
WH 14.02.01

Workplace –  
general checklist > 
This checklist is a starting point for use by those in the workplace to 
identify, assess and control hazards as part of your safety management 
program. The checklist is a guide only and you will need to add or delete 
items as appropriate for your workplace.  

NT WorkSafe information bulletins containing further information on a particular subject, are 
referenced by number throughout this checklist. These bulletins are available on request from NT 
WorkSafe.  

A separate checklist may need to be completed for different work areas within the workplace. 

Location  

Inspected by  

Date  

NOTE: Previous inspection reports should be checked for outstanding items before commencing this 
report. 

Comments  

  

  

  

Reviewed by  

Date  

Next inspection due  

NT WorkSafe, a Division of the Northern Territory Department of Employment, Education and Training,  
administers the Work Health Act (NT), Dangerous Goods (Road and Rail Transport) Act and the  
Dangerous Goods Act on behalf of the Northern Territory Government. 
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Occupational health & safety – administration 

Management of occupational health & safety Yes No Now Later 

Work Health Act (1986) available � � � � 
Work Health (OH&S) Regulations available � � � � 
Health & Safety policy formulated and brought to the 
attention of all workers � � � � 

Responsibilities for OH&S have been explained to all 
workers � � � � 

Regular consultation with workers on OH&S issues � � � � 
Safe working procedures developed and put in writing 
where required � � � � 

Workers received OH&S training � � � � 

Serious accidents and dangerous occurrences reported 
to NT WorkSafe (IB 9.1.4) � � � � 

Records maintained (IB 14.1.8) and available for -     

• training � � � � 

• plant and equipment � � � � 

• health surveillance � � � � 

• environmental measurements eg. noise, light, air 
quality � � � � 

 

Comments  

 

 

 

Occupational health & safety – work environment 

Work area - general Yes No Now Later 

Access to traffic ways clear of obstructions eg     
• Doorways � � � � 
• walkway/aisles � � � � 
• stairways � � � � 

• emergency exits � � � � 

• emergency equipment (eg. fire equipment, spill 
kits, etc) � � � � 

NT WorkSafe, a Division of the Northern Territory Department of Employment, Education and Training, administers the Work Health Act (NT), Dangerous Goods (Road and Rail 
Transport) Act and the Dangerous Goods Act on behalf of the Northern Territory Government. 
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Clear access to work areas eg.     

• plant and machinery � � � � 

• work stations - � � � � 
Floor surfaces in good repair and not slippery � � � � 

Unobstructed vision at intersections and stairways � � � � 
Handrails in place on stairs and exposed edges where a 
person could fall � � � � 

Automatic doors operate safely     
Vehicular traffic controlled so as not to pose a risk to 
people     

Safety signs prominently located and legible     

Safety sign correct for the hazard � � � � 
 

Comments  

 

 

 

 
 

Electrical safety Yes No Now Later 

Residual Current Devices (RCDs) used on electrical 
equipment (IB 14.1.8) � � � � 

RCDs regularly tested � � � � 
Electrical equipment in good condition eg. power tools, 
appliances � � � � 

Electrical equipment regularly inspected and tagged by 
a licensed electrician � � � � 

Plugs, sockets and switches in good condition � � � � 

Extension leads in good condition � � � � 
 

Comments  

 

 

 

 

NT WorkSafe, a Division of the Northern Territory Department of Employment, Education and Training, administers the Work Health Act (NT), Dangerous Goods (Road and Rail 
Transport) Act and the Dangerous Goods Act on behalf of the Northern Territory Government. 
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Plant and equipment Yes No Now Later 

All plant and equipment listed and checked: � � � � 
• Operating/maintenance procedures available for 

all plant and equipment � � � � 

• Regular maintenance carried out � � � � 
• Maintenance records kept � � � � 

• Adequate guards in position and maintained � � � � 

• Workers trained in safe operation of plant and 
equipment � � � � 

• Controls labelled and functioning as designed � � � � 

• Emergency stop switches fitted and easily 
accessible � � � � 

• Lock out switches provided where required � � � � 

• Danger tags available and used during 
maintenance and repair � � � � 

• Plant and equipment kept clean � � � � 
NOTE: Some plant may require licensed operators and registration with the NT WorkSafe. For further 
details see Information Bulletins 17 and 78. 

