Action Plan Template



	Project Name :
	



	
	Done
	To Do By
	Comments

	I have undertaken risk assessments 
	
	
	

	I have appointed a competent person to help me manage health and safety
	
	
	

	If employee 5 or more persons, I have an up-to-date health and safety policy.
	
	
	

	I am displaying the health and safety poster, or given my employees the equivalent pocket card.
	
	
	

	I have arrangements in place to consult with my employees on health and safety matters.
	
	
	

	My employees are appropriately trained health and safety matters.
	
	
	

	I know how to report a work related incident.
	
	
	

	I provide appropriate welfare facilities for my employees.
	
	
	



	Health & Safety Officer signature :
	



