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PREMISES

Premises:  _____________________________________________________________________________

Address:
__________________________________________________________________________

Contact:
____________________________ Phone:_______________Fax: _____________________

BUILDING CONSTRUCTION DETAILS
Walls/Frame
___________________________________________________________________________

_______________________________________________________________________________________
Roof/Frame
___________________________________________________________________________
_______________________________________________________________________________________
Stairs:
_________________________________________________________________________________
_______________________________________________________________________________________
Dimensions (Height, etc):_________________________________________________________________
_______________________________________________________________________________________
Age of Buildings:
_____________________________________________________________________
State of Repair:
_____________________________________________________________________
Recent Renovations (detail):_______________________________________________________________

_______________________________________________________________________________________
Sprinkler System (detail):
_______________________________________________________________
_______________________________________________________________________________________
Fixed Security System (detail):_____________________________________________________________
Hose Reels/hydrants/portables (details):_____________________________________________________

_______________________________________________________________________________________
Adjacent Premises (outline and detail risks):__________________________________________________

_______________________________________________________________________________________
OPERATIONS
Workforce:
Full Time:
________

Part Time:
________

Casual:

________

Other:

________
Hours of Operation:________________________________________________________

Major Industrial Award Coverage:____________________________________________

	RATING SCALE
1
Acceptable: 
meets or exceeds acceptable standards

2
Poor rating:
requires attention in the medium to long term future

3
Unacceptable:
requires rectification/action as a matter of priority

4
Not Applicable
Items 2 & 3 to be reported for client’s attention, Item 3 requires photograph for client’s attention




	1 STRUCTURAL
	1
	2
	3
	4

	Physical deterioration of buildings
	
	
	
	

	Flagpoles if installed
	
	
	
	

	Loading of suspended items from ceilings, sprinkler range pipes
	
	
	
	

	Possible presence of Asbestos (take samples for analysis)
	
	
	
	

	Condition of floors
	
	
	
	

	Condition of stairs
	
	
	
	

	Cursory inspection of lifts & escalators
	
	
	
	

	Note condition of comb plates on escalators
	
	
	
	

	Automatic doors functioning correctly
	
	
	
	

	2  FLOOR SURFACES
	1
	2
	3
	4

	Condition of expansion joints
	
	
	
	

	Adequacy of expansion joint covers
	
	
	
	

	Unobstructed aisles/passageways
	
	
	
	

	Tripping hazards - extension leads, uneven surfaces
	
	
	
	

	Floor sweeping, cleaning and pick-up procedures - adequate
	
	
	
	

	Aisle & passage widths adequate for operations
	
	
	
	

	Floor elevations, uneven surfaces, step-ups - clearly identified
	
	
	
	

	Area rugs secured by non-slip backing/upturned edges
	
	
	
	

	Maintenance of floor surfaces, carpet seams, holes in floor, missing tiles
	
	
	
	

	Wheel based chairs used on non-carpeted surfaces
	
	
	
	

	Kitchens, canteens, wet surface areas - need slip resistant floors
	
	
	
	

	Wet weather mats available for all entry areas
	
	
	
	

	Spillage signs available in high risk areas
	
	
	
	

	3  ELECTRICAL
	1
	2
	3
	4

	Standard of wiring - last checked:   /   / 
	
	
	
	

	Electrical switchboards - easy access, covered, unobstructed
	
	
	
	

	Power outlets - damaged, accessible to children
	
	
	
	

	Check wiring of appliances - pugs, frayed leads etc.
	
	
	
	

	Extension leads - frayed, damaged, placement
	
	
	
	

	Unacceptable use of double adaptors - piggy back plugs
	
	
	
	

	Storage near distribution boards - 1m clear path
	
	
	
	

	Escalator stop button - easy access
	
	
	
	

	Adequate protection of elect. dist. Boards from damage
	
	
	
	

	Emergency generator/back up lighting - last checked:   /    /
	
	
	
	

	Condition, storage, use of power tools
	
	
	
	

	Earth on tools, equipment
	
	
	
	

	4  FIRE
	1
	2
	3
	4

	Sprinkler system - Defects acted on as reported in service book
	
	
	
	

	Sprinkler system - Regular service. Date of last service:   /    /
	
	
	
