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	Yes
	No

	Have you sufficient insurance to cover all personnel injuries, fires and third party incidents?
	
	

	Have you made the certificate of Employers' Liability Insurance available to all staff? 
E.g. displayed it in the office or on the intranet
	
	

	Are you displaying the HSE’s Health and Safety Law poster in a prominent position in the workplace, or providing staff with a copy of the equivalent leaflet? 
(ISBN  9780717663392 from http://books.hse.gov.uk or other stationers) 
	
	

	Have you got a written health and safety policy? 
Legally required if there are five or more employees.
	
	

	Have you reviewed your policy recently? Annually is the ideal timescale
	
	

	Do you have an appointed health and safety director? 
This is not a specific legal requirement but helps to demonstrate that the board takes health and safety seriously.
	
	

	Do you have an appointed health and safety adviser?
	
	

	Have the building and workplace activities been inspected recently for health and safety issues?
	
	

	Have you identified and taken the steps needed to comply with appropriate legal requirements?
	
	

	Is there an accident book? 
(ISBN 9780717626038, from http://books.hse.gov.uk or other stationers)
	
	

	Do all employees know where the accident book is kept and that they should inform a manager or first aider before completing it?
	
	

	Are non-injury incidents and ‘near-misses’ recorded? 
This is best practice as opposed to a legal requirement.
	
	

	Are all accidents and ‘near-misses’ in the workplace properly investigated?
	
	

	Are managers aware of the need to report certain more serious incidents to the Incident Contact Centre under the RIDDOR regulations? 
http://www.hse.gov.uk/riddor/
	
	

	Are there sufficient, properly stocked, first aid boxes and are they checked periodically?
	
	

	Are sufficient first aiders appointed and trained to HSE requirements?
	
	

	Are fire marshals/wardens appointed and trained?
	
	

	Are members of staff who use computers, aware of the hazards and good working practices to be applied? 
E.g. you could issue the HSE leaflet ‘Working with VDUs’ available free from http://books.hse.gov.uk
	
	

	Have display screen assessments been carried out?
	
	

	Are staff expected to carry out lifting, trained in manual handling techniques?
	
	

	Have you considered the risks in your premises or through your activities of contact with asbestos?
	
	

	Have you considered the risks in your premises or through your activities of noise, vibration or radiation exposure?
	
	

	Have you considered the risks in your premises or through your activities of falls from height?
	
	

	Have you considered the risks arising from vehicle movements at your premises or on site?
	
	

	Have you identified any sources of stress and taken action to reduce them?
	
	

	Are you confident that work equipment and plant is capable of being used safely? 
E.g. proper guards, through examination of lifting equipment and pressure systems
	
	

	Have general risk assessments been undertaken covering your premises and activities and (if you employ 5 or more people), the results written down?
	
	

	Have you had a fire risk assessment completed for your premises and (if you employ 5 or more people), the results written down?
	
	

	Are staff aware that they have a responsibility for their own health and safety?
	
	

	Are the required safety signs clearly displayed throughout the building?
	
	

	Is there a list of chemicals and flammable substances stored in the building, with up to date copies of the safety data sheets and risk assessments undertaken for their use and storage?
	
	

	Are the electrical installation and portable electrical appliances checked for safety periodically?
	
	

	Are pedestrian routes free from obstacles and slipping hazards?
	
	

	Are there suitable and sufficient fire extinguishers which have been annually serviced?
	
	

	Is there a mechanism for consulting on health and safety issues with staff?
	
	

	Is there proper co-operation between all levels in the organisation to secure commitment to health and safety?
	
	

	Is control maintained by clearly allocating responsibilities and resources to line managers?
	
	

	Have effective health and safety communication channels been put in place? 
	
	

	Are all staff competent to carry out their role with due regard to health and safety, including undertaking appropriate training?  
	
	


	Completed by:


	
	Signature:
	

	Date completed:


	
	Review date:
	



Page 1	                                                                                                                                Hettle Andrews Checklist 2017


                                                                                                                                www.hettleandrews.co.uk








Page 2	                                                                                                                                  Hettle Andrews Checklist 2017


                                                                                                                              www.hettleandrew.co.uk





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. 










