HSWMS Audits
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1.0 Executive Summary
A review of [Insert name] workplace health, safety and wellbeing management system was conducted to determine the Institute/Region’s [delete as required] level of health and safety performance measured against the criteria detailed in the Safer and Healthier Workplaces Organisational Assessment and Improvement Tool for Queensland Public Sector Agencies.

The system was assessed on the basis of information provided to the auditor/s by the Institute/Region through documentation and personnel interviews, in addition to information available on the intranet.
[Insert name] has [Insert number] workplace locations – [Insert campus locations for Institutes, Insert breakdown of primary, secondary, other sites for regions] – with employees working at each of these locations. The audit was conducted at [Insert number] sites, [Insert names] workplaces. Although the auditor/s did not visit all of the workplaces, the auditor/s has made the assumption that the activities observed and the information gathered from personnel at the aforementioned workplaces is indicative of all locations.

For the purposes of these audits, an overall rating for [Insert name] has been calculated by applying a numerical score to each rating. The results of the audit found that the criteria assessed averaged a score of  [Insert number], equivalent to a [Insert letter] rating, which alludes to [Insert rating: 1. ‘No evidence of a process in place to meet the performance criterion’, 2. ‘Evidence of development of a process to meet the performance criterion, but it is not yet implemented.’, 3. ‘Meets all essential criteria, however, planning implementation and/or communication needs improvement’, 4. ‘Meets all essential and some key best practice criteria which identify effective planning, implementation and/or communication.’, 5. ‘Meets all essential and best practice criteria in guidance.’]. It should be noted that this is an averaged score and a number of the criteria were assessed as meeting some of the key best practice criteria.

Findings from the review identified [Insert general findings]
There are also a number of key strategic opportunities for improvement that if implemented will have a positive effect on strengthening health, safety and wellbeing performance. The aim of the recommendations is to ensure [Insert name] HSW management system achieves compliance with the essential criteria in the Safer and Healthier Workplaces Organisational Assessment and Improvement Tool for Queensland Public Sector Agencies. The auditor/s recommend the following:

· [Insert recommendations]
Failing to meet the requirements of such criteria may result in the following commercial implications: 

· Potential non-compliance with Queensland Workplace Health and Safety and Workers Compensation legislation, resulting in penalties (i.e. fines, enforceable undertakings and/or prosecutions) for managers and directors 

· Poor management of health, safety and wellbeing risks resulting in injuries and/or illnesses to employees, students and visitors 

· Workers’ compensation claims, increased insurance premiums and litigation resulting in direct financial costs to the Institute/Region 

· Negative impact to the Institute/Region’s and the department’s public perception and reputation in the eyes of employees, students, customers, suppliers, stakeholders and the wider community, resulting in further damaging effects on turnover and profitability. 

2.0 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 fulfil this obligation, 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 Queensland Government has also set a range of targets for government agencies in the Queensland Government Safer and Healthier Workplaces 2007 – 2012 framework as a step towards achieving the national vision of Australian workplaces free from death, injury and disease. The Safer and Healthier Workplaces 2007 – 2012 framework is the continuation of the focus of government agencies on the three major issues that directly relate to improving injury prevention and workers’ compensation claims performance, namely:

· improving health, safety and wellbeing management systems
· establishing systematic injury management processes
· workers’ compensation claims management issues.

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 agencies. The Safer and Healthier Workplaces Organisational Assessment and Improvement Tool for Queensland Public Sector Agencies is a document developed to assist government agencies in undertaking an assessment of their workplace health, safety and wellbeing performance against specified essential and best practice criteria. The tool has been designed to rate the level of performance against five pre-determined rating criteria for scoring the business unit’s performance.

By definition, a HSWMS audit is a ‘systematic examination against defined criteria to determine whether activities and related results comply with planned arrangements, and whether these arrangements are implemented effectively and are suitable to achieve the organisation’s policy and objectives’. An audit of a HSWMS is separate from a workplace inspection program.  Inspections are conducted to detect hazards in the workplace and to check how well risk controls are working for particular activities, processes or areas. Audits look at the procedures and processes that are intended to manage the entire health and safety program, rather than the individual deficiencies and failures identified during inspections.  These two activities (audit and inspection), are complementary to each other and are not mutually exclusive.

Some of the audit criteria in the Safer and Healthier Workplaces Organisational Assessment and Improvement Tool for Queensland Public Sector Agencies refer to the requirements of the relevant health and safety legislation, and conformance to these criteria should indicate that the organisation has adopted the management practices needed to fulfil its legal responsibilities. However, conformance to the audit criteria alone does not assure compliance with all statutory obligations nor does it preclude any action by a regulatory body.

The HSWMS audits are a tool to assess how effectively the system, including its structure, policies, planning activities, resourcing, operating procedures, and work practices combine together to manage the risks associated with the organisation’s business. Audits are not designed to measure the performance of individuals working within the system.  Instead, the information generated through an audit will provide evidence and rate the level of performance by the business unit against the essential and best practice audit criteria, and will provide recommendations for solutions to any identified problems.
This document specifies essential and best practice criteria against which HSW performance can be measured. It then rates the level of performance on a five-tier evaluation scale from best practice to non-conformance (i.e. A through to E). 
3.0 Results Summary 
Findings of the HSW management system review are detailed in the HSW Assessment & Improvement Standard – Criteria Checklist (see Attachment A). These findings may include recommendations for implementation for both the Institute/Region [delete as required] and the department. The HSW Improvement Action Plan (see Attachment B) included in this report will only include recommendations for the Institute/Region [delete as required].

