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WHS Management Systems Self-audit
Disability Services Providers should regularly review their performance with the implementation of their WHS Management System.
Australian Standard 4801 provides a format for such a review.  Such audits can be undertaken formally by a qualified auditor but staff responsible for WHS can audit internally on a more frequent basis.

	AS 4801 Requirements 
	Evidence
	Yes
	No

	General Requirements

The organisation shall establish and maintain an WHSMS.
	
	
	

	WHS Policy

· Documented

· Available to staff/volunteers and other interested parties

· Authorised by senior management

· Clearly states overall WHS objectives

· Demonstrated commitment to improving WHS performance

· Appropriate to nature and scale of WHS risks

· Commitment to comply with relevant WHS legislation and other requirements relevant to disability sector

· Reviewed periodically
	
	
	

	Planning

1. Planning identification of hazards and assessment and control of risks in consultation with workers
· Documented procedures to identify WHS hazards, assess if required and control the associated risks of activities, products and services over which there is control and influence including that provided by contractors and suppliers.

· Methodology based on operational experience and commitment to eliminate workplace injuries and illness.
	
	
	

	2. Legal and other requirements

· Procedures to identify and access all legal and other requirements that are directly applicable relevant WHS issues

· Keep information up to date

· Communicate relevant information to workers
	
	
	

	3. Objectives and targets

· Establish, implement and maintain documented WHS objectives and targets based on legal and other requirements, WHS hazards and risks, technological options, operation and business requirements and views of interested parties.

· Measure performance regularly
	
	
	

	4. WHS Management plans

· Establish and maintain WHS Management Plans

· Designate responsibility for achievement of objectives and targets at relevant functions and levels

· Outline the means and timeframes by which objective and targets are achieved.

· Procedures to review plans and make changes as required
	
	
	

	Implementation

1. Structure and responsibility

1.1 Resources

Identify and provide resources to implement, maintain and improve WHSMS including staff, training, equipment etc.

1.2 Responsibility and accountability

· Identify, document and communicate areas of accountability and responsibility for all personnel for WHS issues including those pertaining to contractors and volunteers.

· Appoint specific management representative(s) who have defined roles, responsibilities and authority for ensuring WHSMS requirements are established, implemented and maintained and report on performance of the WHSMS to top management.
	
	
	

	2. Training and competency

· Identify training needs with workers

· Procedures to ensure WHS competencies are developed and maintained

· Assess WHS competencies

· Procedures for providing WHS training taking into account the characteristics and composition of the workforce, responsibilities, hazards and risks with standard training including emergency procedures, safe work procedures, induction training, manual handling, infection control.

· Ensure training undertaken for all workers including staff, contractors and volunteers

· Training conducted by persons with appropriate knowledge, skills and experience in WHS and training.
	
	
	

	3. Consultation, communication and reporting

3.1
Consultation

· Workers involved in development, implementation and review of policies and procedures to identify hazards, assess and control risks.

· Workers consulted about changes that affect workplace WHS

· Workers select consultation method who will represent them on WHS matters if HSRs or committee selected
· Workers advised who is/are their H&S representatives.

· Documented procedures for consultation available for interested parties

· H&S representatives receive appropriate training if requested.

3.2
Communication

Procedures for ensuring pertinent WHS information communicated to and from workers e.g. newsletter, payslips, intranet, memos
3.3
Procedures for consultation and cooperation with other PCBUs
3.4 
Reporting

Procedures for relevant and timely reporting of WHSMS so it is monitored and continuously improved:

· WHS performance reporting e.g. audit reports, 

· Incident and system failure reporting

· Hazard identification reporting

· Risk assessment reporting

· Reporting on preventive and corrective action

· Statutory reporting requirements
	
	
	

	Documentation

· Core elements of the WHS management system and interaction

· Information on how to access documentation.
	
	
	

	Documentation and data control

Establish, implement and maintain procedures for controlling all relevant documents and data to ensure that:

· Readily located

· Legible, dated (including revision dates), and readily identifiable and maintained in an orderly manner for specified period.

