is heating and ventilation adequate for the activity undertaken?
	
	
	

	2
	Are large areas of glass provided with adequate shading?
	
	
	

	3
	Where extraction is fitted is it working satisfactorily?
	
	
	

	4
	Are adequate tests carried out and recorded?
	
	
	

	5
	Are radiators and associated pipework adequately guarded?
	
	
	

	
	

	F
	Doors and Windows

	1
	Are doors free of obstructions?
	
	
	

	2
	Are glazed doors clearly marked and adequately protected?
	
	
	

	3
	Are doors in good working condition?
	
	
	

	4
	Are doors on traffic routes fitted with vision panels?
	
	
	

	5
	Are vision panels in doors clear?
	
	
	

	6
	Do doors that are liable to blow open have suitable restraints?
	
	
	

	7
	Are windows in a safe and good working condition?
	
	
	

	8
	Do windows normally used as a means of ventilation open easily without undue force?
	
	
	

	9
	Are windows openings in patient accessible areas restricted to 100mm to prevent falls?
	
	
	

	10
	Where necessary is a window pole available?
	
	
	

	11
	Where necessary are windows and doors fitted with safety glass or film?
	
	
	

	12
	In areas where children play are finger guards fitted to doors?
	
	
	

	
	

	G
	Lighting

	1
	Is lighting adequate?
	
	
	

	2
	Are all light fittings working?
	
	
	

	3
	Are all switches secure and free from cracks etc?
	
	
	

	
	

	H
	Use of medical Gases

	1
	Are the locations of gas isolator valves and mains gas cocks known by, and accessible to the appropriate staff?
	
	
	

	2
	Are they clearly identified?
	
	
	

	3
	Is there a procedure for regular maintenance checks on gas equipment?
	
	
	

	4
	Are all checks and maintenance work recorded?
	
	
	

	5
	Are cylinders restrained / stacked appropriately?
	
	
	

	6
	Are full & empty cylinders separated?
	
	
	


	
	

	I
	Electrical Equipment

	1
	Is electrical equipment maintained in a safe condition?
	
	
	

	2
	Is it PAT tested by a competent electrician?
	
	
	

	3
	Is this testing in date?
	
	
	

	4
	Is the introduction of electrical equipment adequately controlled?
	
	
	

	5
	Is new, leased or hired equipment tested before use?
	
	
	

	6
	Are plugs and sockets in good condition with no cracks or pieces missing?
	
	
	

	7
	Is the insulation on leads in good condition?
	
	
	

	8
	Are the leads the correct lengths for the equipment being used?
	
	
	

	9
	Are trailing leads secured safely?
	
	
	

	
	

	J
	Equipment

	1
	Is work equipment constructed and adapted for the purpose for which it is used?
	
	
	

	2
	Is work equipment used for operation for which it was designed?
	
	
	

	3
	Is fixed and portable working equipment operating correctly?
	
	
	

	4
	Are copies of manufacturer instructions/operator manuals available?
	
	
	

	5
	Are persons trained and authorised to use the equipment?
	
	
	

	6
	Is this training recorded?
	
	
	

	7
	Are measures in place to prevent access to dangerous parts of machinery?
	
	
	

	8
	Are work equipment surfaces protected against high or low temperatures?
	
	
	

	9
	Do on/off indicator lights where fitted function correctly?
	
	
	

	10
	Is work equipment provided with readily accessible controls to stop the equipment?
	
	
	

	11
	Is work equipment provided with suitable means to isolate it from its source of energy?
	
	
	

	12
	Is work equipment stable?
	
	
	

	13
	Is the work equipment clearly marked and labelled to identify hazards and safety signs?
	
	
	

	14
	Is equipment visually inspected before use?
	
	
	

	15
	Is there an effective system for dealing with defective equipment?
	
	
	

	
	

	K
	First Aid

	1
	Are there sufficient trained first aiders?  
	
	
	

	2
	Are notices posted in prominent places indicating the names of first aiders?
	
	
	