A summary of the findings for each performance criteria is outlined below. 
	Key Element
	Performance Criteria
	Rating
	Score

	A. HSW Policy & Commitment 
	1 HSW Policy 
	A
	5

	
	2 Management Responsibility 
	Insert
	Insert

	B. Planning 
	3 Planning Processes 
	
	

	C. Implementation 
	4 Consultation 
	
	

	
	5 Risk Management 
	
	

	
	5(a) Driver Safety
	
	

	
	6 Healthy Lifestyle Programs
	
	

	
	7 Information, Instruction & Training 
	
	

	
	8 Injury Treatment & Management 
	
	

	
	9 Claims Management 
	
	

	
	10 Incident Recording, Investigation, Analysis & Review 
	
	

	D. Measurement & Evaluation 
	11 Measuring & Evaluating HSW Performance 
	
	

	E. Review & Improvement 
	12 Reviewing HSW Performance 
	
	

	
	13 Institute/Regional Director and/or DG Reporting 
	
	

	Overall Rating
	
	   0.36   
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5.0 Key Findings
Element A: HSW Policy & Commitment 
1. HSW Policy 
[Insert Evaluation Comments]

Current Rating: [Insert Evaluation Rating]
2. Management Responsibility 
[Insert Evaluation Comments]

Current Rating: [Insert Evaluation Rating]
Element B: Planning
3. Planning Processes

[Insert Evaluation Comments]
Current Rating: [Insert Evaluation Rating]
Element C: Implementation
4. Consultation

[Insert Evaluation Comments]

Current Rating: [Insert Evaluation Rating]
5. Risk Management
[Insert Evaluation Comments]

Current Rating: [Insert Evaluation Rating]
5 a. Safe Driving Program

[Insert Evaluation Comments]

Current Rating: [Insert Evaluation Rating]
6. Healthy Lifestyle Program

[Insert Evaluation Comments]

Current Rating: [Insert Evaluation Rating]
7. Information, Instruction & Training

[Insert Evaluation Comments]

Current Rating: [Insert Evaluation Rating]
8. Injury Treatment & Management

[Insert Evaluation Comments]

Current Rating: [Insert Evaluation Rating]
9. Claims Management

[Insert Evaluation Comments]

Current Rating: [Insert Evaluation Rating]
10. Incident Recording, Investigation, Analysis & Review
[Insert Evaluation Comments]

Current Rating: [Insert Evaluation Rating]
Element D: Measurement and Evaluation
11. Measuring & Evaluating HSW Performance

[Insert Evaluation Comments]

Current Rating: [Insert Evaluation Rating]
Element E: Review and Improvement
12. Reviewing HSW Performance

[Insert Evaluation Comments]

Current Rating: [Insert Evaluation Rating]
13. Institute/Regional Director and/or Director General Reporting

[Insert Evaluation Comments]

Current Rating: [Insert Evaluation Rating]

Attachment A 

HSW Assessment & Improvement Standard - Criteria Checklist 

HSW Management System Audit Analysis 

Element A: HSW Policy & Commitment
	Performance Criteria 1: HSW Policy
There is a HSW policy that clearly states the senior management’s commitment to the HSW function, outlines responsibilities for all parties and is clearly communicated to all staff.

	Essential Criteria: 
	Compliance 
	Comments 

	To be effective, the policy should:

· Contain a general statement of aims and objectives for improving health and safety that are preventative in nature
	[Insert Y/N]
	[Insert Comments]

	· Express clear commitment to health and safety of staff, visitors and contractors
	[Insert Y/N]
	[Insert Comments]

	· Express clear commitment to improving health and safety performance, legislative compliance, and to the allocation of appropriate resources
	[Insert Y/N]
	[Insert Comments]

	· Express a clear commitment to take a risk management approach to HSW
	[Insert Y/N]
	[Insert Comments]

	· Recognise the key role of consultation between staff and management on HSW issue
	[Insert Y/N]
	[Insert Comments]

	· Be clearly communicated to all staff within the business unit on a regular basis
	[Insert Y/N]
	[Insert Comments]

	· Outline responsibilities of all parties including senior management, supervisors and employees.
	[Insert Y/N]
	 [Insert Comments]


	Best Practice: 
	Compliance
	Comments

	In addition, a best practice policy should:

· Be signed and dated by the current Institute/Regional Director and/or Director General
	[Insert Y/N]
	[Insert Comments]

	· Be dated within last twelve months or reviewed through quality procedures annually
	[Insert Y/N]
	[Insert Comments]

	· Specify a systematic approach to planning and implementing HSW
	[Insert Y/N]
	[Insert Comments]

	· Specify the negotiated and agreed arrangements for continuing consultation about health and safety
	[Insert Y/N]
	[Insert Comments]

	· Include a review mechanism, which recognises the need to regularly scrutinise and review performance
	[Insert Y/N]
	[Insert Comments]

	· Where applicable, refer to related policies such as injury management, rehabilitation.
	[Insert Y/N]
	[Insert Comments]

	Evaluation Rating:
	[Insert Rating Letter]
	[Insert Evaluation Comments]

	Recommendations:

1. [Insert recommendations]


	Verification/Documentation Sighted:

[Insert Verification Document titles]



Rating Criteria for HSW Policy:

A. There is a written policy that meets all the essential and best practice criteria in the guidance.

B. There is a written policy that meets all the essential criteria in the guidance and specifies a systematic approach to planning and implementing HSW.

