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GENERAL
WORKPLACE 3.

(S =satisfactory, U =unsatisfactory, N/A = not applicable)

	
	Walking Surfaces
	S
	U
	NA
	Comments

	1
	Aisles correctly established and clear
	
	
	
	

	2
	No tripping hazards in evidence
	
	
	
	

	3
	Floors dry - not slippery
	
	
	
	

	4
	Cords not stretched across aisles or under carpets
	
	
	
	

	5
	Entrance mats available and used in wet weather
	
	
	
	

	6
	Carpet is secure and free of tears, lumps or loose pieces
	
	
	
	

	
	Stairways, Aisles, Storage Rooms, Halls
	S
	U
	NA
	Comments

	7
	Adequate lighting in stairways, aisles and storage rooms
	
	
	
	

	8
	Stairways clear - not cluttered
	
	
	
	

	9
	Stair treads in good condition
	
	
	
	

	10
	Handrails installed and in good condition
	
	
	
	

	11
	Halls kept clear of equipment and supplies
	
	
	
	

	
	Bookcases, Shelves, Cabinets
	S
	U
	NA
	Comments

	12
	Bookcases and shelves not overloaded
	
	
	
	

	13
	File drawers closed when not in use
	
	
	
	

	14
	Bookcases and cabinets secured against tipping
	
	
	
	

	15
	Manual Handling issues identified
	
	
	
	

	
	Electrical Safety, Chairs, Chemical Products, Ladders, Tools, Air Movement
	S
	U
	NA
	Comments

	16
	Electrical outlets not overloaded
	
	
	
	

	17
	Equipment properly grounded
	
	
	
	

	18
	Are power boards with overload switch used instead of double adaptors
	
	
	
	

	19
	Electrical cords and plugs in good condition
	
	
	
	

	20
	Extension cords used for temp supply only
	
	
	
	

	21
	Chairs in good mechanical condition (springs/casters)
	
	
	
	

	22
	Chairs/tables ergonomic and comfortable
	
	
	
	

	23
	Chemical products properly used and stored 
	
	
	
	

	24
	Staff aware of VDU ergonomics
	
	
	
	

	25
	Safe step stools and ladders properly used 
	
	
	
	

	26
	Paper cutter equipped with guard/ blade spring functioning
	
	
	
	

	27
	Comfortable work conditions (air, light)
	
	
	
	

	28
	Unobstructed air movement and vents
	
	
	
	

	
	Signs & Information
	S
	U
	NA
	Comments

	29
	Exit signs
	
	
	
	

	30
	Fire Warden
	
	
	
	

	31
	Trained First Aider on premises/register/identity
	
	
	
	

	32
	Policy & Procedures from Head Office
	
	
	
	

	33
	Staff meetings & consultation on OHS issues
	
	
	
	

	
	Fire & Emergency
	S
	U
	NA
	Comments

	34
	Extinguishers in date & accessible
	
	
	
	

	35
	Fire Hose 
	
	
	
	

	36
	Fire exit signs lighting
	
	
	
	

	37
	Fire Doors lit & accessible
	
	
	
	

	38
	Fire alarm tested
	
	
	
	

	39
	Fire Warden trained & on premises
	
	
	
	

	40
	Inspections by Fire Brigade
	
	
	
	

	41
	Staff familiar with written procedures
	
	
	
	

	42
	Regular ER exercises carried out
	
	
	
	

	
	Security
	S
	U
	NA
	Comments

	43
	Cash Management procedures/banking
	
	
	
	

	44
	After hours access/isolated worker
	
	
	
	

	45
	Customer relations/violence  training
	
	
	
	

	
	Noise
	S
	U
	NA
	Comments

	46
	PPE/Training
	
	
	
	

	
	Miscellaneous
	S
	U
	NA
	Comments

	47
	Workplace Inspections/audits carried out
	
	
	
	

	48
	Staff Training/needs analysis/schedule
	
	
	
	

	49
	Mechanical equipment maintenance & training
	
	
	
	

	50
	OHS in job description of Mgr
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