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Element 1: Health and safety policy 
 
Criteria Things I will be looking for 
1.1.1 There is a documented health and safety policy, 

authorized by the organization’s top management 
that: 
a) requires compliance with health and safety 
legislation; 
b) is appropriate to the nature and scale of the 
organization’s health and safety risks; 
c) states overall health and safety objectives; and 
d) demonstrates a commitment to the continued 
improvement of health and safety performance. 

- A safety policy displayed prominently which 
addresses all the elements of this criterion 

 

 

Briefly describe how you comply with this requirement 
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Element 2: Planning 
 
Criteria Things I will be looking for 
2.1.1 The organization identifies and monitors the content of 

all health and safety legislation, standards, codes of 
practice, agreements and guidelines relevant to its 
operation. 

- Evidence that you stay up to date with changes in 
relevant legislation, etc. 

- Relevant legislation includes 
o Occupational Health and Safety Act 2004 
o Dangerous Goods Act 1985 
o Dangerous Gods (Storage and Handling) 

Regulations 2000 
o OH&S Regulations 2007 

- Relevant Australian Standards  
o AS 2727-1997 Chainsaws - Guide to safe working 

practices 
o the various standards related to personal 

protective equipment, emergency procedures 
Briefly describe how you comply with this requirement 
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Criteria Things I will be looking for 
2.1.2 The organization’s procedures, work instructions and 

work practices reflect the requirements of current 
health and safety legislation, standards, codes of 
practice, agreements and guidelines. 

Documented work instructions that clearly cross reference 
relevant legislation and reflect its requirements. 

2.1.3  All personnel in the organization are advised of, and 
have ready access to, current health and safety 
legislation, standards, codes of practice, agreements 
and guidelines. 

A physical library or evidence that the responsible person 
onsite has the knowledge how to obtain relevant information 
from the internet. 

2.1.4 The organization and/or individual satisfies legal 
requirements to undertake specific activities, perform 
work or operate equipment including any: 
a) licence; 
b) certificate of competency; 
c) notification; 
d) registration; and/or 
e) approval. 

Evidence that the following plant is registered: 
- boilers and pressure vessels of hazard level A,B or C 

in AS3920 
- Tower Cranes 
- Mobile  cranes with a safe working load >10 t 

Evidence that forklift drivers hold the appropriate licences 

2.1.5 Changes to health and safety legislation, standards, 
codes of practice, agreements and guidelines 
generate a review of existing procedures. 

Evidence that procedures are reviewed following changes 
in legislation – like the new OH&S Act 

Briefly describe how you comply with these requirements 
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2.2 Objectives and Targets 
Criteria Things I will be looking for 
2.2.1 Health and safety objectives and targets consistent 

with the organization’s health and safety policy are 
documented, are appropriate to the organization’s 
activities and consider: 
a) legal requirements; 
b) standards and codes; 
c) health and safety hazards and risks; 
d) available technology; 
e) agreements and guidelines; 
f) operational requirements; and 
g) the view of interested parties. 

A written list of health and safety objectives that have 
quantified targets and specified target dates. 
Examples may be:  

- Ensure all employees have a hearing test by 
December 2005. 

- Manager to review all reported incidents within 24 
hours. 

Your hazard assessments and safety audits will probably 
generate a “to do” list.  It is important that you prioritise 
these lists so that you get the greatest value in risk 
reduction for the time and money spent on addressing the 
problem. 

Briefly describe how you comply with this requirement 
 
 
 
 
 
 
 
 

2.3 Health and Safety Management Plans 
Criteria Things I will be looking for 
2.3.1 There is a health and safety management plan that 

defines the means by which the organization will 
achieve its objectives and targets and meet its legal 
requirements. The plan: 
a) applies to all activities undertaken or proposed to 

be undertaken by the organization; 
b) is based on an analysis of information relevant to 

the nature of the organization’s activities, 
processes, products or services; 

c) aims to eliminate or reduce workplace illness and 
injury; 

d) defines the organization’s priorities; 
e) sets timeframes; 
f) allocates responsibility for acheiving objectives and 

targets to relevant functional levels; and 
g) states how the plan will be monitored. 

