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WORKPLACE INSPECTION CHECKLIST
BUILDINGS:  CORRIDORS/COMMON SPACE/TOILETS 
(Facilities Management Office to undertake this section)
	Areas:
	
	For the month of:
	

	Safety Representative:
	
	Signed:
	
	Date:
	

	Acknowledgement by
Campus Services Coordinator:
	
	Signed:
	
	Date:
	



	Observation
G=Good, P= Poor, N = Needs Attention, N/A = Not applicable
	Condition
	Action
	Action By
	Completion Date

	Walls, floors & ceilings
	Trip hazards, corridors cluttered or obstructed, damage
	
	
	
	

	Lighting
	Lights out, flickering
	
	
	
	

	Toilets
	Hygienic, adequate supplies, ventilation working, lighting
	
	
	
	

	Kitchen/meal areas
	Hygienic, cupboards tidy, no rubbish, fridge clean and defrosted with no old food, benchtops sinks etc.
	
	
	
	

	Electrical
	Visual check of GPO’s visual of electrical equipment (photocopiers, faxes, printers)
	
	
	
	

	Safety information
	Campus Evacuation Maps, emergency procedures near doors, exit signs/lighting working, fire extinguishers and signage, fire hose reels and signage
	
	
	
	




WORKPLACE INSPECTION CHECKLIST
BUILDINGS:  CAMPUS WIDE 
(Facilities Management Office to undertake this section)
	Areas:
	
	For the month of:
	

	Safety Representative:
	
	Signed:
	
	Date:
	

	Acknowledgement by
Campus Services Coordinator:
	
	Signed:
	
	Date:
	



	Observation
G=Good, P= Poor, N = Needs Attention, N/A = Not applicable
	Condition
	Action
	Action By
	Completion Date

	Fire systems
	Run fire pump, check extinguishers, check hydrant, check hose reels
	
	
	
	

	Emergency evacuation
	Test all radios and portable PA systems, test switchboard tape recording device
	
	
	
	

	Emergency response
	Test security phones and library phone
	
	
	
	

	Safety
	Check all First Aid Boxes/Kits
	
	
	
	

	Lighting
	Check Campus Security Lights
	
	
	
	

	Garden shed
	Storage of fuels, storage of chemicals
	
	
	
	


WORKPLACE INSPECTION CHECKLIST
BUILDINGS:  CAMPUS WIDE 
(Facilities Management Office to undertake this section)
	Areas:
	
	For the month of:
	

	Safety Representative:
	
	Signed:
	
	Date:
	

	Acknowledgement by
Campus Services Coordinator:
	
	Signed:
	
	Date:
	



	Observation
G=Good, P= Poor, N = Needs Attention, N/A = Not applicable
	Condition
	Action
	Action By
	Completion Date

	Cleaning areas
	Neat and tidy, stacking and storage
	
	
	
	

	
	Electrical cords and plugs okay, quarterly testing and tagging current.
	
	
	
	

	
	Chemicals, bulk storage, labelling, decanted, spill trays and leaks, MSDS present, PPE
	
	
	
	










WORKPLACE INSPECTION CHECKLIST
BUILDINGS:  OPEN OFFICE AND WORK AREAS 
(All Business Units to undertake this section)
	Areas:
	
	For the month of:
	

	Safety Representative:
	
	Signed:
	
	Date:
	

	Acknowledgement by
Campus Services Coordinator:
	
	Signed:
	
	Date:
	




	Observation
G=Good, P= Poor, N = Needs Attention, N/A = Not applicable
	Condition
	Action
	Action By
	Completion Date

	Walls, floors & furniture
	Damage trip hazards, clutter, obstructions
	
	
	
	

	Lighting
	Lights out, flickering
	
	
	
	

	House-
keeping
	Bins, servicing, neat and tidy 
	
	
	
	

	Electrical
	Visual check of GPO’s, plugs, leads and powerboards, overloaded circuits, visual check of equipment (photocopiers, faxes, printers
	
	
	
	

	Portable electrical equipment
	Cords and plus okay, quarterly testing and tagging current
	
	
	
	

	Stacking & storage
	Unsafe, above head height, obstructing egress
	
	
	
	






	Observation
G=Good, P= Poor, N = Needs Attention, N/A = Not applicable
	Condition
	Action
	Action By
	Completion Date

	Ergonomics
	Uncomfortable positions, seating, stretching, reaching.
	
	
	
	

	Safety information
	Campus Evacuation Maps, emergency procedures near doors, exit signs, lighting working, fire extinguishers and signage, fire hose reels and signage.
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