	3
	Are there suitably equipped first-aid boxes available and easily accessible?
	
	
	

	4
	Where required are eye wash bottles full and in date?
	
	
	

	
	

	L
	Public areas

	1
	Is furniture sound and free from apparent defects?
	
	
	

	2
	Is the amount of seating adequate?
	
	
	

	3
	Are floors clean, free from trip hazards, and inherently non-slip?
	
	
	

	4
	Is there a regular routine of inspection of furniture, floors etc?
	
	
	

	5
	Are decorated surfaces sound?
	
	
	

	6
	Is the access suitable for all users, including those with disabilities?
	
	
	

	7
	Are suitable facilities provided for the disabled?
	
	
	


	
	

	M
	Kitchen

	1
	Is the kitchen and dining area kept clean?
	
	
	

	2
	Are kitchen floors sound and have anti-slip properties?
	
	
	

	3
	Are work surfaces, tables, walls of a non-porous, hygienic structure?
	
	
	

	4
	Is equipment, such as bacon slicers, etc. adequately guarded?
	
	
	

	5
	Are pre use checks equipment carried out before use?
	
	
	

	6
	Are staff trained in food hygiene?
	
	
	

	7
	Is there adequate ventilation?
	
	
	



	
Staff facilities
	

	1
	Is there secure storage for staff personal belongings?
	
	
	

	2
	Have staff access to refreshment facilities?
	
	
	

	3
	Are Staff facilities suitable for the numbers who normally use it?
	
	
	

	4
	Are the facility areas clean and tidy?
	
	
	

	5
	Is sufficient suitable seating available?
	
	
	

	6
	Are sanitary facilities maintained in a safe and clean condition?
	
	
	

	7
	Are cloakroom facilities adequate?
	
	
	

	8
	Are suitable and sufficient washing facilities provided?
	
	
	

	9
	Is there an adequate supply of wholesome drinking water?
	
	
	

	
	

	O
	Waste

	1
	Are all waste streams effectively segregated?
	
	
	

	2
	Are staff aware of the different types of waste?
	
	
	

	3
	Has a waste management audit been complete?
	
	
	

	4
	Are all 770l yellow clinical bins kept locked when not being filled?
	
	
	

	5
	Is clinical waste clearly identified and labeled?  
	
	
	

	6
	Is clinical Waste stored safely prior to collection?
	
	
	

	7
	Are emergency procedures available in case of spillage?
	
	
	

	8
	Are sharps storage receptacles available where needed?
	
	
	

	9
	Are sharps containers replaced and secured where appropriate?
	
	
	

	10
	Are all sharps bins out of reach of young children?
	
	
	

	11
	Have all staff been training regarding the clinical waste system?
	
	
	

	
	

	P
	Display Screen Equipment

	1
	Have all users been identified and workstations assessed?
	
	
	

	2
	Have all basic workstation requirements for users been met?
	
	
	

	
	

	Q
	Manual Handling Operations

	1
	Have manual handling assessments been completed?
	
	
	

	2
	Are identified control measures in place and used?
	
	
	

	3
	Have all employees been informed, instructed and trained in manual handling?
	
	
	

	4
	Are heavy objects placed at waist level?
	
	
	

	5
	If lifting equipment such as hoists are used are staff trained in there use?
	
	
	

	6
	Is this training recorded?
	
	
	

	7
	Is equipment visually inspected before use?
	
	
	

	8
	Are storage racks/shelves secure and of sound construction?
	
	
	

	9
	Are materials stored safely? 
	
	
	

	
	

	R
	Control of Substances Hazardous to Health

	1
	Has a Substance Inventory been completed?
	
	
	

	2
	Have COSHH assessments been carried out?
	
	
	

	3
	Have hazardous substances been eliminated or substituted where possible?
	
	
	

	4
	Have all employees been informed, instructed and trained?
	
	
	

	5
	Is this training recorded?
	
	
	

	6
	Are all substance containers correctly labeled?
	
	
	

	7
	Are all water fittings such as showers and wash basins used at least once a week?
	
	
	