C. There is a written policy that meets all the essential criteria in the guidance. The policy does NOT specify a systematic approach to planning and implementing HSW.

D. There is evidence of a draft policy but it is not yet implemented.

E. There is no evidence of an organisational health and safety policy.
	Performance Criteria 2: MANAGEMENT RESPONSIBILITY
Performance agreements for Executives and senior managers include statements of responsibility for HSW.

	Essential Criteria: 
	Compliance 
	Comments 

	To be effective, agreements should ensure:

· HSW is set out as a key accountability in performance agreements
	
	

	· The key accountability is supported by specific strategies
	
	

	· Specific HSW activities are included in senior managers' performance agreements
	
	

	· The HSW activities link to and reflect business unit's corporate HSW objectives
	
	

	· Performance measures are developed to assess senior manager's progress with HSW activities.
	
	 


	Best Practice: 
	Compliance
	Comments

	In addition, to ensure best practice:

· Progress with HSW activities performance are measured on an annual basis
	
	

	· Outcomes of progress is recorded centrally and reported to the Institute/Regional Director and/or DG on a regular basis
	
	

	· HSW activities are reviewed, so that they align with HSW corporate objective.
	
	

	Evaluation Rating:
	
	

	Recommendations:



	Verification/Documentation Sighted:




Rating Criteria for Management Responsibility:

A. Performance agreements of Executives and senior managers include statements of responsibility to HSW that meet all the essential and best practice criteria in the guidance. 

B. Performance agreements of Executives and senior managers include statements of responsibility to HSW that meet all the essential criteria and are reviewed annually by the DG. 

C. Performance agreements of Executives and senior managers include statements of responsibility to HSW that meet all the essential criteria but they are NOT reviewed annually by the Institute/Regional Director and/or DG.

D. There is evidence of plans to include HSW responsibilities in performance agreements of Executives and senior managers but it has not yet been implemented.

E. There is no evidence of HSW responsibilities built into the performance agreements of Executives and senior managers.
Element B: Planning

	Performance Criteria 3: PLANNING PROCESSES
The planning processes include HSW as a key objective supported by defined measurable outcomes.

	Essential Criteria: 
	Compliance 
	Comments 

	To be effective, processes should ensure:

· The business unit has a corporate plan that includes HSW as an objective that links to the business unit’s Key Result Area
	
	

	· The corporate plan contains as a minimum:
· clearly defined objectives and measurable targets derived from the risk assessment process
	
	

	· performance indicators that will allow the business unit to measure progress in achieving objectives and targets
	
	

	· specific actions to be taken to achieve the objectives and targets, within a set timeframe
	
	

	· assigned responsibility for the achievement of the objective and targets.
	
	

	· The business plan contains specific HSW actions to assist in meeting the corporate HSW objective
	
	

	· Planning for HSW is undertaken in consultation as per agreed consultation arrangements
	
	

	· Planning considers arrangements for emergency planning.
	
	 


	Best Practice: 
	Compliance
	Comments

	In addition, to ensure best practice:

· Planning for HSW is based on the key priorities identified in the risk assessment process and key legislative requirements
	
	

	· A specific HSW plan is developed that links to the business unit's corporate and business plan, by reference to a corporate objective
	
	

	· Progress with HSW Plan is discussed at executive meetings and outcomes reported to the Institute/Regional Director and/or DG
	
	

	· Planning for HSW is reviewed on a regular basis (at least annually) in consultation with management, staff and unions, updated where required, and clearly communicated to management and staff.
	
	

	Evaluation Rating:
	
	

	Recommendations:



	Verification/Documentation Sighted:




Evaluation    

Rating Criteria for Planning Processes:
A. The business unit's plans meet all the essential and best practice criteria contained in the guidance.

B. The business unit's plans meet all of the essential criteria in the guidance. The HSW objective is based on the key priorities identified in the risk assessment process and is reviewed at least annually.

C. The business unit's plan meets all of the essential criteria in the guidance. The HSW objective is NOT based on the key priorities identified in the risk assessment process and/or reviewed at least annually.

D. There is evidence of the business unit's plans including an HSW objective but it is NOT yet implemented.
E. There is no evidence of an HSW objective in the business unit's planning processes.
Element C: Implementation

	Performance Criteria 4: Consultation
There is a process in place for effective consultation on HSW issues.

	Essential Criteria: 
	Compliance 
	Comments 

	To be effective, consultation should ensure:

· A negotiated consultative arrangement is in place that is facilitated by:

· a HSW committee
	
	

	· election of WHS representatives
	
	

	· other agreed arrangements
	
	

	· Senior management are involved and active in the HSW consultation arrangements
	
	

	· Consultation occurs whenever: 

· planning new facilities or refurbishing existing facilities
	
	

	· investigating incidents
	
	

	· reviewing risk assessments or implementing controls
	
	

	· developing, implementing and evaluating HSW programs, policies, procedures and management systems
	
	

	· determining training needs
	
	

	· planning changes to work practices, or introducing new ones
	
	

	· planning to purchase new or different plant or substances.
	
	

	· Information about HSW is shared with employees and employees are given the opportunity to participate in decisions affecting HSW and those views are taken into account
	
	

	· The consultation process is clearly communicated to all staff.
	
