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	SAFETY CHECKLIST
To be completed by a group representative responsible for or based at the property

	Group:
	Type of property: 

	Address:

	Copies of this document will be requested by the health and safety auditor at the annual audit. 

	Month:
	
	
	

	Daily checks (put one week of √ in each box)

	Fire escapes unobstructed, in working order
	
	
	
	
	
	
	
	
	
	
	
	
	

	Floors and stairs clean, no trip hazards
	
	
	
	
	
	
	
	
	
	
	
	
	

	Signing in/ out book in use (HSV: 111)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Weekly checks (put one √ in each box)

	Fire alarm tested
	
	
	
	
	
	
	
	
	
	
	
	
	

	Kitchen/ toilets clean
	
	
	
	
	
	
	
	
	
	
	
	
	

	Fridge temperature is 5oC or below
	
	
	
	
	
	
	
	
	
	
	
	
	

	Lighting and heating working adequately
	
	
	
	
	
	
	
	
	
	
	
	
	

	Monthly checks (put one √ in one box per month)

	Accident/ incident forms up to date
	
	
	

	Fire extinguishers accessible, not used or damaged
	
	
	

	Hazardous materials stored securely
	
	
	

	Personal protective equipment in good condition
	
	
	

	Torch batteries (if needed) are working
	
	
	

	Checks to be carried out at the time intervals stated below.
	Put a √ in column once check complete

	
	Jan - March
	April – June
	July - Sept
	Oct - Dec

	Quarterly checks  (put one √ in each box)

	All competent person checks laid out in HSV: 114 up to date
	
	
	
	

	Sufficient appointed persons or emergency first aiders
	
	
	
	

	First aid box contents up to date 
	
	
	
	

	Fixtures, fittings, furniture appropriate; secure; not overloaded or broken
	
	
	
	

	Kick stool, sack truck/ trolley, roll cage inspected/ tested
	
	
	
	

	Stock stored safely
	
	
	
	

	Check no obvious defects with portable electrical equipment
	
	
	
	

	Six monthly checks  (put one √ in alternate boxes)

	Emergency lighting tested
	
	
	
	

	Fire drill carried out and recorded
	
	
	
	

	Safety signage in place and up to date
	
	
	
	

	Smoke alarm batteries working
	
	
	
	

	Staff h/s training matrix up to date (HSV: 130)
	
	
	
	

	Stepladders detailed visual inspection (HSV: 147) complete
	
	
	
	

	Annual checks  (put one √ in appropriate box)

	HSV: 118 – building condition form complete
	
	
	
	

	All property risk assessments reviewed and signed off
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