Inspection
These are a necessary part of safety management and should be held at regular intervals determined by the Head of Department: laboratories and workshops should be inspected more frequently than low-risk or office areas.  Trade Union Safety Representatives in a Department also have a legal right to call for such an inspection to be carried out.  The content of an inspection will necessarily vary from Department to Department but essentially they should all involve:

	a.
	Visiting all the rooms, areas and spaces for which a Department is responsible, to identify hazards and to initiate action to remove them.

	b.
	Checking that the necessary safety records are being kept up to date.

	c. 
	Checking compliance with the University Codes of Practice.


The Departmental Safety Advisors would carry out the self inspections or be able to assist in the process. Assistance and advice is always available from the Health and Safety Office, Ext 88780. 
It is strongly advised that a Departmental safety inspection be carried out shortly before an Audit. 

The inspection forms can be accessed from the Health and Safety Office web site;

Office inspection template:

http://www.bris.ac.uk/Depts/Safety/Forms/OfficeInspection.doc
http://www.bris.ac.uk/Depts/Safety/Forms/OfficeInspection.pdf
Laboratory inspection template:

http://www.bris.ac.uk/Depts/Safety/Forms/LabInspection.doc
http://www.bris.ac.uk/Depts/Safety/Forms/LabInspection.pdf
INSPECTION REGIME in The TORC Unit
Fire extinguishers are checked annually (UHB) (University)

Fire alarms are checked weekly (Thursday am UHB)

Risk assessments for existing projects will be reviewed annually (usually September).
New staff should produce Risk Assessments for hazardous activities, or check that existing assessments are in place, and sign documentation before commencing activity.

New projects will not be approved until Risk Assessments have been carried out.
COSHH assessments reviewed annually (usually September).
Informal Laboratory inspections are carried out quarterly with annual formal documented inspections (usually September).
Office inspections are carried annually (usually September/October)

Visual Display Unit workstation assessments are carried out annually (usually October).
Electrical Safety Testing : Portable Appliance Testing (PAT) & Visual Inspection only will take place on alternative years, for most laboratory equipment May/ June carried out annually for most laboratory equipment (May/June). Computers  every 5 years.

Class II & Laminar Flow cabinets, Fume cupboards and Clean Rooms are serviced and checked annually, currently by Crowthorne Hi-Tec Services (June/July). Those in the Eye and Heart Valve Banks are serviced twice a year (Jan, July)

Condition of Safety goggles and Thermal gloves checked annually (usually October)

Centrifuges  are serviced and checked annually  by  Technical Maintenance Systems in May.
Records and Paperwork requested during the inspection.
All laboratories should have a safety file, read by all users, containing:

1)
A Safety Handbook and Local Rules, including a Safety Policy Statement and a Statement of Good Laboratory Practice

2)
Appropriate University Codes of Practice

3)
Names of all workers in the laboratory, signed and dated, to show they have read all material in the file relevant to their work and agree to follow the safety precautions therein.

4)
A note signed by the head of the laboratory stating when they last reviewed the assessments in the file and when the laboratory was last inspected by the DSA.

5)
Records of PAT testing for electrical equipment.

6)
Suitable and sufficient Risk Assessments and COSHH Assessments for all activities including a review date.

COSHH assessments should also:

•
Make reference to the Material Safety Data Sheet if these are filed separately.

•
Include a full written protocol of experimental procedures requiring individual assessments or include a reference to one as a minimum standard.

NB Generic assessments, for a group of substances using the same procedure, should include a full list of the substances covered.

7)
A Material Safety Data Sheet for each of the materials in the laboratory. If stored separately from the COSHH assessments these must also be annotated with a review date (one note for the whole file is sufficient)

Heads of research groups or laboratories should ensure that the procedures laid out in this handbook and in the University Codes of Practice are adhered to. They must ensure that suitable and sufficient risk assessments have been carried out BEFORE work is commenced.

The DSA will undertake a rolling program of regular inspections with the intention of inspecting each laboratory annually. A written report of the findings will be sent to the Head of Division with recommendations for improvements and a time scale for their implementation.