	 


	Best Practice: 
	Compliance
	Comments

	In addition, to ensure best practice:

· Additional forms of consultation are provided, e.g.:

· Information sessions and focus groups
	
	

	· Including HSW on staff meeting agendas
	
	

	· Encouragement of staff suggestions and input into consultation process
	
	

	· HSW newsletters and/or inclusion of HSW matters in staff newsletters
	
	

	· Tool box meetings.
	
	

	· The consultation process links to the HSW planning process.
	
	

	Evaluation Rating:
	
	

	Recommendations:



	Verification/Documentation Sighted:




Evaluation    

Rating Criteria for Consultation:

A. There is a process for consultation of HSW issues that meets all the essential and best practice criteria in the guidance.

B. There is a process for consultation of HSW issues that meets all of the essential criteria in the guidance. The consultation process links to the HSW planning process.

C. There is a process for consultation for HSW issues that meets all of the essential criteria in the guidance. The consultation process is NOT linked to the planning process.

D. There is evidence of a process for consultation of HSW being developed, but it has not yet been implemented
E. There is no evidence of a consultation process in place for HSW issues.
	Performance Criteria 5: Risk Management – including Safe Driving Program
Health and safety risks are systematically identified, assessed, eliminated or controlled and recorded on a continuous basis.

	Essential Criteria: 
	Compliance 
	Comments 

	To be effective, risk management should ensure:

· There is a process in place for the identification, assessment and elimination or control of all hazardous activities associated with:

· work premises,  materials and equipment
	
	

	· the layout and condition of the workplace
	
	

	· work practices, work systems and shift work arrangements
	
	

	· The process includes hazards such as the potential for workplace stress and violence.
	
	

	Hazard Identification

· Health and safety risks are systematically identified:

· prior to procurement of goods and services
	
	

	· prior to completion of design work for new and refurbished premises
	
	

	· through regular workplace inspections
	
	

	· reviewing hazard/incident data
	
	

	· through task analysis.
	
	

	Risk Assessment
· Risk assessment takes into consideration:

· frequency of exposure of staff and others
	
	

	· potential severity of outcome
	
	

	· likelihood of occurrence
	
	

	· prioritisation of risks
	
	

	· need for risk assessment review process e.g. new hazards, change in work process
	
	

	· consultation with managers, staff and unions.
	
	

	Risk Control

· Agencies plan the management and control of activities, products or services that can pose risks to the health and safety of employees. Risk control strategies consider risk management principles e.g.: Elimination, Substitution, etc.
	
	 


	Best Practice: 
	Compliance
	Comments

	In addition, to ensure best practice:

· Prioritised risks should be documented in a risk register or action plan
	
	

	· Prioritised safety improvements should be included in the planning process and aligned to senior managers' performance agreements
	
	

	· There should be a mechanism for the early reporting of significant risks to the Institute/Regional Director and/or DG
	
	

	· There is a mechanism for the ongoing review of the risk management process.
	
	

	Evaluation Rating:
	
	

	Recommendations:



	Verification/Documentation Sighted:




Evaluation    

Rating Criteria for Risk Management – including Safe Driving Program
A. There is a process in place for the identification, assessment and elimination or control of health and safety risks that meets all the essential and best practice criteria in the guidance.

B. There is a process in place for the identification, assessment and elimination or control of health and safety risks that meets all of the essential criteria in the guidance. A risk register or action plan is developed and it is linked to the business unit planning processes.

C. There is a process in place for the identification, assessment and elimination or control of health and safety risks that meets all the essential criteria in the guidance. A risk register or action plan is developed, but it is NOT linked to the business unit planning processes 

D. There is evidence of a process for the identification, assessment and elimination or control of health and safety risks but it is NOT yet implemented. 
E. There is no evidence of a hazard identification risk assessment process in place.
	Performance Criteria 5a: Safe Driving Program
This audit criteria was endorsed by the QFleet Driver Safety Sub-Committee on 7 February 2007.

	Essential Criteria: 
	Compliance 
	Comments 

	To be effective, programs should ensure:

· The safe driving program should be included as an objective in the business unit’s planning process including
· clearly defined objectives and targets
	
	

	· specific actions to be taken within a set timeframe
	
	

	· performance indicators that will allow the business unit to measure progress in achieving objectives and targets.
	
	

	· The business unit must have a safe vehicle use policy/guideline/standard which addresses at least each of the following elements:

· courteous and safe driving behaviours
	
	

	· vehicle induction and familiarisation
	
	

	· operating conditions
	
	

	· seatbelts and other safety features
	
	

	· speed
	
	

	· journey planning and fatigue management
	
	

	· rural and remote driving
	
	

	· licensing
	
	

	· fitness to drive
	
	

	· alcohol and other drugs
	
	

	· mobile phones and other distractions.
	
	

	· A strategy for communicating the safe vehicle use policy/guideline/standard to all employees and examining employee understanding of the policy
	
	

	· The incorporation of safe vehicle use policy into induction procedures for all staff
	
	

	· All vehicle crashes and incidents included in WH&S incident recording and reporting processes
	
	

	· Training and education for officers required to operate four-wheel drive vehicles (or other non-standard vehicles) and/or operate vehicles in off-road conditions or remote locations.
	
