Workshop, Plant/Machinery Checklists


Department:






Date: 

Inspector:


Instructions:
1. These checklists are available at http://www.auckland.ac.nz/hrr/forms.ptml

2. They have been developed from the safety guidelines in the University Health and Safety Manual and are for auditing compliance with established procedures.  

3. The file should be customised to contain a checklist for each item on the department’s Hazard Register. 

4. Items within each checklist should be customised to correspond to the actual control procedures in use in the department.

	After Hours

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are After Hours/Working Alone procedures in place for Workshops and Machinery?  E.g. no operation or access of Workshops alone or after hours.
	
	
	

	Have staff been informed and have they acknowledged the After Hours Access procedure?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Safety Signage/Instruction Manuals/Registers

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is Safety Signage relevant and located adjacent to specific Hazards?
	
	
	

	Are sign-in registers or Workshop restrictions in place to prevent unauthorised access and are people briefed on the safety relevant hazards?
	
	
	

	Are Safe Operating Procedures placarded next to machines?
	
	
	

	Are Machine Instruction Manuals accessible to users?
	
	
	

	Are maintenance records kept for machinery/plant/equipment?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	House Keeping

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Materials and stored items do not encroach into walkways?
	
	
	

	Is rubbish/waste material removed to waste bins and frequently disposed?
	
	
	

	Have waste materials that have been soaked or been in contact with flammable liquids been suitably disposed in waste bins dampened in water?
	
	
	

	Are Swarf, Dust, Oil and other items removed around machinery and walkways?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Machinery Lockout Procedures

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are procedures in place to manage faults, cleaning & maintenance of machinery?
	
	
	

	Are lockout procedures in place and staff know the procedure?
	
	
	

	Hold cards, tags, and lockout devices are accessible and utilised?
	
	
	

	Are procedures in place to remove damaged and faulty equipment from service and labelled to identify that it is out of service?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Gantry Crane and Lifting Equipment

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Has crane been inspected annually by a Marine & Industrial Engineer?
	
	
	

	Is crane certificate is displayed?
	
	
	

	Is lifting gear such as chains, lifting strops, hooks and wires in good condition and have been inspected by an independent competent person within the last 12 months, or as specified by manufacturer?
	
	
	

	Is Control Pendant well marked with control symbols and directions?
	
	
	

	Are Emergency Stop Buttons operational?
	
	
	

	Are SOP’s in place to ensure the safe operation of the crane?
	
	
	

	Is protective equipment worn by all people who operate within the vicinity of the crane?
	
	
	

	Are maintenance records, certificates and engineering reports accessible for inspection and perusal in a register?
	
	
	

	Are support rigs in good condition?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Personal Protective Equipment (PPE) – Hearing Protection

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is hearing protection clean?
	
	
	

	Is hearing protection in good condition and not damaged?
	
	
	

	Is hearing protection suitable for noise levels encountered?
	
	
	

	Are users shown how to fit ear plugs?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Personal Protective Equipment (PPE) – Respiratory Protection

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is respiratory equipment is clean?
	
	
	

	Are filter cartridges still operational within prescribed time limits?
	
	
	

	Are filter cartridges the correct type for encountered airborne contaminants?
	
	
	

	Is the respirator functional and undamaged?
	
	
	

	Are respirators stored in a manner (Click Clack Container) to prevent contamination and filter use?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Personal Protective Equipment (PPE) – Safety Glasses/Visors

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are safety glasses/visors clean and undamaged?
	
	
	

	Is there a range of sizes available for users where such equipment may be shared in a class environment?  
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Personal Protective Equipment (PPE) – Safety Helmets

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are helmets undamaged?
	
	
	

	Are hard hats still within their 3 year’s life span from the date of issue?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Personal Protective Equipment (PPE) – Safety Footwear

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is safety footwear worn in workshop and suitable for purpose?
	
	
	

	Is safety footwear in good condition?
	
	
	

	Are staff and students instructed on PPE requirements and how to wear it correctly?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Personal Protective Equipment (PPE) – Ventilation/Extraction Systems

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are systems functioning effectively to remove contaminants from plant within room or at point of source?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Workshop, Plant/Machinery Safety Checklist

	Corrective Actions Taken to Rectify Hazard
	Date Completed 

	
	

	
	

	
	

	
	

	Comments:

	

	

	

	


Woodworking Machinery:
	Circular Saw

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is Hood Guard fitted, set correctly, secured?
	
	
	

	Is Push stick present, in good condition, and painted different colour?
	
	
	

	Is Riving Knife fitted and secured, adjusted correctly?
	
	
	

	Is emergency stop button operational?
	
	
	

	Are operation controls functional?
	
	
	

	Is dust extraction system operational, and saw dust removed from work areas?
	
	
	

	Is transmission guard fitted and secure?
	
	
	

	Are electrical leads are in good condition?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Router

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is router cutter guard fitted?
	
	
	

	Are jig and routing boards available where material cannot be secured by other means?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Planing Machines

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is cylindrical cutter block fitted?
	
	
	

	Bridge guard is fitted?
	
	
	

	Have you checked that Leg and Mutton guards are not used?
	
