Monthly Office and Warehouse Audit 		Date:

	
CHECKLIST
	
Please Tick
	
Findings & Comments

	General Housekeeping
	Yes
	No
	N/A
	

	· are all work areas kept sufficiently clean
· are all floor coverings clean & good  
· are all windows & glass door panels clean
	
	
	
	

	· is washing & sanitary area appropriately cleaned ( Mezzanine, Ground Floor and Warehouse-public /visitors)
	
	
	
	

	· are all corridors & passageways free from obstruction, trips, slips & fall hazards
	
	
	
	

	· are all goods & materials stored correctly
	
	
	
	

	· do all staff have suitable and sufficient
P.P.E. to deal with
· General Cargo 
· Cleaning duties etc
	
	
	
	

	
CHECKLIST
	
Please Tick
	
Findings & Comments

	General Safety
	Yes
	No
	N/A
	

	· are stairs & slopes in good condition and secured
	
	
	
	

	· are windows and Fire Exit doors appropriately maintained 
	
	
	
	

	· do staff Pantry / fridge appropriately cleaned and stored 
	
	
	
	




	
CHECKLIST
	
Please Tick
	
Findings & Comments

	Lighting
	Yes
	No
	N/A
	

	· are all areas efficiently lit
· is the lighting provided suitable for the purpose it is to be used for
	
	
	
	

	
CHECKLIST
	
Please Tick
	
Findings & Comments

	Warehouse 
	Yes
	No
	N/A
	

	· is all equipment in good working order and regularly maintained and last service known 
b) is date of last service known
c) are relevant warning signs clearly displayed
	
	
	
	

	· have all staff received adequate instruction/training/information in use of equipment
	
	
	
	

	· are there any outstanding repairs involving work equipment
	
	
	
	


	
CHECKLIST
	
Please Tick
	
Findings & Comments

	Electricity at work
	Yes
	No
	N/A
	

	· are there any visible signs of damage to the appliance, outer cables or plug
· are all cables properly routed to eliminate tripping hazards
	
	
	
	




	
CHECKLIST
	
Please Tick
	
Findings & Comments

	 Handling
	Yes
	No
	N/A
	

	· do staffs have suitable & sufficient mechanical aids to make your tasks safer
	
	
	
	

	· are all your mechanical aids in working order, in good repair and have they been serviced
	
	
	
	

	
CHECKLIST
	
Please Tick
	
Findings & Comments

	Personal Protective Equipment
	Yes
	No
	N/A
	

	· are all staff aware of when and how to use
P.P.E.
· is the P.P.E. used suitable and adequate for the task

	
	
	
	


	· are staff provided with any P.P.E. if yes please tick:
Protective Clothing	Protective Equipment	Other - please state
Overalls	[  ]	safety helmets	[  ]
Gloves	[  ]	safety goggles	[  ]
safety footwear	[  ]	face/dust masks	[  ]
outdoor/waterproof clothing	[  ]	earplugs/defenders	[  ]
aprons	[  ]	respiratory equipment	[  ]

	
CHECKLIST
	
Please Tick
	
Findings & Comments

	Security
	Yes
	No
	N/A
	

	· is there a system in place to prevent unauthorized access to premises
· have all staff been provided with identity badges and are they being worn
· are all restricted areas adequately signed & secured
· are all personal alarms in full working order, regularly checked and suitable for the department

	
	
	
	

	
CHECKLIST
	
Please Tick
	
Findings & Comments

	Fire Safety
	Yes
	No
	N/A
	

	· are all exit routes kept clear and free from obstruction
· are emergency instructions clearly displayed

	
	
	
	

	· is the fire alarm system tested  and are records of tests available
· are all extinguishers, fire blankets in place and easily accessible
· has the emergency lighting been tested

	
	
	
	

	· are all fire/smoke door closers effective and working correctly

	
	
	
	

	
CHECKLIST
	
Please Tick
	
Findings & Comments

	First Aid/Accident/Incident Reporting
	Yes
	No
	N/A
	

	· do you have a qualified first aider
	
	
	
	
	

	· do you have an appointed person who can take over in the absence of a first aider
	
	
	
	
	


	· do you have a first aid box that is correctly stocked and readily available
	
	
	
	

	· are all staff aware of accident/incident reporting procedures 
· are all staff aware of how to report a serious (moderate) incident

	
	
	
	

	
CHECKLIST
	
Please Tick
	
Findings & Comments

	Waste Management
	Yes
	No
	N/A
	

	· are staff aware of the waste disposal procedures for domestic and confidential waste
· are waste handling instructions displayed
	
	
	
	

	· are suitable containers provided for the collection of waste

	
	
	
	








(Audited By)
Staff Name: 								ID No:									Sign:





(Re-Checked By)
Staff Name: 								ID No:									Sign:



