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Mobile Libraries Safety Inspection Checklist
Country Public Libraries is committed to providing its employees with a safe workplace in which to work, safe equipment and safe systems of work. To meet this end, to ensure compliance with occupational health and safety legislation, and to identify any hazards, this audit should be carried out as per the Country public libraries OH&S guidelines every three months. It should be noted that a number of vehicle condition requirements are to be checked daily or weekly but have also been included here in the 3 monthly checks to ensure a double check is done on these inspections.
	VEHICLE INSPECTED:

	DATE OF INSPECTION:


	INSPECTED BY:

	Number of corrective actions raised:
	Copies of inspection provided to: 



	Management sign off on inspection and action plan.

Name:

Date:
	Signature:


	
	VEHICLE CONDITION
	YES
	NO  
	N/A
	COMMENTS

	
	Is vehicle presentable and clean with no excess build up off mud or road grime?
	
	
	
	

	
	Are all tyres inflated to appropriate pressure level? (test with gauge and note pressure range here:


	
	
	
	

	
	Are all tyres properly fitted with sufficient tread and no evidence of damage?


	
	
	     
	

	
	Are spaces between dual tyres free from mud and rocks?
	
	
	
	

	
	Are all wheel nuts present and tight? (check with tool not by hand)
	
	
	
	

	
	Are all wheel rims free from damage?
	
	
	
	

	
	Are fuel tanks firmly attached and fuel caps properly closed?
	
	
	
	

	
	Is engine free from visible damage and loose electrical wires?
	
	
	
	

	
	Are all belts and pulleys intact and not frayed or cracked?
	
	
	
	

	
	Are oil, coolant and windscreen washer levels within appropriate levels?
	
	
	
	

	
	Is the battery electrolyte level appropriate?
	
	
	
	

	
	Is battery free from corrosion?
	
	
	
	

	
	Are all lights, windows and mirrors free from cracks?
	
	
	
	

	
	Are wiper blades in working condition?
	
	
	
	

	
	Are there a minimum of 3 two faced reflector triangles on board the vehicle?
	
	
	
	

	
	Is turntable connection between the prime mover and trailer void of slack?
	
	
	
	

	
	Does a check under the vehicle and around wheels show no evidence of fluid leaks?
	
	
	
	

	
	Does a check under and around the vehicle show no evidence of loose parts?
	
	
	
	

	
	Are leather working gloves available for set up of electrical power?


	
	
	
	

	
	Are foot holds and grab handles non slip and in working order?
	
	
	
	

	
	Do all pressure gauges register within a few seconds of starting engine then gradually rise to normal position?
	
	
	
	

	
	Do all warning lights go out as soon as engine is operating normally?
	
	
	
	

	
	Are all lights and indicators in working order (headlights, clearance lights, indicator lights, hazard lights, brake lights)?
	
	
	
	

	
	Are switches and signals for defroster, heater and fan, interior and dashboard lights and horn operational?
	
	
	
	

	
	Is the driver’s seat stable, comfortable and in good condition?
	
	
	
	

	
	Is the cabin free from loose material?
	
	
	
	

	
	Is the reverse warning alarm operational?
	
	
	
	

	
	Are brakes, accelerator and clutch fully operational?
	
	
	
	

	
	Do all doors open and close easily and latch appropriately?
	
	
	
	

	
	Do all stairs move in and out without stiffness?
	
	
	
	

	
	Does the capsule move in and out easily with power?
	
	
	
	


	
	ACCESS AND EGRESS TO TRAILER
	YES
	NO  
	N/A
	COMMENTS

	
	Are doorways a minimum of 850 mm wide?
	
	
	
	

	
	Does the vehicle have wheelchair access?
	
	
	
	

	
	Is the inside of the vehicle clean – no significant amounts of waste on floor, around workstation or storage areas?
	
	
	     
	

	
	Are floors non-slip and free of defects?
	
	
	
	

	
	Do floor coverings create a trip hazard?
	
	
	
	

	
	Can a person move safely and conveniently around the library area of the vehicle?
	
	
	
	

	
	Can a person leave the vehicle easily in an emergency?
	
	
	
	

	
	Are exit signs installed and in working order?
	
	
	
	

	
	Are cords able to be set up to minimise risk of tripping for public?
	
	
	
	


	
	AMENITIES
	YES
	NO
	N/A
	COMMENTS

	
	Are there adequate toilet facilities provided at each site?
	
	
	     
	

	
	Are female sanitary disposal units provided and serviced?
	
	
	
	

	
	Are hot water and washing facilities available?
	
	
	
	

	
	Is fresh drinking water available?
	
	
	
	

	
	Are staff members provided with a safe place to store valuables?
	
	
	
	

	
	Is an injury reporting/recording facility provided?
	
	
	
	

	
	Is there adequate lighting at admin area after dark for the employee to feel safe?
	
	
	
	

	
	Is there adequate security at the admin area after dark for the employee to feel safe?
	
	
	
	

	
	Are sites visited presentable and free from rubbish?
	
