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RETAILERS SAFETY CHECKLIST 

I f  you  mark  a  NO box  on  the  check l i s t ,  you  have  iden t i f i ed  a  hazard .   

Next  Step?  Complete  a  Hazard  Ident i f i cat i on  fo rm and complete  a  r i sk  
as ses sment .  

Organisation Name: 

Date checklist  completed:   

Name of  person who completed checklist :   

SLIPS, TRIPS AND FALLS  

In jur ies  due to s l ips ,  t r ips  and fa l l s  account  for  near ly  a  quarter  o f  
workers  in jur ies .  You must  make sure that  your reta i l  workp lace i s  f ree  
o f  hazards that  can cause an  in jury .   You shou ld  invo lve  your employees 
in  complet ing  th i s  check l i s t .   

Floors  

Are f loor sur faces  f ree o f  water ,  i ce ,  o i l  and 
other f lu ids?  

Yes �  No �   

Are f loor sur faces  even?  (e .g .  no loose t i les ,  
torn carpet ,  no r idges  or ho les)  

Yes �  No �   

Are ramps des igned to  prevent s l ips  and fa l l s ?  
Yes �  No �   

Housekeeping  

Are wa lkways kept  c lear  o f  boxes ,  s tock ,  
extens ion cords and l i t ter?  

Yes �  No �   

Are sp i l l s  c leaned up immediate ly?  
Yes �  No �   

Are the respons ib i l i t ies  for  c lean ing  o f  f loors  
and c lear ing  o f  work areas  and wa lkways c lear ly  
spec i f ied?  

Yes �  No �   

Stairs  

Are sta i rways kept  c lear  o f  boxes ,  s tock ,  
equ ipment  and other obstruct ions?  

Yes �  No �   

I s  the t read on sta i rs  and esca la tors  adequate  to  
min imise  s l ipp ing?    

Yes �  No �   
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I s  the foot -space on each sta i r  adequate?  
Yes �  No �   

Are hand-ra i l s  adequate?  
Yes �  No �   

Lighting  

Are work areas ,  s tock storerooms,  wa lkways ,  
s ta i rs ,  l i f t s  and esca lators  wel l  l i t ?  

Yes �  No �   

Does the l i ght ing  enab le  workers  to  move 
between indoors and outs ide o f  the shop and to  
stock storerooms adequate ly?  

Yes �  No �   

Footwear  

I s  the footwear worn by workers  su i tab le  for  the 
workp lace and a l l  t asks  that  your reta i l  s ta f f  
must  undertake?    

Yes �  No �   

MANUAL HANDLING  

Manua l  hand l ing i s  a  component o f  many reta i l  t asks .  I t  can invo lve  l i f t ing  
and carry ing  heavy stock i tems,  repet it i ve  movements  such as operat ing  
a  supermarket  checkout ,  sedentary  work such as  operat ing a  computer 
to  conduct  a s tock take .   Manua l  hand l ing  can be a ma jor factor in  
workp lace in jur ies .  You shou ld  invo lve  your employees in  complet ing  
th i s  check l i s t .   

 

Work Tasks  

Can a l l  mater ia l s  inc lud ing  stock be l i f ted and 
carr ied  eas i l y ?  

Yes �  No �   

Are mechan ica l  a ids  such as  t ro l leys ,  t ro l ley  
j acks ,  fork l i f t s ,  pa l le t  j acks  ava i l ab le  and used? 

Yes �  No �   

Are workers  t ra ined in  manua l  hand l ing  
techn iques and in the use  of  mechan ica l  a ids?  

Yes �  No �   

Work Equipment  

Are work benches at  a  comfortab le  he ight ?  
Yes �  No �   

Are cha ir  backs  and seat  he ights  ad justab le?  
Yes �  No �   

I s  o f f i ce  equ ipment  ( such as  computers  and 
screens ,  po int  o f  sa le equ ipment )  ad justed to  
avo id  st ra in?  

Yes �  No �   

Are storage she lves  organ ised to min imise  
st retch ing?  

Yes �  No �   

Are storage she lves  organ ised to a l low ease o f  
access  to  most used stock?  

Yes �  No �   
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Work Organisation  

I s  rotat ion o f  t asks  used to  avo id repet it i ve  
work?  

Yes �  No �   

I s  work p lanned to reduce per iods o f  h igh  and 
low demand?  

Yes �  No �   

Are there su f f i c ient  rest  breaks?  
Yes �  No �   

Work Area  

I s  the workspace adequate  to enab le ease  o f  
movement?  

Yes �  No �   

Are work i tems that  are  regu lar ly  used with in  
easy  reach?  

