National Maritime Museum


DAILY CHECK LIST:
All Hands Gallery

	
	MON
	TUES
	WEDS
	THUR
	FRI
	SAT
	SUN

	All doors unlocked and fire

Evacuation route unobstructed
	
	
	
	
	
	
	

	Telephones working
	
	
	
	
	
	
	

	Fire extinguishers in place 

and unobstructed
	
	
	
	
	
	
	

	AV equipment switched on 

and working correctly
	
	
	
	
	
	
	

	Paintings/artefacts present and correct.  Report any new damage
	
	
	
	
	
	
	

	Adequate lighting

Gallery/cases/lobby/stairs
	
	
	
	
	
	
	

	Barriers, signage, cleaning, leaks

Report if barriers/signage need

to be setup/removed
	
	
	
	
	
	
	

	Air conditioning and heating satisfactory
	
	
	
	
	
	
	

	Gallery Assistant to initial
	
	
	
	
	
	
	

	Gallery Manager to initial
	
	
	
	
	
	
	


	Date
	Artefact
	Removed
	Returned



	
	
	
	


	Date
	Defect

Give full details and exact location
	GA’s

Initial
	GM’s

Initial
	Reported

To…
	Date

rported

	
	
	
	
	
	


Comments and faults

	Date
	Comment
	GA (Print name)



	
	
	


