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	Institute/Regional Director:
	

	Institute/Regional WHS Consultant:
	

	Institute/Regional Contact Person:
	

	Lead Auditor:
	


Background
The department recognises that the safety of our learning and working environments and the health of our people are integral to delivering our vision of a clever, skilled and creative Queensland. To realise this, the department has committed to creating a robust health, safety and wellbeing (HSW) performance based culture by leading and supporting the development of clearly defined, focussed and articulated health, safety and wellbeing goals, performance measures and targets at the strategic, operational, business unit and individual planning levels.
The success of all strategies relies on the ongoing commitment from senior management and the provision of adequate resources within agencies to implement improvement programs. The challenge for senior managers is therefore not only to improve safety and injury management systems but also to develop skills that build positive management and worker capabilities. An important element of the strategy was the establishment of targets, with results being monitored and reported to business units. The Safer and Healthier Workplaces Organisational Assessment and Improvement Tool for Queensland Public Sector Agencies specifies essential and best practice criteria against which workplace health and safety performance can be measured. The tool has been designed to rate the level of performance against five pre-determined rating criteria for scoring the business unit’s performance. Table 1 below represents the key elements and performance criteria developed for business units to assess.
Table 1: Key Elements and Performance Criteria in the Audit Program
	Key Element
	Performance Criteria

	HSW Policy and Commitment
	1. HSW Policy

2. Management Responsibility

	Planning 
	3. Planning Processes

	Implementation


	4. Consultation

5. Risk management – including Driver Safety

6. Healthy Lifestyle programs

7. Information Instruction and Training

8. Injury Treatment and Management

9. Claims Management

10. Incident Recording, Investigation, Analysis and Review

	Measurement and Evaluation
	11. Measuring and Evaluating HSW Performance

	Review and Improvement
	12. Reviewing HSW Performance

13. Institute/Regional Director and/or Director General Reporting


Evaluation
The Evaluation section of the toolkit lists five pre-determined rating criteria for scoring the business unit's performance against each criterion. Selection of the rating shall be based upon the business unit's performance against the essential and best practice guidance, assessment of documentation and consultation with key staff in the business unit. A numerical rating will be assigned by applying a score to each rating (Table 2). 

Table 2: HSWMS Audit Program Ratings
	Rating
	Explanation
	Score

	A
	Meets all essential and best practice criteria in guidance
	5

	B
	Meets all essential and some key best practice criteria which identify effective planning, implementation and/or communication
	4

	C
	Meets all essential criteria, however, planning, implementation and/or communication needs improvement
	3

	D
	Evidence of development of a process to meet the performance criterion, but it is not yet implemented
	2

	E
	No evidence of a process in place to meet the performance criterion
	1


Agenda

A formalised audit process allows for a transparent assessment of the safety systems and encompasses an audit of the systems in place, interviews with senior management, individual personnel with health and safety roles or responsibilities, selected line managers and personnel and a limited physical inspection of the work environment. The process also involves a review of the previous audit recommendations and the progress made with the implementation of these recommendations. General explanation of specific sections of the audit is shown below.
Entry Meeting – The auditor/s will discuss the particulars of the audit. The business unit may wish to include other key representatives in this meeting (i.e. Human Resources Managers, Injury Management Consultants, Workplace Health and Safety Representatives, Workplace Health and Safety Officers, Rehabilitation and Return to Work Coordinators).
Document Review – The auditor/s will undertake a review of any documentation that may be available on site to assess compliance with the HSWMS audit guideline (refer to the ‘sources of information’ listing).

Management Interviews – The auditor/s will undertake interviews with both senior and operational level managers to establish their understanding, support, implementation and resourcing of processes to manage HSW.

Staff Interviews - The auditor/s will undertake informal interviews with staff to establish the processes that are in place to manage HSW and the level of implementation and understanding of these processes.

Site Inspection – The auditor/s will undertake a brief inspection of the site to confirm implementation of systems and identify issues that may require improvement. Any hazards considered high risk would be immediately brought to the attention of the site manager.

Exit Meeting - At the completion of the audit there will be an exit meeting to advise management of the provisional findings, summarise areas of good performance and identify key areas for improvement.  The exit meeting affords management with the opportunity to discuss the provisional findings and correct any misunderstandings or misinterpretations. The timeframe and process for delivery of the final audit report and recommendations will also be discussed. The auditor/s will not provide all of the findings at this stage, as a number of these may require further interpretation. 

	Day 1
	SESSION
	PARTICIPANT/S

	
	Entry Meeting:

Discuss the aim of the audit and confirm the agenda
	· Institute/Regional Director

· Faculty/Executive Director
· Corporate Services Director
· Human Resources Manager
· Finance Manager

· WH&S Officer

· WH&S Representative

· Rehabilitation Coordinator

· Chair of HSW Committee

· Faculty/Section/Line Manager/s
· Selected staff



	
	Documentation Review


	· Auditor
· WH&S Officer

	
	Individual Interview with WH&S Officer

	· 

	12.00 pm – 1.00 pm


	Lunch break
	

	
	Individual Interviews with senior manager
	

	
	Manager and staff interviews (you may wish to arrange a few groups for the auditor to speak with)
	

	
	Workplace Inspection


	· Auditor
· WHSO/WHSR


	
	Finalise documentation review and collate findings
	· Auditor

	4.30 pm – 5.00 pm
	Exit meeting. 
	· Institute/Regional Director

· Corporate Services Director/ HR Manager
· WH&S Officer
 


Sources of Information Required for Review

· HSW Policy (displayed) and/or secondary policies
· Mechanism for updating staff on content/amendments to policies

· Local HSW Plans, Objectives, Targets, Performance Indicators

· Organisational charts for HSW showing reporting lines to senior management and COO

· Copies/examples of performance agreements for senior officers which demonstrate inclusion of health and safety statements 
· Mechanism for review and update of performance agreements

· Job descriptions of appointed HSW personnel 

· Training program for HSW personnel (i.e. WHSO’s)
· Communication/consultation strategy of HSW procedures, arrangements at the local level
· Current WH&S committee structure, reporting lines and membership

· Current activities of committees (i.e. minutes of last HSW committee meeting etc)
· Workplace safety inspection reports  (internal inspections and/or copy of your last HSW systems audit)

· Risk management strategy, policy, procedures arrangements

· Risk assessment pro forma and examples of completed risk assessments

· Examples of specialist risk assessments completed

· Local Risk register, action plan 

· Mechanism for Injury reporting

· Incident report form 

· Injury Register
· Completed Incident investigation reports
· Incident analysis reports
· Local Workers compensation/Injury management policy

· Rehabilitation File
· Workers compensation review reports and related data

· Process for notification of injuries/claims to Insurer

· Organisational Health and wellness programs

· First Aid strategy and arrangements for first aid
· Fire Safety strategy and arrangements for fire and emergency evacuation

· Copy of HSW Induction program

· HSW procedures, manuals
· Training strategy, arrangements

· Example of training records

· Review strategy, process, pro forma

· Results of review

· Senior Management reports regarding HSW
· Copy of the report from your last HSW systems audit and action plan
· Any other documents that support your management of Workplace Health Safety and Wellbeing
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Uncontrolled copy. Refer to the Department of Education, Training and Employment 
Policy and Procedure Register at http://ppr.det.qld.gov.au  to ensure you have the most current version of this document. 
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