Yes �  No �   

Note :  manua l  hand l ing  i s  not  a  hazard  that  can  be  e l iminated .  You ’ l l  need  
to  contro l  the  r i sks  f rom th i s  haza rd  by  redes i gn ing  work  p roces ses  e . g .  
prov ide  adequate  b reaks  to  ca sh ier s  to  avo id  repet i t i ve  s t ra in .  You ’ l l  a l so  
need  to  th ink  about  p rov id ing  mechan ica l  a ids  to  move la rge  s tock  i tems  
or  bu lk  amounts  o f  s tock .  Tra in ing  in  manua l  hand l ing  techn iques  i s  a l so  
an  impor tant  con tro l  measu re  fo r  reta i l e r s .  

ELECTRICAL FITTINGS & EQUIPMENT  

E lectr ic i t y  has  a  great  potent ia l  to ser ious ly  in jure  and k i l l .  You have a  
respons ib i l i t y  to ensure that  e lectr ica l  f i t t ings  and equ ipment  in your 
workp lace are  sa fe ,  inspected and mainta ined .  You shou ld invo lve  your 
employees in complet ing  th i s  check l i s t .   

 

Electrical  switchboards and Equipment  

Are switchboards ,  e lectr ica l  equ ipment  in a sa fe  
cond i t ion?  

Yes �  No �   

I s  portab le e lectr ica l  equ ipment  such as 
microphones and speakers  and po int  o f  sa le  
equ ipment  protected by sa fety  swi tches?  

Yes �  No �   

Power Points,  L ight F itt ings and Switches  

Are power po ints ,  l i ght  f i t t ings  and switches in  a  
sa fe  p lace  and f ree of  obv ious de fects?  

Yes �  No �   

Are they mounted secure ly ,  are  there any loose 
covers  or wires ,  broken or damaged f i t t ings  or 
s igns  o f  overheat ing?  

Yes �  No �   

I s  the power proper ly  connected to the po int  o f  
sa le  equ ipment?   

Yes �  No �   

Are extens ion leads and power boards located in 
a  sa fe  pos i t ion to prevent  mechan ica l  or  other 

Yes �  No �   
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damage? 

I s  e lectr ica l  equ ipment  i so lated f rom e lements  
such as  water that  can cause shock? 

Yes �  No �   

I s  e lectr ica l  equ ipment  i so lated f rom sharp i tems 
such as  power too l  b lades and box cutters  that  
can cause damage to cords which can cause 
shock? 

Yes �  No �   

Inspection and Maintenance of a l l  Electrical  Equipment  

Are the e lectr ica l  f i t t ings  and e lectr ica l  
equ ipment ,  inc lud ing portab le  i tems such as  
power too ls ,  ampl i f iers  and po int  o f  sa le 
equ ipment  regu lar ly  inspected and mainta ined?  

Yes �  No �   

Elect r i ca l  equ ipment  and  f i t t ings  shou ld  be  repa i red  and  main ta ined  by  a  
qua l i f i ed  person  such  as  an  e lec t r i c ian .  

MACHINERY & EQUIPMENT  

Machinery and equ ipment ,  known as  p lant ,  are  major sources of  hazards 
in  the workp lace .  You must  ensure that  p lant  i s  sa fe ,  used proper ly  and 
mainta ined in  good repa ir .   Reta i lers  are  d iverse  and some do use 
equ ipment  that  must  be guarded e .g .  key cut t ing equ ipment ,  s l i c ing  
mach ines  in  de l icatessens ,  e lectr ica l  saws in  hardware .  Whatever the 
nature o f  your reta i l  out let ,  you shou ld  invo lve  your employees in  
complet ing th i s  checkl i s t .   

 

Safety Devices  

Are mach ine guards in  p lace  on a l l  operat ing  
equ ipment?  

Yes �  No �   

Are be l t s ,  pu l leys  and other rotat ing  parts  
proper ly  guarded?  

Yes �  No �   

Are emergency stop but tons and cut  o f f  swi tches 
v i s ib le  and operat iona l ?  

Yes �  No �   

Work Areas  

I s  there adequate c learance space around 
mach inery and equ ipment?  

Yes �  No �   

Are mach inery and equ ipment areas  kept c lean?  
Yes �  No �   

I s  vent i l a t ion appropr iate  and adequate  for  the 
work area?  

Yes �  No �   

I s  no ise  reduced by muf f lers ,  ba f f les  or i so lat ion 
o f  the mach inery or equ ipment?  

Yes �  No �   

Are too ls and equ ipment  stored in  the ir  proper 
p laces?  

Yes �  No �   
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Safe Operation  

Are workers  t ra ined to  operate mach inery 
sa fe ly?  

