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	iiSAFE™ Toolkits

OSHMS Audit Question Set



	Company:



	Premises address:



	Premises Manager: 



	Auditor(s):



	Date of this Audit:



	Date of last Audit:




Notes to Auditor:

1. Frequency of audits to be established by the lead auditor.

2. Delete Yes, No or don’t know from under each question.

3. All questions require a Yes answer for compliance. For “Yes” answers, scroll right and delete the action plan associated with that question.

4. Action Triggers: “No” and “Don’t Know” will result in an action plan being generated.  For a NO or Don’t Know answer, leave in the Action Plan and scroll down to the end of that section and enter action required by whom and date for completion.

5. All questions must be answered; therefore  “Not Applicable” is not an acceptable response to any of the questions.  However, particular audits may not require certain sections.  In this case, these sections are not selected when setting up the audit question form.  The percentage compliance is then scored out of 100% of the sections selected.
6. Open Bookmark and select section to be audited.

7. Ensure that all identified action points are dealt with as soon as is practicable.
8. Any defects that present a threat to the health, safety and welfare of users of the premises are to be dealt with immediately.

9. Save the file with a new name, e.g. “Audit 01, June 2006”, (Failure to do so will overwrite the original audit question set)

	Question
	Action Plan
	Comment

	A
POLICY

	A1     Is there a written OSH Policy?  

Yes -  No -  Don’t Know
	In conjunction with employees and employee representatives, develop, agree and publish an Company OSH management systems that conforms to the ILO Guidelines for OSH Management 

Legal Requirement
	For details of the contents etc. of a policy see the requirements detailed in the ILO Guidelines for OSH Management Systems, P6.



	A2     Is the policy compatible with/integrated in other management systems within the Company?   

Yes -  No -  Don’t Know
	Senior management teams to review existing management systems in conjunction with the OSH management system to determine whether any incompatibilities exist and to make relevant adjustments to their systems
	

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	B     EMPLOYEE PARTICIPATION 

	B1     Have employees and their safety & health representatives been actively involved in the development of the OSH Policy and Management Systems?   

Yes -  No -  Don’t Know
	Make arrangements, and provide adequate time and resources for employees and their representatives to actively participate in the Company, planning and implementation, evaluation and actions for improvement of the OSH Management System
	Review the arrangements that have been made for employee participation, and confer with employee/employee reps. On this matter before completing the audit.



	B2  Is there a safety and health committee?

Yes -  No -  Don’t Know
	Facilitate the establishment and efficient functioning of a safety and health committee and give due recognition to employee safety and health representatives.

Legal Requirement
	Safety and health committee and employee representatives to be facilitated in accordance with the Management of Health & Safety at Work Regs. 1999, and the Health & Safety (Consultation with Employees) Regs 1996.

	B3     Have employees and their health & safety representatives been fully informed of and trained in all relevant aspects of OSH, including emergency arrangements, associated with their work

Yes -  No -  Don’t Know
	Review and implement effective procedures for the dissemination of health & safety information to employees and their representatives.  

Conduct training and skills gap analyses, develop and implement relevant training programmes and assign appropriate prioritisation to programmes and scheduling.

Legal Requirement
	Evidence in respect of this question to include evidence from hazard/risk assessments, personnel training files and training records, and trainers.



	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	C     RESPONSIBILITY AND ACCOUNTABILITY

	C1     Has responsibility and authority for the development, implementation and performance of OSH management been appropriately assigned at all levels within the Company?

Yes -  No -  Don’t Know
	Review the OSH roles of all employees and managers within the Company and assign responsibility and authority for relevant aspects of the OSH management system in accordance with the principals details in the ILO guidelines, pps7&8

Legal Requirement

	ILO guidelines, pps 7&8 details the structures and processes necessary for the effective performance of this element of the management system.  Sufficient evidence is that which will confirm all points 3.3.2. (a) – 3.3.2. (K).



