
Health and Safety Inspection Checklist
Small business safety template
Complete this inspection checklist regularly — at least monthly. Record any actions required and follow up to ensure they are completed. Keep a copy on file.

General information
	Date of inspection
	

	Time of inspection
	

	Work location
	

	Work area inspected
	

	Inspected by (name)
	

	Position
	



Inspection items
	Issue
	Yes
	No
	Action required / date completed

	1. Work environment

	Work areas clean
	☐
	☐
	

	Floors clean, dry and free of refuse
	☐
	☐
	

	Stairs clean, dry and free of refuse
	☐
	☐
	

	Bins available and emptied regularly
	☐
	☐
	

	Is the work height / position awkward or difficult (ergonomics)?
	☐
	☐
	

	Passageways and stairways clear of obstructions
	☐
	☐
	

	Floors have an even surface
	☐
	☐
	

	Is there adequate working space?
	☐
	☐
	

	2. Lighting

	Is there adequate lighting for tasks performed?
	☐
	☐
	

	Is task lighting required?
	☐
	☐
	

	Are light covers in place and clean?
	☐
	☐
	

	3. First aid facilities

	Adequate first aid facilities provided (first aid kit, first aid room)
	☐
	☐
	

	First aid facilities clearly labelled
	☐
	☐
	

	List of current first aiders and contact details displayed
	☐
	☐
	

	First aid reporting form available
	☐
	☐
	

	Emergency numbers displayed
	☐
	☐
	

	4. Emergency response

	Emergency response procedures displayed and up to date
	☐
	☐
	

	Workers trained in emergency procedures
	☐
	☐
	

	Designated assembly point identified
	☐
	☐
	

	Exit signs and directions to exits in place
	☐
	☐
	

	Exit doors easily opened from the inside
	☐
	☐
	

	Emergency exits, fire extinguishers and hoses unobstructed
	☐
	☐
	

	Extinguishers in place, clearly marked, and serviced six-monthly
	☐
	☐
	

	Regular emergency drills performed
	☐
	☐
	

	Workers trained in the use of fire extinguishers
	☐
	☐
	

	No smoking signs displayed
	☐
	☐
	

	List of fire wardens displayed
	☐
	☐
	

	5. Stacking and storage

	Adequate storage facilities
	☐
	☐
	

	Storage racks secure and bolted
	☐
	☐
	

	Storage racking checked regularly
	☐
	☐
	

	Pallets in good condition
	☐
	☐
	

	6. Hazardous substances

	Chemicals in original labelled containers
	☐
	☐
	

	Safety data sheets available
	☐
	☐
	

	Spill kit available
	☐
	☐
	



Disclaimer: This template provides general guidance only and does not constitute legal advice. ShopCare Charitable Trust accepts no liability for its use. You are free to copy, distribute and adapt this material as long as you attribute it to ShopCare Charitable Trust.
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