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general Health, safety and 
wellbeing audit
part 2 – systems audit

The purpose of this audit is to support the USC General Health, Safety and Wellbeing Audit, Part 1 - Hazard Checklist, to establish that health and safety systems are integrated into the workplace. This is to be achieved by:

· reviewing records

· observing work practices over a period of time (eg one week)

· randomly selecting approximately 10-50 percent of the workers in the area and briefly interviewing them.

Please comment if there is a reason why there is a negative response (eg manager/supervisor may not have deemed manual handling training compulsory for all staff).

Reviewing records

This should be completed by reviewing work area records (eg induction and training records, documented risk assessments, past audits, operational procedures etc.).

	AUDIT INFORMATION


	Area audited: 
	Date: 

	Supervisor: 
	Cost Centre Manager: 

	Audit undertaken by: 


	questions


Please tick (ü) relevant box and provide any additional comments as required:

	
	Yes
	No
	N/A
	Comments

	Training 

	Have all staff completed HSW training modules as required?
	
	
	
	

	Does the work area have evidence that all staff have completed required tasks specific training?
	
	
	
	

	Have contractors engaged by this work area completed the contractor induction modules as required?
	
	
	
	

	Is there evidence that new workers have been inducted to the workplace?
	
	
	
	

	Documentation

	Have the recommendations from the previous audit been implemented by the documented completion date?
	
	
	
	

	Are there risk assessments specific to this work area?
	
	
	
	

	Are the risk assessments current and relevant to the work that is being undertaken?
	
	
	
	

	Are there Standard Operating Procedures (SOPs) for this area?
	
	
	
	

	Are the SOPs current and relevant to the work that is being undertaken?
	
	
	
	

	Are risk assessments and SOPs accessible to staff?
	
	
	
	


	
	Yes
	No
	N/A
	Comments

	Observations

	Are staff working in accordance with USC policies, procedures and guidelines?
	
	
	
	

	Are staff working in accordance with operational procedures, SOPs and/or risk assessments?
	
	
	
	

	Are staff using correct manual handling techniques?
	
	
	
	

	If required, are staff using appropriate PPE?
	
	
	
	

	Do staff take regular breaks from their workstation?
	
	
	
	

	Other (please specify):
	
	
	
	


	interview


· Randomly select approximately 10–25 percent of the workers and ask the following questions.

· Please use one form for each person interviewed and attach forms to other audit material.

	Date interview undertaken: 

	Can staff member state/demonstrate the following:
	Yes
	No
	N/A
	Comments

	What to do if they identify a near miss, hazard or incident? (Isolate hazard where possible, report to supervisor and online incident reporting system)
	
	
	
	

	How to contact Safe USC if they need an afterhours escort? (Contact Safe USC 5430 1168)
	
	
	
	

	How do they get assistance for an emergency, personal safety concern or first aid?

(Contact Safe USC 5430 1168)
	
	
	
	

	What is the purpose of the emergency call points (ECPs)? (Direct contact with Safe USC to raise alarm)
	
	
	
	

	What is SafeZone and how is it used?

(Phone app allowing you to raise alarm with Safe USC and get assistance, geolocation)
	
	
	
	

	Do they have SafeZone installed?
	
	
	
	

	What to do if they are working alone/in isolation?

(Supervisor manager must be aware, Safe USC aware, Safe Zone, follow procedures)
	
	
	
	

	What to do if there is a lockdown alarm?

(Remain calm and encourage others to do so. Lock the doors and windows into the room if possible. Place furniture and equipment in front of the door. Move away from doors and windows. Assist any individuals with a disability to take cover and hide. Get down and stay close to the floor. Turn off any lights where possible. Follow the instruction of Safe USC the police or other emergency workers. Do not leave the area unless directed by emergency services staff and/or the ‘all clear’ is given)
	
	
	
	

	Questions for staff member (document responses in the spaces below):

	With respect to your health safety and wellbeing at work – what is USC doing well? 

	With respect to your health safety and wellbeing at work, how can USC improve?


	Action plan


If any hazards were identified, please list them in the hazard column below. In accordance with the Health, safety and wellbeing auditing guidelines – General workplace health and safety audit identified hazards should be analysed and appropriate controls determined. The person/s responsible for actioning or implementing these controls should be identified, as should the time frame for the completion of control implementation. 

Note: short and long-term controls may have to be considered for some hazards. 

Points to consider when formulating actions/controls:

· Actions/controls must be realistic and achievable and must not introduce additional hazards

· Any actions/controls must be in accordance with relevant legislation and USC policies, procedures and guidelines

· Responsibility for actioning an item cannot be delegated to a person from another department without liaison with and consent of that person
	Hazard
	Action / control
	Responsible person
	Date to be actioned by

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


All audit documents must be captured in an approved records management system in accordance with the University’s Information and Records Management – Procedures, with a copy forwarded to hsw@usc.edu.au
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