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1. DOCUMENT CONTROL 

Author:   Anna Phillips 

Department/team:  Health, Safety and Wellbeing Team  

Distribution:   All staff 

Review Date :   July 2019 

Contact:    Health, Safety and Wellbeing Team  

Ballard House  

01752 312523 

 

2. DOCUMENT HISTORY CHANGES 

June 2013 - Full re-write and reformatting of the Workplace Health and Safety Inspections HSPS.  

July 2019 - Reviewed for legislative changes by Caroline King 

  

3. PURPOSE  

Plymouth City Council’s health and safety performance standards support the Corporate Health, 

Safety and Wellbeing Policy. These should be regarded as the standard that each Service Area or 

School is expected to achieve and against which performance will be monitored and audited.  

The purpose of this document is to help Service Areas and Schools meet the requirements set out 
in the Corporate Health, Safety and Wellbeing Policy by providing guidance and information on 

how to: 

 set up a programme of health and safety inspections to ensure that the workplace meets   

 health, safety and welfare requirements 

 monitor and evaluate the effectiveness of control measures put in place to minimise risk 

 Develop an action plan and escalate problems identified during workplace inspections in 

order to achieve a resolution. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://documentlibrary/documents/corporate_health_and_safety_policy.pdf
http://documentlibrary/documents/corporate_health_and_safety_policy.pdf
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4. WORKPLACE INSPECTIONS FLOWCHART 

 

Plan an annual workplace inspection 
programme

Notify staff in the workplace when 
an inspection is due to take place

Prior to the inspection review 
previous workplace inspections, risk 
assessments and relevant guidance

Walk through workplace and 
complete inspection checklist  

Identify areas of concern and non-
compliances and record details in 

action plan

Assign remedial actions and target 
dates for completion in action plan

Communicate findings at team 
meetings    

Monitor progress against action 
plan at Joint Consultative 

Committee (JCC) Sub-Committee

Escalate unresolved high risk issues 
to the Joint Consultative 

Committee
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5. WORKPLACE HEALTH AND SAFETY INSPECTIONS 

Workplace inspections involve a systematic review of a defined area to determine the overall 

suitability of the workplace and the safety of the activities taking place within it.  

They are a useful tool for:  

 identifying potential hazards before they become a problem 

 monitoring the effectiveness of control measures  

 correcting deficiencies that present a risk 

 Demonstrating management commitment to health and safety in the workplace.  
 

5.1. What is a workplace? 

A workplace means any premises or part of a premises which is made available to any person as a 

place of work. This includes: 

 any place within a premises (internal and external areas) to which a person has access to  

 while at work 

 any areas such as a room, lobby, corridor, staircase, road, pathway or other place used as 

a means of entering and exiting the workplace 

 Any facilities that are provided for use in connection with the workplace.  

 

5.2. Workplace inspection programme  

Each Service Area/School must set out an annual programme for workplace health and safety 

inspections. This document should identify the frequency of inspections, members of the inspection 

team as well as the extent and nature of the inspections.  

Governing Bodies/Head Teachers, Persons in Control (PICs), and Heads of Service should be 

involved in the planning process to ensure that: 

 inspections are scheduled at appropriate frequencies 

 a routine and systematic inspection of each work area takes place at appropriate intervals 

 the correct workplace inspection checklist is used to record the findings of the inspection 

 a system is in place for tracking progress of the action plan  

 Employees and senior management are informed of the significant findings of the 

inspection. 

Teams working in shared premises or multi-occupancy buildings must work in partnership with the 

landlord / Person in Control (PIC) to coordinate their inspection programmes to ensure that all 

aspects of the workplace meet requirements.  

 

6. ASPECTS TO CONSIDER WHEN PLANNING INSPECTIONS 

6.1. Frequency of planned inspections  

School Governors are required to carry out a premises inspection once per term. Inspections of all 

other Council workplaces must be undertaken every six months for low risk areas or activities (for 

example, offices and office based activities). Workplace inspections should be should be carried out 
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more frequently, for example once every three months as a minimum, when there are prolonged 

periods of change to the workplace or working practices. Inspections should also be undertaken 

more frequently when there are significant risks associated with specialist work activities, for 

example, daily use of manual handling aids, fixed machinery and portable handheld equipment. 

 

6.2. The inspection team  

The inspection team can be made up of the following staff: 

 Senior managers 

 Head teachers 

 PICs  

 School Governors 

 Supervisors or Team Leaders 

 Employees who are familiar with the workplace and work activities 

 Trade union health and safety representatives. 