	8
	If water fittings are not used, has it been agreed in writing with estates for these to remain connected?
	
	
	

	9
	Are water outlet flushed weekly and records kept?
	
	
	

	10
	Are cleaning fluids and other hazardous substances locked away or placed beyond reach of patients?
	
	
	


	S
	Personal Protective Equipment

	1
	Has personal protective equipment been provided where appropriate?
	
	
	

	2
	Is personal protective equipment compatible and effective against the risks?
	
	
	

	3
	Is personal protective equipment maintained?
	
	
	

	4
	Is there appropriate accommodation for personal protective equipment when not being used?
	
	
	

	5
	Have employees received appropriate information, instruction and training regarding equipment?
	
	
	

	6
	Are there adequate replacement procedures for equipment?
	
	
	

	
	

	T
	Outside areas

	1
	Is the structure free from obvious damage?
	
	
	

	2
	Is there adequate lighting?
	
	
	

	3
	Are vehicles and pedestrians separated?
	
	
	

	4
	Are pedestrian walkways defined and clear?
	
	
	

	5
	Is the outside area free from potholes, loose/raised paving slabs?
	
	
	

	6
	Is all signage clear and unambiguous? 
	
	
	

	
	

	U
	Working at height

	1
	Are any ladders in good working order and free from defects?
	
	
	

	2
	Are ladders inspected and a record kept?
	
	
	

	3
	Are ladders locked away or shuttered to prevent unauthorized use?
	
	
	

	4
	Have staff been trained in the use of ladders?
	
	
	

	5
	Is this training recorded?
	
	
	

	
	

	V
	Personal Safety & Security

	1
	Are all external doors and windows fitted with a means of locking them?
	
	
	

	2
	Are fire doors alarmed where required?
	
	
	

	3
	Is access restricted by other means e.g. security keypads, swipe cards?
	
	
	

	4
	Is there a means for adequately securing cash and valuables left on the premises?
	
	
	

	5
	Can staff conduct telephone calls privately?
	
	
	

	6
	In an emergency can a member of staff leave the premises safely or get to a safe place?
	
	
	

	7
	Is furniture/equipment positioned to allow good visual advantage for staff?
	
	
	

	8
	After hours are staff able to park close to the building or are they covered by security?
	
	
	

	9
	Can staff summon help easily?
	
	
	

	10
	Are all areas of the building safe and secure?
	
	
	

	11
	Are staff rest areas screened from the public?
	
	
	

	12
	Are all areas where staff work at night well lit, accessible and close to help?
	
	
	

	13
	Have staff received Conflict Resolution training?
	
	
	

	14
	Do staff usually work together?
	
	
	

	15
	Are there procedures for occasional and/or unpredictable callouts for visits alone or at night?
	
	
	

	16
	Do all staff wear name ID badges?
	
	
	

	17
	Do staff have access to telephones/ personal alarms/ mobile phones?
	
	
	

	18
	Are panic alarms tested weekly and are those test recorded?

	
	
	

	19
	Is the necessary information available to visitors e.g. waiting instructions? Directions?
	
	
	

	20
	Are adequate signs and facilities available for toilets, drinks, telephones?
	
	
	

	21
	Does the waiting system reduce frustrations?
	
	
	

	22
	Are there materials to reduce boredom e.g. magazines, books toys etc?
	
	
	

	23
	Is there a system to enable staff to summon urgent assistance?
	
	
	

	24
	Is there an established protocol for its use?
	
	
	

	25
	Where required has a lone worker risk assessment been carried out?
	
	
	

	26
	Where necessary has CCTV been fitted locally? 
	
	
	

	
	
	
	
	

	W
	Business Continuity

	1
	Has a Business Continuity Analysis Plan been completed for the department? 
	
	
	

	2
	Are major incident and business continuity action cards available?
	
	
	

	3
	Have you tested your business continuity cards within the last year?
	
	
	

	4
	Do you know how to call out a member of the safety, security and emergency team?
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