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	Appendix 2 –COVID Secure workplace inspection checklist


	Location
	
	Inspection Date
	


Undertake a walk round of your premises and use these pages to record the findings of your COVID-19 Secure Workplace self-inspection, taking into account all parts of the premises used by your staff e.g. entrances/exits, reception areas, offices, storerooms, print rooms, toilets, corridors etc.  

Tick appropriate boxes and make comments where necessary.  Set Priority using following rating system: 

Priority RED (R)

Immediate action required

Priority AMBER (A)
Action within 2 to 4 weeks

Priority GREEN (G)
Monitor and review

Please use MICAD or contact your facilities provider if maintenance or new work is required.

Upload a copy of the completed form to your premises risk assessment intranet page.

	INSPECTION
	Y
	N
	COMMENT
	P
	ACTION

	Date of Completion

	1.PREVIOUS INSPECTION

	Check previous inspection.  Have all outstanding actions been completed? 

(Where actions are still outstanding transfer actions to this inspection form and revise the completion date)
	
	
	
	
	
	

	2. ENTRANCES

	a) Does the building have more than one entrance?
	
	
	
	
	Consider having separate entrance and exit doors.
	

	b) Can a two-way flow system be used for those entering and exiting?
	
	
	
	
	Consider ‘Keep to the left’ signage for two-way flow system.
	

	c) Are stair cases wide for two people to safely pass? 
	
	
	
	
	Consider ‘Keep to the left’ signage for two way flow system.  Give priority to those going up stairs.
	

	d) Does the building have any lifts?
	
	
	
	
	Give priority to those leaving the lift.
	

	e)  Are handwash facilities (running water, soap and paper towels) and IPC signage available at entrance/exit points?
	
	
	
	
	If no handwashing facilities, provide hand sanitiser and IPC signage at entrance/exit points.
	

	3. WAITING AREAS

	a) Has the maximum number of people within the waiting area to maintain social distancing been identified?
	
	
	
	
	Consider signage stating maximum number of people in waiting area. Display NHS QR poster if people wait 15 mins or more.
	

	b) Do people queue in the waiting area?
	
	
	
	
	Consider staggered appointment times, patients waiting in vehicles until appointment and marking out 2m social distance space.
	

	c)  Does the reception desk have a screen fitted?
	
	
	
	
	Consider localised screening to help social distancing.
	

	d)  Are disposable visitors badges and cups for drinking water available?
	
	
	
	
	Use disposable items.  Visitors to use own pen or signed in by reception staff.
	

	e) Is wall mounted or freestanding hand sanitiser available in waiting areas?
	
	
	
	
	
	

	4. MEETING, FAMILY, ACTIVITY AND CONSULTING ROOMS

	a) Is technology available to undertake meetings remotely?
	
	
	
	
	Where possible, arrange meetings remotely.
	

	b) Has the maximum number of people within these rooms to maintain social distancing been identified?
	
	
	
	
	Consider signage stating maximum number of people in room.  Adjust seating to suit.  
	

	c) Have seating positions been indicated on tables to ensure distancing and not to have attendees sitting directly opposite each other.  
	
	
	
	
	Adjust seating positions as required.  
	

	d) Is wall mounted or freestanding hand sanitiser available in these rooms?
	
	
	
	
	Provide hand sanitiser and IPC signage.
	

	5. LIFTS, PHOTOCOPIER ROOMS, TOILETS AND BEVERAGE BAYS

	a) Are there any lifts in the building?
	
	
	
	
	Consider signage stating maximum of one person in the lift at a time.  
	

	b) Is there a photocopier room in the building?


	
	
	
	
	Consider signage stating maximum of one person in the room at a time.  
	

	c) Are there rooms with more than one toilet in the building? How many rooms?
	
	
	
	
	Consider vacant/engaged signage stating maximum of one person in the room at a time.  
	

	d) Are there kitchens/beverage bays in the building?  How many?
	
	
	
	
	Consider signage stating maximum of one person in the room at a time.  
	

	6. HIGH RISK/CONTAMINATION POINTS

	a) Have any high risk/ contamination points been identified (door handles, key pads, kettles, boilers, water dispensers, office staplers, telephones and photocopiers)?
	
	
	
	
	Provide hand sanitiser and IPC signage near high risk points. Arrange regular cleaning with hard surface disinfectant wipes in addition to regular cleaning.
	

	b) Does the building have a shared crockery in beverage bays or kitchens?  
	
	
	
	
	Encourage staff to bring in and use their own crockery and wash directly.  Visitors crockery can be washed in a dishwasher or disposable cups should be used. 
	

	c)  Are hold open devices in use on any doors within the building?


	
	
	
	
	Consider fire safety, noise confidentiality and security before installing hold open devices.
	

	7. WORK STATIONS 

	a) Are there multiple users of desk areas, keyboards etc within the building?
	
	
	
	
	Desks facing each other should be avoided and certain desks require closing off and chairs removed.
	

	b) Has the maximum number of people within these rooms to maintain social distancing been identified?
	
	
	
	
	Consider signage stating maximum number of people in room.  
	

	c) Could workstations be moved apart to allow these desks to be used?

	
	
	
	
	Only where it is not possible to move workstations further apart, arrange people to work side by side or facing away from each other rather than face-to face.
	

	d) Have cleaning stations been established for users to clean their own workstations and equipment? 
	
	
	
	
	Consider establishing cleaning stations where staff can clean their own workstations at the start and end of each day using hard surface disinfectant wipes.
	

	8. BUILDING OPERATIONAL HOURS

	a) Have building opening times been reviewed?
	
	
	
	
	For safety and security reasons building opening times should be within the period of 8am to 8pm (last patient 7pm).
	

	b) Have patient meal times and staff break times been staggered?
	
	
	
	
	Consider staggering break times to ease the pressure on beverage bays and waiting outside as most of these beverage areas cannot support effective distancing.
	

	c) Are emergency arrangements in place for evacuation and first aid?
	
	
	
	
	Review emergency arrangements to ensure that emergency evacuation routes are maintained and fist aiders have appropriate PPE to support staff and visitors where they may be required to assist in first aid.
	

	9. OPEN AREAS INCLUDING OPEN LOUNGES, GAMES AREAS

	a) Has the maximum number of people within these areas to maintain social distancing been identified?
	
	
	
	
	Consider signage stating maximum number of people in areas.  Arrange furniture to encourage social distancing.  
	

	b) Have cleaning arrangements been established. 
	
	
	
	
	Arrange for cleaning of items before and after use.
	

	10. STANDARD INFECTION CONTROL AND TRANSMISSION BASED PRECAUTIONS

	a) Have IPC measures been implemented in line with Trust guidance?
	
	
	
	
	Hand hygiene, respiratory and cough hygiene, face masks, patient placement, cohort areas, managing visitors, waste disposal, linen, staff uniform, decontamination of equipment.
	

	Manager’s Declaration (to be signed off on completion) 


	Next Inspection 
	

	Assessed By:
	
	Signed
	
	Date
	

	Manager:
	
	Signed
	
	Date
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