PRE-START CHECKLIST
This list serves as a checklist on all items that must be in place before any works commence on site
	Item
	Description
	Yes
	No
	Comment

	1
	Tender/Contract Sum agreed?


	
	
	

	2
	Pre Tender Health & Safety Plan issued?


	
	
	

	3
	Health & Safety Executive notified of project using Form 10?


	
	
	

	4
	Contract issued and executed by both parties?


	
	
	

	5
	Contractor Health & Safety Plan prepared and approved?


	
	
	

	6
	Program agreed?


	
	
	

	7
	Guarantee Bond in place (if required)?


	
	
	

	8
	Parent Company Guarantee in place (if required)?


	
	
	

	9
	Insurance submitted and approved?


	
	
	

	10
	Tax Exemption Certificate submitted and approved?


	
	
	

	11
	SCH/Contractor Health & Safety warranty signed by both parties?


	
	
	

	12
	Hotel Manager fully briefed?


	
	
	

	13
	FFE orders issued and delivery dates confirmed?


	
	
	

	14
	Room layout design and configuration agreed?


	
	
	

	15
	Working practices agreed and minuted?


	
	
	


	Hotel:
	

	Room numbers/Area of Hotel:
	

	Contractor:
	

	Date:
	

	Signed for Contractor:
	

	Signed for Hotel:
	


DAILY CHECK PROCEDURE AT END OF EACH WORKING DAY
The following checklist is to be completed at the end of the Contractors operations each day by Hotel Management and Contractor.
	Item
	Description
	Yes
	No
	Comment

	1
	All fire doors operational?


	
	
	

	2
	All heat/smoke detectors working and uncovered?


	
	
	

	3
	All duct doors/hatches locked?


	
	
	

	4
	All fire escape routes clean and clear?


	
	
	

	5
	Temporary and permanent emergency lighting working?


	
	
	

	6
	All electrical power and other tools disconnected and locked away?


	
	
	

	7
	All debris/rubbish/material removed?


	
	
	

	8
	Fire alarm installation working?


	
	
	

	9
	All exit signs fully operational?


	
	
	

	10
	Fire book checked and signed?


	
	
	

	11
	All contractor workers off site and works completed for the day?


	
	
	

	12
	“Apologizes” and “Danger Men at Work” signs displayed?


	
	
	

	13
	All apparatus through fire compartmentation walls made good (temp)?


	
	
	

	14
	All fire fighting apparatus working and in position?


	
	
	


	Hotel:
	

	Room numbers/Area of Hotel:
	

	Contractor:
	

	Date:
	

	Signed for Contractor:
	

	Signed for Hotel:
	


HANDOVER CHECKLIST FOR REFURBISHED HOTEL ROOMS AND CORRIDORS
The following checklist is to be completed by Hotel Management and Contractor.
	Item
	Description
	Yes
	No
	Comment

	1
	Fire Alarms checked/tested? (Commissioning certificate required)


	
	
	

	2
	Smoke/heat detectors checked/tested? (Commissioning certificate required)


	
	
	

	3
	All fire doors operational?


	
	
	

	4
	Fire notices fixed to back of entrance door in each room?


	
	
	

	5
	All statutory fire signs in place and operational?


	
	
	

	6
	Emergency lighting checked/tested? (Commissioning certificate required)


	
	
	

	7
	IEC Electrical test certificates issued?


	
	
	

	8
	All mechanical installations checked and tested?


	
	
	

	9
	All phones checked and tested?


	
	
	

	10
	Room lighting checked?


	
	
	

	11
	Snagging completed to standard to allow room to be let/used?


	
	
	

	12
	Area being handed over to hotel is clean and ready for letting?


	
	
	

	13
	All FF&E supplied and in position?


	
	
	

	14
	All fire escape routes clean and clear?


	
	
	

	15
	Hotel Management advised of handover?
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	ACCEPTANCE OR NON-ACCEPTANCE (delete as necessary)
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	Date:
	

	Signed for Contractor:
	

	Signed for Hotel:
	