	
	

	Can table opening be adjusted?
	
	
	

	Are push blocks fitted with a pressure shoulder and hand grips available for materials that are less than 450 mm wide or unable to pass material under guard?
	
	
	

	Are Anti-Kick Back devices fitted and functional? 
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Bandsaw

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is the working side of the saw blade guarded between the guide and any upper band wheel that is within reach from the working level?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Cross Cut Off Saw, Draw Saw, Radial Arm Saw

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Check that saw blade does not extend pass edge of table?
	
	
	

	Is hood guard secure and fitted?
	
	
	

	Is frontal (finger) guard fitted and adjustable?
	
	
	

	Is barrier fence fitted in non-cutting side of blade when saw is in retracted position?
	
	
	

	Does the saw stop or retract to the fence if released?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Vertical Spindle Moulding Machine

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is cage guard or similar guard fitted to isolate cutters?
	
	
	

	Are jigs or holders accessible to hold materials where cage guard cannot be used?
	
	
	

	Is push stick and spike available?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Sander (Belt)

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are both pulleys guarded?
	
	
	

	Are guards fitted to isolate in-running nips between the belt and pulleys?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Dust Extractions Systems

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is the system functional?
	
	
	

	Is the dust collection system regularly checked and changed?
	
	
	

	Check that no sources of ignition are located within 3m of collection unit.
	
	
	

	Is signage in place instructing no ignition sources should be within area?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Chainsaw

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is rigid front handle guard fitted, and in good repair?
	
	
	

	Is the chain brake functional?
	
	
	

	Is a protective mitt fitted and in good condition?
	
	
	

	Is the stop switch in good functional condition?
	
	
	

	Is the throttle lockout switch in good functional condition?
	
	
	

	Is the chain catcher undamaged and in good repair?
	
	
	

	Is the muffler in good repair?
	
	
	

	Is the chain sharpened and tensioned as per manufacturer’s specifications?
	
	
	

	Is the lubrication and fluid of the saw set at correct levels and functioning?
	
	
	

	If electrically powered, is the electrical lead in good condition and been electrically checked and tagged?
	
	
	

	Is appropriate safety clothing and equipment accessible and worn?
· Steel capped safety boots

· Class 4 or 5 ear muffs

· chainsaw operator's safety trousers or chaps

· Safety helmet

· Safety goggles and visor
	
	
	

	Is the saw regularly maintained?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Woodworking Machinery

	Corrective Actions Taken to Rectify Hazard
	Date Completed 

	
	

	
	

	Comments:

	

	


Metal Work Machinery:
	Lathe

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is transmission is guarded and secure?
	
	
	

	Is emergency Stop is functional and accessible?
	
	
	

	Is interlock guard operational and covers chuck (if fitted)?
	
	
	

	Is foot brake operational?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	CNC Machine

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are Interlock Guards fitted and are operational?
	
	
	

	Do Controls Function correctly?
	
	
	

	Are symbols or control directions legible?
	
	
	

	Are Polycarbonate windows intact and are clean?
	
	
	

	Are Dust extraction system fitted and operational?
	
	
	

	Is Emergency stop button operational and accessible? 
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Punch and Forming Press

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are Tool and die guarded and securely fitted?
	
	
	

	Is Interlocked Guard fitted and prevents machine operation?
	
	
	

	Are Mechanical linkages to interlock guard sound, and not bent or damaged?
	
	
	

	Is Anti-free fall device functional and in good repair?
	
	
	

	Is Rear Guard fitted to prevent access to tool and die?
	
	
	

	Hydraulic Press – are Light beam guards operational, and do they bring machine to a halt if beam is broken?
	
	
	

	Is Foot pedal shrouded?
	
	
	

	Are SOP’s are in place when changing tool and die during set up?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Metal Cutting Guillotine

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is a guard positioned in front of the Blade and Clamp to prevent access and amputation?
	
	
	

	Is Frontal guard narrow enough to prevent fingers accessing dangerous area?
	
	
	

	Is a back guard fitted to prevent access to blade?
	
	
	

	If fitted, are light beams operational and do they stop machine operation if beam is broken?
	
	
	

	Is the foot pedal shrouded?
	
	
	

	If fitted, are interlock guard operational and prevent machine motion when opened?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Drill

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is the Transmission Guard securely fitted?
	
	
	

	Are Emergency Stop buttons functional and can they be easily reached?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Combination Metal Working Machine/Ironworker

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is Foot Pedal Shrouded?
	
	
	

	Is Punching station suitably guarded?
	
	
	

	Is Shearing Station suitably guarded?
	
	
	

	Is Notching Section Guarded with fixed or adjustable guard?
	
	
	

	Are Emergency Stop buttons are functional and can be easily reached?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Roll Bending Machine (Powered)

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is the emergency stop button/s functional?
	
	
	

	Is the transmission guarded?
	
	
	

	Are emergency stop cords fitted and functional?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Press Brake

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are light beam guards functional?  When beam is obstructed, does machine come to a stop?
	
	
	

	Are physical side guards installed and fitted to prevent contact with tool and die?
	
	
	

	Is the rear side of the machine guarded and lockout procedures in place when access is needed?
	
