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Workplace Inspection Checklist
A regular walk-round inspection for offices, shops, workshops and similar workplaces. Regular inspections help you spot hazards early and show that your risk assessment controls are working in practice.
How to use: walk round the whole workplace, answer each question, and note where you found any problem. Anything marked No goes on the action list at the end. Delete questions that don't apply and add your own.
	Premises / area inspected
	
	Date
	

	Inspected by
	
	Time
	

	Accompanied by
	
	Next inspection due
	


1  Housekeeping, floors and access
	Check
	Yes
	No
	N/A
	Comments / location

	Are floors clean, dry and in good condition, with no trip hazards?
	☐
	☐
	☐
	

	Are walkways and stairs clear of boxes, bags and trailing cables?
	☐
	☐
	☐
	

	Are stairs in good repair, with handrails and good lighting?
	☐
	☐
	☐
	

	Is lighting adequate in all areas, with no failed lamps?
	☐
	☐
	☐
	

	Is waste removed regularly and stored safely?
	☐
	☐
	☐
	

	Is the temperature reasonable (normally at least 16°C for most indoor work)?
	☐
	☐
	☐
	


2  Fire safety
	Check
	Yes
	No
	N/A
	Comments / location

	Are fire exits and escape routes clear, unlocked and easy to open?
	☐
	☐
	☐
	

	Are fire doors closing fully and not wedged open?
	☐
	☐
	☐
	

	Are fire exit signs and emergency lighting in place and working?
	☐
	☐
	☐
	

	Are fire extinguishers in place, accessible and in date?
	☐
	☐
	☐
	

	Has the fire alarm been tested this week and recorded?
	☐
	☐
	☐
	

	Are combustible materials kept away from heat sources and electrical equipment?
	☐
	☐
	☐
	


3  Electrical safety
	Check
	Yes
	No
	N/A
	Comments / location

	Are plugs, cables and sockets free from damage, scorching or exposed wires?
	☐
	☐
	☐
	

	Are sockets not overloaded, with no extension leads plugged into extension leads?
	☐
	☐
	☐
	

	Is portable equipment in visibly good condition and checked as needed?
	☐
	☐
	☐
	

	Is there clear access to the electrical distribution board, and is it closed?
	☐
	☐
	☐
	


4  First aid and welfare
	Check
	Yes
	No
	N/A
	Comments / location

	Is the first aid kit stocked, in date and easy to find?
	☐
	☐
	☐
	

	Are first aiders or appointed persons known, with names displayed?
	☐
	☐
	☐
	

	Are toilets and washing facilities clean, with soap, hot water and drying?
	☐
	☐
	☐
	

	Is drinking water available?
	☐
	☐
	☐
	

	Is there somewhere suitable to rest and eat?
	☐
	☐
	☐
	


5  Workstations and display screen equipment
	Check
	Yes
	No
	N/A
	Comments / location

	Are chairs adjustable and in good condition?
	☐
	☐
	☐
	

	Are screens positioned to avoid glare and at a comfortable height?
	☐
	☐
	☐
	

	Is there enough space to work comfortably?
	☐
	☐
	☐
	

	Have DSE users completed a workstation assessment?
	☐
	☐
	☐
	


6  Storage and manual handling
	Check
	Yes
	No
	N/A
	Comments / location

	Are heavy items stored at waist height and shelving stable and not overloaded?
	☐
	☐
	☐
	

	Are steps or kick stools available so people don't climb on chairs?
	☐
	☐
	☐
	

	Are trolleys or other aids available for moving heavy loads?
	☐
	☐
	☐
	


7  Hazardous substances
	Check
	Yes
	No
	N/A
	Comments / location

	Are chemicals and cleaning products stored safely, in original labelled containers?
	☐
	☐
	☐
	

	Are safety data sheets and COSHH assessments available?
	☐
	☐
	☐
	

	Is suitable PPE (e.g. gloves) available where needed?
	☐
	☐
	☐
	


8  Work equipment (workshops and kitchens)
	Check
	Yes
	No
	N/A
	Comments / location

	Are machine guards in place and working?
	☐
	☐
	☐
	

	Are emergency stops accessible and working?
	☐
	☐
	☐
	

	Are only trained people using equipment that needs training?
	☐
	☐
	☐
	

	Are statutory inspections in date (e.g. lifting equipment, pressure systems, LEV)?
	☐
	☐
	☐
	


9  Information and records
	Check
	Yes
	No
	N/A
	Comments / location

	Is the Health and Safety Law poster displayed, or leaflets given to staff?
	☐
	☐
	☐
	

	Is the employers' liability insurance certificate available (displayed or electronically)?
	☐
	☐
	☐
	

	Are risk assessments up to date and do they match what you've seen today?
	☐
	☐
	☐
	

	Has the accident book been checked, and have actions from recent incidents been completed?
	☐
	☐
	☐
	

	Have actions from the last inspection been completed?
	☐
	☐
	☐
	


10  Action list
Priority: High = make safe now, stop work if needed; Medium = within 1 week; Low = within 1 month. Adjust to suit.
	Problem found and action needed
	Priority
	Action by
	By when
	Done

	Example: Trailing extension lead across walkway by reception. Re-route the lead and fit a cable cover.
	High
	Office manager
	Today
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐

	
	
	
	
	☐


11  Sign-off
	Inspector signature
	
	Date
	

	Manager signature
	
	Date
	


Want an independent inspection? 3Sixty's chartered consultants carry out workplace inspections and audits with a clear, prioritised report. Call 01869 222 144 or visit 3sixtyhealthandsafety.com.
This checklist is a guide. It does not cover every hazard in every workplace. Add checks for the risks in your own work.
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