Comments  

 

 

 
 

Noise Yes No Now Later 

Workers not exposed to noise levels exceeding 85dBA 
(85dBA is roughly equivalent to being able to hear 
someone talking without shouting at 1 metre distance) 

� � � � 

Control measures in place to reduce worker exposure to 
less than 85dBA   � � � � 

Hearing protection available for use � � � � 
Hearing protection signs prominently located and legible � � � � 
NOTE: If you suspect that workers are exposed to excessive noise levels in your workplace you may 
need to conduct a noise survey. 

Comments  

 

 

NT WorkSafe, a Division of the Northern Territory Department of Employment, Education and Training, administers the Work Health Act (NT), Dangerous Goods (Road and Rail 
Transport) Act and the Dangerous Goods Act on behalf of the Northern Territory Government. 
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General lighting Yes No Now Later 

Adequate lighting available for type of work � � � � 
No direct or reflected glare from work surfaces � � � � 
Light fittings protected against damage � � � � 

Light fittings clean and in good condition � � � � 
Emergency lighting in the building operable � � � � 
 

Comments  

 

 

 
 

Hazardous substances 
(this includes all chemicals within the workplace) Yes No Now Later 

All hazardous substances identified and listed � � � � 
Material Safety Data Sheets (MSDS) available for each 
hazardous substance identified (IB 8.1.3) � � � � 

Workers trained in safe handling, storage and disposal 
procedures � � � � 

Protective equipment available, maintained and used � � � � 
Spillage control procedures in place � � � � 

Appropriate storage facilities available � � � � 
All containers in good condition and clearly labelled � � � � 
Signs prominently located and legible � � � � 
NOTE: Further information on safe use of hazardous substances can be obtained from 
manufacturers and suppliers 

Comments  

 

 

 

 

 

 

NT WorkSafe, a Division of the Northern Territory Department of Employment, Education and Training, administers the Work Health Act (NT), Dangerous Goods (Road and Rail 
Transport) Act and the Dangerous Goods Act on behalf of the Northern Territory Government. 
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Air quality/ventilation Yes No Now Later 

Workers are not exposed to extremes of heat/cold � � � � 
Airborne contaminants kept at acceptable levels � � � � 
Air conditioning system regularly cleaned, checked and 
maintained (IB 15.2.2) � � � � 

Adequate airflow and fresh air input provided in � � � � 

• air conditioned workplaces (IB 15.2.1) � � � � 

• other workplaces � � � � 
Fume extraction provided where contaminants 
generated eg. welding, confined spaces, cooking areas, 
enclosed store rooms 

� � � � 

 

Comments  

 

 

 

 

 
 

Manual handling Yes No Now Later 

Work designed to reduce: � � � � 
• frequent or prolonged bending � � � � 
• frequent or prolonged reaching above the shoulder � � � � 
• frequent or prolonged bending due to extended 

reach forward � � � � 

• frequent or prolonged twisting of the back � � � � 

• awkward posture assumed frequently or over 
prolonged periods � � � � 

• manual handling performed frequently or for long 
periods of time � � � � 

• movement and carrying over long distances � � � � 

• pushing, pulling or other applications of force � � � � 

• the handling of difficult or awkward loads eg. Size, 
shape, temperature, instability or unpredictable � � � � 

• difficult or unsafe grip of the load � � � � 
Work designed to take into account of weight of object � � � � 

NT WorkSafe, a Division of the Northern Territory Department of Employment, Education and Training, administers the Work Health Act (NT), Dangerous Goods (Road and Rail 
Transport) Act and the Dangerous Goods Act on behalf of the Northern Territory Government. 
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Workers been instructed in manual handling techniques � � � � 
Appropriate numbers of mechanical aids available � � � � 

Staff trained in the use of mechanical aids � � � � 
NOTE: If follow-up action is required for any of the above, refer to the NT WorkSafe ‘Guide to Manual 
Handling’ available for NT WorkSafe. 

