Chapter 9: CHECKLISTS AND FORMS

1. PURPOSE

“A Short Pencil Defeats a Long Memory”

                                                                              Stuart Begley

Under legislation, XYZ is required to keep systematic records of the manner in which it addresses OHS issues.

Various checklists and forms provide part of the proof of day-to-day planning for, and adherence to, safe systems of work.

These documents also provide a valuable resource for reviewing the safety systems and improving those systems from time-to-time.

2. SCOPE

Due to the nature of checklists and forms in use in an organisation, each will have its own peculiar disciplines and boundaries. For example, the scope of the ‘Office’ inspection checklist will be physically confined to the office area, though there may be psychological issues arising from dealing with situations outside the physical boundary, as in dealing with a difficult client over the telephone.

The safe work method statement (SWMS) forms (page 9.08-1) have as their ‘scope’ the workplace task each one is prepared for, and so on.

Time is also a factor when considering the scope. Some checklists and forms will require more active and timely application than others, including the need to assess the critical nature of some areas, and apply checks as may be required by legislation (eg a fire extinguisher check is required to be carried out by a qualified testing authority every 6 months; an electric lead in a ‘hostile’ environment eg a construction area where leads may be subjected to high use and abuse requires a ‘test and tag’ procedure once a month to comply).

3. RESPONSIBILITIES

XYZ General Manager

Within the context of the responsibilities outlined in OHS Responsibilities of XYZ General Manager (page 6.01-1), the General Manager:

· must understand the terms of the OHS Act s. 15 regarding consultation and risk assessment, and OHS Regulation clauses 9, 10 and 11 which place an obligation on an employer to ‘identify’ hazards and their associated risks, ‘assess’ those risks, and to then either ‘eliminate’ the hazards or take appropriate steps to ‘control’ the risks. It is the responsibility of the XYZ General Manager to ensure all ‘reasonable’ and ‘practicable’ steps have been taken to fulfill these requirements;

· must ensure an appropriate system is in place to identify hazards, and supervisory staff are competent in the use of those systems. For example, checklists are an important tool for the systematic discovery of extant hazards;

· coordinate, or assign a direct subordinate (who reports direct to the XYZ General Manager) to coordinate, the establishment and application of a hazard identification system.
Supervisory staff, including Employees occasionally designated as team leaders

Within the context of the responsibilities outlined in OHS Responsibilities of Supervisory Staff (page 6.01-3), Supervisory Staff:
· ensure appropriate and timely OHS inspections are part of the routine running of the department;

· must assist in the preparation of checklists that are considered adequate for the geographic and/or systems areas under their control;

· assist and actively encourage staff under their control to complete such checklists as are considered necessary from time-to-time – refer to the heading ‘Scope’, above;

· encourage staff to actively record each hazard they consider unsafe and to raise any issue they consider critical, immediately; 

· request the assistance of their OHS Representative as required.

· ensure follow-up is provided for any issues raised;

· should consult with previous checklists to ensure similar situations are not regularly arising;

· assist OHS Reps when the OHS Reps are carrying out their own inspection of the department;

· ensure employees under their control understand the necessity to cooperate in the use of hazard identification check-lists;

· notify the XYZ General Manager immediately should any OHS issue arise that is out of the control of the Supervisor.

NOTE THAT CHECKLISTS ARE AN EXCELLENT TOOL FOR SUPERVISORS TO BE KEPT INFORMED AS TO THE SAFETYOF THEIR DEPARTMENT.  THEY ASSIST THE SUPERVISOR TO FULFILL AUDIT DUTIES QUICKLY AND EFFICIENTLY BY ENSURING AUDITORS (USUALLY THE OHS REPS VIA INTERNAL AUDITS, BUT THE ESSENCE OF THE ISSUE APPLIES ALSO TO EXTERNAL AUDITS) HAVE FILES TO QUICKLY REFER TO AND COMPARE AS THEY CARRY OUT THEIR ‘GAP ANALYSIS’ OF THE SAFETY SYSTEM.

OHS Representatives

Within the context of the responsibilities outlined in OHS Responsibilities of OHS Representatives (Page 6.01-4), OHS Representatives:

· consult with employees and supervisory staff in the area covered by the checklist;

· carry-out follow-up audits they consider necessary after reviewing the checklists;

· make use of completed checklists from previous inspections in carrying out current inspections or OHS systems audits;

· review the checklists from time-to-time, in consultation with the various stakeholders, but especially after any incident has been reported from the area covered by the checklist;

· report any issues considered critical directly to the General Manager.

