Workplace Inspection Checklist 
For use in Labs only
How to use this Laboratory inspection checklist
· Use this checklist to inspect chemical and biological laboratories used for research or teaching and any associated preparation rooms and storage areas.  Use one checklist per room.

· Inspections should be carried out at least twice per year and when laboratories are occupied by staff and students, to get a true picture of conditions and practices.

· Consider getting a team together to help you.  The team should be limited to four people and could include specialist staff in chemical, biological, laser or radiation hazards if needed.

· Keep a copy of each completed inspection checklist and record the action taken to correct the faults you have reported.
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LABORATORY INSPECTION CHECKLIST

The answer to all questions should be ‘Yes’ (or N/A).  If ‘No’, provide comments including details confirming what action has / will be taken, by whom and by when.

	Areas inspected
	

	
	
	
	

	Inspected by
	
	Date
	



	ITEMS CHECKED
	YES
	NO
	N/A
	COMMENTS
(Provide details to confirm what action has / will be undertaken)
	ACTION OWNER (Name and expected completion date)

	Training

	Have all lab personnel, students, and working visitors received an induction covering the substances, experiments and/or procedures within the laboratory? 
Ask occupants and / or check training documentation.
	
	
	
	
	

	Chemical Safety

	Has the lab got an updated chemical inventory list?
	
	
	
	
	

	Has a risk assessment been conducted for all chemicals, substances, and processes that pose a physical risk and/or health hazard? 
This includes biological and / or genetically modified organisms, where relevant - Risk assessments should be available within the lab.
	
	
	
	
	

	Are Safety Data Sheets (SDS) readily accessible to lab personnel for ALL chemicals/substances present in the lab space(s)?
	
	
	
	
	

	Are chemicals, including chemical waste, properly labelled and stored / segregated by hazardous class and compatibility? (labels should include name of chemical; volume if over 250ml; owner; and date made)
	
	
	
	
	

	Are all flammable chemicals, including chemical waste, being stored in an approved storage room or flammable liquids cabinet?
	
	
	
	
	

	Are all chemical waste containers closed, labelled appropriately, and stored in secondary containment?
	
	
	
	
	

	Is the lab properly disposing of hazardous waste, including licensed / regulated items and empty containers?
	
	
	
	
	

	If mercury thermometers are used, are there documented waste and emergency procedures?
	
	
	
	
	

	Biological Agents

	Has a risk assessment been conducted and approved by the BGMS committee for all agents that pose a physical risk and/or health hazard?
	
	
	
	
	

	If vacuum systems are used, are associated vacuum flasks equipped with an in-line filter, or dual flask, to prevent liquids from being drawn into the vacuum system?
	
	
	
	
	

	Is an appropriate disinfectant type being used in the laboratory?
	
	
	
	
	

	If work involves recombinant DNA studies / risk group 2 or higher biohazards / biological materials derived from humans or non-human primates, are containment measures suitable?
	
	
	
	
	

	Are all containers, including fridges / freezers correctly labelled?
(owner; date put into storage; contents, plus “disposal by validated autoclave” for genetically modified material)
	
	
	
	
	

	Is genetically modified waste held separately? (and labelled “disposal by validated autoclave”)
	
	
	
	
	

	Radiation

	Are there clear instructions for the use of radioactive materials?
	
	
	
	
	

	Is there a safe method of storage?
	
	
	
	
	

	Is there a safe method of disposal?
	
	
	
	
	

	Are all radioactive substances correctly labelled?
	
	
	
	
	

	Are workers familiar with local rules?
	
	
	
	
	

	Are workers adequately trained?
	
	
	
	
	

	If required, are workers/users’ health surveillance checks up to date?
	
	
	
	
	

	Are the following available and being used when necessary:
· Double containment?
· Shielding?
· Remote handling facilities?
	
	
	
	
	

	Is there an up-to-date list of emergency contact numbers displayed?
	
	
	
	
	

	Lasers 

	Is access to lasers of Class 3R or above, restricted to trained users?
	
	
	
	
	

	Are lasers correctly labelled with class and hazard warning?
	
	
	
	
	

	Are there up-to-date laser registration forms, risk assessment forms, laser survey forms, and laser user registration forms for all lasers of Class 3R or above? 
	
	
	
	
	

	Are written procedures for use of lasers of Class 3R or above kept in the same area as the lasers?
	
	
	
	
	

	Are warning signs displayed at entrances to any room/areas where Class 3B or Class 4 lasers are used?
	
	
	
	
	

	Microwave Ovens or Generators

	Are interlocks in working order?
	
	
	
	
	

	Are door seals clean and undamaged?
	
	
	
	
	

	Is the cavity clean and uncontaminated?
	
	
	
	
	

	Ultraviolet (UV) Light

	Are there suitable interlocks on doors into rooms using ultraviolet light for sterilisation?
	
	
	
	
	

	Are warning notices displayed outside areas where UV is in use?
	
