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	BEES Workplace HS Inspection Checklist – Office, Laboratory and Workshop 
(Combined HS048a and HS048b)
	

	
	


	Building
Level 

Room
	Date:


	Inspector/s:


	Signature/s:

	Room/area manager/supervisor (print name)

	Room manager signature to signify this is an agreed record of 

inspection and corrective actions:


Complete the following box with document control information if you alter this form to suit the local area.
	Faculty/Division

SCIENCE
	School/ Divisional Unit

BEES

	Document number 

(e.g. 140911HS048abD26_401)

	Initial Issue date

11th Sept 2014
	Current version e.g. 1.1
	Current Version Issued
	Next review date




This list serves as a guide for evaluation of UNSW workplaces (additional items and categories may be added to suit local needs, but none may be removed).  A tick in the NO box requires corrective actions (CA) to be determined by the room/area manager/supervisor in consultation with inspectors. CA’s must be added to the CA Register in your School or unit. 
Risk Rating follows the HS Risk Rating Procedure and is required in order to prioritise corrective actions.
If you cannot verify an item then place a mark in the “Can’t Tell” column for revision at a later time.
Related document: HS312 Inspection, Testing and Monitoring Procedure
	Item
	Yes
	No
	N/A
	Can’t Tell
	Risk Rating e.g. 3C H
	Corrective action recommended, inspection comments, reference numbers
	Person responsible for CA.

	1.Housekeeping and Environment
	
	
	
	
	
	
	

	1.1 Are work areas free of rubbish, obstruction, slip and trip hazards?


	
	
	
	
	
	
	

	1.2 Are floor coverings in good condition?
	
	
	
	
	
	
	

	1.3 Is high storage avoided for heavy or frequent use items?


	
	
	
	
	
	
	

	1.4 Is stock or material stored appropriately and safely?


	
	
	
	
	
	
	

	1.5 Are filing cabinets and desk drawers closed when not in use?
	
	
	
	
	
	
	

	1.6 Are doors fully functional?


	
	
	
	
	
	
	

	1.7 Are stairs, steps and handrails in good order?
	
	
	
	
	
	
	

	1.8 Are all areas adequately lit?


	
	
	
	
	
	
	

	1.9 Are areas free from glare?


	
	
	
	
	
	
	

	1.10 Is there adequate ventilation?


	
	
	
	
	
	
	

	1.11 Are noise levels acceptable?


	
	
	
	
	
	
	

	1.12 Is the temperature within the UNSW standard 19°C-26°C?


	
	
	
	
	
	
	

	2. Ergonomics
	
	
	
	
	
	
	

	2.1 Is all furniture fit for purpose?


	
	
	
	
	
	
	

	2.2 Is all furniture in good repair?


	
	
	
	
	
	
	

	2.3 Are all cords/wires out of the way?


	
	
	
	
	
	
	

	2.4 Are Workstation ergonomics in place for:

Chairs

Desks

Monitors

Keyboard

Mouse

Phone

Work Layout

	
	
	
	
	
	
	

	3. Manual Handling
	
	
	
	
	
	
	

	3.1 Has the need to lift, carry, push or drag heavy loads been eliminated?


	
	
	
	
	
	
	

	3.2 Is suitable Manual handling equipment available and in good condition?


	
	
	
	
	
	
	

	3.3 Are suitable ladders or steps available and in good condition?


	
	
	
	
	
	
	

	4. Electrical
	
	
	
	
	
	
	

	4.1 Are electrical appliances tagged and within test date where required?

	
	
	
	
	
	
	

	4.2 Are all plugs, sockets, leads, cords and switches in working order?

	
	
	
	
	
	
	

	4.3 Are electrical appliances kept clear of wet areas?


	
	
	
	
	
	
	

	4.4 Are powerboards used in preference to double adaptors?

	
	
	
	
	
	
	

	4.5 Are RCD’s (safety switches) installed where required?


	
	
	
	
	
	
	

	5. Emergency
	
	
	
	
	
	
	

	5.1 Is a first aid kit easily accessible and clearly labelled with first aid officers name and contact details?
	
	
	
	
	
	
	

	5.2 Are the contents of the first aid kits clean and valid?

	
	
	
	
	
	
	

	5.3 Do fire sprinklers have at least 500mm of clear space beneath?

	
	
	
	
	
	
	

	5.4 Are fire exits clearly marked and unobstructed?

	
	
	
	
	
	
	

	5.5 Are emergency procedures current and displayed?

	
	
	
	
	
	
	

	5.6 Are fire extinguishers appropriate, unobstructed and clearly marked?

	
	
	
	
	
	
	

	6. Equipment (plant)
	
	
	
	
	
	
	

	6.1 Are all machines guarded where required?

	
	
	
	
	
	
	

	6.2 Is the working area for fixed plant clearly marked?

	
	
	
	
	
	
	

	6.3 Are Safe Work Procedures displayed for all equipment?

	
	
	
	
	
	
	

	6.4 Is personal protective equipment available and in good condition?

	
	
	
	
	
	
	

	7. Chemical
	
	
	
	
	
	
	

	1.1 Are appropriate engineering controls available e.g. ventilation, storage cupboards, fume hood, safety showers?


	
	
	
	
	
	
	

	1.2 Are hazard signs and notices clearly displayed and relevant?


	
	
	
	
	
	
	

	7.3 Are chemicals stored according to compatibility and Safety Data Sheet?


	
	
	
	
	
	
	

	7.4 Is storage in fume hoods and on the floor prohibited?


	
	
	
	
	
	
	

	7.5 Are chemicals labelled according to the HS429 Labelling of Hazardous Chemicals Guideline

	
	
	
	
	
	
	

	7.6 Are gas cylinders secured against falling?


	
	
	
	
	
	
	

	7.7 Are gas cylinders required to be stored outside the laboratory?


	
	
	
	
	
	
	

	7.8 Is suitable PPCE available and in good order?


	
	
	
	
	
	
	

	7.9 Are UNSW procedures for waste segregation and handling followed?


	
	
	
	
	
	
	

	7.10 Are appropriate spill kits available?


	
	
	
	
	
	
	

	7.11 Are safety showers and eyewash stations in working order and unobstructed?


	
	
	
	
	
	
	

	8. Biological
	
	
	
	
	
	
	

	8.1 Are all procedures that generate aerosols done in a Biological Safety Cabinet (BSC)?


	
	
	
	
	
	
	

	8.2 Are only tested and certified BSC’s used?


	
	
	
	
	
	
	

	8.3 Are lab gowns with elastic cuffs and gloves used in the BSC?


	
	
	
	
	
	
	

	8.4 Is all furniture non absorbent?


	
	
	
	
	
	
	

	8.5 Gloves are worn when handling infectious materials?


	
	
	
	
	
	
	

	8.6 Are all PPCE removed and hands washed before leaving the laboratory?


	
	
	
	
	
	
	

	8.7 Are laboratory gowns/coats stored appropriately?


	
	
	
	
	
	
	

	8.8 Are UNSW procedures for waste segregation and handling followed?


	
	
	
	
	
	
	

	8.9 Are disinfectants labelled with concentration, exp date and hazard information?


	
	
	
	
	
	
	

	8.10 Is the antiseptic handwash within expiry date?


	
	
	
	
	
	
	

	9. Laboratory Radiation
	
	
	
	
	
	
	

	9.1 If your laboratory space uses radioactive material and equipment please refer to HS048b

	
	
	
	
	
	
	

	10. Comments or additional items
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


**This form should be returned to the person looking after the local area records for recordkeeping. 
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