That someone is responsible for achieving each target, the 
resources required for achieving the target are identified 
and provided.   
Resources may include time, extra people or money. 
I may be necessary to make a different person responsible 
for doing things in the log yard compared with the dry mill. 
Most safety jobs should be allocated to operational staff not 
the safety person, eg it should be the person in charge of 
the green line who is responsible for ensuring that it is 
guarded properly and that all the guards are used and work 
effectively. 

Briefly describe how you comply with this requirement 
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Criteria Things I will be looking for 
2.3.2 The organization documents its methodology to 

reduce health and safety risks through hazard 
identification, risk assessments and development of 
risk control measures in accordance with the 
‘hierarchy of controls’ an legal requirements 

A standard documented procedure for systematically 
identifying hazards , working out how serious they are, 
recording them and deciding how they should be managed. 

Briefly describe how you comply with this requirement 
 
 
 
 
 
 
 
 

Criteria Things I will be looking for 
2.3.3 The organization monitors it progress towards 

meeting the objectives and targets set in the health 
and safety plan and takes corrective actions to 
ensure progress is maintained. 

If you have had a safety plan for a while then I will expect to 
see evidence that it has changed and that some of the 
things on the “to do” list have been done. 

Briefly describe how you comply with this requirement 
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3. Implementaton 

3.1 Structure and Responsibility – Resources 
Criteria Things I will be looking for 
3.1.1. Financial and physical resources have been identified 

and allocated to enable the effective implementation 
of the organization’s health and safety plan(s). 

This criteria doubles up on 2.3.1 – if your OH&S 
management plan is properly resourced then this criterion is 
easily achieved. 

3.1.2. There are sufficient qualified competent people to 
implement the organization’s health and safety 
plan(s). 

Staff with formal OH&S training so that they can do hazard 
assessments and understand what these audit criteria are 
all about. 

3.1.3. Those who represent employees on health and safety 
maters are provided with time and resources to 
effectively undertake this role. 

Evidence that an OH&S committee meets regularly and is 
empowered to deal with the issues bought before it.  
Evidence that OH&S reps are provided with time to speak 
with their work group. 
A functional OH&S committee will spread the burden of 
meeting these requirements. 

Briefly describe how you comply with these requirements 
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3.2 Structure and Responsibility – Responsibility and accountability 
Criteria Things I will be looking for 
3.2.1. Top management can demonstrate an understanding 

of the organization’s legal obligations for health and 
safety. 

Evidence that top management is ensuring hazards are 
reduced, employees are trained, facilities are adequate, 
information is provided on how to do a job safely and 
supervision occurs to ensure that safe working procedures 
are implemented. 
Management personnel wearing the appropriate PPE when 
they walk around the site. 

3.2.3. The specific health and safety responsibilities 
[including legal obligations], authority to act and 
reporting relationships of all levels in the organization 
have been defined, documented and communicated. 

Documentation that describes which people are responsible 
for ensuring key sections of the OH&S legislation are 
complied with, e.g. Who is responsible for ensuring that 
every piece of plant has a hazard assessment? 

3.2.5. Personnel are held accountable for health and safety 
performance in accordance with their defined 
responsibilities. 

Documented performance reviews of people who have 
been given particular health and safety roles. 
Formal warnings issued to people who have failed to follow 
safety rules. 

Briefly describe how you comply with these requirements 
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3.3 Structure and Responsibility – Training and competency 
Criteria Things I will be looking for 
3.3.2. The organization has established and implemented 

procedures for the identification of health and safety 
training needs for all personnel (including any 
prescribed by legislation). 

A list of jobs or tasks in the plant and the National 
Competency Standard(s) that a person who is doing this job 
without supervision should achieve. 

Briefly describe how you comply with this requirement 
 
 
 
 

3.3.3. The organization has an induction program for all 
personnel including management, which is based on 
their likely risk exposure, and provides relevant 
instruction in the organization’s health and safety 
policy and procedures. 

 

Evidence that all personnel have had the safety policy and 
relevant procedures explained to them and that they 
understand the key issues.  Relevant procedures would 
include how to report a hazard, how to operate emergency 
stop switches, what PPE to wear, etc. 
I might ask anyone about these issues and other matters 
identified in any safety documentation. 

Briefly describe how you comply with this requirement 
 
 
 
 

3.3.5. The organization trains employees to perform their 
work safely, and verifies their understanding of that 
training. 

Evidence of formal assessment following any training.  I will 
need to see certificates or Statements of Attainment. 

