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WORKPLACE FACILITIES CHECKLIST FORM

	Company Name:

	
Address:


	Location/ Area Assessed:


	Name of Assessor:


	Date of Assessment:


	Review by manager/ competent person:




This form must be reviewed by a manager, or a delegated competent person. Where the answer is ‘no’ to any of the following, please detail necessary actions in the appropriate column. 
	
CHECKLIST


	Floors and Passages
	Yes
	No
	Actions Required
	Completed by
	Completion Date

	The areas where people walk are free from trailing electrical leads or other cable.
	
	
	
	
	

	
The flooring and carpeting are in good condition.

	
	
	
	
	

	All floors, gangways and passages are free from obstruction?

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Windows, glass doors, walls, etc
	Yes
	No
	Actions Required
	Completed by
	Completion Date

	All glazed panels comply with the requirements of Regulation 14 of the Workplace Regulations.
	
	
	
	
	

	
All windows can be opened safely.  

	
	
	
	
	

	
All windows can be cleaned safely.  

	
	
	
	
	

	All windows do not pose a risk when open.  

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Room Dimensions and Space
	Yes
	No
	Actions Required
	Completed by
	Completion Date

	All work rooms are adequate in size for the work being carried out and the number of persons in them.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Heating
	Yes
	No
	Actions Required
	Completed by
	Completion Date

	The temperature is adequate for the majority of staff.  

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Ventilation
	Yes
	No
	Actions Required
	Completed by
	Completion Date

	All windows can be opened safely from floor level.

	
	
	
	
	

	All workrooms are adequately ventilated for the comfort of persons working in them.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Lighting
	Yes
	No
	Actions Required
	Completed by
	Completion Date

	In general, the lighting is sufficient and suitable for the work being carried out.

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Workstations and Seating
	Yes
	No
	Actions Required
	Completed by
	Completion Date

	The seating supplied is generally suitable for the persons and the work carried out.
	
	
	
	
	

	Where required, there are suitable footrests supplied.

	
	
	
	
	

	Workstations are generally suitable for the work carried out. 

	
	
	
	
	

	Workstations are arranged so that persons working at them can leave swiftly in the event of an emergency.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Welfare Facilities
	Yes
	No
	Actions Required
	Completed by
	Completion Date

	
Is smoking permitted in the office?  

	
	
	
	
	

	If ‘yes’, is there anywhere for non-smokers to take their breaks?  

	
	
	
	
	

	
There is a supply of drinking water available.

	
	
	
	
	

	There are adequate toilets and washing facilities available.

	
	
	
	
	

	There is equipment for the heating of water and food.

	
	
	
	
	

	There are facilities available for the storage of outdoor clothing.

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Housekeeping, Storage and Stacking
	Yes
	No
	Actions Required
	Completed by
	Completion Date

	Workstations are free from any unnecessary paperwork.

	
	
	
	
	

	Waste material is kept in suitable containers and removed regularly from the workplace.
	
	
	
	
	

	Shelves are loaded correctly and not overloaded.

	
	
	
	
	

	
Shelves are secured to their supports.

	
	
	
	
	

	Cupboards, desks, shelves, suspension files etc. are free from sharp edges.
	
	
	
	
	

	There is a “kick stool” or light, maneuverable steps available for reaching shelves and materials stored above shoulder height.
	
	
	
	
	

	Files or equipment, which is frequently used, are stored in easily accessible places, e.g. not on top of a cupboard.
	
	
	
	
	

	The furniture, furnishings and fittings are clean.

	
	
	
	
	

	
Walls, floors and ceilings are clean.

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Filing Cabinets
	Yes
	No
	Actions Required
	Completed by
	Completion Date

	Drawers of filing cabinets near walkways are kept closed.

	
	
	
	
	

	Filing cabinets in the office are fitted with anti-tilt devices.
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