	
	
	


	
	ELECTRICAL
	YES
	NO
	N/A
	COMMENTS

	
	Is all portable electrical equipment covered by a safety switch or residual current device?
	
	
	     
	

	
	Is portable electrical equipment appropriately tagged,

maintained and a register kept? (AS3760)
	
	
	
	

	
	Are records of testing/tagging kept on or near device?
	
	
	
	

	
	Is there clear access to the switchboard?
	
	
	
	

	
	Are double adapters used in the workplace?

N.B. These are prohibited in SA under the regulations and are not recommended in other

States due to overloading.
	
	
	
	

	
	Are there no broken plugs, switches or sockets?
	
	
	
	

	
	Is the extension cord designed for industrial outdoor use?
	
	
	
	

	
	Are all electrical cords in working order with no evidence of fraying or other damage (both internal and external cords)
	
	
	
	

	
	Is there a working torch available if electricity fails?
	
	
	
	

	
	Are site power boxes presentable and in good working order?
	
	
	
	

	
	Can power be connected without excessive force?
	
	
	
	


	
	WORKSTATION
	YES
	 NO
	N/A
	COMMENTS

	
	Is the chair in good working order i.e. all adjustable functions working and no broken parts?
	
	
	     
	

	
	Is lighting adequate at workstation to use computer without eye strain?
	
	
	
	

	
	Is there good natural lighting?
	
	
	
	

	
	Is the book chute door easily opened?
	
	
	
	

	
	Is the book chute spring loader fully operational?
	
	
	
	

	
	Are frequently used items at the workstation within easy reach without stretching?
	
	
	
	


	
	EMERGENCY FACILITIES AND PROCEDURES
	YES
	NO
	N/A
	COMMENTS

	
	Is there a safe and rapid evacuation route?
	
	
	     
	

	
	Is there an overall emergency plan for the vehicle which includes all site specific information? 
	
	
	
	

	
	Is the staff member adequately trained in evacuation procedures and the use of the fire extinguisher?
	
	
	
	

	
	Is appropriate first attack fire fighting equipment available (to fight paper and electrical fires)?
	
	
	
	

	
	Can the first attack fire fighting equipment be quickly identified through appropriate signage?
	
	
	
	

	
	Is access to the first attack fire fighting equipment quick and easy?
	
	
	
	

	
	Have all fire extinguishers been inspected and tagged in the last 6 months?
	
	
	
	

	
	Is there appropriate equipment available for needle disposal (gloves, tongs, and disposal container)?
	
	
	
	

	
	Is emergency lighting operable?
	
	
	
	


	
	FIRST AID
	YES
	NO
	N/A
	COMMENTS

	
	Is there a list to identify what stock should be in the first aid kit?
	
	
	
	

	
	Is the first aid kit fully stocked and up to date?
	
	
	
	

	
	Is a first aid signs displayed to identify location?
	
	
	
	

	
	Is a first aid register located with the first aid kit?
	
	
	
	

	
	Is there a list of nearby medical centres for all mobile library sites?
	
	
	
	

	
	Are emergency numbers displayed?
	
	
	
	


	
	STORAGE
	YES
	NO
	N/A
	COMMENTS

	
	Is there adequate storage between knee and shoulder level for empty and full book crates?
	
	
	
	

	
	Are larger print books located between hip and chest height?
	
	
	
	

	
	Are only the lightest of reading materials placed above shoulder height?
	
	
	
	

	
	Is there a stool in safe working order to use for books on higher shelves?
	
	
	
	

	
	Can most customers reach books without requiring the stool?
	
	
	
	

	
	Is there sufficient shelving for the number of books?
	
	
	
	


	
	GENERAL HOUSEKEEPING
	YES
	NO
	N/A
	COMMENTS

	
	Are dirt, dust and refuse removed regularly from floor, shelving and work areas?
	
	
	
	

	
	Are windows kept clean to allow adequate light?
	
	
	
	

	
	Are benches and shelves clear of rubbish and other hazards?
	
	
	
	

	
	Is the air conditioner/heater effective?
	
	
	
	

	
	Has the air conditioner/heater been serviced in the past 12 months?
	
	
	
	

	
	Are bins emptied regularly to avoid rubbish build up?
	
	
	
	

	
	Are food scraps removed from vehicle daily?
	
	
	
	

	
	Are light fittings clean and in good repair?
	
	
	
	

	
	Are high visibility vests available for set up and close down?
	
	
	
	

	
	Is cash on hand no greater than $100?
	
	
	
	


	
	OH&S KNOWLEDGE, AWARENESS AND SKILL
	YES
	NO
	N/A
	COMMENTS

	
	Is there any OHS training you believe needs to be undertaken to ensure your safety and effectiveness in your role? 

	
	
	
	


Mobile Libraries Action Plan

From the vehicle inspection on ……………………., the following actions have been identified and action plan put forward:

Action plan approved by:

Position:

Signature:

Date:

	Issue Identified


	Action
	Who
	By when
	( when complete
	Manager close off of action item

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Review of effectiveness of these controls will be assessed in subsequent inspections.
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