	C2     Is accountability for the development, implementation and performance of OSH sufficient to allow for the identification, evaluation and control of all hazards in the workplace?

Yes -  No -  Don’t Know
	Clearly define the roles and responsibilities of all employees and managers, establish effective means of communication between all levels within the Company, and ensure that the procedures for responding to safety and health issues are prioritised.

Legal Requirement
	Compare the perceptions of OSH management and practice between differing levels within particular line management structures, noting that disparities in perception are strong indicators that systems may not be as effective as perceived by management. Thoroughly explore disparities to arrive at objective conclusions about the operation of the system.  Seek material evidence to support/negate perceptions.



	C3    Has a senior manager(s), accountable to the Board, been appointed with the responsibility and authority for the effective development, implementation, reviewing and evaluation of the OSH Management System?

Yes -  No -  Don’t Know
	Appoint and hold accountable a relevant person(s) at senior management level with the appropriate authority to be responsible for the effective development, implementation, reviewing and evaluation of the OSH Management System.


	Relevant evidence will include a named list, job/task descriptions for the persons appointed, copies of reports they have produced, and senior management minutes which record acceptance of and action on these reports.

Seek evidence too at lower levels of awareness of this post and of action stemming from it.



	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	D     COMPETENCE & TRAINING

	D1     Have all the necessary OSH competence requirements been identified and recorded?

Yes -  No -  Don’t Know
	Identify the OSH competence requirements in respect of all operations within the Company and maintain a record of these.

Legal Requirement
	Review hazard/risk assessment documentation and seek evidence of competence assessments in the control mechanisms detailed.  

Look at safety skills analysis sheets for evidence of competence requirements.

Look at training programmes to see if competences are included.

Look at the resources (internal & external) available and used for the identification of competences.



	D2     Are all persons competent to carry out their work tasks safely and effectively?

Yes -  No -  Don’t Know
	Reassign as a matter of priority all persons whose competence level is such that there is a potential for serious harm if they were to continue in their work operation.

Carry of a safety skills gap analysis and implement a programme of training, prioritised in relation to the severity of potential harm.

Legal Requirement
	Competency extends to all employees and agents engaged by the Company to advise, train or otherwise assist in the identification and elimination/control of work related hazards.

Check procedures for determining employee/Company competence and that there is evidence that the procedures are properly implemented.

Immediate action will be needed where the competence of employees are such that there is a potential for serious harm.

	D3    Do all training programmes meet the requirements outlined in the ILO Guidelines for OSH Management Systems? 

Yes -  No -  Don’t Know
	Review the provisions for training within the Company and establish a schedule for the implementation of the ILO Guidelines for Competence & Training. 

Legal Requirement
	See section 3.4, page 8 of ILO Guidelines for OSH Management Systems.

Reg. 13, MHSW Regs.

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	E     OCCUPATIONAL SAFETY & HEALTH MANAGEMENT SYSTEM DOCUMENTATION

	E1    Has the documentation associated with OSH been established and maintained in accordance with the principles outlines in the ILO Guidelines for OSH Management Systems?

Yes -  No -  Don’t Know
	Review the documentation systems and procedures and establish a schedule for bringing them into compliance with the ILO Guidelines for OSH Management Systems.
	See section 3.5, pages 8 & 9 of ILO Guidelines for OSH Management Systems.

Assess not only the existence of a documentation procedure, but also how it is implemented at different levels within the Company.  Does it do what it is supposed to do?



	E2     Do employees access the records relevant to their specific work environment and health?

Yes -  No -  Don’t Know
	Establish procedures for accessing safety documents and communicate to employees.
	Differentiate between “must access” documentation, such as hazard assessments and control procedures, and  “optional access” such as personal health records that employees may choose (or not) to view.  This question refers to the latter.

Ensure confidentially is respected where it is relevant.

