
  

Standard Operating Procedure 
Safety Tour Checklist 

Background: 

Most jurisdictions require that a safety tour be conducted in the work place at some 
frequency. The purpose of the safety tour is to get a team of employees to go out in their 
workplace and observe mainly the conditions in that work area. The SSI Consulting Safety Tour 
Checklist also includes aspects of knowledge of safety systems and procedures. This checklist 
is also made to be modified for specific areas with in a workplace. This becomes a record of 
that safety tour for use by Occupational Health and Safety Committees.  

Safety Tour Checklist: 

The Safety Tour Checklist has been developed to assist groups within the workplace in 
conducting detailed but concise work place safety tours. The checklist has a section to allow 
any specific area within a workplace to add items or knowledge aspects that are unique to 
that area. 

The purpose of this tool is to is to have a standard format for an workplace to use to ensure 
some consistency in both the items to be checked as well as in the reporting format to allow 
for easy follow up of any actions that need to be taken. 

The Checklist is made up of 4 main sections; Identification of the area and the team doing the 
checklist, general condition-based observation points that are similar across the whole 
workplace, general knowledge and compliance based questions to ask employees in the area 
where the safety tour is being conducted, and a section to allow for area specific items to be 
recorded and checked. 

The identification section should be filled out before the safety tour is started. There should 
be a good cross section of employees together who conduct the safety tour including at least 
one person with sufficient authority to get items rectified 

The Work Area section containers general conditions that will be observed and are normally 
standard across a whole facility not just one work area. This section is to review the 
conditions found and determine if they are satisfactory or if actions need to be taken. If 
action is required, the team should try to determine what the proper action is and who will 
do it by when. All of that should be recorded on the sheet. 

The Knowledge and Compliance section is the area where the team will ask employees 
working in the area if they are aware of the specific elements. They do not all need to be 
asked of each employee. The idea is to get an impression of the workforce’s knowledge of 
these items. It is also used to determine if people are following the standards of the 
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workplace such as wearing the appropriate PPE at all times. Again items that require actions 
or follow-up need to be recorded. 

The last section is Shop Tour. This section is set up to allow different areas of the facility to 
customize items that maybe unique to that specified area and stills need to be checked on a 
safety tour. Example the paint shop may want to specifically check on ventilation flow rates 
each tour. 

Best Practices: 1/ Set up a yearly calendar of the dates and times of the Safety Tours to 
ensure that the time is set aside to get these important tours completed. 2/ Post the 
completed Safety Tour Checklist Sheet in an area where all employees of that area can see it 
and review the findings. 

Standard Operating Procedure: 

1. Assemble the team that will conduct the Safety Tour and record the information required 
in the top section. 

2. Review the results of the last Safety Tour to understand what was found and if the 
discrepancies have been corrected. 

3. Proceed to the area where the Safety Tour will be conducted. The whole team should first 
stand off to one side and just observe what is happening around them and in the shop in 
general. This is important to see if people stop certain activities or adjust PPE when they 
see that the team is about to start a Safety Tour. 

4. Walk through the area looking not just for the items noted in sections one and three but 
also for other things that may pose a risk to employees. 

5. When a discrepancy is found, it needs to be noted in the box and the team needs to 
discuss what the appropriate actions need to be. The action discussion may take place 
after the actual tour but it needs to be done and recorded. 

6. Some of the team should randomly speak to some employees about the items listed in 
section two. The objective is to determine if employees know what they should be doing 
or what PPE is required. Again the team needs to determine the actions for each of the 
deficiencies found. 

7. The checklist should then be passed on to either the manager responsible for the area for 
review and action, or the facility safety department depending on the facility rules. 

Outcomes: 

Well documented and formatted Safety Tours ensure that all critical aspects of the area are 
covered in the tour and also allow for the follow up of actions. This practice is also a clear 
signal to all employees that Safety is important and that the organization will take the time 
to look for and correct discrepancies.
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