	
	

	Is Operating foot pedal functional?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Abrasive Grinders (Pedestal)

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is the peripheral guard in place and securely fitted?
	
	
	

	Is an adjustable top piece/tongue fitted to help contain wheel fractures?
	
	
	

	Is the abrasive wheel secured to machine?
	
	
	

	Is the correct type of abrasive wheel fitted for the machine and job?
	
	
	

	Is the pedestal Grinder secured to work bench?
	
	
	

	Are abrasive wheels in good condition, undamaged and have even surface wear?
	
	
	

	Are abrasive wheel appropriately stored to prevent damage?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Hand Held Portable Grinders

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is the peripheral guard in place and securely fitted?
	
	
	

	Is the abrasive wheel secure to machine?
	
	
	

	Are abrasive wheels in good condition and undamaged and have even surface wear?
	
	
	

	Is the dead man switch functioning?
	
	
	

	Is the manufacturer’s operating manual accessible to users?
	
	
	

	Is appropriate safety equipment and clothing worn and accessible to users?  E.g. goggles, visors, dust masks, safety footwear. 
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Robot Safety

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is Perimeter Fencing installed and prevents access to moving parts?
	
	
	

	Are Installed Light Beams operational and bring machine to a immediate stop if broken?
	
	
	

	Are Installed Interlock gates or switches functional?
	
	
	

	Are Emergency Stop Buttons easily accessible and functional? 
	
	
	

	Is Lockout procedure is in place and do staff know the procedure?
	
	
	

	Are Procedures in place to manage faults, cleaning and maintenance?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Other Plant/Machinery Not Already Identified (write name of machine here:

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Is machine fully guarded to prevent people reaching dangerous parts from all sides?
	
	
	

	Are guards secured in a manner to prevent being tampered with or easily defeated?
	
	
	

	Are controls all functional and their functions labelled?
	
	
	

	Are Lockout procedures in place for repairs/cleaning and maintenance?
	
	
	

	Are interlock guards functional?  E.g. either stop machine or prevent guard from being opened and requires a control reset.
	
	
	

	Can the interlock switches be defeated by use of a tool, tape or other means?
	
	
	

	Are fitted light beams functional and tested?
	
	
	

	Has machine been electrically tested?
	
	
	

	Is Machinery operating with safe speeds?
	
	
	

	Are Extraction and Ventilation systems adequately operating to remove contaminants?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Gas Cylinders and Welding Equipment

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are oxy acetylene cylinders fitted with flash back arrestors?
	
	
	

	Are cylinders restrained from falls, secured in appropriate racks or trolleys and stored in an upright position?
	
	
	

	Are valves and regulators secure and undamaged?
	
	
	

	Are connections to flexible pipe work secured?
	
	
	

	Are cylinder keys with each cylinder?
	
	
	

	Are hoses are in good repair?
	
	
	

	Is mechanical Ventilation and extraction system sufficient to remove contaminants?
	
	
	

	Are cylinders correctly labelled?
	
	
	

	Are welding masks/visor in good repair?  Is a welding helmet with a suitable arc flash filter, not less than shade 10 worn and in good condition?
	
	
	

	Are spare fuel gas cylinders and oxygen cylinders stored separately?
	
	
	

	Are gas cylinders kept away from electrical apparatus and sources of heat?
	
	
	

	Are flameproof overalls worn and in good condition?
	
	
	

	Are suitable gloves available and in good condition?
	
	
	

	Are suitable respirators worn and masks are clean?
	
	
	

	Are filters clean and suitable for encountered fumes?
	
	
	

	Is suitable safety footwear worn and in good condition.
	
	
	

	Are suitable spats and aprons worn and in good condition?
	
	
	

	Are safety goggles worn and in a good condition?
	
	
	

	Are electrical cables, connectors, switches, and cover plates for arc welders in good condition?  E.g. not frayed or damaged or missing?
	
	
	

	Are Material Safety Data Sheets readily available for gas cylinders?
	
	
	

	Do users understand the Hotwork Permit system?
	
	
	

	Are Welding curtains available to protect bystanders from Welders flash?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Hazardous Substances (Chemicals)

	Specific Controls and Checks 
	Y,N,
N/A
	Specific Location/Site
	Identified Hazard/Fault/Comments

	Are Substances safely segregated?
	
	
	

	Are Substances stored within designated Dangerous Good Stores or Flameproof cabinets?
	
	
	

	Are storage facilities suitably labelled with Hazardous Substance symbols?
	
	
	

	Are Chemical containers labelled and legible?
	
	
	

	Are Flammable Substances being managed as per the Safe Methods of use Procedure?
	
	
	

	Are containers suitable and not leaking contents?
	
	
	

	Is suitable equipment available for transportation of chemicals between work areas and labs?
	
	
	

	Are minimum amounts of flammable substances used in workshop?
	
	
	

	Are Material Safety Data Sheets are readily accessible?
	
	
	

	Click here to add any further unique or specific hazards.
	
	
	


	Metal Work Machinery

	Corrective Actions Taken to Rectify Hazard
	Date Completed 

	
	

	
	

	
	

	
	

	Comments:
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