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Health and Safety Audit 

This Health and Safety (H&S) Audit covers some of the key areas of H&S within any SME business/organisation. It provides a starting point to allow you to identify any potential gaps in your H&S processes, procedures and documentation. 

Please note: this covers a low risk environment only. 

You will be able to use YourHS.guide to help you fill any gaps by using the guidance it contains and the linked templates.


Company Information: 

	Company name:

	
	Date of audit:
	




	How many employees does the Company employ?  

	Full-Time:
	Part-Time: 
	FTE:
(Full-time Equivalent)

	In addition to your employees, do you have any other workers? 

	Workers:

	Self-employed:
	Other: 

	How many locations does the company have?
(It may be necessary to carry out an audit at each location.)
	
	
	



Note: if you have fewer than 5 employees you do not have to have a written Health and Safety Policy. 

How to use this audit 

Work through the questions, answer them the best you can and make any comments. You can prioritise any action by using the following grading: 

· Level 1 = immediate change required; the Company is currently at risk. 
· Level 2 = change can be implemented within 3 months, no immediate risk to the Company.
· Level 3 = change can be implemented within 6 months, minimal risk to the Company.


This can then be used to draw up an action plan so that progress can be monitored.

(Note: we have entered some recommended priorities where there could be a higher potential risk relating to non-compliance).

	


General health and safety arrangements


	Questions
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Do you have a Health and Safety Poster in place and completed?
	
	
	


	Is the working environment safe?

	
	
	

	Is health and safety information and documentation freely available to all your staff?
	
	
	

	Have you appointed a Competent Person and a Deputy to oversee the implementation of your health and safety system?
	
	
	

	Do you have adequate welfare facilities available for all staff?
	
	
	

	Is the Employer’s Liability insurance certificate displayed/available where everyone can view it?
	

	

	




	


Safety Policy and Insurance 
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	Summary of Findings and Comments 
	Action Plan 
	Priority

	Do you have a Health and Safety Policy?

	
	
	


	Has it been reviewed in the last 2 years?

	
	
	

	Do you have a health and safety statement that the Managing Director has signed and dated?
	
	
	

	Is the Policy displayed/available where every employee can view it?
	
	
	

	Do you have Employer’s Liability Insurance that is valid and in date?
	
	
	

	Is the Employer’s Liability insurance certificate displayed/available where everyone can view it?
	

	

	



	

Accident / Incident and Ill Health Reporting 


	Questions 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Is there a procedure for accident / incident / near miss reporting?
	
	
	

	Is this procedure communicated to all employees?
	
	
	

	Are all employees made aware of the need to report work-related accidents and injuries?
	
	
	

	Are supervisors / managers aware of what needs to be reported under RIDDOR?
	
	
	

	Are employees aware of the location of the accident book/forms?
	
	
	







	

Accident Investigation 


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Is there a procedure for accident / incident / near miss investigation?
	
	
	



	

Workplace Health and Safety Consultation 


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Are all employees consulted on changes which may affect their health and safety?
	
	
	

	Are employees consulted on the health and safety consequences of introducing new equipment?
	
	
	

	Do employees have a forum for reporting health and safety concerns?
	
	
	

	Are suitable records of meetings maintained (e.g. minutes, recordings)?
	
	
	



	
Risk Assessments
	
	
	

	Question
	Summary of Findings and Comments
	Action Plan
	Priority

	Do you have risk assessments in place (see list at the end for risk assessments you might need)?
	
	
	

	Do you regularly review risk assessments (e.g. annually, following a change in circumstances)?
	
	
	

	Do you ensure that all the identified control measures are implemented?
	
	
	







	
COSHH (Control of Substances Hazardous to health)
	
	
	

	Question
	Summary of Findings and Comments
	Action Plan
	Priority

	Do you have a list in place of all the substances which are USED (e.g. chemicals, varnishes, paints etc) and PRODUCED (e.g. fumes, gas, dust etc) in your workplace?
	
	
	

	Do you have up to date safety data sheets for each of the substances which you purchase?
	
	
	

	Do you have COSHH Assessments in place?
 
	
	
	

	Are the COSHH Assessments made available to all those who could be affected by the substance being assessed?
	
	
	

	Do your first aid kits contain the items detailed in the COSHH Assessments?
	
	
	

	Are all items of PPE which are identified in your COSHH Assessments made available to those affected by the substances you have assessed?
	
	
	



	

Health and Safety Training 


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Do all new starters receive H&S induction training?
	
	
	

	Do staff receive ongoing and refresher training in H&S?
	
	
	

	Have all staff been trained in applicable emergency procedures?
	
