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Workplace Inspection: Using and Developing Checklists

UCU general guidance on how to organise a workplace inspection is on the UCU website at: http://www.ucu.org.uk/media/docs/7/d/hsfact_workinspect_approach.doc
We have also posted a simple "First inspection" checklist here for new and inexperienced reps who haven't even been on a basic training course.  It is a basic "Finding out what problems members experience" approach - but a perfectly valid workplace inspection that is covered by the Safety Representatives & Safety Committees Regulations (SRSCR) Regulation 5, and your employer has a duty to permit UCU health & safety representatives time-off to do it.  
SRSCR Booklet from:  www.tuc.org.uk/extras/brownbook.pdf 
Inspection guidance for new reps at: http://www.ucu.org.uk/media/docs/6/n/Doing_your_first_inspection.doc
There are other example checklists on specific issues; fire precautions, temperature and ventilation, violence at work, and the Management of Asbestos. You can find these on the Factsheets page of the UCU website: http://www.ucu.org.uk/index.cfm?articleid=2424
It's not necessary to reinvent the wheel, so for general workplace physical conditions the TUC have a checklist here: http://www.tuc.org.uk/extras/insbooklet30auglowres.pdf 
and Unison also have one here:  http://www.unison.org.uk/acrobat/19465.pdf 
The National Union of Teachers produces an excellent checklist for schools; suitable for all educational premises:   http://www.teachers.org.uk/node/12581  
The preamble also makes the point that checklists aren't fully comprehensive and need to be adapted to particular circumstances.  You will need to copy & paste this link into your browser.

The TUC “Hazards at Work” manual also contains checklists on a wide range of issues that can be adapted. 

There is no perfectly comprehensive checklist that covers all applications, they are only general guidance.  Any checklist will need to be amended and customised for the particular circumstances of each workplace. So reps need to get together to develop their own workplace and issue-specific checklists. For example, compare the “Fire” section of the TUC checklist with the UCU “Fire Precautions” sample checklist, to see how such a section can be made more comprehensive. 

The trick with checklists is to write questions so that, if the condition is acceptable, the answer is Yes; if unacceptable or unsafe, the answer is No.  That way, you just need to look down the No column to see what problems and issues to include in your report.

Remember that, because the HS&W conditions are common to all staff, the assumption is that unions need to work together to deal with issues. So you should always work with reps from other unions to develop common resources, to build a working understanding for safety reps activities.  You may decide to work very closely with reps from other unions, sharing inspections or undertaking joint activities; there is no problem about you organising a joint safety reps inspection with other union's safety reps, for example, sharing resources and information.

Don't forget that when you complete your inspection report, you should NOT use it to congratulate the employer.  The inspection report form is for recording matters you wish to draw to management's attention; you cannot be absolutely sure there are no problems; it’s a hostage to fortune.  If you don’t have anything to draw to the employer’s attention, you should just say that in the report.
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