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	SHE Inspection Checklist 
(Office & Co-working Facility)
	SHE Form S05

	
	
	



	Facility Name / Location 
	Division
	Contact Person

	
	
	

	Inspector 
	Inspection Date
	Inspection Time

	
	
	



	A. Safety & Health
	YES
	NO
	NA
	Comment

	1. Basic Requirement

	1.1
	No sign of smoking in office
	
	
	
	

	1.2
	Office area have sufficient luminance and suitable lighting (300 – 500 lux in general)
	
	
	
	

	1.3
	Lighting is not flickering or out of service
	
	
	
	

	1.4
	Good housekeeping – corridors / passageways are clean and free from obstruction, slip or trip hazard. 
	
	
	
	

	1.5
	Sharp edge or corners is not presented on furniture or interior design and decoration.
	
	
	
	

	1.6
	File cabinets and storage closets are arranged so drawers and doors do not open into walkways
	
	
	
	

	1.7
	Desk, file and book case drawers closed when not in use
	
	
	
	

	1.8
	Storage racks are free from sagging
	
	
	
	

	1.9
	All goods and materials are stored, stacked or arranged that in a manner no danger is caused to any person
	
	
	
	

	1.10
	Carpet is in good condition and is free from trip hazards
	
	
	
	

	1.11
	Waste materials are placed in the waste containers properly which are emptied regularly
	
	
	
	

	1.12
	Emergency contact list is posted in office area
	
	
	
	

	1.13
	Emergency escape plans are displayed
	
	
	
	

	1.14
	Toilet is tidy and floor is dry not to create slipping hazard
	
	
	
	

	1.15
	No wooden ladder is stored or used
	
	
	
	

	1.16
	No evidence of crawling, flying insects, cobweb on walls
	
	
	
	

	2. First Aid Kit

	2.1
	First aid kit is accessible in office area
	
	
	
	

	2.2
	First aid box is designated and labeled with at least two persons responsible for it
	
	
	
	

	2.3
	Wording of “First Aid” in English and Chinese is marked on the first aid box
	
	
	
	

	2.4
	First aid material are in valid date and sufficient for the said number of employees
	
	
	
	

	2.5
	Periodic check is conducted and recorded
	
	
	
	

	3. Fire Safety

	3.1
	Smoke / fire rated doors are self-closing and be kept closed and not blocked open at all times
	
	
	
	

	3.2
	Doors or gates do not swing into the exit routes
	
	
	
	

	3.3
	Vision panels to fire rated doors remain intact
	
	
	
	

	3.4
	Exit routes are not obstructed, fastened or locked with keys at all times
	
	
	
	

	3.5
	Exit signs are clear and illuminated
	
	
	
	

	3.6
	Adequate lighting is provided for the exit routes including corridors and evacuation staircases and is kept in good condition
	
	
	
	

	3.7
	The balustrades and handrails along the exit routes and in the evacuation staircases are maintained in good condition
	
	
	
	

	3.8
	Suitable firefighting equipment, e.g. fire extinguishers, fire blanket, sand bucket, is available and maintained in good condition. They should be mounted/placed in the designated location and easy to reach
	
	
	
	

	3.9
	Maintenance of firefighting equipment up to date (next inspection date is not expired)
	
	
	
	

	3.10
	Sprinklers, hose reel, fire alarms are available and in good condition
	
	
	
	

	3.11
	Free of obstruction to sprinkler / thermal detector heads by storage racks, goods.
The clearance below each individual sprinkler head is more than 500mm 
	
	
	
	

	3.12
	Are regular evacuation drills carried out (at least once a year)?
The date of last drill performed:_________________
	
	
	
	

	4. Electrical Safety

	4.1
	Plugs, sockets and switches are securely screwed, without cracks and free from signs of overheating
	
	
	
	

	4.2
	Electrical fitting are free from loose / exposed wires
	
	
	
	

	4.3
	Electric wiring across passageways should not be loosen and should be protected
	
	
	
	

	4.4
	An unobstructed access to electrical breaker panels i.e. not blocked
	
	
	
	

	4.5
	All heat producing appliances are kept away from flammables
	
	
	
	

	4.6
	Faulty or broken equipment removed from service and indicate clearly not in use or out of service
	
	
	
	

	5. Personal Protective Equipment (PPE) – for IE Office 

	5.1
	Safety helmet is present / worn when appropriate
	
	
	
	

	5.2
	Reflective coat is present / worn when appropriate
	
	
	
	

	5.3
	Eye / hearing protection is present / worn when appropriate
	
	
	
	

	5.4
	Specific PPE is present / worn when appropriate
	
	
	
	

	6. Others

	6.1
	Others (Please specify: ______________________________)
	
	
	
	

	6.2
	
	
	
	
	

	6.3
	
	
	
	
	

	
B. Environmental

	1.1
	Lighting / air conditioning is switched off when not in use
	
	
	
	

	1.2
	External window in air-conditioned rooms are kept closed
	
	
	
	

	1.3
	The rooms are suitably ventilated. Temperature / humidity is controlled at the desired range
	
	
	
	

	1.4
	No special, unpleasant or irritating smell is generated (e.g. smell of foul water & sewage water, expired food with bad smell)
	
	
	
	

	1.5
	Boxes or trays are provided in offices for collection of waste materials for reuse and / or recycling as far as practicable
	
	
	
	

	1.6
	Reusable paper (used one side only) is stored in specified area properly for reuse
	
	
	
	

	1.7
	Old cartridges / toners are segregated for recycling and stored in specified area
	
	
	
	

	1.8
	Vehicle engines are switched off when stationary
	
	
	
	

	1.9
	Indoor Air Quality is in acceptable level (no complaint)
	
	
	
	

	1.10
	No accumulation of stagnant water for mosquito / insect breeding
	
	
	
	

	1.11
	Others (Please specify: ______________________________)
	
	
	
	



	Performance
	  Satisfactory         Conditional          Unsatisfactory

	Comment:







	Reviewed by: 
	Date:




Follow-up Actions
	Item No.
	Description of Corrective Action(s)
	Handled By
	Completion Date
	Open / Closed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






Appendix A: Inspection Legend
	Results
	Description

	Satisfactory
	No significant safety observations made

	Conditional
	Routine safety considerations that require prompt rectification (normally not more than 14 working days) to enable continued safe operations, e.g. unlit emergency exit sign, expired first aid provision, etc.

	Unsatisfactory
	critically unsafe conditions or breach of legislation that require immediate or urgent rectification, e.g. obstructed means of escape, faulty alarms / emergency systems, etc.


· For the case of Conditional, related team / staff are required to resolve issues within 14 working days (photo can be provided as an evidence) 
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