Employees

Section 20 of the Act and clause 28 of the Regulation place obligations on employees to assist the employer in ensuring the area, and the manner, in which they work is safe. Employees have a duty to speak-up on OHS issues they discover in the workplace, its goods and services, and checklists provide a reminder of what to look-out for. Within the context of the responsibilities outlined in OHS Responsibilities of Employees (page 6.01-6), Employees:

· ensure any checklist they have been provided is thoughtfully and truthfully answered;

· should consult with previous checklists to ensure similar situations are not regularly arising;

· ensure anything that is not understood is highlighted for later discussion with their supervisor;

· assist the OHS Representatives to carry out inspections in the relevant work area;

· raise any issue they consider critical with their supervisor (this includes any isse that they see in a part of the workplace that is not part of the employee’s normal are of duty (for example, an employee from finance might see a hazard in the call-centre area);

· participate, from time to time as may be requested, in carrying out inspections of areas outside their normal sphere of business (the assistance of persons who normally do not enter other work areas can be a boon since they may discover hazardous situations that entrenched workers have become used-to).

Contractors:

Are to follow Contractor Control (page 8-1) procedures, and though not permanent workers in the environment, contractors may also be asked to participate in preparation of inspection checklists.

Visitors:

Similar to ‘contractors’, visitors may be asked to participate in an inspection checklist. 
4. PROCEDURES

In the establishment and application of a safety management plan for XYZ, management will identify the various documents required for the safe working of XYZ in both its workplaces and the goods and services it provides. Among these documents should be checklists suitable for the various areas.

As described in the ‘Scope’, and ‘Reponsibilities’, each checklist and form will have its own peculiar area of responsibility (eg workshop, with the potential for ‘live’ electrical work), and may include several other areas of responsibility (eg fire evacuation preparedness, where other departments have to coordinate with each other).

Ideally, once a document is accepted as an official part of the working system (whether OHS related or not), that document should indicate which stakeholders are likely to take responsibility for its application. This may simply be indicated by a ‘sign-off’ and dating of the sheet by a stakeholder – for example a receipt of goods from a courier, or it may be included as very specific title on a procedure – for example the General Manager’s signature at the bottom of the official XYZ OHS Policy.

Since documentation has the following points:

· Duplicable

· Demonstrable

· Plans, actions and reviews

· Legal requirement in some cases

· Reflects commitment

· Homogenous - same information is seen/heard by all relevant staff

· Available to all appropriate staff

· Professional

· Educates

· Promotes discussion/debate

· Easy to review

· Can be revised

· Limits interpretation

· Looks good/pride in work,

and is, in many cases, specific to the individuals task, the majority of forms and checklists are self-explanatory (a number of checklists and forms carry their own procedural instructions).
If a person is unable to understand the application of a particular document relating to their work for XYZ, they must bring this to the attention of their supervisor, and/or OHS Representative.

5. TRAINING

Management

· All persons involved in the management of XYZ should be aware of their responsibilities regarding documentation pertaining to their area of responsibility as defined in their job description.

· This will include the need to know what documentation is required to be supplied to, and from, staff being managed.

· In particular, those involved in day-to-day management should receive training in:

· the use of OHS incident reporting procedures and their application for the prevention of future incidents;

· the preparation of work method statements and their conversion to safe work method statements – Document 9.2. Note these may also include the application of other forms such as the ‘manual handling worksheet’ – Document 9.7.
All stakeholders

· Where any documentation is found to be required as part of stakeholder’s work contract (whether employee or contractor), that stakeholder is to be instructed in the use of that documentation;

· Stakeholders must apply those instructions – unless there is a concern that such instruction may lead to a breach of the safety system. 

NOTE THAT ALL STAKEHOLDERS ARE TO BE ENCOURAGED TO SPEAK-UP IF THEY DO NOT UNDERSTAND DOCUMENTATION THEY ARE REQUIRED TO WORK WITH.
6. REFERENCES

· XYZ OHS Manual: Chapter 3: Planning for Safety p.3.01-1; Chapter 4: Legislation p.4.01-1; Chapter 5: OHS Policies and Procedures p. 5.01-1; Chapter 5, part 2: General OHS Policy p.5.02-1; Chapter 5, part 3: Manual Handling Policy p.5.03-1; Chapter 6: Management Procedures p.6.01-1; Chapter 6, part 2: Grievance and Discipline p.6.02.1; Chapter 6, part 3: Consultation p.6.03-1; Chapter 8: Contractor Management p.8-1; Chapter 9, Part 8: Safe Work Method Statements p.9.08-1; Chapter9, part 11: Manual Handling Worksheets p.9.11-1; Chapter 9, part 1: OHS Inspection Checklists p.9.01-1

· OHS Act 2000: s8;10;22;

· OHS Regulation 2001: cl.9;34;39;45

WorkCover Publications: "Preventing slips, trips and falls - guidance note" WorkCover NSW 1998. Cat. No: 743; WorkCover Safety Guide: ‘Safe Working at Heights’ (#1321).
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