	 


	Best Practice: 
	Compliance
	Comments

	In addition, to ensure best practice:

· A needs assessment performed annually
	
	

	· The inclusion of a safe driving program in the business unit’s WH&S management system
	
	

	· Processes for monitoring the safety of drivers and for providing feedback to employees about their driving safety. An incentive/reward program for safe driving may also be developed
	
	

	· Where a position requires an employee to spend a significant amount of working hours driving a vehicle, driving should be included in the position description for the position and in performance appraisal processes
	
	

	· Education programs for drivers, including a focus on factors influencing driving behaviour and self examination of attitudes and behaviours.
	
	

	Evaluation Rating:
	
	

	Recommendations:



	Verification/Documentation Sighted:




Evaluation    
Rating Criteria for Safe Driving Program:
A. There is a safe driving program as a key objective supported by defined measurable outcomes that meets all the essential and best practice criteria.

B. There is a safe driving program included in the business unit’s planning process and all of the essential criteria are met. Two or more of the best practice criteria are also met.

C. There is a safe driving program included in the business unit planning process and all of the essential criteria are met.

D. There is evidence that a safe driving program has been included in the business unit’s planning process.

E. There is no evidence of a safe driving program included in the business unit’s planning process with defined and measurable outcomes.
	Performance Criteria 6: healthy lifestyle program
The business unit’s planning processes include a healthy lifestyle program as a key objective supported by defined measurable outcomes.

	Essential Criteria: 
	Compliance 
	Comments 

	To be effective, programs should ensure:

· The healthy lifestyle program should be included as an objective in the business unit’s planning process including:

· clearly defined objectives and measurable targets
	
	

	· specific actions to be taken within a set timeframe.
	
	

	· The healthy lifestyle programs should include:

· a worksite based committee comprising the functional areas of the workplace including  HSW, HR, health promotion, etc.
	
	

	· an organisational profile which identifies organisational, environmental and individual factors to be undertaken
	
	

	· voluntary participation by staff
	
	

	· a marketing and communication plan
	
	

	· infrastructural planning to ensure appropriate human and material resources have been identified
	
	

	· a needs assessment which allows staff to identify health issues of interest to them
	
	

	· program planning including multiple strategies at the  organisational,  environmental and individual level with defined measurable outcomes
	
	

	· a comprehensive evaluation plan including  process, impact and outcome measures
	
	

	· The healthy lifestyle program is clearly communicated to all staff
	
	

	· Performance indicators that will allow the business unit to measure progress in achieving objectives and targets
	
	

	· Information about healthy lifestyle is shared with all staff and staff are given the opportunity to participate in decisions about the healthy lifestyle program and those views are taken into account.
	
	 


	Best Practice: 
	Compliance
	Comments

	To ensure best practice:

· The needs assessment should occur on an annual basis
	
	

	· The healthy lifestyle program considers the interactive nature of factors affecting the health of staff such as job demands, worker characteristics, work culture, work environment and extra-organisational influences
	
	

	· Parameters for the evaluation of the healthy lifestyle program include cost-benefit and efficiency
	
	

	· Includes an annual review mechanism, which recognises the need to regularly scrutinise and review performance
	
	

	· There is a written policy and program plan for the healthy lifestyle program which is posted in every work area and/or staff noticeboard/ business unit intranet etc.
	
	

	Evaluation Rating:
	
	

	Recommendations:



	Verification/Documentation Sighted:




Evaluation    
Rating Criteria for Healthy Lifestyle Program:

A. There is a healthy lifestyle program as a key objective supported by defined measurable outcomes that meets all the essential and best practice criteria in the guidance. 

B. There is a healthy lifestyle program that meets all the essential criteria in the guidance.  The healthy lifestyle program is included as a key objective in the business unit’s planning processes.  

C. There is a healthy lifestyle program that meets all the essential criteria in the guidance.  The healthy lifestyle program is NOT linked to the business unit’s planning processes.  

D. There is evidence of a planning process including healthy lifestyle program as a key objective but it has not yet been implemented. 
E. There is no evidence of a planning process including healthy lifestyle program as a key objective supported by defined measurable outcomes.
	Performance Criteria 7: Information, Instruction and Training
There is a process in place for providing information, instruction and training for all staff on HSW issues.

	Essential Criteria: 
	Compliance 
	Comments 

	To meet the essential criteria, a process should be in place to ensure:

· Each new employee receives induction training
· Employees exposed to risks in the workplace are informed of procedures to maintain safety
	
	

	· 
	
	

	· Staff responsible for identifying, assessing and controlling workplace hazards are provided with information, instruction and training
	
	

	· Staff are trained whenever new equipment/plant is purchased or there are changes to the work environment
	
	

	· Managers and senior  managers are provided with specific HSW information, instruction and training
	
	

	· HSW practitioners undertake specific professional development training
	
	

	· Staff with HSW functions such as First Aid Officers, Fire Wardens, Rehabilitation Coordinators, committee members etc. are provided with ongoing specific business unit information, instruction and training
	
	

	· Information, instruction and training is easy to understand, e.g. where English is a second language, consider providing information in the employee's native language
	
	

	· Information, instruction and training delivered is centrally recorded.
	
	 


	Best Practice: 
	Compliance
	Comments

	To ensure best practice:

· A needs analysis is carried out to identify information, instruction and training required within the business unit
	
	

	· The needs analysis is linked to the planning processes
	
	

	· Information, instruction and training provided is evaluated
	
	

	· Information, instruction and training needs are reviewed on at least an annual basis.
	
