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Health and Safety Assessment Checklist for the
General Office Building

Here's a checklist that will assist organizations in their health & safety journey. This checklist can be used as a
situational analysis tool for organizations implementing Health & Safety practices for the first time or as a
performance indicator by organizations that are already following them.

Aim
The aim of this virtual health and safety checklist is to provide:

® Reassurance where health and safety best practices are being complied with

® Assurance that employee health and safety is being managed.

Y/N or NA and/
or comment

Pre-Audit Questions

1 Is there a written health and safety (H&S) policy and a signed statement of H&S intention
signed by a member of the executive team?

2 Are roles and responsibilities for H&S clearly set out, including directors, managers, safety
reps, employees, fire wardens, first aiders and the employee?

3 Are procedures and resources in place to meet compliance obligations including: risk
assessment, use of equipment, accident and incident investigation, consultation,
maintenance of equipment?

4 How is H&S performance measured and are there performance targets?
5 Is the management of contractors included in the policy?
6 Is there a clear procedure for reviewing the policy when there are changes following

incidents/ accidents or consultation with employees?

7 Do you communicate with other occupiers of the premises to share H&S information?

8 Are employees or their representatives involved in developing the policy?

9 Who takes ownership of H&S risks e.g. Managing Director, CEO or risk committee?

10 Are risk assessments carried out by a competent person?

11 Have you identified who is responsible for implementing risk control measures?

12 Are you confident that plans are in place to control the consequences of the worst possible

occurrence in your organization?

Controls

13 Are the effects of changing technology taken into account when reviewing the
organization's risk profile?

14 Are managers and supervisors roles to ensure that everyone knows how to work safely
clearly defined?

15 Are managers/supervisors competent to supervise employees with respect to the
significant safety aspects of their work?

16 Are contractors assessed from the H&S perspective before being commissioned?

17 Is the health and safety performance of contractors assessed (through joint risk
assessment) and monitored?
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Pre-Audit Questions
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Y/N or NA and/
or comment

Co-operation

18 Are effective arrangements in place for consulting with employees on H&S matters?
Communication

19 Are effective arrangements in place for communicating and cascading H&S information to

employees?
Competence

20 Are effective arrangements in place to ensure that employees gain skills and knowledge,
and are ultimately competent, to carry out their work safely and without risk to their health?

21 If you have hazardous or complex processes are there arrangements in place to use
specialist help when necessary?

22 Does H&S safety documentation focus on higher risk activities of the organization?

23 Are there adequate resources to ensure that health and safety risk control measures and
procedures are implemented, monitored and reviewed?

24 Is active monitoring of H&S performance carried out? (e.g. routine inspections of premises,
plant and equipment, health surveillance and planned maintenance of key plant/
equipment)?

25 Are there systems in place to carry out reactive monitoring and investigation of accidents,
incidents and ill health?

26 Is H&S performance checked against defined pre-determined measures?

27 Is there an effective accident/incident reporting process in place so that managers receive
appropriate information?

28 Are lessons from accident/incident history of similar industries considered to avoid similar
events?

29 Are clear procedures in place detailing what should be reported and are these procedures
clearly communicated to all staff?

30 Are accidents/incidents examined to identify trends?

31 Are significant accidents/incidents investigated?

32 Do staff have sufficient training and information to investigate accidents/incidents?

33 Is a review of H&S management undertaken so that the organization can learn from
experience, improve performance and respond to change?

34 Is there a periodic audit of the effectiveness of H&S management and planning for
improvement?

35 Are the outcomes of H&S review used to plan what you do next with health and safety?

36 Is action taken on the findings of accident investigations and near-miss reports?

37 Is action taken when organizational failings are identified in monitoring, audit and review
processes?

38 Are measures in place to avoid the loss of corporate memory with respect to H&S
information and lessons learned?

© 2021 ComplianceQuest. All rights reserved. Confidential and Proprietary. Publishing of this content is not allowed without express permission from ComplianceQuest. Page 20f3


https://www.compliancequest.com/?utm_source=cnt&utm_medium=Health-and-Safety-Assessment&utm_campaign=alltime_cnt&utm_term=EHS

ComplianceQuest Inc.

c ) COMPLIANCEQUEST www.compliancequest.com

Quiality « Safety « Compliance

Strengthen your safety culture and improve performance through accessible reporting and effective management, communication
and analysis of all health and safety information with ComplianceQuest's next-gen EHS solution.

Know more:

https://www.compliancequest.com/work-health-and-safety-management-system/

Doc. CQEHS-005, Ver1.0, eff. July 16th, 2021

About ComplianceQuest

ComplianceQuest is the fastest growing, 100% modern cloud Next Generation Enterprise Quality and Safety Management
System (QHSE) natively built and run on the Salesforce platform. Our unified Next Generation QHSE solutions help our
customers of all sizes deliver quality products and services in the safest, most sustainable way by mitigating risk, problems,
and inefficiencies while protecting customers, employees, suppliers and brand.

For more information, or to request a demo with a ComplianceQuest expert, contact ComplianceQuest today.

Visit www.compliancequest.com - Email us at marketing@compliancequest.com - Call us at 408-458-8343
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