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	F     COMMUNICATION

	F1     Are the communication procedures and arrangements sufficient to meet the requirements for the effective receiving, documentation, dissemination of and responding to OSH matters?

Yes -  No -  Don’t Know
	Review communication procedures and arrangements and ensure that they are sufficient to address all relevant OSH issues, internal and external.

Ensure that communication flows equally well in both directions within the management structure.

Legal Requirement
	Seek evidence from employees at all levels and their representatives as to the effectiveness of communications on OSH.  Are concerns and inputs from employees admitted into the system and appropriately dealt with?

Do employees at all levels receive and respond appropriately to communications.

Reg 10 & 14, MHSW Regs.

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	G    INITIAL REVIEW

	G1    Has the OSH Management System been developed as a result of an appropriate review and evaluation?

Yes -  No -  Don’t Know
	Conduct a review and evaluation of the OSH Management System following the ILO Guidelines.
	See page 10, Section 3.7 ILO Guidelines on OSH Management Systems.

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	H     SYSTEM PLANNING, DEVELOPMENT & IMPLIMENTATION

	H1    Does the OSH Management System support compliance with N.I. H&S legislation, and promote continual improvement in OSH performance?

Yes -  No -  Don’t Know
	Identify gaps in legislative compliance and establish a programme of implementation that will bring the OSHMS into compliance within and agreed time-scale.

Develop and incorporate a procedure for continual improvement into the OSHMS.

Legal Requirement
	

	H2    Are there arrangements for adequate and appropriate planning of OSH?

Yes -  No -  Don’t Know
	Develop and implement planning arrangements, based on reviews and other available data that contribute to the protection of OSH. 
	The planning arrangements should include elements as detailed in the ILO Guidelines on OSHMS, section 3.8, page 11.

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	I     OCCUPATIONAL SAFETY & HEALTH OBJECTIVES

	I1     Does the Company/department have measurable OSH objectives?

Yes -  No -  Don’t Know
	Establish measurable objectives that are consistent with Company policy and that are based on OSH reviews.
	Look for objectives which are quantifiable and which make a substantial contribution to OSH practice in the Company/department.

	I2    Have the objectives been communicated to and are they clearly understood by all employees?

Yes -  No -  Don’t Know
	Document and communicate the objectives to all relevant functions and levels within the Company.   


	Communication is a two way process, evidence must demonstrate that information has not only been passed to but also received and understood correctly by all relevant persons.

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	J    PREVENTION & CONTROL MEASURES

	J1     Are hazards and risks to employees’ safety and health clearly identified and are they evaluated on an on-going basis?

Yes -  No -  Don’t Know
	Develop and implement hazard/risk analyses procedures that incorporate preventative and protective measures.

These procedures to include an effective procedure for continual review.

Legal Requirement
	Evidence of hazard and prevention analyses must also include evidence that they have been effectively communicated to and are being followed by all relevant employees.

	J2    Do the hazard prevention and control procedures/arrangements effectively achieve their objectives?

Yes -  No -  Don’t Know
	Compare the hazard prevention and control procedures/arrangements with the hazard/risk analyses and work place practice, review and modify as appropriate.

Legal Requirement
	Evidence must also be obtained from observation of work place practices, accident reports, and near miss analyses.  The absence of accidents is not a necessary indicator of effective procedures and arrangements.

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	K    MANAGEMENT OF CHANGE

	K1    Has the impact on OSH of all changes been evaluated and all necessary preventative steps take prior to the implementation of those changes?

Yes -  No -  Don’t Know
	Conduct a change impact assessment using the OAC model.

Legal Requirement
	Guidance can be obtained from section 3.10.2, page 12, ILO Guidelines on OSHMS

	K2    Have all employees affected by a decision to change been properly informed of the changes to take place and trained prior to the implementation of the change?

Yes -  No -  Don’t Know
	Identify the effects on employees of any proposed change, communicate the effects of the change and the requirements for safety and implement any necessary training prior to the change taking place.

