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Health & Safety File Checklist
Construction (Design and Management) Regulations 2015
A practical checklist for reviewing the preparation, content, updating and handover of a CDM Health and Safety File.
	PROJECT
Enter the project name

	PROJECT / PROGRAMME
Wider programme, where relevant
	SITE / STRUCTURE
Site address and structure
	CLIENT
Enter client name or organisation

	PRINCIPAL DESIGNER
Enter organisation
	PRINCIPAL CONTRACTOR
Enter organisation
	FILE CURRENTLY HELD / MANAGED BY
Organisation and role

	CHECKLIST COMPLETED / REVIEWED BY
Name
	ROLE / ORGANISATION
Role and organisation

	HEALTH AND SAFETY FILE REQUIRED?
☐ Yes     ☐ No     ☐ To confirm



	PROJECT REFERENCE
Enter reference
	FILE REFERENCE
Enter reference
	REVISION
Revision
	DATE
DD/MM/YYYY
	PLANNED / ACTUAL COMPLETION
Date, planned or actual



ABOUT THIS CHECKLIST • DELETE BEFORE ISSUE
A Health and Safety File is required under CDM 2015 for projects involving more than one contractor. It contains information about the project that is likely to be needed during future construction work to protect health and safety.
This checklist is a practical review aid for checking how the file is prepared, kept relevant, updated and handed over. It is not the Health and Safety File itself and is not a statutory form.
The file should be proportionate to the project and include only information likely to help people plan and carry out future construction work safely. It should not become a general project archive or duplicate information that is of no use to future construction work.
Use the separate Aptoris Health and Safety File Template where a structured file is required.
Prompts clear when you type. Guidance boxes may be deleted before issue.
Sources: CDM 2015 Regulations 4 and 12; HSE L153 Managing health and safety in construction, Appendix 4; HSE guidance for principal designers and clients.

Project and file set-up
Record the facts that decide whether a CDM Health and Safety File is required, and who is currently responsible for it. Answer the applicability question first.
	More than one contractor involved or reasonably foreseeable?
	☐ Yes     ☐ No     ☐ To confirm



If No: A CDM Health and Safety File is only required for projects involving more than one contractor. Where there is only one contractor, the Regulation 12(5) Health and Safety File requirement does not apply to the project. Existing building information and other records may still need to be retained for other legal, operational or asset-management purposes, but they should not be presented as a statutory CDM Health and Safety File where the CDM requirement does not apply. Record that here and do not treat the remaining sections as statutory requirements.

	Project description
	Briefly describe the project and the structure

	Client
	Client name or organisation
	Principal Designer
	Organisation

	Principal Contractor
	Organisation
	Number / expected number of contractors
	Number, or a description

	Principal Designer appointment date
	DD/MM/YYYY
	Construction phase start
	DD/MM/YYYY

	Planned / actual completion
	Date, planned or actual
	File initiated date
	DD/MM/YYYY

	File reference
	Reference
	Current revision
	Revision and status

	Current file holder
	Organisation
	Current responsible dutyholder
	Role, for example Principal Designer

	Existing H&S File for structure available?
	☐ Yes     ☐ No     ☐ N/A     ☐ To confirm

	Domestic client?
	☐ Yes     ☐ No     ☐ To confirm

	Format / storage location
	How and where the file is kept



Who manages the file: While the Principal Designer is appointed, it prepares the file and keeps it reviewed, updated and revised (Regulation 12(5) and (6)). The Principal Contractor holds it only if the Principal Designer’s appointment ends before the end of the project (Regulation 12(8) and (9)). The client must ensure the file is prepared, revised as appropriate and kept available (Regulation 4(5)(b)).
Domestic clients: A Health and Safety File is still required for a multi-contractor domestic-client project. The domestic client’s duties, including those in Regulation 4(5)(b), are carried out by the Principal Contractor, or by the Principal Designer where there is a written agreement (Regulation 7(1)). The Principal Designer’s Regulation 12 file duties are unchanged while it is appointed, and the file is still passed to the client at the end of the project (Regulation 12(10)).
1. Requirement and responsibility
Regulations 4(5)(b), 5 and 12. Confirm the arrangements once; revisit them if the project changes.
	Requirement / check
	What to confirm
	Done
	N/A
	Evidence / reference / action

	Applicability: The project involves, or is reasonably foreseeable to involve, more than one contractor.
	If not, see the note on page 2: the remaining sections do not apply as statutory requirements.
	☐
	☐
	Reference, owner or action

	Principal Designer: The Principal Designer has been identified as responsible for preparing and maintaining the file while appointed.
	Regulation 12(5) and (6).
	☐
	☐
	Reference, owner or action

	File established: The file has been started during the pre-construction phase.
	Regulation 12(5). HSE advises agreeing the structure and content with the client as soon as practicable after appointment (L153 Appendix 4, paragraph 10).
	☐
	☐
	Reference, owner or action

	Existing file: An existing Health and Safety File for the structure has been obtained and considered.
	Mark N/A if none exists. It may be incomplete or out of date: check it before relying on it. See the note below this table.
	☐
	☐
	Reference, owner or action

	Client arrangements: The client arrangements recognise the requirement for the Health and Safety File and its final retention.
	Regulation 4(5)(b). For a domestic client, see the note on page 2.
	☐
	☐
	Reference, owner or action

	Principal Contractor information: The Principal Contractor understands its duty to provide relevant information to the Principal Designer.
	Regulation 12(7).
	☐
	☐
	Reference, owner or action

	Responsibility if PD appointment ends: The project arrangements identify that responsibility passes to the Principal Contractor if the Principal Designer’s appointment ends before project completion.
	Regulation 12(8) and (9). See Section 8.
	☐
	☐
	Reference, owner or action

	Final client handover: Arrangements identify who will pass the file to the client at project completion.
	Regulation 12(10). See Section 9.
	☐
	☐
	Reference, owner or action


Existing Health and Safety File: the client should provide any existing file (L153 Appendix 4, paragraph 10). Its information can be relevant to current design decisions, project planning, preparing the new or updated file and future-work information. An existing file is not automatically complete or current.
2. Purpose and scope
Regulation 12(5). The file holds information likely to be needed during future construction work to ensure health and safety. Tick when reviewed and current.
	Requirement / check
	What to confirm
	Reviewed / current
	N/A
	Evidence / reference / action

	Future construction work: The file is focused on information likely to be needed during future construction work on the structure.
	Regulation 12(5). For example, maintenance, cleaning, refurbishment or demolition (L153 Appendix 4, paragraph 3).
	☐
	☐
	Reference, owner or action

	Health and safety relevance: Included information has a clear health and safety purpose for future work.
	Would a future designer or contractor need it to plan and carry out the work safely?
	☐
	☐
	Reference, owner or action

	Project-specific: The file is appropriate to the characteristics of this project and structure.
	Regulation 12(5). Not generic text that would fit any building.
	☐
	☐
	Reference, owner or action

	Proportionate: The amount and level of detail are proportionate to the risks and likely future use.
	Enough detail for the likely risks to be identified and addressed (L153 Appendix 4, paragraph 4).
	☐
	☐
	Reference, owner or action

	Clear / usable: Information is organised so that a future designer, contractor or other relevant person can identify and understand what matters.
	Convenient form, clear, concise and easily understandable (L153 Appendix 4, paragraph 4).
	☐
	☐
	Reference, owner or action

	Structure / navigation: The file has sufficient structure, indexing or navigation for a future user to find relevant information.
	No particular numbering or indexing system is required. Most relevant for large files.
	☐
	☐
	Reference, owner or action

	Avoid duplication: Information is referenced rather than duplicated where a clear, durable reference to another retained record is more useful.
	Only where that record will be kept and stay accessible to future users. Do not rely on temporary project links.
	☐
	☐
	Reference, owner or action


Information quality: HSE guidance says information must be in a convenient form, clear, concise and easily understandable, with enough detail for the likely risks to be identified and addressed, and a level of detail proportionate to the risks (L153 Appendix 4, paragraph 4).
3. Information to consider for inclusion
Consider for inclusion where relevant to future construction work. Based on HSE L153 Appendix 4, paragraph 3. Tick when considered; mark N/A where the category does not arise on this project.
	Requirement / check
	What to confirm
	Considered
	N/A
	Evidence / reference / action

	Work carried out: A brief description of the work carried out.
	L153 Appendix 4, paragraph 3(a).
	☐
	☐
	Reference, owner or action

	Residual hazards: Relevant hazards that were not eliminated through design or construction, and information needed to understand how they were addressed.
	3(b). For example, asbestos survey or contaminated land information, where relevant.
	☐
	☐
	Reference, owner or action

	Structural principles: Key structural principles and information needed to work safely on or around the structure.
	3(c). For example, significant bracing, sources of substantial stored energy, safe working loads for floors and roofs.
	☐
	☐
	Reference, owner or action

	Hazardous materials: Relevant hazardous materials incorporated into the completed structure where future work may expose people to risk.
	3(d). For example, lead paints or special coatings.
	☐
	☐
	Reference, owner or action

	Removal / dismantling: Information about special arrangements needed to safely remove or dismantle installed plant or equipment.
	3(e). For example, special lifting arrangements.
	☐
	☐
	Reference, owner or action

	Cleaning / maintenance equipment: Health and safety information about equipment provided for cleaning or maintaining the structure.
	3(f).
	☐
	☐
	Reference, owner or action

	Significant services: Nature, location and identification of significant services relevant to future work.
	3(g). For example, underground cables, gas supply equipment, fire-fighting services.
	☐
	☐
	Reference, owner or action

	As-built information: Relevant as-built drawings or information about the building, plant and equipment needed to carry out future work safely.
	3(h). For example, safe access to and from service voids, fire doors. Not every drawing.
	☐
	☐
	Reference, owner or action



Include what future work needs — not everything the project produced
The categories above are matters to consider, not a requirement to include every item on every project. The test is whether the information is likely to be needed during future construction work to protect health and safety. Examples are taken from HSE guidance to explain each category; the project decides what belongs.
4. Avoid irrelevant project records
HSE L153 Appendix 4, paragraph 4: the file should not include things that will be of no help when planning future construction work. Tick when checked.
	Requirement / check
	What to confirm
	Checked
	N/A
	Evidence / reference / action

	Pre-Construction Information: PCI is not included merely because it existed during the project. Only relevant enduring information needed for future work is carried forward.
	For example, a survey finding about a hazard that remains in the structure.
	☐
	☐
	Reference, owner or action

	Construction Phase Plan: The Construction Phase Plan is not included as a project record merely for completeness.
	L153 Appendix 4, paragraph 4.
	☐
	☐
	Reference, owner or action

	Contracts: Contracts and routine commercial documents are not included unless a specific piece of information has genuine future health and safety relevance.
	L153 Appendix 4, paragraph 4.
	☐
	☐
	Reference, owner or action

	Method statements / RAMS: Routine construction-phase RAMS and Method Statements are not stored in the file merely because they were used during the project.
	Extract any enduring point, such as a temporary-works detail left in place.
	☐
	☐
	Reference, owner or action

	Routine project administration: Meeting minutes, correspondence, inspection records and similar project administration are not included unless a specific item contains enduring information genuinely needed for future work.
	Extract or reference the specific item, not the whole record.
	☐
	☐
	Reference, owner or action


These records can occasionally contain an item of enduring value, such as a hazard left in place or a temporary-works element that remains in the structure. Where they do, extract or reference that item; do not file the whole document.
Health and Safety File vs O&M information: The CDM Health and Safety File is not simply an O&M manual. There may be overlap, but the Health and Safety File is specifically concerned with information likely to be needed to protect health and safety during future construction work. O&M information can be included or referenced where it meets that test.
5. Information from designers
Regulations 9(3)(b), 9(3)(c) and 9(4), and the Principal Designer’s coordination duties. Tick when reviewed and current.
	Requirement / check
	What to confirm
	Reviewed / current
	N/A
	Evidence / reference / action

	Relevant residual information: Designers provide relevant information about risks that cannot be eliminated and that others need to manage.
	Regulation 9(3)(b): information about those risks to the Principal Designer.
	☐
	☐
	Reference, owner or action

	File information identified: Designers identify information appropriate for inclusion in the Health and Safety File and provide it so that it is included.
	Regulation 9(3)(c). No particular form is required, and no designer needs a separate file section.
	☐
	☐
	Reference, owner or action

	Sufficient information: Information is sufficiently clear to assist future designers and contractors where relevant.
	Regulation 9(4); L153 Appendix 4, paragraph 4.
	☐
	☐
	Reference, owner or action

	Design changes: Relevant design changes are reflected in file information where they alter future-work risks or arrangements.
	Including contractor design. After the PD appointment ends, designers provide this to the Principal Contractor (L153 Appendix 4, paragraph 9).
	☐
	☐
	Reference, owner or action

	Captured in time: Designers’ file information is obtained before their work on the project ends.
	L153 Appendix 4, paragraphs 9 and 11: it may be difficult to obtain later.
	☐
	☐
	Reference, owner or action


6. Information from the Principal Contractor
Regulation 12(7): during the project, the Principal Contractor must provide the Principal Designer with any information in its possession relevant to the file. Tick when reviewed and current.
	Requirement / check
	What to confirm
	Reviewed / current
	N/A
	Evidence / reference / action

	Relevant information supplied: The Principal Contractor provides the Principal Designer with information in its possession that is relevant to the Health and Safety File.
	Regulation 12(7).
	☐
	☐
	Reference, owner or action

	Information arrangements: Practical arrangements exist for relevant information to be identified and provided as work progresses.
	For example, an agreed information schedule or a standing item at progress meetings.
	☐
	☐
	Reference, owner or action

	Contractors / specialists: Relevant information originating from contractors, specialists and suppliers reaches the Principal Contractor / Principal Designer where it is needed for the file.
	A practical project arrangement. Contractors have no specific file duty of their own (L153 Appendix 4, paragraph 16).
	☐
	☐
	Reference, owner or action

	As-built changes: Relevant as-built changes that affect future construction work are reflected in the information provided.
	Changes made on site, not only the design intent.
	☐
	☐
	Reference, owner or action

	Timeliness: Information is gathered progressively rather than left entirely until project completion.
	Good practice, not a statutory deadline.
	☐
	☐
	Reference, owner or action


7. Review, update and revise
Regulation 12(6), and 12(9) where the Principal Contractor holds the file. Tick when reviewed and current.
	Requirement / check
	What to confirm
	Reviewed / current
	N/A
	Evidence / reference / action

	File reviewed: The file is appropriately reviewed as the project develops.
	Regulation 12(6), or 12(9) once the Principal Contractor holds it.
	☐
	☐
	Reference, owner or action

	Relevant new information: Relevant new information is incorporated.
	Regulation 4(5)(b)(ii).
	☐
	☐
	Reference, owner or action

	Design changes: Design changes affecting future work are reflected.
	See Section 5.
	☐
	☐
	Reference, owner or action

	Construction changes: Relevant construction / as-built changes are reflected.
	See Section 6.
	☐
	☐
	Reference, owner or action

	Obsolete information: Superseded or misleading information is removed, corrected or clearly identified.
	Including information carried forward from an existing file.
	☐
	☐
	Reference, owner or action

	Current status: The current file revision / status is clear.
	Record it in the set-up table.
	☐
	☐
	Reference, owner or action


CDM 2015 does not prescribe a universal review frequency. Review and updating should respond to the work and changes occurring on the project.
8. If the Principal Designer’s appointment ends before project completion
Regulation 12(8) and (9). Complete only if the Principal Designer’s appointment ends before the end of the project; otherwise mark each row N/A. While the Principal Designer remains appointed, the Principal Designer, not the Principal Contractor, prepares and maintains the file.
	Requirement / check
	What to confirm
	Done
	N/A
	Evidence / reference / action

	File passed to the Principal Contractor: The Principal Designer passes the current Health and Safety File to the Principal Contractor.
	Regulation 12(8). Record the date in Key references.
	☐
	☐
	Reference, owner or action

	Status clear: The handover identifies the file’s current revision, outstanding information and any known gaps.
	A practical handover control. HSE advises making the Principal Contractor aware of outstanding issues (L153 Appendix 4, paragraph 13).
	☐
	☐
	Reference, owner or action

	Principal Contractor takes on the file: The Principal Contractor understands that it must appropriately review, update and revise the file for the remainder of the project.
	Regulation 12(9).
	☐
	☐
	Reference, owner or action

	Relevant information continues: Arrangements remain in place to gather and incorporate relevant information until completion.
	Including information from any designer working after the PD appointment ends.
	☐
Reviewed / current
	☐
	Reference, owner or action


9. Final handover to the client
Regulation 12(10). Use the route that applies and mark the other N/A.
	Requirement / check
	What to confirm
	Done
	N/A
	Evidence / reference / action

	File reflects the completed project: The file reflects the project as completed and contains the relevant information available at handover.
	Record any information still outstanding as an action. This is not a certificate that the file is complete.
	☐
	☐
	Reference, owner or action

	Principal Designer route: The Principal Designer passes the file to the client where the Principal Designer remains appointed at completion.
	Regulation 12(10). Mark N/A if the file passed to the Principal Contractor under Section 8.
	☐
	☐
	Reference, owner or action

	Principal Contractor route: Where there is no Principal Designer because the PD appointment ended earlier and the Principal Contractor holds the file, the Principal Contractor passes it to the client.
	Regulation 12(10). Otherwise mark N/A.
	☐
	☐
	Reference, owner or action

	Handover recorded: The date, recipient, format / location and file revision are recorded.
	Record them in Key references.
	☐
	☐
	Reference, owner or action

	Nature and purpose explained: The client understands the nature and purpose of the Health and Safety File and its ongoing availability requirements.
	HSE advises explaining the file’s structure, content and significance for later projects (L153 Appendix 4, paragraphs 13 and 15).
	☐
	☐
	Reference, owner or action


10. Client retention and future availability
Regulation 4(5)(b)(iii) and 4(7). For a domestic client, see the note on page 2.
	Requirement / check
	What to confirm
	Done
	N/A
	Evidence / reference / action

	Retained: The client has arrangements to retain the Health and Safety File.
	Regulation 4(5)(b)(iii). HSE: as long as it is relevant, normally the building’s lifetime.
	☐
Reviewed / current
	☐
	Reference, owner or action

	Available: The file is kept available for inspection by people who may need it to comply with relevant legal requirements.
	Regulation 4(5)(b)(iii).
	☐
Reviewed / current
	☐
	Reference, owner or action

	Accessible / understandable: The client knows where the file is held and how relevant people can access it when future work is planned.
	Practical guidance.
	☐
Reviewed / current
	☐
	Reference, owner or action

	Durable, accessible form: The file is kept in a durable, accessible form suitable for the client and future users.
	Practical guidance. HSE: electronic, paper, film or any other durable form (L153 Appendix 4, paragraph 7).
	☐
Reviewed / current
	☐
	Reference, owner or action

	Future projects: The file can be provided as relevant existing information for future construction work.
	Pre-Construction Information includes information in any existing file (Regulation 2(1)).
	☐
Reviewed / current
	☐
	Reference, owner or action

	Disposal of interest: If the client disposes of its interest in the structure, arrangements ensure the file is provided to the person acquiring that interest.
	Regulation 4(7). Mark N/A unless a disposal is planned or has taken place.
	☐
	☐
	Reference, owner or action

	New holder informed: The acquiring person is made aware of the nature and purpose of the file.
	Regulation 4(7).
	☐
	☐
	Reference, owner or action


Disposal of interest: A client that disposes of its interest in the structure complies with the duty to keep the file available by providing it to the person who acquires that interest and ensuring that person is aware of the nature and purpose of the file (Regulation 4(7)). HSE guidance covers part-sales and leases (L153 Appendix 4, paragraph 8).
After completion: Regulation 4(5)(b) requires the client to ensure the file is revised as appropriate and kept available; it sets no separate timetable for updating the file after the project ends. HSE guidance advises keeping it for as long as it is relevant and revising it as necessary. Updates usually come through later construction work, when the client provides the file as existing information and that project’s Principal Designer revises it or prepares a new one.
PRACTICAL FINAL REVIEW — NOT A STATUTORY CHECKLIST
Practical final review
	Done
	Review item
	Note

	☐
	Health and Safety File requirement / project applicability confirmed.
	

	☐
	Responsible dutyholder for the file is clear.
	

	☐
	File was established during the pre-construction phase where required.
	

	☐
	File purpose and scope are appropriate.
	

	☐
	Content is focused on future construction work.
	

	☐
	Information is proportionate to project risks.
	

	☐
	Relevant residual hazard information is included.
	

	☐
	Relevant structural / services / as-built information is included where needed.
	

	☐
	Irrelevant project records have not simply been archived in the file.
	

	☐
	Relevant designer information has been captured.
	

	☐
	Relevant Principal Contractor information has been captured.
	

	☐
	File has been reviewed / updated as the project changed.
	

	☐
	Current revision / status is identifiable.
	

	☐
	PD-to-PC handover arrangements are addressed where applicable.
	

	☐
	Final handover to client is addressed.
	

	☐
	Client retention / availability arrangements are addressed.
	

	☐
	Outstanding information / actions are recorded.
	


Outstanding Health and Safety File actions
Record genuine gaps and outstanding information found while completing this checklist.
	Ref
	Action
	Responsible person / organisation
	Target date
	Complete

	HSF01
	Action
	Name / organisation
	DD/MM/YYYY
	☐

	HSF02
	
	
	
	☐

	HSF03
	
	
	
	☐

	HSF04
	
	
	
	☐

	HSF05
	
	
	
	☐


To add rows, place the cursor in the last row and use Insert Row, then add the next reference.
Key references
	Existing H&S File reference
	Reference, or none held
	Principal Designer appointment
	Reference and date

	PD → PC handover record, if applicable
	Date, revision and record, or N/A
	Final client handover record
	Date, recipient, format / location, revision


Completed / reviewed by
	Detail
	Completed by
	Reviewed / updated by, where required by project arrangements

	Name
	Name
	Name

	Role
	Role
	Role

	Organisation
	Organisation
	Organisation

	Date
	DD/MM/YYYY
	DD/MM/YYYY


CDM 2015 does not require this checklist itself to be formally signed off.
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