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MONTHLY RECORD of HEALTH and SAFETY CHECKS:
The designated Safety Officer must carry out these checks every month, completing – and signing and dating – this record as is required by regulations.
	ITEM
	OKd
	Comment if Necessary

	All equipment is being properly maintained by authorised and suitably-qualified parties.
	
	

	All electrical equipment is switched off if not in use.
	
	

	There are sufficient socket outlets and we have minimized the use of adapters.
	
	

	Any residual current devices, if fitted, are tested.
	
	

	There are no taped joints to connect cables.
	
	

	Visual inspections of plugs and leads have been made.
	
	

	Consider whether any equipment needs a more detailed inspection and test.
	
	

	Equipment is being switched off before unplugging or cleaning.
	
	

	There are no trailing electrical leads to trip people up.
	
	

	All cables are secured to walls or, if that is not practical, arranged so as not to present a hazard.
	
	

	There are no spillages on the floor or near electrical equipment of any kind.
	
	

	All exits, corridors and gangways are being kept clear.
	
	

	Workstations are comfortable with seats adjusting to suit the height of the workstation and the user.  
	
	

	There is a minimum of 11 cubic metres for each person permanently occupying our workplace (since the room height is over 2 metres, that means everybody should have at least 2 metres x 2 metres of floor-space).
	
	

	Nobody is handling heavy objects without proper equipment and / or assistance
	
	

	All rubbish is in waste bins or in the outside bins. Flammable waste is not laying around
	
	

	There is a notice on the shredder asking people to keep their hair away from it. And they are doing so!
	
	

	Toilets are clean and in good order.
	
	

	Sinks are clean. Hot and cold water, soap and towels are being provided.
	
	

	Wholesome drinking water is being provided.
	
	

	The office temperature is at least 16 degrees centigrade.
	
	

	The office is essentially clean.
	
	

	Lighting is good enough to avoid tiring people’s eyes.
	
	

	Ventilation is adequate and there is some fresh air circulating.
	
	

	There are no hazardous substances on the premises.
	
	

	The first aid is adequately equipped and prominently placed in the office, and people know where it is.
	
	

	The accident book is prominently placed in the office, and people know where it is.
	
	

	Any accidents and / or sicknesses etc. that have occurred in the last month have been investigated by the MD.
	
	

	Fire extinguishers, fire blankets and fire alarms are all ‘in test’ according to the manufacturer’s instructions and in keeping with the label that should have been left on them after the last test.
	
	

	Any reports of concerns over Health and Safety issues by any employee have been investigated promptly.
	
	


	Date completed:
	
	Safety Officer completing form:
	
	Signed:
	

	Date accepted by MD:
	
	MD confirming sight of form:
	
	Signed:
	