In order to demonstrate a personal commitment to health and safety and visible active leadership 

as detailed in the Corporate Health, Safety and Wellbeing Safety Policy, it is recommended that 

Assistant Directors and Heads of Service participate in at least one workplace inspection a year.  

The number of people in the inspection team depends on the size of the area being inspected and 

the hazards associated with the activities within the given workplace. If the workplace being 

inspected is an office in a multi-occupancy building, it is acceptable for the inspection team to be 

comprised of at least two people. As a minimum, this should be a Trade Union representative and 

a trained risk assessor. It is advisable for more people to be involved in inspecting large 

workplaces, so that members of the team can split off to inspect different areas.  

 

6.3. Trade union health and safety representatives 

The Council acknowledges the role played by its recognised Trade Unions and their 

representatives in assisting with workplace inspections. Trade union health and safety 

representatives can formally request to undertake a workplace health and safety inspection with 

written notice where an inspection hasn’t been undertaken in the previous three months; 

however, it is considered best practice to include local union representatives in the inspection 

team.  

 

6.4. Competence 

Members of the inspection team should have an awareness of the hazards in their workplace, as 

well as reasonable experience in identifying control measures to minimise the risks. At least one 

person on the team must be a trained risk assessor. The HSW training programme can be 

downloaded from Staff Room.  

 

6.5. Extent and nature of inspections 

The workplace inspection programme should identify the nature of the inspection and the type of 

checklist that should be used, for example an office, an entire premises, or the activities taking 

place within it.  
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Large workplaces or schools can be divided into parts of the premises and different activities so 

that they are either inspected on separate occasions or by separate members of the inspection 

team. If this is done, it will still be essential for every area within a Council premises or school to 

be inspected in accordance with the minimum frequencies outlined in paragraph 8.  

 

6.6. Types of checklists and limitations 

The HSW Team have developed three checklists to cover:  

 equipment, substances and work activities 

 general premises 

 Offices. 

These checklists have been designed to suit most workplaces but do not take into consideration 

specific criteria, for example playground equipment or vehicles. It is suggested that the checklists 

are used as templates and adapted to suit a specific work environment. A combination of checklists 

could be used for the same work area, such as a workshop, where elements of the general 

premises inspection checklist and the checklist for equipment, substances and work activities need 

to be taken into consideration.  

It is important to note that while a checklist is a useful tool for helping to ensure that a workplace 

is systematically inspected, the inspection team should not limit the scope of the inspection to the 

items identified in the checklist.  

 

6.7. Equipment, substances and work activities  

In most workplaces it is likely that equipment, materials and substances are stored, handled, 

transported, used or produced to some extent and often present the primary hazards and 

significant risks within a workplace.  

When conducting a workplace inspection, the inspection team must consider where and how work 

activities are carried out, as well as who may be exposed to a particular hazard. Particular attention 

should be given to: 

 the availability of adequate information and warnings if necessary, regarding the nature of 

the plant/equipment/substance concerned 

 the existence of suitable control measures  

 Emergency procedures. 

 

6.8. Premises 

The inspection can also cover a wide range of issues pertaining to the condition of the premises 

including but not limited to: 

 maintenance and repair of workplaces 

 ventilation, temperature and lighting 

 cleanliness, work stations and seating 

 toilets, washing facilities and welfare arrangements 

 floors, traffic routes, doors, windows and glazing 

 Suitability of fire precautions. 
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7. WORKPLACE INSPECTION PROCESS 

7.1. Prior to an inspection 

The inspection team should prepare for the inspection by:  

 checking previous incidents records 

 reviewing risk assessments, procedures, training records, safety data sheets associated 

with the assessment of hazardous substances 

 gathering background information if not entirely familiar with the hazards associated with  

the workplace (including PCC health and safety performance standards and HSE    

 Guidance) 

 Review inspection checklist and adapt to suit own needs – is there anything else that could 

be added? 

 review previous workplace inspections 

 Notify staff working in the area of when the inspection is scheduled to take place.  

 

7.2. During an inspection 

When undertaking an inspection, the team should collect information by:  

 observing the condition of building, behaviour of people, actions  

 looking for situations where employees deviate from good practice or agreed procedures 

(for example, taking shortcuts) 

 checking general condition of equipment  

 Talking to employees, listing their observations and problems as well as suggestions. 

The findings should be recorded on the checklist with an indication of whether the set criteria are 

achieved, as well as comments and recommendations for remedial actions. 

The inspection team should be prepared to take immediate action where there are serious non-

conformities or situations which present imminent danger. This can include notifying the manager 

(if not a member of the inspection team) and stopping a work activity or access to an area until the 

situation is made safe. Such issues should be included in the information that is shared and 

escalated to the directorate JCC Sub-Committee.  

