	
	
	




Workplace Inspection Checklist 
For use in TEACHING ROOMS
How to use this checklist:
· Use this checklist to inspect teaching rooms, including classrooms and lecture theatres.
· Inspections should be carried out at once per year and preferably once per term.  Inspections should be done when rooms are empty, to avoid disruption to teaching.
· Carry out inspections in manageable chunks.  If you have many teaching rooms to inspect, divide it into different areas, e.g. welding bay, paint spraying, woodworking machinery, stores.  Otherwise, use one checklist per workshop and record details of faults or weaknesses.
· When you have carried out an inspection and recorded any faults or weaknesses found, report to your Faculty Operating Officer/Director of Professional Service, together with your comments and recommendations for action.
· Keep a copy of each completed inspection checklist and record action taken to correct the faults you have reported.
Guidance for terms used in this checklist:

Lighting – can be mixture of natural and artificial light.  Light diffusers and shades should be clean and undamaged.  Spent or flickering lamps or tubes should be replaced.

Temperature – should be a minimum of 16°C within one hour of work starting.  There is no legal maximum temperature, but indoor temperatures must provide reasonable comfort (usually around 19°C to 21°C).

Fresh air – opening windows should be sufficient for most teaching rooms.  If lecture theatres are fitted with extract ventilation, this should be tested by Facilities Management annually.

Windows – should be in safe condition.  Report broken windows to Facilities Management.

Fire exits – from rooms should be marked with green and white signs and must not be obstructed at any time, even temporarily.  Fire doors must not be left open.

Fire extinguishers – if provided in rooms, there should be either water (red) for use on wood, paper, fabric etc. or carbon dioxide (red with black strip) for use on electrical equipment.  Extinguishers should be labelled with last test date.  Report any that have not been tested within the past 12 months to Facilities Management.

Fire alarms – must be clearly audible while teaching in the room.  Ask teaching staff if any problems during fire evacuations and report to Facilities Management.

Storage space – should be adequate to avoid clutter on floors and work surfaces.  Storage of heavy or unstable items should preferably be at waist height to help safe moving and handling.

Floors – should be free of cracks, torn or lifting carpet, and clutter.  Try to arrange furniture and equipment to avoid trailing leads.  Use rubber cable matting to cover unavoidable leads.  Check cable entry into floor mounted socket boxes; the cable must not be trapped by the box cover.

Whiteboards etc. – check that these are securely fixed and encourage users to report faults.  Report unsecured boards etc. to Facilities Management and label ‘Do not use’.

Equipment – faulty equipment must not be used until repaired.  Label and if necessary, remove faulty equipment.

Plugs and leads – on electrical equipment must be in good condition.  Do a visual inspection only.  Label any that look damaged and take them out of use.  See visual inspection checklist.

Trolleys etc. – for equipment should be in safe condition.  Encourage users to report wobbly or broken trolleys.

Seating – should be at a convenient height for the work surface.  Report faulty built-in furniture to Facilities Management.  Label and remove broken chairs etc.  These should not be used until repaired.

Visual inspection of plugs and cables on portable electrical equipment

The University has arrangements for the testing of portable electrical equipment.  You should only include a look at the external condition of plugs and cables as part of your inspection.

Switch off and disconnect (unplug) equipment before inspecting.

Then look for these danger signs:

· damage to the cable covering
· damage to the plug – is the casing cracked, or the pins bent?
· taped or other ‘home-made’ joins in the lead
· the outer covering of the cable is not gripped where it enters the plug or equipment – see if the coloured insulation or copper of the internal wires are showing
· overheating – brown burn marks on plug, equipment or socket.

Label any faulty electrical equipment with ‘do not use’ signs and take out of use until checked by an electrician.  Encourage other staff to report any faults or damaged equipment.
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	Areas inspected:
	

	Inspected by:
	
	Date
	



	HAZARDS
	YES/NO
	COMMENTS
	ACTION TAKEN or RECOMMENDED
(with completion dates)

	Is lighting adequate?
Are diffusers clean?
	
	
	

	Is the temperature reasonable?
	
	
	

	Is there enough fresh air, without draughts?
	
	
	

	Are windows clean and in good condition?
	
	
	

	Are fire exits marked and unobstructed?
	
	
	

	Are fire extinguishers provided and tested annually?
	
	
	

	Is the fire alarm audible in room?
	
	
	

	Is there adequate space for storage?
	
	
	

	Are floors in safe condition, clean and uncluttered?
	
	
	

	Are whiteboards, screens etc. fixed securely to walls?
	
	
	

	Is equipment in working order? (OHPs, video, monitors etc.)
	
	
	

	Are plugs and leads undamaged?
	
	
	

	Are trolleys etc. in safe condition?
	
	
	

	Are seating and work surfaces in safe condition?
	
	
	

	Other hazards?
(specify)
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