	
	

	Is all training recorded?

	
	
	



	

Personal Protective Equipment 


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Have PPE requirements been identified from risk and COSHH assessments?
	
	
	

	Are employees trained in the use, storage, maintenance, and replacement of PPE?
	
	
	



	

Fire / Emergency Arrangements 


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Are all employees aware of the emergency procedures?
	
	
	

	Has a premises Fire Risk Assessment been completed by a competent person?
	
	
	

	Are fire evacuation procedures prominently displayed and rehearsed?
	
	
	

	Have all staff and visitors been considered in the emergency procedures, e.g. disabled persons, expectant mothers etc?
	
	
	

	Do you keep records of checks on all fire protection and prevention measures?
	
	
	



	

First Aid 


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Is there a procedure for checking and restocking first aid kits within the workplace?
	
	
	

	Are all first aid boxes clearly marked with a white cross on a green background?
	
	
	

	Do you have at least one first aider available at all times? 
	
	
	



	

Building / Premises and Services 


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Have the locations of the isolators of the building utility supplies e.g. gas, electricity, water and other services been identified and marked?
	
	
	

	Is this information readily available to the emergency services (Fire Authority)?
	
	
	

	Has an Electrical Installation Condition Report (EICR) been carried out in the last 5 years?
	
	
	

	Has boiler servicing been carried out in the last 12 months?
	
	
	

	Has an Asbestos Survey been carried out (legal requirement for buildings constructed before 2000)?
	
	
	

	Have you carried out a legionella risk assessment? 
	
	
	

	Are arrangements in place for the inspection and servicing of fixtures and fittings, including lifts, escalators, roller shutters, warehouse racking, plant rooms, compressors, air conditioning, automatic gates, supplied appliances (dishwashers, cookers etc), structural items (fire escapes, windows, roof etc).  This list is not exhaustive – you may have other items in your premises which require regular inspection, servicing and maintenance.
	
	
	





	

Workplace and Housekeeping   


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Is workplace signage clear, sufficient and correct?

	
	
	

	Is good housekeeping practiced in all areas? 

	
	
	



	

Electrical Safety 


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Is Portable Appliance Testing (PAT) carried out at regular intervals?
	
	
	

	Are employees informed that they may not bring personal electrical appliances (e.g. radios, kettles etc) into the workplace?
	
	
	

	Are employees instructed to check the plugs and cables of their electrical equipment (e.g. computers, printers, laptops etc) and report any damage to their Managers?
	
	
	



	

Working at Height 


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Has a suitable risk assessment been carried out for the tasks requiring work at height 
	
	
	

	Have all employees working at height been given sufficient training, instruction and information?
	
	
	



	
Manual Handling Assessment 


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Have all tasks / activities where there is a manual handling element been identified?
	
	
	

	Has a Manual Handling Risk Assessment been completed and the findings communicated to affected staff?
	
	
	

	Are suitable control measures in place and managed?
	
	
	

	Has suitable instruction and training of appropriate employees, including supervisors, been carried out?
	
	
	

	Is there a system to review the manual handling assessments as necessary?
	
	
	



	

Display Screen Equipment (DSE)


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Have ‘users’ of DSE and their workstations been identified?
	
	
	

	Have workstations been assessed?

	
	
	

	Are ‘users’ trained in the use and setting up of the equipment?
	
	
	

	Is there a system for indicating when assessments may need reviewing? 
	
	
	





	

Subcontractors


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Do you use subcontractors?  Self-employed individuals and/or companies?
	
	
	

	Have you carried out “due diligence” on your subcontractors?

	
	
	

	Do you conduct the due diligence checks annually?
	
	
	






It is a legal requirement to have the following risk assessments in place. This is a minimum! Actual risk assessments will depend on the hazards you identify and the risks these hazards present. Please see the Risk Assessments section on YourHS.guide for further information and sample risk assessments. 

	

Risk Assessments – Do you have the following Risk Assessments? 


	Question 
	Summary of Findings and Comments 
	Action Plan 
	Priority

	Stress Risk Assessment 

	
	
	

	Young Person’s Risk Assessment (for employees under 18)
	
	
	

	Fire Risk Assessment 

	
	
	

	Legionella Risk Assessment (unless in serviced offices)
	
	
	

	Asbestos Risk Assessment (if building was constructed before 2000)
	
	
	

	Manual Handling Risk Assessment

	
	
	

	First Aid Risk Assessment

	
	
	

	General office/premises risk assessment 

	
	
	

	Risk Assessments on Work Operations

	
	
	

	Risk Assessment on individual items of equipment and machinery
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