Health & Safety Audit – Getting Started

	
	Yes
	No

	General

	Do you have a health & safety policy
	
	

	Do you have an up to date manual for health & safety at work
	
	

	Do your staff know about the policy & manual – do they understand it
	
	

	Are your health & safety tools easy to use on the job
	
	

	Accidents

	Do you have an accident register
	
	

	Are all incidents recorded
	
	

	Do you staff know they need to report work-related incidents
	
	

	Do you know which incidents are reportable to the Department of Labour
	
	

	First Aid

	Do you adequate and appropriate first aid equipment for your business
	
	

	Do you have staff trained in workplace first aid
	
	

	Are employees first aid qualifications up to date
	
	

	Do all employees know about your workplace first aid arrangements
	
	

	Risk Assessment
	

	Have you identified all the hazards present in your workplace
	
	

	Have you taken steps to eliminate, isolate or minimise the hazards
	
	

	Do you have policies, procedures and training in place to manage the hazards
	
	

	Do you have on-going controls in place to manage hazards
	
	

	Work Equipment
	

	Is the work equipment suitable for the job it is used for
	
	

	Do you regularly inspect the equipment and implement maintenance procedures
	
	

	Has every employee who uses the work equipment received adequate training to use the work equipment
	
	

	Personal Protective Equipment (PPE)
	

	Is personal protective equipment required for work at your premises
	
	

	Does the PPE provided meet standards
	
	

	Do you have a system of maintenance and replacement for PPE
	
	

	Do you provide information, instruction and training on PPE for employees
	
	

	Do you take steps to ensure PPE is used
	
	

	Do you have arrangements for reporting loss or defect
	
	

	Can you change the way you do work to make it safer
	
	

	Fire Safety & Emergencies
	

	Have you identified the fire hazards in your business
	
	

	Is the fire hazard adequately controlled
	
	

	Have you considered the needs of each of your staff if there is an emergency
	
	

	Have you implemented

· A means of escape

· Emergency management procedures

· Fire detection and raising the alarm procedures

· First aid fire fighting equipment

· Fire and emergency management training for all staff
	
	

	Is any further action required to control the risk of fire
	
	

	Information and Training
	

	Have you decided who should be trained
	
	

	Have you decided on the level of training required
	
	

	Do you have a designated individual responsible for ensuring that training needs in health and safety are assessed and that suitable training takes place
	
	

	Do you provide induction training for new staff
	
	

	Do you hold training records for each member of staff
	
	

	Are they regularly reviewed and updated
	
	


(Note: This is health & safety audit is designed as a “get-started” tool and does not constitute a full health & safety plan – call People in Mind on 07 823 3250 for advice on your next step)
[image: image1.jpg]