	

	Evaluation Rating:
	
	

	Recommendations:



	Verification/Documentation Sighted:




Evaluation    
Rating Criteria for Information, Instruction and Training:

A. There is a process in place for providing information, instruction and training to all staff on HSW issues that meets all the essential and best practice criteria in the guidance. 

B. There is a process in place for providing information, instruction and training to all staff on HSW issues that meets all the essential criteria in the guidance. An information, instruction and training needs analysis is undertaken. 

C. There is a process in place for providing information, instruction and training to all staff on HSW issues that meets all the essential criteria in the guidance. An information, instruction and training needs analysis is NOT undertaken. 

D. There is evidence of a plan for providing information, instruction and training to all staff on HSW issues but it is not yet implemented.
E. There is no evidence of a process for providing information, instruction and training of staff on HSW issues.
	Performance Criteria 8: Injury Treatment and Management
There is a process in place for providing information, instruction and training for all staff on HSW issues.

	Essential Criteria: 
	Compliance 
	Comments 

	To satisfy the essential criteria a business unit should have a process in place for injury treatment and injury management that includes the following:

Injury treatment
· First-aid facilities (e.g. first aid officers, kits, rooms, trained personnel)
	
	

	· Arrangements with local Medical centre/GP/Staff health centre for priority treatment  (These arrangements must recognise the right of workers to select their own medical practitioner)
	
	

	· Notification to Rehabilitation Coordinator or other relevant personnel of  injury.
	
	

	Injury management
· Appointment of Rehabilitation Coordinators in accordance with legislation
	
	

	· Notification of injuries to WorkCover within  required reporting timelines
	
	

	· Participation in the development of an injury management plan for significant injuries with WorkCover
	
	

	· Early intervention e.g. early contact with injured worker to establish nature and severity of injury
	
	

	· Early injury management e.g. contact with treating doctor
	
	

	· Early and safe return to work e.g. support of return to work plans, modification to work environment/tasks, establishment of suitable duties
	
	

	· Monitoring of progress e.g. ensuring injured worker's progress is consistent with agreed rehabilitation plan
	
	

	· Managers of injured workers are actively informed of and involved in injury management.
	
	 


	Best Practice: 
	Compliance
	Comments

	To ensure best practice:

· Establishment of injury treatment and/or injury management policy
	
	

	· Communication of injury treatment/injury management process to all staff
	
	

	· Injury treatment and management processes are regularly reviewed
	
	

	· The business unit provides adequate financial and budget support to the injury treatment and injury management process.
	
	

	Evaluation Rating:
	
	

	Recommendations:



	Verification/Documentation Sighted:




Evaluation    
Rating Criteria for Injury Treatment and Management:

A. There is a process in place for the treatment and management of injuries that meets all the essential and best practice criteria in the guidance.

B. There is a process in place for the treatment and management of injuries that meets all of the essential criteria in the guidance. The process is clearly communicated to all staff and managers.

C. There is a process in place for the treatment and management of injuries that meets all of the essential criteria in the guidance. The process is NOT clearly communicated to all staff and managers.

D. There is a draft process in place for the effective treatment and management of injuries but it is not yet implemented.
E. There is no evidence of an effective injury treatment and/or management process in place.
	Performance Criteria 9: Claims Management
There is a process in place for the timely and effective management of workers compensation claims.

	Essential Criteria: 
	Compliance 
	Comments 

	To meet the essential requirements, the worker's compensation claims management process implemented by the business unit should:

· Obtain data, statistics and reports from WorkCover and track the progress of all claims
	
	

	· Conduct quarterly claims reviews and if required contact WorkCover claims manager’s
	
	

	· Provide continuous case management of claims to ensure a return to work or the settling of the claim
	
	

	· Ensure managers and supervisors are actively involved in claims management and advise relevant parties about any information which may impact on the claim.
	
	 


	Best Practice: 
	Compliance
	Comments

	In addition, to facilitate continuous improvement of claims management, the process should: 

· Ensure regular reporting and analysis of claims data is undertaken by business unit to understand claims trends and identify improvements and opportunities in claims management
	
	

	· Ensure outcomes of analysis and actions for improvement are reported to the senior manager responsible for claims management and outcomes for improvement are incorporated into the planning processes
	
	

	· Produce an annual report to Institute/Regional Director and/or DG on progress of workers’ compensation claims management.
	
	

	Evaluation Rating:
	
	

	Recommendations:



	Verification/Documentation Sighted:




Evaluation    
Rating Criteria for Claims Management:

A. There is a process in place for the management of workers’ compensation claims that includes all essential and best practice criteria.

B. There is a process in place for the management of workers compensation claims that meet all of the essential criteria. Regular reporting and analysis of claims data is undertaken, reported to a senior manager and outcomes incorporated into the planning processes. 

C. There is a process in place for the management of workers compensation claims that includes all of the essential criteria. Regular reporting and analysis of claims data is NOT undertaken, reported to senior manager and/or outcomes included into the planning process.

D. There is evidence of development of a claims management process, however it is not yet implemented.
E. There is no evidence of a claims management process in place.
	Performance Criteria 10: INCIDENT RECORDING, INVESTIGATION ANALYSIS AND REVIEW

There is a process in place to record, investigate, analyse and review all workplace related incidents.

	Essential Criteria: 
	Compliance 
	Comments 

	To satisfy the essential criteria a business unit should have a process for incident recording, investigation and analysis that includes the following:

Incident recording 
· A register of injuries as required under section 134 of the WHS Regulation 2008
	
	

	· Mechanism for notifying Workplace Health and Safety Queensland in accordance with section 135 of the WHS Regulation 2008.
	