	

	Evidence of unauthorised smoking - eg. Cigarette butts
	
	
	
	

	Obstruction of sprinkler heads - min 500mm clearance all directions
	
	
	
	

	Sprinkler heads: painted/corroded
	
	
	
	

	Corrosion of pipe work - note water seepage
	
	
	
	

	Range pipes securely fixed to building
	
	
	
	

	Staff fully aware of operation of local system, eg drenchers etc
	
	
	
	

	Check leakages on pumps/valves, booster pumps (pump rooms)
	
	
	
	

	Spare sprinkler heads available in pump room
	
	
	
	

	System diagram/plan layout in pump room
	
	
	
	

	Ready access for Brigade to valve room
	
	
	
	

	Emergency exit signs operational
	
	
	
	

	Signs for exits, fire fighting equipment - unobstructed, clearly visible
	
	
	
	

	Signs in place indicating presence of exits and fire fighting equipment
	
	
	
	

	Check condition of hose reels, cabinets, extinguishers
	
	
	
	

	Check for correct operation of fire doors
	
	
	
	

	Fire extinguishers regularly serviced.  Date of last service:   /    /
	
	
	
	

	Floor plan available of location of fire extinguishers
	
	
	
	

	Emergency evacuation procedures operational
	
	
	
	

	5 PROCEDURES/ MISCELLANEOUS
	1
	2
	3
	4

	Hazard/Hot work permits - system established, adequate
	
	
	
	

	Lock out procedures - system established, adequate
	
	
	
	

	Cutting/welding operations - safety/fire systems, adequate
	
	
	
	

	Safety signs - displayed, regular rotation
	
	
	
	

	Hazard notification procedures - in place, operations
	
	
	
	

	Accident investigation system - operational, trained personnel
	
	
	
	

	Meet following personnel & discuss any problems:

                      Chairperson Safety Committee

                      Safety/Fire Manager

                      Occupational Health/First Aid/Nurse

	
	
	
	

	Safety Committee established - active, regular meetings
	
	
	
	

	Copies of last 3 minutes meetings
	
	
	
	

	Prior to purchasing equipment etc, are safety aspects considered
	
	
	
	

	Counselling/reward/reprimand systems operative
	
	
	
	

	Note adequate safety training of personnel - induction etc
	
	
	
	

	6 VEHICLES
	1
	2
	3
	4

	Cursory inspection: door locks, indicators, body, tyres
	
	
	
	

	Floors, rails, wheel bases (trucks)
	
	
	
	

	Wrapping, packing, stacking materials (trucks)
	
	
	
	

	Ropes, straps, barrow, sammy (trucks)
	
	
	
	

	Maintenance
	
	
	
	

	Policies, systems, procedures
	
	
	
	

	7 SECURITY
	1
	2
	3
	4

	Break & Enter prevention - doors, windows, roof etc.
	
	
	
	

	Cash handling procedures
	
	
	
	

	Hold up prevention - systems, procedures, training
	
	
	
	

	Installed security equipment - adequate, last checked:   /   /
	
	
	
	

	Call out procedures
	
	
	
	

	Security monitoring services - adequate, last checked    /    /
	
	
	
	

	Banking facilities - banking officer, security, external cash deliveries etc.
	
	
	
	

	Systems, procedures for paying staff
	
	
	
	

	High risk areas - restricted access to unauthorised personnel
	
	
	
	

	Out of hours security - adequacy
	
	
	
	

	Alarms - intruder, hold up, silent, testing, adequacy
	
	
	
	

	Night watchmen, patrols- adequacy, audit of effectiveness
	
	
	
	

	Security of night staff (cleaners etc) - systems, policies, adequacy
	
	
	
	

	Security of docks, etc. - access to unauthorised personnel
	
	
	
	

	Bomb threat procedures - established , adequate
	
	
	
	

	8 GENERAL
	1
	2
	3
	4

	Ceiling tiles in place - no open voids in ceiling cavity
	
	
	
	

	Date of last emergency/fire practice drill    /      /
	
	
	
	

	Check operation of emergency public address system Regular checks
	
	
	
	

	Date of last activation of Public Address system    /     /
	
	
	
	

	Fire extinguishers, hose reels etc. - obstructed/easy access
	
	
	
	

	Fire doors to stairwells - kept closed, not locked, unobstructed
	
	
	
	

	Smoking/naked flame regulations in force
	
	
	
	

	All fire doors operational - note defects
	
	
	
	

	Adequacy of protection special area - computers, kitchens etc.
	