Briefly describe how you comply with this requirement 
 
 
 
 

3.3.6. Training is delivered by persons with appropriate 
knowledge, skills and experience. 

Evidence that in house trainers have workplace trainer 
qualification. 
Evidence that Statements of Attainment are issued by 
reputable institutions. 

Briefly describe how you comply with this requirement 
 
 

3.3.9. Management has received training in health and 
safety management principles and practices 
appropriate to their role and responsibilities within 
the organization, and the relevant health and safety 
legislation. 

Copies of certificates or statements of attainment indicating 
that managers have received formal training explaining the 
relevant health and safety legislation 

Briefly describe how you comply with this requirement 
 
 

3.3.10. Those representing the employer and the 
employees on health and safety matters, including 
representatives on consultative committee(s), 
receive appropriate training to enable them to 
undertake their duties effectively. 

Copies of certificates indicating that OH&S Representatives 
have received formal training about their role and 
responsibilities. 

Briefly describe how you comply with this requirement 
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3.4 Consultation, communication and reporting – Consultation 
Criteria Things I will be looking for 
3.4.1. There are documented procedures agreed to by 

employees, for employee involvement and 
consultation on health and safety matters, including a 
procedure for dealing with health and safety issues, 
and resolving disputes if they arise. 

A single written procedure that clearly describes how an 
employee can raise and OH&S issue, who is responsible for 
dealing with it, what employees do while the issue is 
resolved and how a decision about its resolution is reached. 
An acknowledgement from an employee representative 
indicating their agreement to the procedure. 

Briefly describe how you comply with this requirement 
 
 

3.4.2. The organization, in consultation with employees, has 
determined the number of employee representatives 
required to effectively represent all employee work 
groups. 

Documented terms of reference of the OH&S Committee 
that describes how its membership is determined. 
An acknowledgement from an employee representative 
indicating their agreement to the procedure. 

Briefly describe how you comply with this requirement 
 
 

3.4.3. The consultative arrangements allow the employees 
to select those who will represent them on health and 
safety matters. 

The terms of reference document describes how 
representatives are chosen and removed. 

Briefly describe how you comply with this requirement 
 
 

3.4.4. Details of the consultative arrangements including the 
names of their employee and employer 
representatives are communicated to employees. 

Names of OH&S representatives are posted on prominent 
noticeboards, maybe in the lunch room. 

Briefly describe how you comply with this requirement 
 
 

3.4.5. Employees or their representatives are involved in 
the development, implementation and review of 
procedures for the identification of hazards and the 
assessment and control of risks. 

That workers using equipment are part of the team who 
undertake any relevant hazard assessments 

Briefly describe how you comply with this requirement 
 
 

3.4.6. Employees or their representatives are consulted 
regarding proposed changes to the work 
environment, processes or practices and purchasing 
decisions that could affect their health and safety. 

The person who is likely to use a new piece of equipment is 
involved in the purchasing decision. 
OH&S committee minutes would showing consultation 
before changes are made. 

Briefly describe how you comply with this requirement 
 
 

3.4.7. Health and safety consultative committees meet 
regularly and minutes of meeting are available to all 
employees. 

Minutes of OH&S Committee meetings 

Briefly describe how you comply with this requirement 
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3.5 Consultation, communication and reporting – Communication 
Criteria Things I will be looking for 
3.5.1. The organizations health and safety policy and other 

relevant information on health and safety are 
communicated to all employees, and consider 
language and standards of literacy. 

Induction manual written in appropriate language 

3.5.2. The organization regularly communicates to 
employees the progress towards the resolution of 
health and safety disputes. 

Minutes of OH&S Committee meetings / Toolbox meetings 

Briefly describe how you comply with these requirements 
 
 
 
 

3.6 Consultation, communication and reporting – Reporting 
3.6.1. Health and safety hazards and systems failures are 

reported and recorded. 
Documented hazard or near miss reports 

3.6.2. Workplace injuries, illnesses, incidents and 
dangerous occurrences are reported and recorded. 

Document incident and injury reports 
Incident Register 

3.6.3. Where there is a legislative requirement, injuries, 
illnesses, incidents and dangerous occurrences are 
notified to the appropriate authorities. 

Evidence that reportable injuries and dangerous 
occurrences are reported to WorkSafe investigators as well 
as the insurer responsible for compensation. 

