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This checklist is a basic inspection aid to checking temperature and ventilation in the workplace and identifying problems and key issues to raise with the employer. It is not intended as a comprehensive technical document. You can use this checklist as a basis to investigate complaints about the environmental conditions in the building.

Remember: it’s much better to do a physical inspection than circulate a survey questionnaire. 

Our checklist combines a number of different approaches and activities for the inspection, and ensures that reps who use it don’t just walk around the workplace with a clipboard. Some of the points are simple observation and testing, some require you to ask the employer for information, and some require you to talk to staff and ask questions. This approach often reveals other problems and concerns; and also gives you the opportunity to raise other issues with members.

Workplace temperature and ventilation often go hand-in-hand. Both are the subject of a regulatory standard in the Workplace Health, Safety & Welfare Regulations 1992 (WHSWR).(see below) The checklist questions are written so that the ‘Yes’ column indicates acceptable conditions, and the ‘No’ column shows unsatisfactory conditions. So at the end of the inspection, it is easy to see what you need to put into your report – just look for ticks in the “No” column.

Giving your report to the employer

When you have completed your inspection, submit a report to the employer drawing to their attention any issues that need to be addressed. Follow-up your report to make sure appropriate action is taken where this is necessary. The report should only contain matters that you wish the employer to address.  Never use the report to say that the workplace is safe or that conditions are acceptable – that’s not its purpose. If you don’t find anything you want to take up, simply record the fact that you have undertaken and completed an inspection.

It is always worth asking your employer’s safety officer/advisor for a copy of any checklist(s) they use, as this approach is often used by the professionals. Your employer has an absolute duty to give you such facilities and assistance as you may reasonably require under Regulation 4A(2) of the Safety Representatives & Safety Committee Regulations. Access to employer checklists is a perfectly reasonable request for assistance to help you undertake safety reps functions.

Please send us electronic copies of any checklists you discover or develop for workplace inspections, particularly those in specialist areas like laboratories and workshops. We will put them on the UCU Health & Safety website so that all UCU safety reps can benefit by using them.

Regulation 6 Ventilation

The standard is that every workplace should have effective and suitable ventilation which provides a sufficient quantity of fresh or purified air. Further detailed guidance is available in HSG202 – Ventilation in the Workplace, published by the HSE.

Regulation 7 Temperature

The standard is that the employer has to maintain a reasonable temperature in indoor workplaces during working hours. The employer must also provide a sufficient number of thermometers so that temperatures can be checked. Further detailed guidance is available in HSG194 – Thermal Comfort, published by the HSE.  The professional standards for teaching accommodation is between 21oC and 23oC in summer, 19oC and 21oC in winter (see Notes (1) below)

Warning!  Sometimes poor conditions are the result of inadequate or inappropriate building design and structure – they are “built-in”. The only real solution is often demolition or the expensive installation (if that’s possible) of complex systems.  Often the best we can argue for is the provision of local supplementary equipment which offers some improvement, but has its own problems, like noise.

Some other inspection aids and ideas
1) Ask the employer for a scale plan of the buildings, so that you can use it to map out potential hazards. Ask for one that includes elements of the heating and ventilation systems, air supply and egress vents etc. There is a statutory duty on your employer to provide you with such facilities and assistance as you reasonably require to undertake your safety rep functions. (Safety Reps Regulations Reg. 4A(2)).  Such a plan falls within this definition.

2) Ask your employer to provide you with a copy of the HSE publications “Thermal Comfort in the Workplace” - HSG194.  ISBN 0 7176 2468 4, and “General Ventilation in the Workplace” – HSG 202. ISBN 0 7176 1793 9.  This is another “facility and assistance you reasonably require” so should be provided.  They are both available from the HSE Bookshop; 01787 881165


Also, if you have “natural” ventilation systems in the building, ask your employer for a copy of the CIBSE guide “Natural ventilation in non-domestic buildings” Applications Manual AM10: 1997.  ISBN 0 000953 77 2.  CIBSE is on 0208 675 5211 or www.cibse.org/ 

3) Do a survey noting the number of people in each room at peak usage. Use this to calculate the volume of air changes necessary to ensure there is sufficient quantity of fresh air. Ask your employer to do some measuring and share the results with the union safety reps.

4) Use your workplace plan to mark the location of anything that might affect temperature and humidity.

5) Inspect air vents for air flow. (Smoke testers/generators are used for this. Ask the employer to supply a tester) Check that any vents are clear of obstruction. Natural airflow systems are increasingly common, but many buildings perform poorly. Vents are often found around and under windows, and are quite small, and easily clogged or obstructed. It can sometimes be helpful to undertake an inspection like this jointly with the safety officer, so you can discuss each test as it happens. 

Note on temperatures

1) Chartered Institution of Building Services Engineers, Guide A: Environmental Design.  Their guidance for comfort criteria for educational establishments (Table 1.5) recommends 19oC – 21oC in winter, and 21oC - 23oC in summer for lecture theatres, seminar rooms and teaching space.

2) The ACoP Paragraph 43 to Regulation 7 recommends a minimum temperature of 16o Celsius.  The World Health Organisation (WHO recommends a maximum temperatures of 24o Celsius.

UCU Temperature & Ventilation Checklist
	Checklist Questions
	Yes
	No
	Comments

	Risk Assessment
	
	
	

	1)
Have suitable & sufficient risk assessments been done?
	
	
	

	2)
Are temperature & ventilation included in assessments?
	
	
	

	2)
Was UCU consulted on the assessment findings?
	
	
	

	3)
Was UCU consulted on the control measures to be put in place following the assessments?
	
	
	

	4)
Have you asked for & received a copy of the assessment?
	
	
	

	Temperature - High - Summer
	
	
	

	1)
Is the room temperature between 21oC and 23oC?
	
	
	CIBSE (1)

	2)
Are workers comfortable with the temperature?
	
	
	

	3)
Are temperatures checked regularly?
	
	
	

	4)
Is humidity between 40% & 70%?
	
	
	

	5)
Are windows tinted to reduce solar gain?
	
	
	

	6)
Are there suitable blinds to reduce sunlight?
	
	
	

	7)
Are steps taken to deal with VDU, computer & printer heat radiation where appropriate?
	
	
	

	8)
Are there appropriate means of cooling the rooms?
	
	
	

	9)
If fans are used, are they effective?
	
	
	

	Temperature - Low - Winter
	
	
	

	1)
Is the temperature above 16oC first thing in the morning?
	
	
	WHSWR ACoP (2)

	2)
Is the room temperature between 19oc-21oC during the day?
	
	
	CIBSE (1)

	3)
Is temperature regulated by thermostat?
	
	
	

	4)
Does the heating system maintain the temperature at a comfort level during the whole of the working day?
	
	
	

	Ventilation
	
	
	

	1)
Is there adequate ventilation in the rooms?
	
	
	

	2)
Are rooms free from draughts caused by ventilation?
	
	
	

	3)
Do windows open to allow fresh air in?
	
	
	

	4)
If no opening windows, is mechanical ventilation effective?
	
	
	

	5)
If natural system, does it circulate fresh air effectively?
	
	
	

	6)
Are air inlet and exhaust vents clear?
	
	
	

	Employer action
	
	
	

	1)
Are temperatures & humidity regularly monitored?
	
	
	

	2)
Are tests of air volume changes conducted and recorded?
	
	
	

	3)
Are air changes at least 8 litres per second per person?
	
	
	

	4)
Are staff complaints addressed effectively?
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