Audit Documentation Guidelines


Audit Documentation Guideline
	Health and Safety Management
	Inspections
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	Health and Safety Policy
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	Inspection policy/process and records

	
	· Signature of current chief officer
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	Inspection training records 
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	Health and Safety Manual
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	Inspection forms

	
	· Written responsibilities employees (may also include contracts, job descriptions, and/or handbooks for responsibility statements)
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	System to correct substandard conditions and practices

	
	· 
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	Inspection reports

	
	· General health and safety rules
	[image: image8.wmf]
	Follow-up records (review and sign-off)

	
	· Work rules
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	Compliance process and records
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	Management Involvement
	Emergency Response

	
	· Records of work site tours
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	Emergency Response Plan (work site specific)

	OHS Act, Regulation and Code
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	Current version with amendments
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	Communication information

	Hazard Assessment
	[image: image14.wmf]
	Emergency response training records
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	List of employee occupations/jobs
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	Emergency response drills
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	List of employee job tasks
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	Emergency response and drill deficiency correction records
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	Hazard ID process and records
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	First aid training records (for company and contracted responders)
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	Hazard assessment process and rating system
	Incident Investigation

	[image: image22.wmf]
	Records with hazard ratings
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	Incident reporting process (for workplace incidents, health occurrences, near misses, and work refusals)
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	Key employee training records
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	Site-specific hazard assessment policy and procedure
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	Incident report form
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	Site-specific hazard assessment records
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	Incident records
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	· Sign-off by affected employees
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	Incident investigation policy/process
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	· Controls in place for identified hazards
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	Investigation and cause analysis training records
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	Hazard review process
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	Employee involvement in investigations

	
	· Reviewed on a regular basis; 
	
	· Managers and supervisors

	
	· Reviewed when new work processes are introduced;
	
	· Workers 

	
	· Reviewed when changes to the operation are implemented;
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	Investigation records

	
	· Reviewed when site-specific hazard assessments/inspections/investigations identify previously unrecognized hazards
	
	· Include evidence and root cause

	
	· 
	
	· Recommend and take corrective action
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	Employee involvement in hazard assessment process
	
	· Reviewed and signed off by senior management
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	Reporting system for unsafe, unhealthy conditions and practices 
	
	· Results communicated to employees

	Hazard Control
	Work Site HSC and HSR
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	Hazard control system, procedures, records
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	Evidence of established Health and Safety Committee (HSC) and/or Health and Safety Representative (HSR)
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	Terms of reference for HSC
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	Workplace violence prevention plan
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	Guidance procedures for HSR

	
	· Violence prevention policy and procedures with regular review requirements
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	HSC and/or HSR training records

	
	· 
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	System to address health and safety concerns/complaints
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	Workplace harassment prevention plan
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	Records of HSC and/or HSR involvement in required activities

	
	· Harassment prevention policy and procedures with regular review requirements
	
	· Issues resolution

	
	· 
	
	· Hazard ID and communication
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	Preventative maintenance program and records
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	· Hazard control
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	System to remove defective equipment
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	· Training and promotion of health and safety issues

	Hazardous Products
	
	· Inspections
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	Inventory of hazardous products
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	· Incident investigations
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	SDS
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	· Officer directed activities
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	Labels
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	Minutes of HSC meetings

	Training
	Health and Safety System Review
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	Training documentation (critical issues; general orientation; job/task specific; and special purpose/formal qualifications)
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	Communication of issues to employees
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	Feedback received from employees

	
	· Training materials (health and safety)
	[image: image60.wmf]
	Communication of changes to hazard controls to employees

	
	· Training records
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	Communication of audit results to affected employees

	
	· Employee records (at all levels)
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	Records kept for minimum of 3 years
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	New job training, recertification, refresher training and competency verification records
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	Safety and loss control statistics

	
	
	
	· Frequency

	Work Site and Other Parties
	
	· Severity
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	Plan to protect individuals in the vicinity or the work site(s)
	
	· Cost per claim

	
	
	
	· Analysis for trends and needs
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	Prequalification process for contracted employers and self-employed persons
	
	· Used to improve the H&S program
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	Orientation and/or process to protect visitors and contracted employers and self-employed persons
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	Previous audits

	
	
	
	· Recommendations implemented
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	Monitoring process for contracted employers and self-employed persons
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	Regulatory compliance reports

	
	· Process to regularly monitor activities
	
	· Recommendations implemented

	
	· Process to deal with non-compliance
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