Briefly describe how you comply with these requirements 
 
 
 
 
 
 

3.7 Documentation 
3.7.1. The organization’s health and safety policy, plans and 

procedures are documented in a planned and 
organized manner. 

A safety manual with all the relevant policies and 
procedures 

Briefly describe how you comply with this requirement 
 
 
 
 

3.8 Document and data control 
3.8.2. Documents and data critical to health and safety shall 

be clearly identifiable, duly authorized prior to issue, 
kept legible and include their issue status. 

Document control information on each important document 

3.8.3. The organization provides personnel with ready 
access to relevant health and safety documents and 
data and advises them of its availability.  

Safety manuals available throughout the site, eg as a 
minimum in the main office and each lunch room. 

Briefly describe how you comply with these requirements 
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3.9 Hazard identification, risk assessment and control of risks – General 
Criteria Things I will be looking for 
3.9.1. Hazards, including public safety hazards associated 

with the organization’s activities, processes, products 
or services are identified, risks assessed and control 
measures implemented.  This includes the 
identification of hazards associated with: 

This is probably the most significant criterion.  Focus 
on getting this right and many of the other issues will 
follow logically. 

a) violence, harassment and workplace stress; A procedure for dealing with workplace bullying or the 
presence of angry customers, suppliers or protestors. 

b) hazardous substances and dangerous goods; A list of all substances used onsite and hazard 
assessments for hazardous substances and dangerous 
goods. 
Work procedures with the relevant controls 

c) manual handling; A list of all tasks that involve hazardous manual handling, 
eg stacking out boards. 
Work procedures with the relevant controls 

d) plant and associated systems or work; A list of all plant on site and evidence that each particular 
type of plant has a documented hazard assessment 
completed by competent people, note the supplier of the 
plant may be able to supply these. 
Work procedures with the relevant controls 

e) the work environment; and A list of all jobs that involve exposing workers to hazardous 
noise, extreme heat, extreme cold or chemical fumes. 
Work procedures with the relevant controls 

f) work at heights. A list of all jobs that involve working more than 2 metres 
above the ground 
Work procedures with the relevant controls 

Briefly describe how you comply with these requirements 
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Criteria Things I will be looking for 
3.9.2. The hazard identification, risk assessment and risk 

control process is undertaken by personnel 
competent in the use of the organization’s 
methodology. 

Evidence that people doing hazard assessment have been 
trained how to do them. 

Briefly describe how you comply with this requirement 
 
 
 
 

3.9.3. The organization documents all identified hazards, 
risk assessments and risk control plans. 

Documented hazard assessments 

Briefly describe how you comply with this requirement 
 
 
 
 

3.9.4. Risks of hazards are assessed having regard to the 
likelihood and consequences of injury, illness or 
incident occurring, based upon the: 
a) evaluation of available information; 
b) records of incidents, illness and disease; and 
c) the potential for emergency situations. 

Each hazard identified has had its risk quantified. 
 

Briefly describe how you comply with this requirement 
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3.10 Hazard identification, risk assessment and control of risks – Specific 
Criteria Things I will be looking for 
ACCESS CONTROL 
3.10.1. The organization determines those areas where 

access controls are required and ensures effective 
controls are implemented and maintained. 

Signs, fences and other barriers limiting access to 
dangerous areas 

(USE OF) CONTRACTORS 
3.10.2. Health and safety requirements are identified 

evaluated and incorporated into all purchasing 
specifications for services. 

Criteria for selecting contractors and evidence that they are 
used. 

DESIGN 
3.10.5. Hazard identification, risk assessment and the 

development of control measures are undertaken 
during the product or process design stage, or where 
the process is modified. 

Copies of hazard assessments provided by suppliers of 
plant and equipment. 

DISPOSAL OF MATERIALS AND SUBSTANCES 
3.10.7. There are procedures to ensure that materials and 

substances are disposed of in a manner that 
minimizes risk of personal injury and illness. 

Spill control procedures that require workers to refer directly 
to Material Safety Data Sheets or the labels of hazardous 
substance packaging prior to dealing with a spill. 
What happens with your old oil? 

EMPLOYEE WELFARE 
3.10.8. Facilities and amenities in the workplace conform, 

as a minimum, to relevant legislation, standards and 
codes of practice. 