	
	
	
	

	Gases

	If Bunsen burners are used, are they in a safe condition:
· clear of materials & other equipment
· tubing in good condition & long enough
· gas taps easy to reach & turn on & off
	
	
	
	
	

	If gas cylinders are used, are they in a safe condition: 
· valves & tubing in good condition
· clearly labelled with contents & hazards
· correct regulators fitted
· gas lines & isolators clearly labelled
· appropriately secured / attached to a support or trolley, in an upright position, and capped when not in use?
	
	
	
	
	

	If applicable, are oxygen depletion alarms provided in the space?
	
	
	
	
	

	Liquid Nitrogen

	Is handling, storage and disposal carried out in well-ventilated areas?
	
	
	
	
	

	Are suitable PPE and tongs available and used?
(insulated gloves, face shields / goggles, lab coat / overalls)
	
	
	
	
	

	Are specifically designed and properly labelled containers used for storage and handling?
	
	
	
	
	

	Pressure Vessels

	Are pressure vessels tested regularly?
	
	
	
	
	

	Are instructions for use displayed nearby?
	
	
	
	
	

	Are door seals & locks free from wear or damage?
	
	
	
	
	

	Are pressure gauges easily readable?
	
	
	
	
	

	Noise

	Can you hear someone two metres (approx. six feet) away talking in a normal voice, while machines are in use?
	
	
	
	
	

	Are ear defenders provided and worn if needed?
	
	
	
	
	

	Emergency Procedures

	Are occupants aware of the emergency procedures relevant to the hazard(s) present in the laboratory?
	
	
	
	
	

	Have enough, suitably trained, emergency responders been appointed for this area? 
(e.g fire wardens, first aiders, spill kit operators)
	
	
	
	
	

	Does the lab have suitable chemical spill kit(s)?
(with instructions for use and in date)
	
	
	
	
	

	Are occupants aware that they MUST evacuate the building if directed to do so and not re-enter until the "all clear" has been issued?
	
	
	
	
	

	Are first aid posters up to date and displayed with names & locations of trained first aiders? (First Aid - Poster Templates)
	
	
	
	
	

	Are first aid boxes clearly marked and fully stocked, with content that has not exceeded its expiry date?
	
	
	
	
	

	Do emergency evacuation procedures include people with disabilities? (e.g. those who have impaired mobility, or can’t hear fire alarms or see fire exits)
	
	
	
	
	

	Are there up-to-date Personal Emergency Evacuation Plans (PEEPS) for individual staff and students, if necessary?
	
	
	
	
	

	Are fire extinguishers in the correct place and fitted with seals? 
	
	
	
	
	

	Are up to date fire action notices, detailing what to do in the event of fire, displayed in labs or corridors?
	
	
	
	
	

	Can fire alarms be heard in all areas?
	
	
	
	
	

	Are emergency eyewashes and safety showers free from obstruction?
	
	
	
	
	

	Are eyewash stations being flushed weekly and tested annually, and appropriate records kept?
	
	
	
	
	

	Are the safety shower and eyewash stations annually tested?
	
	
	
	
	

	Do occupants know how to report fires, chemical spills, exposures, and other accidents/incidents or near misses, via the University incident reporting system Assure - Portal)
	
	
	
	
	

	Personal Protective Equipment (PPE)

	Is PPE readily available and have lab personnel been trained to use it?
(e.g. lab coats, gowns, gloves, face protection, hearing protection, footwear, etc.)
	
	
	
	
	

	Is the PPE appropriate to the hazards, being worn correctly and in good condition? 
Check requirements against risk / COSHH assessments
	
	
	
	
	

	Is all PPE stored in a clean, uncontaminated area?
	
	
	
	
	

	Is suitable PPE available for emergency use?
(e.g. chemical spillages or radioactive contamination)
	
	
	
	
	

	General Safety

	Are “no eating / drinking in the lab” rules followed? 
	
	
	
	
	

	Are rest & eating facilities provided outside the lab?
	
	
	
	
	

	Are handwashing & drying facilities available in the lab, clean & in working order?
	
	
	
	
	

	Is there access to toilets within a reasonable distance? (see HSE guidance for more details)
	
	
	
	
	

	Does the space have sufficient width to allow safe access for people, including those with impaired mobility, e.g. wheelchair users
	
	
	
	
	

	Are all doors or corridors free from obstructions?
(Fire exit & escape routes must be unobstructed)
	
	
	
	
	

	Are vision panels (windows) on the doors clear?
(These must be unobstructed for fire safety purposes.)
	
	
	
	
	

	Are all Fire doors able to self-close properly?
(Doors should not be held and/or propped open with a door stop or other object – automatic hold open devices, which allow the door to close when the alarm sounds, are acceptable)
	
	
	
	
	

	Are combustible materials and ignition sources kept to a minimum and away from each other?
	