Comments  

 

 

 

 
 

Ergonomics Yes No Now Later 

Tasks designed to reduce continuous stress on one set 
of muscles � � � � 

Workers vary work position regularly � � � � 

Work methods designed to vary tasks regularly � � � � 
Work benches designed to suit the height and reach of 
workers and task � � � � 

Work chairs well designed and adjustable � � � � 
Plant and controls designed and positioned to take 
account of the ergonomic requirements of workers � � � � 

Screen based equipment selected and set up to take 
account of the ergonomic requirements of workers � � � � 

If follow-up action is required for any of the above, refer to “Health and Safety in the Office” available 
from NT WorkSafe, or the “National Code of Practice for the Prevention of Occupational Overuse 
Syndrome” available from the NT Government Publications Centre. 

Comments  

 

 

 

 
 

First aid Yes No Now Later 

First aid equipment in a prominent and accessible position � � � � 
Workers trained in first aid � � � � 
All workers know who the first aiders are � � � � 

NT WorkSafe, a Division of the Northern Territory Department of Employment, Education and Training, administers the Work Health Act (NT), Dangerous Goods (Road and Rail 
Transport) Act and the Dangerous Goods Act on behalf of the Northern Territory Government. 
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Emergency phone numbers readily available � � � � 
First aid cabinets clearly labelled � � � � 
Cabinets clean, orderly and re-stocked regularly � � � � 

Records kept of accidents/injuries � � � � 
NOTE: Further information on first aid can be obtained from the NT WorkSafe “Guide to First Aid”. 

Comments  

 

 

 

 
 

Emergency procedures Yes No Now Later 

Emergency procedures in place for: � � � � 
• fire � � � � 

• chemical spills (including gas leak) � � � � 

• bomb threat � � � � 

• armed hold-up � � � � 

• remote workers � � � � 

Workers trained in these procedures and use of 
equipment � � � � 

Instructions displayed (including for other people on site) � � � � 
Exits clearly identified � � � � 
Regular emergency exercises held � � � � 

Fire fighting equipment in place, maintained and clearly 
marked � � � � 

If follow-up action is required for any of the above, refer to “Health and Safety in the Office” available 
from NT WorkSafe, or the “National Code of Practice for the Prevention of Occupational Overuse 
Syndrome” available from the NT Government Publications Centre. 

Comments  
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Workplace amenities Yes No Now Later 

Washrooms, toilets and lockers clean � � � � 
Meals area clean, tidy � � � � 
Supply of drinking water � � � � 
 

Comments  

 

 

 

 
 

Other hazards Yes No Now Later 

The above checklist is not exhaustive.  There may be 
other hazards, which you identify which are not included 
in the list.  If you identify any, they should be included 
below. 

    

 � � � � 
 � � � � 
 � � � � 

 � � � � 
 � � � � 
 � � � � 

 � � � � 
 � � � � 
 � � � � 
 � � � � 
 

NT WorkSafe > 

GPO Box 4821 
Darwin  NT  0801 
 
Telephone: 1800 019 115 
Facsimile: (08) 8999 5141 
Email: ntworksafe.deet@nt.gov.au 
Website: worksafe.nt.gov.au 

NT WorkSafe, a Division of the Northern Territory Department of Employment, Education and Training, administers the Work Health Act (NT), Dangerous Goods (Road and Rail 
Transport) Act and the Dangerous Goods Act on behalf of the Northern Territory Government. 
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