Dining facilities protected from the weather where each 
worker has a seat. 
A supply of drinking water for workers. 
Other things to consider, heaters for workers who are 
exposed to cold winds, rubber mats for people working on 
concrete floors. 

Briefly describe how you comply with these requirements 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Safety Map Gap Analysis 

Page 16  © STEM Services Pty Ltd 2008. 
  Commercial In Confidence 

 
Criteria Things I will be looking for 
HAZARDOUS SUBSANCES / DANGEROUS GOODS 
3.10.10. The organization documents procedures or work 

instructions for the safe handling, transfer and 
transport of hazardous substances and dangerous 
goods. 

Work procedures, decals or other instructions indicating 
how hazardous substances and dangerous goods are to be 
handled and stored. 

3.10.11. Comprehensive health and safety information on 
all hazardous substances and dangerous goods is 
readily accessible at the point of use. 

A Material Safety Data Sheet for each substance that is 
bought onto the site to be used in commercial quantities, eg 
not tea and coffee or liquid paper. 

3.10.12. The organization ensures that hazardous 
substances and dangerous goods are safely stored. 

A secure store for dangerous goods and hazardous 
substances. 

PERMIT TO WORK 
3.10.13. There are ‘Permit to Work’ procedures for high-risk 

tasks. 

The site is surveyed for confined spaces and if they are 
identified then a ‘Permit to Work’ procedures is used 
whenever anybody enters a confined space.  This 
procedure ensures there is an observer on hand to quickly 
provide assistance in the event of an emergency. 

PERSONAL PROTECTIVE EQUIPMENT 
3.10.14. Where personal protective equipment is required, it 

is appropriate for the task, its provision is 
accompanied by suitable training, and it is used 
correctly and maintained in a serviceable condition. 

Employees are provided with training on the use and 
maintenance of their hearing protection devices. 
Where fall arrest harnesses are used training is provided in 
their use and maintenance. 

Briefly describe how you comply with these requirements 
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Criteria Things I will be looking for 
PLANT 
3.10.15. Plant and equipment is maintained and a record is 

kept which includes relevant details of inspections, 
maintenance, repair and alteration of plant.  

Detailed maintenance records for each piece of plant.  
Ideally, it should be possible to see that plant has been 
maintained in the manner specified by its manufacturer 
otherwise evidence that it is maintained according to a plan 
will be sufficient. 
Electrical equipment is checked and tagged in compliance 
with AS/NZS 3760:2003 

3.10.16. There is a process for unsafe plant and equipment 
to be identified and quarantined or withdraw from 
service. 

Tagging procedure is used to identify unsafe plant and 
equipment and withdraw it from service. 

3.10.17. Appropriate controls are used to ensure the safety 
of person working on or near plant and equipment 
that is in the process of being cleaned, serviced, 
repaired or altered. 

A tagging procedure that is used when plant is being 
repaired and maintained that ensures the plant cannot be 
started until all people working on it are in a safe location. 

3.10.18. Competent personnel verify that plant and 
equipment is safe before being returned to service 
after repair or alteration. 

The person who initially attaches a tag is the only person 
who can remove it. 

PURCHASING GOODS 
3.10.19. The organisation determines their health and 

safety requirements prior to the purchase of goods, 
and communicates those specifications to the 
supplier. 

Examples of where you have asked for hazard 
assessments and information about the health and safety 
implications of purchasing new equipment. 
Examples where you specify to suppliers that goods need 
to meet the specification of an Australian Standard. 

SIGNAGE 
3.10.21. Safety signs (including regulatory, hazard, 

emergency information and fire signs), meet relevant 
standards and codes of practice, and are displayed 
in accordance with legal and organizational 
requirements. 

Sings are erected around the site that indicate where PPE 
should be worn eg hearing protection, eye protection etc. 
Signage indicates areas of restricted access to both 
workers and the general public. 
These signs comply with the relevant Australian Standard 

Briefly describe how you comply with these requirements 
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Criteria Things I will be looking for 
STORAGE AND TRANSPORT OF MATERIALS 
3.10.22. There are procedures to ensure that materials are 

transported, handled and stored in a safe manner. 

Written procedures indicating how hazardous substances 
and dangerous goods are to be transported, handled and 
stored safely. 