	

	Incident investigation
· An established incident investigation process
	
	

	· Investigations of incidents that lead to a workers compensation claim or hazard report to determine underlying causes
	
	

	· Repository for centrally recording results/ corrective actions of incidents
	
	

	· Mechanism for informing Institute/Regional Director and/or DG of all serious incidents.
	
	

	Incident Analysis
· Injuries, ill health and other unplanned events are analysed yearly
	
	

	· Notices issued by Workplace Health and Safety Queensland are reviewed
	
	

	· Regular management reporting which result in management action
	
	

	· Results of the analysis are reviewed by Institute/Regional Director and/or DG.
	
	

	Incident Review
· Incidents reviewed are prioritised and  implemented to reduce the incidence and severity of accidents/injuries
	
	

	· Prioritised actions are incorporated into the planning process
	
	

	· Risk assessment of activity/process where injury/illness occurred is reviewed.
	
	 


	Best Practice: 
	Compliance
	Comments

	To ensure best practice:

· One form is used for recording all incidents
	
	

	· The incident recording system is automated
	
	

	· Investigation of all incidents is undertaken
	
	

	· Senior managers investigate serious incidents
	
	

	· Recommendations corrective actions following incident investigation  are implemented
	
	

	· Incident information is analysed quarterly
	
	

	· Analysis of accidents, injuries, incidents and notices are available to all staff.
	
	

	Evaluation Rating:
	
	

	Recommendations:



	Verification/Documentation Sighted:




Evaluation    
Rating Criteria for Incident Recording, Investigation, Analysis and Review:

A. There is a process in place for the recording, investigation, analysis and review of all workplace incidents that meet all the essential and best practice criteria in the guidance.

B. There is a process in place for the recording, investigation, analysis and review of all workplace incidents that meets all the essential criteria in the guidance. There is a mechanism in place for checking corrective actions recommended from the incident investigation and analysis are implemented.

C. There is a process in place for the recording, investigation, analysis and review of all workplace incidents that meets all of the essential criteria in the guidance.  There is NOT a mechanism in place for checking corrective actions recommended from the incident investigation and analysis are implemented.

D. There is evidence of the development of an incident reporting and investigation process but it is not yet implemented.
E. There is no evidence of an incident reporting and investigation process in place.
Element D: Measurement and Evaluation

	Performance Criteria 11: MEASURING AND EVALUATING HSW PERFORMANCE
There is a process in place to measure and evaluate the ongoing performance of the HSW management system.

	Essential Criteria: 
	Compliance 
	Comments 

	HSW Performance monitoring should:

· Take place in consultation with key stakeholders, including employees, supervisors, key OH&S specialists and management representatives
	
	

	· Identify applicable HSW, Injury Management and Workers’ Compensation legislation which applies to the business unit's activities
	
	

	· Assess degree of compliance with legislation
	
	

	· Determine proactive and reactive performance indicators e.g. outcomes of audit process, injury rates, costs and return to work rates
	
	

	· Identify successful strategies and current gaps in the HSW management system
	
	

	· Identify specific areas/issues which require improvement
	
	

	· Recommend improvements to be made to senior management.
	
	 


	Best Practice: 
	Compliance
	Comments

	To ensure best practice:

· HSW performance monitoring should be conducted at least annually
	
	

	· Results of monitoring should be reported to Institute/Regional Director and/or DG
	
	

	· Actions for improvement should be included in business unit's planning processes and/or other plans as necessary e.g. Human Resources, IT, procurement and design.
	
	

	Evaluation Rating:
	
	

	Recommendations:



	Verification/Documentation Sighted:




Evaluation    
Rating Criteria for Measuring and Evaluating HSW Performance:

A. There is a process in place for the ongoing monitoring and review of the HSW management system that meets all essential and best practice criteria in the guidance.

B. There is a process in place for the ongoing monitoring and review of the HSW management system that meets all the essential criteria in the guidance. Results are incorporated into the business unit's planning processes.

C. There is a process for the ongoing monitoring and review of the HSW management system that meets all the essential criteria. Results are NOT incorporated in the business unit's planning processes.

D. There is evidence of process for the monitoring and review of HSW performance being developed but it is not yet implemented.
E. There is no evidence of a process developed or being developed for the ongoing monitoring review of the HSW management system.
Element E: Review and Improvement

	Performance Criteria 12: REVIEWING HSW PERFORMANCE
Reviews of HSW performance feed into the planning processes of the business unit. Establish if review processes are integrated into the management system. Review results are planned and implemented.

	Essential Criteria: 
	Compliance 
	Comments 

	To be effective and ensure currency the review should include consider the outcomes of the measurement and evaluation processes in regards to:

· Implementation of the HSW policy
	
	

	· Progress with achieving HSW accountabilities in Institute/Regional Director and/or DG's performance agreement and activities in senior managers' performance agreements
	
	

	· Implementation and effectiveness of HSW planning processes
	
	

	· Implementation and effectiveness of risk,  injury and claims management processes
	
	

	· Arrangements for consultation
	
	

	· Progress with delivery of information, instruction and training against plan and increase in awareness of employees and management with HSW issues
	
	

	· Implementation of incident recording, investigation and analysis processes
	
	

	· Reporting to Institute/Regional Director and/or DG
	
	

	· Corrective actions implemented
	
	

	· HSW performance monitoring
	
	

	· In addition, outcomes of the review should be incorporated into the business unit’s planning process.
	
