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PERFORMANCE MEASUREMENT – DAILY/WEEKLY CHECKS

This checklist must be completed daily or weekly, depending on operations, by a competent person. Please state ‘N/A’ if not applicable.

	Work by Employees

	Yes
	No
	Actions Required

	Are employees noted to be working safely and not involved in horseplay?

	
	
	

	Are employees undertaking duties for which they are trained and competent?

	
	
	

	
	
	
	

	
	
	
	

	Work by Contractors

	Yes
	No
	Actions Required

	Have contractors operating safety been observed at time of check?

	
	
	

	Are contractors not using the Company’s equipment?

	
	
	

	Are areas where contractors working cordoned off and signed?

	
	
	

	
	
	
	

	
	
	
	

	Accidents

	Yes
	No
	Actions Required

	Are all accidents and incidents recorded, reported, and investigated?

	
	
	

	
	
	
	

	
	
	
	

	First Aid

	Yes
	No
	Actions Required

	Is notice displayed identifying names and locations of First Aiders and First Aid equipment?

	
	
	

	Are first Aid boxes are clearly identified and fully stocked

	
	
	

	
	
	
	

	
	
	
	

	Hazard/Defect Reporting
[bookmark: _GoBack]
	Yes
	No
	Actions Required

	Are Hazard/Defects reporting procedure in place and used by employees?

	
	
	

	
	
	
	

	
	
	
	

	Asbestos Safety

	Yes
	No
	Actions Required

	
Is an Asbestos register and plan available?

	
	
	

	Is suitable signage in place marking asbestos materials?

	
	
	

	Employees and contractors have not disturbed asbestos materials?

	
	
	

	
	
	
	

	
	
	
	

	Personal Protective Equipment (PPE)

	Yes
	No
	Actions Required

	Are employees, contractors, and visitors using PPE as instructed?

	
	
	

	
Is PPE free from damage?

	
	
	

	
	
	
	

	
	
	
	

	Work with Hazardous Substances

	Yes
	No
	Actions Required

	Are hazardous substances stored and used safely?

	
	
	

	
	
	
	

	
	
	
	

	Notices

	Yes
	No
	Actions Required

	Are Health and Safety Law Poster, Fire evacuation procedure, Public Liability Insurance and Health and Safety Policy statement displayed?
	
	
	

	
	
	
	

	
	
	
	

	Visitor Safety

	Yes
	No
	Actions Required

	Do visitors complete the visitor’s book and are issued with a pass?

	
	
	

	
Are visitors noted to be in authorised areas only?

	
	
	

	
	
	
	

	
	
	
	

	General Access Areas

	Yes
	No
	Actions Required

	
Do work areas have suitable and sufficient ventilation?

	
	
	

	
Are work areas well lit?

	
	
	

	
Are work areas free from obstructions?

	
	
	

	
Are structure of building(s) free from obvious damage?

	
	
	

	Are doors, including roller shutter doors, working effectively and safely?

	
	
	

	
Are there no damaged glass areas?

	
	
	

	
Is suitable safety signage displayed in correct places?

	
	
	

	Are restricted head heights adequately highlighted and/or padded?

	
	
	

	Are roof areas not accessed except where adequate safety measures available/taken?

	
	
	

	
Are work areas free from slip, trip and fall hazards?

	
	
	

	
Are floor surfaces free from damage?

	
	
	

	
Are work areas free from spillages?

	
	
	

	
Are all spillages being dealt with immediately?

	
	
	

	
Is the temperature of work areas reasonable?

	
	
	

	
	
	
	

	
	
	
	

	Staff Welfare Facilities

	Yes
	No
	Actions Required

	
Are toilet areas maintained in a clean condition?

	
	
	

	
Are soap and towels provided to toilet areas?

	
	
	

	Are staff rest areas free of obstruction, clean and tidy?	

	
	
	

	
	
	
	

	
	
	
	

	Restricted Access

	Yes
	No
	Actions Required

	Is safety signage displayed to doors of restricted access areas?

	
	
	

	Are unauthorised persons observed in restricted access areas?

	
	
	

	
Are all restricted access areas secured?

	
	
	

	
	
	
	

	
	
	
	

	Manual Handling

	Yes
	No
	Actions Required

	Are manual handling tasks being carried out safely?

	
	
	

	
	
	
	

	
	
	
	

	Use of Welding Equipment

	Yes
	No
	Actions Required

	
Is suitable PPE worn?

	
	
	

	
Is a fire extinguisher provided and accessible?

	
	
	

	
Is effective ventilation provided?

	
	
	

	Are spare gas and oxygen cylinders stored safely?