SUPERVISION 
3.10.23. Individuals are supervised according to their 

capabilities and the degree of risk of the task. 

Examples of how you check that employees are following 
safe work procedures, especially new employees. 

SUPPLY OF GOODS AND SERVICES 
3.10.25. There is a documented process which requires the 

organization to identify potential health and safety 
hazards (including public safety hazards), assess the 
potential risks and determine appropriate risk control 
strategies before it accepts a contract to supply it 
goods or services to others. 

Difficult to see the relevance of this criteria – probably the 
most effective way of demonstrating compliance is evidence 
that all timber sold is graded appropriately and that there 
any risks with its use, eg wood dust are notified to 
customers. 

3.10.26. Where the organization is required to provide its 
services at a customer’s workplace, the health and 
safety hazards affecting the organization’s 
employees are identified, risks assessed and 
appropriate control measures adopted. 

Not applicable 

TRACEABILITY 
3.10.29. All substances in containers and transfer systems 

are identified and clearly labelled to avoid inadvertent 
or inappropriate use. 

All containers of chemicals are clearly labelled 

Briefly describe how you comply with these requirements 
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3.11 Emergency preparedness and response 
Criteria Things I will be looking for 
3.11.1. Potential emergency situations have been identified 

and emergency procedures are documented and 
regularly reviewed. 

A list of possible emergency situations, eg medical 
emergency, fire, explosion of gas cylinder, chemical spill, 
protestors on site. 

3.11.2. The organization has allocated overall responsibility 
for control of emergency situations to specified 
individuals and communicated this information to all 
personnel. 

A published list of people responsible for dealing with 
particular emergencies – eg first aiders, fire wardens, etc. 

3.11.3. Employees receive training and practice in 
emergency procedures appropriate to their allocated 
emergency response responsibilities and the degree 
of risk. 

Training for all employees in emergency procedures, maybe 
part of an induction program and special training for 
individuals with special responsibilities eg first aiders and 
fire wardens. 

3.11.4. Competent persons have assessed the suitability, 
location and accessibility of emergency equipment.  

Written confirmation from the local CFA that they are happy 
with your fire prevention equipment. 

3.11.5. Emergency and fire protection equipment, exit signs 
and alarm systems are inspected, tested and 
maintained at regular intervals. 

First aid kits are checked according to a plan. 
Fire extinguishers have tags indicating that they have been 
checked and are serviceable. 
Illuminated exit signs work. 

3.11.6. A dangerous goods manifest or inventory system is 
in operation. 

A list of all dangerous goods kept on site is kept in a 
location agreed to with the local CFA. 

3.11.7. The organization has assessed it first aid 
requirements and the first aid system in place is 
appropriate to the organizational risks. 

A written first aid needs assessment completed by the 
ambulance service and evidence that your first aid 
equipment complies with this assessment and that you 
have the appropriate numbers of trained first aiders. 

Briefly describe how you comply with these requirements 
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4. Measurement and evaluation 

4.1 Monitoring and measurement – General 
Criteria Things I will be looking for 
4.1.1. There is a documented health and safety inspection 

program that: 
a) defines the intervals for inspections that are based 
on identified risk; 
b) incorporates a reporting and corrective action 
process; and  
c) uses workplace specific checklist(s). 

A program for undertaking inspections of the workplace and 
examples of the checklists that are used during such 
inspections. 

4.1.2. The inspection program includes checks that monitor:
a) conformance to the organization’s safe working 
procedures; 
b) compliance with relevant health and safety 
legislation; and  
c) the effectiveness of control measures. 

Checklists that identify key features of safe working 
procedures. 
Checklists that identify key legislative requirements – eg 
tagging of electrical equipment, fire extinguishers, current 
MSDS’s, hearing protection is worn. 
Follow up checks if changes have been made after a work 
place injury. 

4.1.3. Inspections seek input and involvement from the 
personnel who are required to undertake the task 
being inspected. 

A worker from the area being inspected are part of the 
inspection team 

4.1.4. Engineering controls, including safety devices, are 
regularly inspected and tested to ensure their 
integrity. 

Guards are checked to see that they are secured and in 
place 
Noise assessments are undertaken in accordance with the 
regulations. 

4.1.5. Monitoring of the workplace environment (general 
and personal) is conducted where appropriate and 
records of the results are maintained. 