Legal Requirement
	

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	L     EMERGENCY PREVENTION, PREPAREDNESS AND RESPONSE

	L1    Have emergency prevention, preparedness and response arrangements been established?

Yes -  No -  Don’t Know
	Review and assess the potential for emergencies and establish such prevention, preparedness and response arrangements as are necessary to the identified situations.

Legal Requirement
	Guidance can be obtained from section 3.10.3, page 12, ILO Guidelines on OSHMS.

Such arrangements must be developed in conjunction with all applicable external emergency services and other bodies where applicable.  If there is no evidence that this has been undertaken, the arrangements fail.

	L2    Are the emergency prevention, preparedness and response arrangements maintained up-to-date, and al personnel familiar with their role within the arrangements?

Yes -  No -  Don’t Know
	Undertake and document periodic reviews of the emergency prevention, preparedness and response arrangements.

Initiate a program of and document training / refresher training on the implementation of the arrangements.

Legal Requirement
	The content and frequency of programs of training/refresher training should reflect the nature and scale of any potential emergency and the role played by key personnel in the implementation of emergency procedures.

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	M    PROCUREMENT & LEASING

	M1     Does the Company’s procurement procedures incorporate such measures as are necessary for compliance with OSH statutes and Company policy?

Yes -  No -  Don’t Know
	Establish and maintain procurement and leasing procedures that conform to the guidance in ILO Guidance on OSHMS.

Legal Requirement
	

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	N     CONTRACTING

	N1    Are the Company’s safety and health requirements applied to contractors and their employees?

Yes -  No -  Don’t Know
	Establish and maintain arrangements for ensuring that the Company’s safety & health requirements (or their equivalent) are applied to contractors and their employees.

Legal Requirement
	Evidence must also demonstrate that not only are the arrangements applied to contractors, but that contractors are complying with them.  Observe workplace practice and discuss with contractors and their employees.

See ILO Guidelines on OSHMS, section 3.10.5, page 13.

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	O    PERFORMANCE MONITORING & MEASUREMENT

	O1     Have procedures for the regular monitoring, measurement and recording of OSH performance been established and do they provide information on the extent to which the Company is implementing its OSH objectives and controlling workplace hazards?

Yes -  No -  Don’t Know
	Develop procedures for the regular monitoring, measurement and recording of OSH performance. 

Ensure that the performance indicators that are appropriate to the size and nature of the activity of the Company and the OSH objectives?

 Ensure that the performance monitoring and measurement procedures provide information on the extent to which the Company is implementing its OSH objectives and controlling workplace hazards.

Legal Requirement
	Procedures must also include facilities for and evidence obtained from regular review. 

Section 3.11 pages 13/14 refers

	O2    Are decisions on OSH performance based on effective performance monitoring?

Yes -  No -  Don’t Know
	Review the decision making process and ensure that hazard identification and control are based on effective and relevant OSH performance monitoring.

Ensure that monitoring results in a pro-active system for determining hazards and risks.
	Section 3.11 pages 13/14 refers

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	P     INVESTIGATION OF WORK RELATED INJURIES, ILL HEALTH, DISEASES AND INCIDENTS, AND THEIR IMPACT OF SAFETY & HEALTH PERFORMANCE

	P1    Does the investigation of work-place injuries, incident and ill health facilitate the identification of any OSH management system failure?

Yes -  No -  Don’t Know
	Accident/incident investigation procedures to include guidance on and instruction to assess for OSH MS failure.
	

	P2     Do the results of investigations lead to OSH changes?

Yes -  No -  Don’t Know
	Ensure that the results of accident/incident investigations include recommendations for OSH changes (including both performance and management arrangements as necessary).

Ensure that the recommendations are acted upon in an appropriate manner and within an appropriate timescale.

Legal Requirement
	

	P3    Are accident/incident investigations carried out in accordance with the ILO Guidelines of OSHMS?