	 


	Best Practice: 
	Compliance
	Comments

	To be effective, a review of HSW management systems will also consider:

· Changes in legislation
	
	

	· Changing expectations and requirements of interested parties
	
	

	· Changes in the products or activities of the organisation
	
	

	· Changes to the structure of the organisation
	
	

	· Advances in science and technology
	
	

	· Market preferences
	
	

	· Feedback, particularly from employees.
	
	

	Evaluation Rating:
	
	

	Recommendations:



	Verification/Documentation Sighted:




Evaluation    
Rating Criteria for Reviewing HSW Performance:

A. There is a process in place for reviewing HSW performance that meets all the essential and best practice criteria in guidance.

B. There is a process in place for reviewing HSW performance that meets all the essential criteria in guidance. The review also considers changes to the structure of the organisation and/or the services provided by the organisation.

C. There is a process in place for reviewing HSW performance but it does NOT consider changes to the structure of the organisation and/or the services provided by the organisation.

D. There is a draft process for reviewing HSW performance but it is not yet implemented.
E. There is no evidence of a review of HSW performance within the business unit.
	Performance Criteria 13: INSTITUTE/REGIONAL DIRECTOR AND/OR DIRECTOR GENERAL REPORTING
The Institute/Regional Director and/or Departmental Director General is informed of and regularly updated on the business unit's HSW performance.

	Essential Criteria: 
	Compliance 
	Comments 

	To be effective, the reporting should ensure:

· The Institute/Regional Director and/or DG receives at least yearly reports on business unit's progress with:

· planning for HSW
	
	

	· incident statistics
	
	

	· HSW litigation
	
	

	· senior manager's progress against HSW performance targets
	
	

	· HSW training
	
	

	· HSW reviews
	
	

	· Workers’ compensation claims management
	
	

	· Workers’ compensation premium
	
	

	· There is a mechanism for immediately notifying the Institute/Regional Director and/or DG of:

· significant risks
	
	

	· serious incidents
	
	

	· prohibition and improvement notices.
	
	


	Best Practice: 
	Compliance
	Comments

	To ensure best practice:

· Ensure Institute/Regional Director and/or DG is informed on at least a yearly basis of HSW performance against pre-determined indicators
	
	

	· Ensure Institute/Regional Director and/or DG is actively involved in planning processes and decision making regarding HSW improvements
	
	

	· Ensure Institute/Regional Director and/or DG is informed of penalty and improvement notices issued.
	
	

	Evaluation Rating:
	
	

	Recommendations:



	Verification/Documentation Sighted:




Evaluation

Rating Criteria for Director General Reporting:

A. There is a process in place for informing and regularly updating the Institute/Regional Director and/or DG on the business unit's HSW performance that meets all the essential and best practice criteria in the guidance. 

B. There is a process in place for informing and regularly updating the Institute/Regional Director and/or DG on the business unit's HSW performance that meets all the essential criteria in the guidance. The Institute/Regional Director and/or DG is actively involved in the HSW planning processes and decision making regarding HSW improvements.

C. There is a process in place for informing and regularly updating the Institute/Regional Director and/or DG on the business unit's HSW performance that meets all the essential criteria in the guidance. The Institute/Regional Director and/or DG is NOT actively involved in the HSW planning processes and decision making regarding HSW improvements.

D. There is evidence of a plan to inform and regularly update the Institute/Regional Director and/or DG on the business unit's HSW performance but it is not yet implemented. 
E. There is no evidence that the Institute/Regional Director and/or DG is informed and regularly updated on the business unit's HSW performance.
Attachment B 

HSW IMPROVEMENT ACTION PLAN

	Recommendation
	Improvement Strategies
	Accountable Officer
	Review/ Completion Date

	· [Insert recommendations]

	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	


Attachment C 

Evidence Checklist 

Examples of sources of information examined for audit 

· HSW Policy and secondary policies

· HSW Objectives, targets, Performance Indicators

· mechanism for review of policy

· mechanism for updating staff on content/amendments to policy

· process for development of performance agreements

· copies/examples of performance agreements for senior officers which demonstrate inclusion of health and safety statements

· mechanism for review and update of performance agreements

· HSW Plan

· Corporate Business Plan

· organisational charts for HSW showing reporting lines to senior management and CEO

· job descriptions of appointed HSW personnel

· training program for HSW personnel

· communication/consultation strategy, policy, procedures, arrangements

· current committee structure, reporting lines and membership

· current activities of committees

· risk management strategy, policy, procedures arrangements

· workplace safety inspection reports

· risk assessment pro forma and examples of completed risk assessments

· examples of specialist risk assessments completed

· risk register, action plan

· Injury Register

· mechanism for Injury reporting

· incident report form

· completed Incident investigation reports

· incident analysis reports

· workers compensation/injury management policy

· workers compensation statistics/reports and related data

· First Aid policy and arrangements for first aid

· workers compensation review reports

· process for notification of injuries/claims to Insurer

· training strategy, policy, arrangements

· example of training records

· copy of HSW Induction program

· HSW manuals 

· review strategy, policy, process

· review pro forma

· results of review

· Institute/Regional Director and/or DG Reports

· identification of key stakeholders

· method of communication with stakeholders
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