Noise assessments are undertaken in accordance with the 
regulations. 

4.1.6. Inspection, measuring and test equipment related to 
health and safety is appropriately identified, 
calibrated, maintained and stored. 

Noise assessments are undertaken using properly 
calibrated equipment. 

4.2 Monitoring and measurement – Specific 
4.2.1. Where specified by legislation, the health of 

employees exposed to specific hazards is monitored, 
recorded, reported and action is taken to address 
any adverse effects. 

Audiometric testing is undertaken in accordance with the 
regulations. 
Blood tests are undertaken in accordance with regulations 
to monitor exposure to pesticides. 

Briefly describe how you comply with these requirements 
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4.3 Incident investigation and corrective action 
Criteria Things I will be looking for 
4.3.1. There is a procedure, which includes involvement of 

operational line management, for the investigation of 
hazards, injuries, illnesses, incidents and other 
systems failure impacting on health and safety. 

Written procedures indicate that reported hazards, incidents 
and injuries need to be investigated by supervisors 
responsible for that area of the plant. 

4.3.2. Investigations shall: 
a) be undertaken by a competent person(s); 
b) identify the factor(s) that led to the hazard, injury, 
illness, incident or other system failure; 
c) review the identified hazards, assessed risks and 
effectiveness of the control measures; and 
d) recommend appropriate control measures. 

People undertaking investigations have received 
appropriate training. 
Investigation reports indicate reasons for the accident. 
Investigation reports indicate whether existing processes 
are working. 
Investigations reports recommend tangible changes 

4.3.3. Responsibility is assigned to identified personnel for 
implementing and reviewing the effectiveness of 
corrective actions arising from investigations. 

Investigation reports indicate who is responsible for making 
changes recommended 
OH&S committee reviews the effectiveness of these 
changes 

Briefly describe how you comply with these requirements 
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4.4 Records and record management 
Criteria Things I will be looking for 
4.4.1. There are effective systems for management of 

health and safety records including their: 
a) identification and traceability; 
b) collection, indexing, filing; 
c) access and confidentiality; 
d) retention and maintenance; 
e) protection against damage deterioration or loss; 
f) retrieval; and 
g) disposal. 

There is a list of documents that need to be filed and the list 
indicates where they are filed, who is responsible for filing 
them, how long they need to be retained and who is 
responsible for destroying them. 
The list should include the following items: 

- Legal requirements including 
o details of any registrations or certifications 
o hearing test results 

- Management plans 
- Hazard and risk control plans 
- Training records 
- Permits to work 
- Employee qualifications 
- Process information 
- Product information 
- Equipment information 
- Inspection records 
- Monitoring data 
- Contractor information 
- Incident / complaint details 
- Emergency response information 
- Audit results 
- Management reviews 

Briefly describe how you comply with these requirements 
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5 Management review 
Criteria Things I will be looking for 
5.1.1. Top management oversee a comprehensive 

documented review of the health and safety 
management system at defined intervals to ensure it 
continuing suitability and effectiveness in satisfying 
the organization’s stated health and safety 
objectives. 

Minutes of meetings or other documentation that shows the site 
manager reviews the health and safety management system at 
least once a year. 
If you have a plan or timetable for implementing SafetyMap then 
evidence that you are progressively crossing things off the list of 
jobs to do. 

5.1.2. Management reviews take into account health and 
safety management systems audit results, changing 
circumstances and a commitment to continual 
improvement. 

Results of audits are reviewed and addressed as appropriate 

5.1.3. Recommendations arising from health and safety 
management systems reviews generate actions to 
improve performance. 

You make changes to your system if something is working the way 
you want. 

Briefly describe how you comply with these requirements 
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Further Information: 
The comments in this list are based on STEM Services Pty Ltd experience with 
implementing safety management systems.  If you require further assistance to 
improve the way you manage your Occupational Health and Safety obligations then 
we would love to hear from you. 
 
Our contact details are as follows: 

 
STEM Services Pty Ltd 
275 Hulls Road 
NERRENA 
 
Office phone:    03 5664 9392 
 
Owen’s Mobile: 0429 434 590  
Email: owen@stemserv.com.au 
 
Graeme’s Mobile: 0428 355 591 
Email: owen@stemserv.com.au 
 
David’s Mobile: 0407 512 464 
Email: david@stemserv.com.au 