	
	
	

	Fire procedures for out of hours - cleaners etc.- system/practice drills
	
	
	
	

	Environmental property assessments, site history, past property usage, investigations
	
	
	
	

	9 FLAMMABLES
	1
	2
	3
	4

	Gas lines - security, protection, maintenance, joins
	
	
	
	

	Petrol bowsers/filling stations - condition
	
	
	
	

	LPG installations - safety, regular servicing
	
	
	
	

	Adequate fire control equipment in vicinity of flammables
	
	
	
	

	Early warning emergency notification system in operation
	
	
	
	

	Adequate segregation of flammable items
	
	
	
	

	Gas cylinders - security, separated, adequately stored
	
	
	
	

	Note compliance of legal requirements - storage, licensing etc.
	
	
	
	

	Flammables - correct use, quantities, access, storage (note legislation)
	
	
	
	

	10 WORK ENVIRONMENT
	1
	2
	3
	4

	Air Conditioning - satisfactory operation
	
	
	
	

	Air flow - satisfactory
	
	
	
	

	Overcrowding - 11 cubic metres per person
	
	
	
	

	Lighting levels sufficient for tasks
	
	
	
	

	Acceptable noise levels - note printers etc.
	
	
	
	

	Temperature levels acceptable
	
	
	
	

	Hygiene - food preparation areas, canteens, toilets
	
	
	
	

	Air conditioning - correct dousing/storage chemicals/regular services
	
	
	
	

	Date of last bacteria/legionella testing:    /      /
	
	
	
	

	Manual handling/RSI/posture problems
	
	
	
	

	Check glare from natural lighting
	
	
	
	

	Adequate ventilation/extraction systems eg. Dock, food preparation, Hot work areas - dust, gas, fumes.
	
	
	
	

	Note standard and suitability of seating, desks, benches etc.
	
	
	
	

	Note stability/adequacy of filing systems
	
	
	
	

	Adequate lighting levels in stairwells

	
	
	
	

	11 HOUSEKEEPING
	1
	2
	3
	4

	Items stored in stairwells
	
	
	
	

	Note housekeeping in reserves, storage areas
	
	
	
	

	Waste control - storage, transport, disposal
	
	
	
	

	General issues of neatness, clutter, waste bins etc.
	
	
	
	

	Hearing protection - issued/used correctly

	
	
	
	

	Pressure vessels - licensed.  Date last inspected:    /     /
	
	
	
	

	Machinery - guards operational, micro switches etc
	
	
	
	

	Ladders - defective/sufficient numbers/adequate for operations
	
	
	
	

	Check standard, stability, suitability of fixtures, fittings etc.
	
	
	
	

	Protective clothing - issued, adequate, correctly used
	
	
	
	

	Dock edge painted for contrast
	
	
	
	

	Trolleys, conveyances - smooth running, regular service
	
	
	
	

	Adequate first aid facilities - first aid room, cabinets, out of date contents, trained first aiders available ( note requirements of legislation)
	
	
	
	

	Note stacking and stability of merchandise, stock, equipment etc.
	
	
	
	

	Adequate aisle width in reserves, storage areas etc.
	
	
	
	

	Materials handling equipment - condition, stability
	
	
	
	

	Compressed air - regular maintenance, safety, use.
	
	
	
	

	Heating/Drying processes - safety, protection
	
	
	
	

	Hazardous areas/operations - guarded/identified/warning signs
	
	
	
	

	Glass/clear panel walls - clearly identified
	
	
	
	

	Walkways marked near machinery, dangerous processes
	
	
	
	

	Presence of vermin - pest control services
	
	
	
	

	Contingency disaster plans - established, up to date
	
	
	
	

	Out of hours activities: premises used out of hours, require information:

                                 What activities

                                  Any income to client - etc

                                  Security

                                  Indemnifications/contracts etc
	
	
	
	


COMMENTS/ADDITIONAL OBSERVATIONS
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
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