Spring Board Safety Services

{ENTER COMPANY NAME}

OFFICE HAZARD CHECKLIST

	Office Hazards
	YES
	NO
	N/A

	Are staff encouraged to tidy their personal workplaces?
	
	
	

	Are the premises kept clear of all kinds of refuse?
	
	
	

	Are shredding machines used?
	
	
	

	Are staff trained in the usage of shredding equipment?
	
	
	

	Are guillotines used?
	
	
	

	Are staff trained in the usage of guillotines?
	
	
	

	Is there a fire risk assessment in place, and are the findings briefed to staff?
	
	
	

	Is a fire marshal appointed?
	
	
	

	Is an emergency evacuation plan displayed?
	
	
	

	Are staff briefed on the emergency evacuation arrangements?
	
	
	

	Is PAT in place and current for all electrical equipment?
	
	
	

	Are VDU assessments carried out?
	
	
	

	Is there a first aid box in the premises?
	
	
	

	Is there a first aider/appointed person available?
	
	
	

	Are walkways free from obstruction?
	
	
	

	Are cables managed so that they are not on the floors on walkways?
	
	
	

	Are COSHH assessments in place for all substances used?
	
	
	

	Is all equipment/material easily accessible so that staff do not have to stretch or use step ladders?
	
	
	

	Do staff always ensure that office draws are shut to prevent accidental collision whilst walking in the office?
	
	
	

	Are drink dispensers located so that they are not close to electrical equipment?
	
	
	

	Is there a no smoking policy in place?
	
	
	

	Is smoking prohibited in all but specially designated areas? 
	
	
	

	Are suitable reduced-sparking tools provided for use in places where flammable vapours may be present?
	
	
	

	Are heating appliances at a safe distance from woodwork and combustible building materials?
	
	
	

	Is care taken that nothing is placed or left on heaters?
	
	
	

	Are heating appliances fixed, not portable?
	
	
	

	Is the use of extension leads kept to a minimum and care taken not to overload those that are in use?
	
	
	

	Are stored goods kept well clear of light bulbs?
	
	
	

	Is every point of entry secure against intruders?
	
	
	

	After close down of operations are all doors, windows and gates checked and secure?
	
	
	

	Are the grounds surrounding the premises kept free of combustible materials?
	
	
	

	Do you ensure that equipment is safely shut down and fire doors are closed at night?
	
	
	

	Have you provided fire fighting equipment?
	
	
	

	Are staff trained in the use of extinguishers/hose reels?
	
	
	

	Is fire fighting equipment properly maintained?
	
	
	

	Are fire and smoke doors kept closed whenever possible and always after working hours?
	
	
	


Carried out by:
………………………………….
(Name)




………………………………….
(Job Title)

Date:


…………………………………..

A risk assessment must be carried out for hazards identified.