	
	
	

	Are only authorised competent employees using welding equipment?

	
	
	

	Is welding equipment secured to prevent unauthorised use?

	
	
	

	
	
	
	

	
	
	
	

	Use of Work Equipment

	Yes
	No
	Actions Required

	Are only authorised competent employees operating work equipment?

	
	
	

	Are emergency stop buttons unobstructed, signed, and operable?

	
	
	

	Are knives being used safely and not being left unattended?

	
	
	

	Have daily/weekly guard checks of the guarded machinery been completed?

	
	
	

	
Are maintenance records up to date?

	
	
	

	
	
	
	

	
	
	
	

	Use of Batteries

	Yes
	No
	Actions Required

	
Are topping up and charging procedures displayed?

	
	
	

	Are the eye wash bottles provided unopened and in-date?

	
	
	

	
	
	
	

	
	
	
	

	Use of Display Screen Equipment

	Yes
	No
	Actions Required

	Do DSE users have their workstations set up correctly and do they take regular breaks?

	
	
	

	
	
	
	

	
	
	
	

	Work with LPG

	Yes
	No
	Actions Required

	Is the use of LPG appliances restricted to competent employees?

	
	
	

	
Are LPG cylinders being stored safely?

	
	
	

	
	
	
	

	
	
	
	

	Use of Lift Trucks

	Yes
	No
	Actions Required

	Is the use of lift trucks limited to competent employees?

	
	
	

	
Are daily/Weekly checklists completed?

	
	
	

	
Are lift trucks operating in authorised areas only?

	
	
	

	Is damage to plant / equipment / structures / protection barriers etc. reported and investigated?

	
	
	

	Are keys removed from ignition and secured when not in use?

	
	
	

	Is there adequate separation between pedestrians and lift trucks?

	
	
	

	
	
	
	

	
	
	
	

	Use of Ladders and Stepladders

	Yes
	No
	Actions Required

	
Are ladders being used safely?

	
	
	

	Have all ladders been checked to ensure in sound condition?

	
	
	

	
Are unused ladders securely and safely stored?

	
	
	

	Are only ladders owned by the Company used by employees?

	
	
	

	
Are defective ladders taken out of use?

	
	
	

	
	
	
	

	
	
	
	

	Storage Racking

	Yes
	No
	Actions Required

	
Are racking protection in sound condition?

	
	
	

	Are safe working loads on racking being adhered to?

	
	
	

	Are racking and shelving in a visually safe and undamaged condition?

	
	
	

	
Are all items stored safely?

	
	
	

	
Are pallets visually in good condition?

	
	
	

	
	
	
	

	
	
	
	

	Work with Electricity

	Yes
	No
	Actions Required

	Are there no evident defects to electrical equipment or installation?

	
	
	

	Rubber matting to BS is located in front of electrical boards?

	
	
	

	
	
	
	

	
	
	
	

	Fire Safety

	Yes
	No
	Actions Required

	
Are fire extinguishers unobstructed and available?

	
	
	

	
Are fire alarm break glass points unobstructed?

	
	
	

	Are fire escape routes clear of obstructions and well lit?

	
	
	

	Are fire signs, including Fire Action Notices, prominently displayed and unobstructed
Fire logbook up to date, including weekly fire alarm check?
	
	
	

	Is the fire logbook up to date, including weekly fire alarm check?

	
	
	

	
Are fire doors unobstructed and operational?

	
	
	

	
	
	
	

	
	
	
	

	Traffic Management – Loading Areas

	Yes
	No
	Actions Required

	
Are employees wearing high visibility clothing?

	
	
	

	
Is suitable warning signage displayed?

	
	
	

	
Are fire doors and exit routes free of obstruction?

	
	
	

	
Are loading areas safe and free of obstruction?

	
	
	

	
Are banksmen trained and directing vehicles?

	
	
	

	
Is lighting working adequate for safe access?

	
	
	

	
Are service roadways without risk of injury?

	
	
	

	
Are there no unauthorised pedestrians?

	
	
	

	
	
	
	

	
	
	
	

	Traffic Management – Car Parks

	Yes
	No
	Actions Required

	
Are fire doors and exit routes free of obstruction?

	
	
	

	Are car parks free from potholes and uneven areas?

	
	
	

	Are the car parks without risk of injury?

	
	
	

	
Are drain covers intact?

	
	
	

	
Are car parks area free of obstructions and debris?

	
	
	

	
Are car parks area well lit?

	
	
	

	
Is there no obstructive car parking?

	
	
	

	Are spillages being dealt with promptly and effectively
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	Signature:


	Review by manager or competent person:

	Signature:


	Completion Date:
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