	
	
	
	

	Is spark proof equipment used if necessary?
	
	
	
	
	

	Facilities / House Keeping 

	Are items stored at least 18 inches from the automatic sprinkler heads?
	
	
	
	
	

	Are boxes and equipment stored at least 2 inches from the ground?
	
	
	
	
	

	Are floors tiles free from damage?
(No cracks, tears, fraying, slippery or uneven spots etc.)
	
	
	
	
	

	Are floors free of trailing cables, boxes, equipment & other trip hazards?
	
	
	
	
	

	Are ceiling tiles free from damage?
	
	
	
	
	

	Is the lab designed to be easily cleaned?
(this includes floors, benches / shelves, and equipment)
	
	
	
	
	

	Is there enough space for storage of materials & equipment?
(on shelves, cupboards, refrigerators, benches)
	
	
	
	
	

	Is there enough clear bench space to use materials & equipment safely?
	
	
	
	
	

	Are chairs at lab benches covered with a non-porous material and in good condition?
	
	
	
	
	

	Laboratory Signage

	Do the signs / posters, displayed on the entrance of the laboratory, reflect the correct information?
	
	
	
	
	

	Do any stickers/signs on the laboratory equipment reflect the appropriate hazards?
	
	
	
	
	

	Laboratory Security

	Are acute toxins, biological agents, controlled substances, and radioisotopes appropriately secured within the lab?
	
	
	
	
	

	Is the lab secure when not occupied?
(Are unauthorised people prevented from accessing the lab)
	
	
	
	
	

	Are lab personnel wearing ID cards at all times?
	
	
	
	
	

	Are lab personnel trained to not allow other individuals access with their personal ID card?
	
	
	
	
	

	Misc. Laboratory Waste

	Are there separate and appropriate containers for:
· general waste
· hazardous waste
· waste needing to be autoclaved before disposal
· biohazardous waste
· sharps
· glassware, including broken glass
· Pipette and pipette tips?
	
	
	
	
	

	Are bins emptied often enough?
	
	
	
	
	

	Ventilation

	Is there enough fresh air, without draughts?
	
	
	
	
	

	Is local exhaust ventilation provided (e.g biological safety cabinets or fume hoods)?
	
	
	
	
	

	If yes, is it in a safe condition:
· Have all units passed their thorough examination and test within the past 14 months
· Are they in good condition (no cracked sash / inward airflow) 
· Are they tidy (they should not be used to store chemicals or unnecessary equipment)
· have weekly visual inspections and monthly ventilation/extraction checks, using an anemometer, been carried out by the users?
	
	
	
	
	

	Environment

	Is the room temperature comfortable?  
(Note: Should be >16oC. No area shall be actively heated to a temperature greater than 20oC ± 1°C)
	
	
	
	
	

	Are windows in a clean & safe condition?
	
	
	
	
	

	Are blinds fitted to reduce glare or temperature?
	
	
	
	
	

	Is lighting adequate in all areas?
(in working order, clean & free of flicker or glare)
	
	
	
	
	

	Is extra lighting provided for close work where needed?
	
	
	
	
	

	Manual Handling

	Are any stepladders or stools provided in safe condition?
	
	
	
	
	

	Are heavy, awkward and/or hazardous items stored at waist height where possible?
	
	
	
	
	

	Are trolleys or barrows available for moving heavy or large loads? (manual handling assessments needed for handling heavy or awkward loads)
	
	
	
	
	

	Furniture, Fittings and Equipment Management

	Is all equipment, furniture and fittings in good condition?
	
	
	
	
	

	Is all equipment stable or securely clamped to minimise vibration or noise?
	
	
	
	
	

	Are hot, sharp or dangerous moving parts guarded?
	
	
	
	
	

	Are instructions manuals available?
	
	
	
	
	

	Are there enough accessible power points to avoid overloading sockets?
	
	
	
	
	

	Is unattended equipment (in use) labelled with details of hazards & contact person/user?
	
	
	
	
	

	Electrical Equipment  - Switch off and disconnect (unplug) equipment before inspecting.

	Has all portable electrical equipment been tested in accordance with Portable Appliance Testing Guidance (check test labels)
	
	
	
	
	

	Does all electrical equipment (including fixed and portable heaters) pass visual inspection? 
· cord insulation not cracked or frayed
· plug casing intact and pins straight
· coloured insulation or copper of the internal wires completely covered
· no burns / scorch marks or other signs of overheating
	
	
	
	NOTE: label any faulty equipment with ‘do not use’ signs & take out of use until checked by an electrician.  Encourage other staff to report any faults or damaged equipment.
	

	Are there enough accessible power points to avoid overloading sockets?
(Check for the use of extension cords, power strips, outlet expanders or adapters)
	
	
	
	
	

	Are electrical cords identified and secured so they do not pose a trip or entanglement hazard?
	
	
	
	
	


	Other Hazards/Notes
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