Yes -  No -  Don’t Know
	Review/develop accident/incident investigation procedures in accordance with the ILO Guidelines of OSHMS?
	Section 3.12, page 15 refers.

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	Q     AUDIT

	Q1     Are there appropriate arrangements in place for the auditing of the Company’s OSHMS and its elements?

Yes -  No -  Don’t Know
	Develop and implement an audit policy and programmes that includes auditor competence, the audit scope, frequency of audits, audit methodology and reporting.
	The audit should cover those aspects of the OSHMS detailed in ILO Guidelines on OSHMS, section 3.13, pages 15/16

	Q2     Do the audit conclusions make a determination of the Company’s effectiveness OSHMS and the degree of statutory compliance achieved?

Yes -  No -  Don’t Know
	Establish audit objectives to include a determination on the effectiveness of the OSHMS and the degree of statutory compliance achieved by the Company.

Legal Requirement
	Reg 4, MHSW Regs

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	R       MANAGEMENT REVIEW

	R1     Are Management Reviews conducted on the principles detailed in the ILO Guidelines on OSHMS?

Yes -  No -  Don’t Know
	Assess and establish review procedures for the Management system that accords with the principles detailed in the ILO Guidelines on OSHMS?
	See section 3.14, pages 16/17, ILO Guidelines on OSHMS?

	R2     Does the frequency and scope of the management review of the OSHMS meet the requirements of the Company with reference to the needs and conditions in the Company?

Yes -  No -  Don’t Know
	Define the needs and conditions within the Company and schedule management reviews of the OSHMS with the appropriate scope and degree of frequency? 

Ensure that the elements of the OSHMS detailed in the ILO Guidelines on OSHMS are given appropriate consideration and weighting in the Management Review.

Legal Requirement
	See section 3.14, pages 16/17, ILO Guidelines on OSHMS?

	R3     Have the findings of management reviews been recorded and formally communicated to all relevant persons?

Yes -  No -  Don’t Know
	Record the review findings and forward formally to the relevant parties.
	Relevant persons include:  Persons responsible for taking action on relevant elements, safety and health committee, employees and their representatives.

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	S    PREVENTATIVE AND CORRECTIVE ACTION 

	S1     Have arrangements for preventative and corrective actions resulting from OSH management monitoring, audits and reviews been established, and are they maintained?

Yes -  No -  Don’t Know
	Establish appropriate arrangements for identifying and analysing root-causes of non-conformities, and initiate, plan, implement and check the effectiveness of corrective and preventative measures.

Ensure that relevant documentation of all stages is maintained.

Legal Requirement
	

	S2     Where preventative and protective measures are deemed to be inadequate or likely to become inadequate, are they properly addressed?

Yes -  No -  Don’t Know
	Address actual and potential inadequacies in OSH preventative and protective measures by reference to the recognised hierarchy of prevention and control measures.

Legal Requirement
	This should be completed and documented within a time-scale appropriate to the potential outcome of an OSH failure.

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	T     CONTINUAL IMPROVEMENT

	T1     Are there arrangements in place for the continual improvement of the relevant elements of the OSHMS, and the system as a whole?

Yes -  No -  Don’t Know
	Develop and implement arrangements for the continual improvements of the OSHMS and the system as a whole.
	These arrangements should take into account the elements detailed in section 3.16, page 18 of the ILO Guidelines on OSHMS

	Name of person to carry out the Action Plan:

To be completed by (Date): 


	Question
	Action Plan
	Comment

	Z     VALIDATION

	Z1     Has this audit been verified by reference to documentary evidence or direct observation?

Yes -  No -  Don’t Know
	This audit is invalid.  Verify the results by reference to documentary evidence, observed practice and other verifiable evidence.

Legal Requirement
	Note the source and location of all documents accessed, and date, time, location and personnel observed and interviewed.
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