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LIVING YOUR BEST LIFE
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PREMISES CHECKLIST

Building:

east .
ayrshire
leisure

Day & Date:

Daily Checks
(First person in the building)

Yes

No

Action(s)

Is there any sign of illegal entry?

Yes - call the police and report to line manager.
Do not enter the building till the police arrive.

Is there a smell of gas?

Yes - Open all windows secure the building and call
0800 111 999 and inform your line manager. Do not
re-enter the building until you have had assurance it is
safe to do so.

Have you checked that the escape routes
are clear?

No - Do so and enter this in the fire register

Is there any damage to the building that
represents an immediate threat to life or
limb?

Yes - Close the building place signage at entry and
inform your line manager. If it is a in an area of the
building that can be closed off safely, leave the
building open, secure the area, place signage and
inform your line manager.

Name:

The following checked to be completed by a person nominated by the Premises Manager

Have you looked around the building
for repairs and reported them. Including
Equipment in gyms etc?

Signature:

No - Do so if an area or equipment is unsafe ensure
it is not entered or used and place a do not enter/
do not use sign on the access point or faulty item.
Report equipment faults to your line manager and
report building faults via the intranet.

Have you checked the CCTV system?

YES - Complete the CCTYV test log, if there are any
faults report them via the Intranet.

Is the car park checked regularly and
inappropriate parking dealt with?

Ist Day of the Working Week Checks

Have you flushed water outlets that are
not used often?

No - Ensure regular checks are being carried out and
any one parking in a restricted area or
dangerously is moved.

No - Do so run taps and showers for 5 minutes and
log this in the water quality folder.

Have you checked the emergency lighting
and fire alarm and recorded the results in
the fire register?

Ist Work Day in February & August

Have you carried out an unnanounced fire
drill?

Have you carried out a Workplace
Inspection?

Ist Work Day in April & October (carried out by the Premises Manager or nominated person)

No - Do so and enter this in the fire register.

No - Do so and log it in the fire register.

Complete a fire drill report form and put the
number of people exiting the building in the
comments box together with use of the Evac Chair if
the building has one.

No - Do so with another member of staff if this is
possible and submit the completed report to your
line manager.

Employee Name:

Employee Signature:




