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VACANT PROPERTY 

CHECKLIST 
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Is a responsible manager 

nominated? 

Have the building insurers been 

informed? 

Are regular inspections scheduled? 

Has post been re-directed? 

Have keyholders been nominated? 

Have the local police force been 
informed of the building status and 

keyholder details? 

Have the local fire brigade been 
informed and made aware of specific fire 
risks? 

Have options to mitigate empty property 
rates been explored? 

Have owners of all items on hire/lease 
including photocopiers, franking 

machines, beer kegs etc been notified? 

Have options to mitigate risk of 
fly-tipping and traveller occupation been 
explored? 

Has a risk assessment been completed 
involving the above parties? 

Have the H&S risks to visitors, 
contractors & staff been assessed? 

Have the H&S issues of trespassers, 

including children, been assessed? 

Has all rubbish been removed from 

internal & external areas? 

Has the site been checked for 
dangerous items including sharp edges, 

trips or falls? 

Telephone: Email: 

If NO, nominate a team leader. 

If NO, ensure the insurer is informed in 
writing. 

If NO, schedule regular inspections or 
alternatively outsource. 

If NO, contact the Post Office. 

If NO, ensure key sets are duplicated 

and distributed. Keyholding can be 
outsourced if required. 

If NO, inform your neighbourhood police 
station. Find these here -
https://www.police.uk/pu/contact-the-poli 
ce/uk-police-forces/ 

If NO, inform your local fire department. 

Find these here -
https://www.fireservice.co.uk/ 
information/ukfrs/ 

If NO, consult specialist service 
providers. 

If NO, make contact with the leasing 

companies and schedule removal from 

site. 

If NO, make an assessment and 
implement recommendations. 

If NO, conduct a systematic assessment 

and document. Use 'crime in your area' 

postcode checks. 

If NO, make an assessment and 
implement recommendations. 

If NO, make an assessment and 
implement recommendations. 

If NO, ensure all rubbish is removed 
especially potentially combustible 

material. 

If NO, check site and make safe if 

possible. Alternatively sign-post and 

document on the site risk assessment. 

ACTION 

REQUIRED? 

YES NO 

ACTION 

REQUIRED? 

YES NO 
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