· Procedures for creation and modification of various types of documents and data

· Periodically reviewed, revised as necessary and approved for adequacy by competent and responsible personnel

· Current versions available at all relevant locations

· Obsolete versions reported 

· Archival documents and data retained
	
	
	

	Hazard identification, risk assessment and control of risks

1. General

Establish, implement and maintain documented procedures to ensure that hazards are identified, risks assessment and risks controlled and ongoing evaluation of same.
	
	
	

	2. Hazard identification

Common practices include:

· Workplace assessments

· Home assessments

· Client assessments

· Venue assessments

Consider

· Situation or events or combination of circumstances that has the potential to give rise to injury or illness

· Nature of potential injury or illness relevant to activity, product or service

· Past injuries, incidents and illnesses

· Way work is organised, managed and carried and any changes that occur, design of workplace, work processes, materials, plant and equipment

· Fabrication, installation or commissioning and handling and disposal of materials, workplaces, plant and equipment

· Purchasing of goods and services

· Contracting and subcontracting of plant, equipment, services, labour including contract specification and responsibilities to and by contractors, inspection, maintenance, testing, repair and replacement (of plant and equipment).

3. Risk assessment

· Each hazard identified with no known controls shall be assessed and have risk control priorities assigned

4. Risk control

· Risk controls determined according to a hierarchy of control based on reasonable practicality and with elimination as the first option

· Standard risk controls relevant to disability sector in place e.g. first aid, provision of SDS or safety information if domestic product, provision of manual handling equipment, provision of safety switches for electrical work activities, testing and tagging of electrical equipment in hostile environments, security procedures, communication equipment, planned maintenance systems, safe work procedures, behaviour support plans.

5. Evaluation

Documented procedures to evaluate the effectiveness of the hazard identification, risk assessment and risk control process and to change system if required.
	
	
	

	Emergency preparedness and response

· Identify all potential emergency situations 

· Document emergency procedures
· Train workers and clients in emergency procedures and procedures for ongoing drills
· Review and revise where required
	
	
	

	Measurement and evaluation

1. Monitoring and measurement

1.1 General

· Establish, implement and maintain documented procedures to monitor and measure regularly key characteristics of operations and activities that can cause illness and injury and evaluate effectiveness of these measures.

· Appropriate equipment used

· Records maintained

· Procedures to monitor effectiveness of operational controls and conformance with objectives and targets and compliance with legislation.

1.2 Health surveillance

· Identify need for health surveillance and implement procedures

· Workers provided with access to individual results

2. Incident investigation, corrective and preventive action

· Establish, implement and maintain procedures to investigate and respond to incidents including immediate responses such as sealing off area

· Investigate and respond to system failures and near misses

· Initiate and complete appropriate corrective and preventive action including disciplinary action where appropriate

· Record results of investigation and corrective action taken

3. Records and records management

· Establish, maintain and implement procedures for identification, maintenance and disposition of WHS records

· WHS records should be legible, identifiable and traceable

· WHS records should be stored and maintained with retention times established and recorded

4. WHSMS audit

· Procedure for internal and external audits implemented

· Results of audits provided to management and employees
	
	
	

	Management Review

· Top management reviews the WHSMS to ensure its continuing suitability, adequacy and effectiveness

· Review is documented and alterations made where required
	
	
	

	Injury Management

1. Injury notification

· Procedures to notify insurer within 48 hours

· Procedure to notify WorkCover of serious injuries

· Injury register in place and checked regularly

2. RTW program

· Documented RTW program

· Program communicated to all employees

· Program implemented for all injuries

· Suitable duties offered 

· Dispute resolution procedures in place

3. WorkCover Watching Out for You poster displayed.
	
	
	


References:

WHS Act 
WHS Regulation 
AS 4801:2000 – OHS Management Systems – Specification with Guidance for Use
WorkCover – Workplace Safety Kit – A Step by Step Guide for Business
WorkCover Six Step Approach to Managing OHS
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