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Inspection for Month:




   Date Completed:

	Issues to check


	Y/N
	Issues to check
	Y/N

	Fire extinguishers in position, accessible, serviced within the last year and signs displayed?


	
	Trained first aider (or appointed person) normally present?
	

	Fire action notices and fire exit signs displayed and visible?
	
	First aid box present, complete, no medicines within the box?


	

	Fire exit routes are clear and final exit doors open easily?


	
	First aid items including eyewash, within ‘use by’ date?
	

	All new staff have received safety information and instructions?


	
	First aid kit and eyewash station, clean?
	

	At least one trained fire marshal normally present?


	
	Health and safety law poster displayed with details completed?


	

	Smoking only taking place outside in designated area?
	
	Employers Liability Insurance Certificate displayed and in date (or available electronically)?

	

	Statutory ‘No smoking’ sign displayed?
	
	Accident book in place, completed forms filed confidentially?

	

	No overloaded sockets or trailing cables?
	
	Accident reports completed and investigated?
	

	No bare wires or obviously damaged electrical equipment?


	
	Where applicable, Safety Advisor informed of incidents, and RIDDOR reports submitted?
	

	No fire, trip or fall hazards due to poor housekeeping?


	
	All DSE workstations/users have a current assessment?
	

	Floors in good condition?


	
	DSE workstations setup correctly?
	

	Waste being regularly removed?


	
	Hazardous substances are listed on an inventory?
	

	External bins secured away from building to prevent arson?

	
	Safety Data Sheets available for hazardous substances?
	



	
	
	COSHH/DSEAR assessments available for each hazardous or dangerous substances?
	

	Steps available to access high storage, with no obvious defects?


	
	Hazardous/dangerous substances stored safely (including flammable liquids in a metal container)?


	

	Periodic ladder and step ladder inspections recorded?
	
	Aerosols all sorted in a cool place away from other flammable liquids?


	

	Internal and external lighting all working?
	
	Personal protective equipment available as required?
	

	Portable electrical appliances PAT tested?


	
	Manual handling assessments completed for relevant tasks?


	

	Emergency light operates correctly when tested?

	
	Trolley available for moving heavy items?
	

	Reasonable temperature maintained?


	
	Heavier items on lower shelves/racks with lighter/infrequently access items on higher shelves?

	

	Hot and cold running water available in wash hand basins and kitchen?


	
	Fire safety risk assessment available and up to date with recommendations actioned?
	

	Toilet and kitchen area clean including inside of fridge/microwave?


	
	Guards installed on machinery?
	

	Health and Safety Manual accessible to all employees and the contents are up to date?


	
	Record of electrical installation inspection available and any recommendations actioned?
	

	Annual driving licence checks carried out within the last year?


	
	General risk assessment available and up to date with recommendations actioned?


	

	Training records up to date?
	
	Risk assessments cover risks of transport and deliveries on site?

	

	Noise assessments available and up to date with recommendations actioned?


	
	Asbestos containing materials clearly labelled and asbestos management plan developed?
	



I                 Inspection Completed By:






(Print Name)







(Signature)







Remedial actions agreed with the 



        should be completed in the table below.

	Action Points
	By Whom
	By When
	Initial / date 
When deposited

	
	
	
	



A Hettle Andrews Checklist: 


Example Monthly Premises Health and Safety Checklist Office with Small Workshop Area
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Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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