[Company Logo]   [Company Name]
HEALTH & SAFETY CHECKLIST
	Premises:
	[Work Location]

	Checked by:
	[Employee Name], [Designation]

	Date:
	[DD/MM/YYYY]

	Period:
	[Month / Week]



Fire Safety
  Fire extinguishers in place, pressure gauge in green, refill date valid
  Emergency exits unlocked, unobstructed and signed
  Fire alarm / smoke detectors tested this month
  Evacuation plan displayed on each floor
  No storage of combustible material near electrical panels
Electrical Safety
  No loose wires, damaged plugs or exposed cables
  No overloaded multi-plug sockets or daisy-chained extensions
  Electrical panels closed, labelled, with clear access
  UPS / battery room ventilated and dry
First Aid
  First-aid box stocked and items within expiry
  Names and numbers of trained first-aiders displayed
  Nearest hospital and ambulance number displayed
Housekeeping and Movement
  Floors dry, no trip hazards, cables managed
  Staircases have handrails and adequate lighting
  Heavy items stored at low level
  Waste segregated and removed daily
Welfare Facilities
  Safe drinking water available and dispenser cleaned
  Toilets clean, separate for women, with running water
  Adequate lighting and ventilation in work areas
  Pantry / canteen clean and pest-free
  Rest area or creche facilities as applicable
Emergency Readiness
  Emergency contact list updated and displayed
  Assembly point marked and known to staff
  Last mock drill date recorded: [DD/MM/YYYY]
  Safety marshals named for each floor and shift
Actions Required
	Issue Found
	Location
	Action
	Owner
	Target Date
	Status

	[Issue]
	[Area]
	[Action]
	[Owner Name]
	[DD/MM/YYYY]
	[Open / Closed]

	[Issue]
	[Area]
	[Action]
	[Owner Name]
	[DD/MM/YYYY]
	[Open / Closed]

	[Issue]
	[Area]
	[Action]
	[Owner Name]
	[DD/MM/YYYY]
	[Open / Closed]




	______________________________
Checked by
[Employee Name]
Date: [Date]
	______________________________
Reviewed by
[Branch Head / Admin Head]
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