Yes �  No �   

Are workers  superv i sed to  ensure correct  
operat ing  procedures are  fo l lowed?  

Yes �  No �   

I s  persona l  protect ive  equ ipment prov ided to 
and worn by employees and mainta ined in  good 
cond i t ion? (e .g .  eyewear when cut t ing keys ,  
hear ing  protect ion when cutt ing  t imber ,  
appropr iate  c loth ing  when work ing in  coo l 
rooms)  

Yes �  No �   

I s  equ ipment  regu lar ly  inspected for  damage and 
wear and mainta ined in  accordance with  the 
manufacturer ’ s  instruct ions?  

Yes �  No �   

EMERGENCY PROCEDURES   

As part  o f  your respons ib i l i t y  to ensure the sa fety  o f  peop le in  your 
workp lace ,  you are  requ ired to  make arrangements  for  a sa fe  and rap id  
evacuat ion in case  o f  an  emergency .  Th is  check l i s t  wi l l  he lp you deve lop 
your emergency procedures and i f  you share your works i te wi th  other 
bus inesses ,  you can use th i s  check l i s t  to  co ord inate  with  them.  You 
shou ld  invo lve you employees in complet ing  th i s  check l i s t .   

 

Identi f ication of Typical Emergencies  

Have you ident i f ied  emergenc ies  that  may 
requ ire  an  evacuat ion o f  the work ing area?  

For example ,  f i re ,  exp los ion ,  chemica l  sp i l l s ,  
bomb threat ,  f lood ing  

Yes �  No �   

Responsibi l i ty  

Have you nominated a  person/s  to be 
respons ib le  for  manag ing  the evacuat ion?  

Yes �  No �   

Signal to Evacuate  

Have you ident i f ied  what  s igna l s  wi l l  be used to  
start  the evacuat ion?  

Yes �  No �   

Have you ident i f ied  where these s igna l s  wi l l  be  
located and used?   

Yes �  No �   

I s  someone author ised to  act ivate  the s igna l ?  
Yes �  No �   

Evacuation Procedure  

Have you ident i f ied  how peop le  wi l l  evacuate  
f rom the workp lace?  ( the shortest  and most  
d irect  routes  to  sa fety  that  peop le  shou ld  use ,  
how peop le wi th d i sab i l i t ies  would evacuate)  

Yes �  No �   
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Do you have an  assembly  po int  a f ter  evacuat ion?   
Yes �  No �   

Have you ident i f ied  the checks that  shou ld be 
fo l lowed to  ensure that  everyone i s  accounted 
for?  

Yes �  No �   

Have you ident i f ied  a s igna l  that  g ives  the ‘a l l  
c lear ’  to  return ,  and nominated who wi l l  g ive  i t ?  

Yes �  No �   

Re-entry  

Have you estab l i shed re-entry  management 
procedures?  

Yes �  No �   

Display and Notif ication of  Procedures  

Are emergency procedures d i sp layed in your 
workp lace?  

Yes �  No �   

Are a l l  employees aware o f  the emergency 
procedures?  

Yes �  No �   

HAZARDOUS SUBSTANCES  

Many o f  the chemica l s  that  are  used in  many work tasks  are  hazardous .  
Th is  wi l l  be part icu lar ly  t rue for those reta i lers  who work in  
ha irdress ing  and hardware out let s .  You shou ld  invo lve  you employees in  
complet ing th i s  checkl i s t .   Complete  one check l i s t  for  each hazardous 
substance that  you use .   

 

Identi f ication of Use  

What i s  the product  used for  and who uses  i t ?  

 

Label l ing & Register  

I s  the substance c lear ly  l abe l led?  
Yes �  No �   

I s  there a mater ia l  sa fety  data  sheet  (MSDS)  for 
th i s  product  and do we have a copy?  

Yes �  No �   

Has th i s  substance been logged in  the hazardous 
substances reg i s ter?  Is  there a copy o f  the MSDS 
in  the reg i s ter?  

Yes �  No �   

Employee Information  

Do the employees know abut  the mater ia l  sa fety  
data  sheets  and do they have access  to  them?  

Yes �  No �   

Are employees consul ted about us ing  th i s  
product ?   

Yes �  No �   

Are employees aware o f  any harmfu l  e f fects?  
Yes �  No �   
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Are employees prov ided with  the correct  
protect ive sa fety  equ ipment?  

Yes �  No �   

Are employees t ra ined in  storage ,  use ,  d i sposa l  
and emergency procedures?  

Yes �  No �   

First  Aid  

Does the workp lace have appropr iate f i rs t  a id  to 
dea l  wi th sp lashes or other inc idents?  

Yes �  No �   

 

 


