General Health and Safety Requirements: Work Environment
	Stairs

	Specific Controls and Checks 
	Y/N
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are they in good repair, e.g. no chips or damage?
	
	
	

	Is lighting adequate for people to ascend and descend stairs safely?
	
	
	

	Is the stair surface suitable to prevent potential slips?
	
	
	

	Is stair tread even?
	
	
	

	Are handrails and safety barriers in a good condition and secure? 
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Floors

	Specific Controls and Checks 
	Y/N
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are they even and in good repair?
	
	
	

	Is floor surface adequate to prevent slips?
	
	
	

	Carpet is level, not frayed and does not pose a tripping hazard.
	
	
	

	There is no excess build up of water, leaves or other substances on the floor to create a slipping hazard?
	
	
	

	Are mezzanine floors or access ways fitted with handrails, mid-rails, toe-boards or a suitably solid barrier protection to prevent falls?
	
	
	

	Are these barriers in good repair?
	
	
	

	Are guard rails set at a height between 900mm – 1.2 metres or higher?
	
	
	

	Are changes in floor surface level suitably marked?
	
	
	

	Are walkways and corridors free from obstructions or protruding items?
	
	
	

	Is signage readily accessible to warn occupants of slippery floors from spills and subsequent clean up?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Storage and Shelving

	Specific Controls and Checks 
	Y/N
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are storage shelves secured and not overloaded?
	
	
	

	Are stored items/contents adequately secured within and on shelves?  E.g. are items overhanging shelves, or heavy items placed at an easier access height?
	
	
	

	Do stored items remain one metre below sprinkler heads and are not stored above them?
	
	
	

	Is the shelving structure in good condition?
	
	
	

	Is waste material accumulating?
	
	
	

	Are suitable step ladders available for staff to use?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Kitchenettes/Toilets/Bathrooms

	Specific Controls and Checks 
	Y/N
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are kitchenettes clean?
	
	
	

	Are cups and cutlery adequately stored?
	
	
	

	Are cooking appliances clean and hygienic?
	
	
	

	Are rubbish bins present and are they clean?  Is rubbish regularly removed?
	
	
	

	Have kitchen appliances been electrically checked, tested and tagged?
	
	
	

	Are tea towels clean and regularly changed?
	
	
	

	Are toilet areas clean and hygienic?
	
	
	

	Are soap dispensers functional and adequate?
	
	
	

	Are hand drying facilities functional and adequate?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Environmental Conditions

	Specific Controls and Checks 
	Y/N
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are temperatures in office/classrooms generally remaining within comfort zones?  If excessive, please note when this occurs and for how long.
	
	
	

	Is adequate fresh air ventilation being received?
	
	
	

	Is lighting adequate? 

*Ask occupants who may indicate if they are experiencing difficulties with glare or the room being too bright or dark.  If so, note down and a lighting test may need to be arranged. 

*For those equipped with light meters, a measurement of 500 lux is recommended.
	
	
	

	Are fans and portable heaters in good repair?  Have they been electrically checked and tagged as per the Safety Testing and Inspection of Electrical Appliances policy?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	General Health and Safety Requirements: Work Environment

	Corrective Actions Taken to Rectify Hazard
	Date Completed 

	
	

	
	

	
	

	
	

	Comments:

	

	

	

	


General Health and Safety Requirements: Work Environment

Department:






Date: 

Inspector:


Instructions:
1. These checklists are available at http://www.auckland.ac.nz/hrr/forms.ptml

2. They have been developed from the safety guidelines in the University Health and Safety Manual and are for auditing compliance with established procedures.  

3. The file should be customised to contain a checklist for each item on the department’s Hazard Register. 

4. Items within each checklist should be customised to correspond to the actual control procedures in use in the department.

	Computer Safety

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are chairs fully adjustable for:

· Seat height 

· Back height and angle

· Staff know how to adjust them?
	
	
	

	Are chairs functional and in good repair?
	
	
	

	Are desks in good order?  E.g. no damage or sharp edges.
	
	
	

	Are adjustable desks correctly adjusted for the operators? E.g. not to high or low
	
	
	

	Is there adequate leg room below the desk to allow the operator freedom to move?  E.g. no excessive items stored below desk area restricting movement?
	
	
	

	Are footrests available where required?
	
	
	

	Are operators without footrests able to comfortably place feet flat on floor to provide a supportive posture?
	
	
	

	Are screens adjusted to the correct height?
	
	
	

	Are screens/monitors free from excessive glare?
	
	
	

	Are systems in place to monitor fatigue and excessive workload?
	
	
	

	Is task variety encouraged to minimise static posture?
	
	
	

	Are staff aware of symptoms and signs of OOS/discomfort, pain and injury, and early injury reporting?
	
	
	

	Are staff aware of the need for micro-pauses and breaks?
	
	
	

	Do staff demonstrate good keyboard/mouse technique?
	
	
	

	Do staff know how to adjust their workstation, chair and monitor?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Manual Handling Safety

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Have staff received training on how to safely lift items?
	
	
	

	Are appropriate mechanical lifting devices available to assist with lifting?  E.g. trolleys.
	
	
	

	Do repetitive and high load problems exist with certain tasks?
	
	
	

	Has a Hazard Assessment been conducted to identify issues and appropriate controls and procedures developed in regard to lifting and transporting items/loads?
	
	
	

	Are operators comfortably able to reach items to avoid back strain or injury?
	
	
	

	Have steps been taken to reduce the weight of loads people may have to lift?  E.g. restricting the weight of boxed publications.
	
	
	

	Have items been placed at height levels to allow staff to correctly lift and not incur strain injuries?
	
	
	

	Are reminders in place to inform staff to consider team lifting when certain items are not easily lifted alone?
	
	
	

	Click here to add any further unique or specific hazards.
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