Members of the inspection team should focus on the issues that pose a major risk and try to avoid 

spending a significant amount of time on problems that are unlikely to cause property damage, 

injury or harm.  

 

7.3. After an inspection 

Following a workplace inspection, the inspection team must take the following steps: 

 develop an action plan in conjunction with the PIC/Head Teacher/Head of Service if they 

are not already involved in the inspection (actions could include rectifying building defects 

or updating a risk assessment to include a hazard not previously considered) 

 make sure the action plan has realistic target dates set out as well as details of the person 
responsible for completing the actions 
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 share significant findings of the workplace inspection with employees at team meetings 

and/or departmental meetings 

 A representative from the inspection team should bring the significant findings of the 

workplace inspection to the directorate JCC Sub-Committee where items from the action 

plan may be discussed, escalated or monitored.  

 seek advice from the HSW team on how to deal with significant risks that cannot be 

addressed and resolved at a local level, and ensure that such problems are escalated up 

through the directorate JCC Sub-Committee and the Joint Consultative Committee if 
need be.  

 

7.4. Record keeping 

The results of a workplace inspection must be recorded and retained for 6 years from the date of 

inspection.  

 

8. FURTHER INFORMATION FORMS AND GUIDANCE  

Forms 

Equipment, substances and work activities inspection checklist 

General premises inspection checklist 

Offices inspection checklist 

 

Relevant legislation  

Health and Safety at Work etc. Act 1974 

The Workplace (Health, Safety and Welfare) Regulations 1992 

The School Premises (England) Regulations 2012  

 

Guidance  

HSPS01 - Risk Assessment  

HSPS02 - Vibration 

HSPS03 – Working at Height 

HSPS04 - Control of Hazardous Substances  

HSPS05 - Noise 

HSPS 06 - Manual Handling 

HSPS08 - First Aid  

Plymouth City Council Asbestos Policy 

Site Control Logbook  

Workplace (Health, Safety and Welfare) Regulations 1992 Approved Code of Practice (L24)  

Safety signs and signals guidance on regulations (L64) 

Maintaining portable electrical equipment in low risk environments (INDG236) 

Providing and using work equipment safety: a brief guide (INDG291) 

http://documentlibrary/documents/HSPS16_workplace_inspections_checklist_equipment_substances_work_activities.docx
http://documentlibrary/documents/HSPS16_workplace_inspections_checklist_equipment_substances_work_activities.docx
http://documentlibrary/documents/HSPS16_workplace_inspections_checklist_general_premises.docx
http://documentlibrary/documents/HSPS16_workplace_inspections_checklist_general_premises.docx
http://documentlibrary/documents/HSPS16_workplace_inspections_checklist_offices.docx
http://documentlibrary/documents/HSPS16_workplace_inspections_checklist_offices.docx
http://www.legislation.gov.uk/ukpga/1974/37/contents
http://www.legislation.gov.uk/uksi/1992/3004/contents/made
http://www.legislation.gov.uk/uksi/2012/1943/contents/made
http://documentlibrary/documents/hsps01_health_and_safety_risk_assessment.pdf
http://documentlibrary/documents/hsps02_control_of_vibration_at_work.pdf
http://documentlibrary/documents/hsps03_working_at_height.pdf
http://documentlibrary/documents/Hsps04_control_of_substances_hazardous_to_health.pdf
http://documentlibrary/documents/hsps05_control_of_noise_at_work.pdf
http://documentlibrary.plymcc.local/documents/HSPS06%20Manual%20Handling.pdf
http://documentlibrary/documents/hsps08_first_aid.pdf
http://documentlibrary/documents/Plymouth%20City%20Council%20Asbestos%20Policy.pdf
http://web.plymouth.gov.uk/web.plymouth.gov.uk/homepage/staffroom/internalatoz/web.plymouth.gov.uk/homepage/staffroom/tools/web.plymouth.gov.uk/homepage/staffroom/tools/corporatelandlord/web.plymouth.gov.uk/homepage/staffroom/tools/corporatelandlord/personsincontrol/web.plymouth.gov.uk/homepage/staffroom/tools/web.plymouth.gov.uk/homepage/staffroom/tools/corporatelandlord/web.plymouth.gov.uk/homepage/staffroom/tools/corporatelandlord/personsincontrol/sitecontrollogbook.htm
http://www.hse.gov.uk/pubns/priced/l24.pdf
http://www.hse.gov.uk/pubns/priced/l64.pdf
http://www.hse.gov.uk/pubns/indg236.pdf
http://www.hse.gov.uk/pubns/indg291.pdf

