Safety in your workplace

Safety in the work place is largely a self-governing exercise.

In order to ensure that your workplace is safe it needs to be inspected. That inspection may either be by an external person, or by a designated person. Within the School of the Environment and Society we are using the latter mechanism – 

YOU are responsible for the immediate safety of the areas in which you work. This means that you must periodically inspect your work place, and that of others under your jurisdiction (such as laboratory and work space occupied by your PhD students, drawing any problems to the attention of appropriate staff as required.
Teaching laboratories and other such areas come under the jurisdiction of the Head of School; the task of monitoring the space may be delegated to a named individual. 

Please print out EITHER of the following forms (as applicable), place in an A4 pocket and attach this to the door of the room for which you have responsibility.

The form should be readily visible to members of School safety staff (the outside of the door is ideal).

On the indicated dates, conduct the survey and take the appropriate action.

Obviously this can only be a snap-shot survey. You are always responsible for your own safety and of those around you; if you notice a potential or real hazard you MUST act immediately and not wait until the next survey date.

Note that for some risks, action MUST be taken immediately, and hence there is no ‘needs attention’ option.

Thank you for your co-operation.

The School of the Environment and Society Safety Office

Checklist for Room

Person Responsible


	YEAR -__________
	January
	
	April
	
	July
	
	October

	
	Satisfactory

	Needs Attention
	Rectify NOW
	
	Satisfactory

	Needs Attention
	Rectify NOW

	
	Satisfactory

	Needs Attention
	Rectify NOW
	
	Satisfactory

	Needs Attention
	Rectify NOW

	Labelling 
safety notices
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	name of person responsible for room
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	contents/ownership of fridge/freezers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	electrical
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	General 
storage of personal effects
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	absence of food/drink
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	laboratory coats
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	safety specs.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	gloves
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	workers protocol forms
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	sharps/glass bin
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	gas cylinders
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	availability of first-aid box †
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	availability of fire extinguisher † 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	room access clear ††
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	safe access to high shelves
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Cleanliness 
sinks
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	work surfaces
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	equipment
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	balances
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	floor inc. location of electrical cables etc.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	fume cupboards
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	fridge/freezers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Chemical 
storage
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	solvent storage
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	acid storage
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	disposal
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	MSDS forms
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Glassware 
storage
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	breakage/cracked
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Other
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
specify
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Signature -
	
	
	
	
	
	
	


Please note, anything marked as:


Needs attention - must be corrected within 2 weeks and then marked ‘Satisfactory’.


Rectify Now – no work may be undertaken in the room the problem has been rectified and item can be marked as ‘Satisfactory’.

As required, asterisk any specific points and give details on a separate sheet appended to this sheet.

† - first aid boxes and fire extinguishers are typically stored outside of rooms in common user space or in Porters Lodge; make sure all in the room know of the location of the nearest supply

†† - this specifically includes the absence of items such as bicycles, coat stands etc.

Checklist for Office 
  Person Responsible


NOTE – this form is ONLY appropriate for an office or facility in which the wearing of protective clothing is never required. It is NOT used for the storage or manipulation of any chemicals (other than normal ‘household’ items), or of non-domestic items of equipment.

	YEAR -__________
	January
	
	April
	
	July
	
	October

	
	Satisfactory

	Needs Attention
	Rectify NOW
	
	Satisfactory

	Needs Attention
	Rectify NOW

	
	Satisfactory

	Needs Attention
	Rectify NOW
	
	Satisfactory

	Needs Attention
	Rectify NOW

	Labelling 
safety notices
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	name of person responsible for room
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	contents/ownership of fridge/freezer
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	electrical
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	General                      workers protocol forms
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	availability of first-aid box †
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	availability of fire extinguisher †
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	room access clear††
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	safe access to high shelves
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Cleanliness                                   work surfaces
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	equipment
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Floor inc. location of electrical cables etc.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	fridge/freezers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Other
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
specify
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Signature -
	
	
	
	
	
	
	


Please note, anything marked as:


Needs attention - must be corrected within 2 weeks and then marked ‘Satisfactory’.


Rectify Now – no work may be undertaken in the room the problem has been rectified and item can be marked as ‘Satisfactory’.

As required, asterisk any specific points and give details on a separate sheet appended to this sheet.

† - first aid boxes and fire extinguishers are typically stored outside of rooms in common user space or in Porters Lodge; make sure all in the room know of the location of the nearest supply

†† - this specifically includes the absence of items such as bicycles, coat stands etc.

Under ‘Other’ include access to materials stored in potentially hazardous locations, such as on top shelves, indicating availability of access equipment (stool, ladder etc.)
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