QUT National Health and Safety System Audit Tool
Guidance Note

Introduction

This QUT National H&S Systems Audit Tool Guidance Note will provide lead auditors, support auditors and other participants in the annual QUT H&S audit with relevant information and reference to the suite of documentation which will streamline the audit process, the construction and implementation of the respective rectification action plans and the formal organisational reporting as determined by QUT to the Vice Chancellor’s Advisory Committee (VCAC) and Audit and Risk Management Services Committee through the respective Faculty and Divisional Health and Safety Committees and HR Health and Safety Advisory Services (HR HSAS).
Timing of Annual H&S Audits
It is anticipated that the annual H&S Audits will be conducted, commencing July each year with submissions to HR HSAS by December and reports to the February meetings of the Audit and Risk Management Committee, Vice Chancellor’s Advisory Committee and the Lead H&S Forum.

The inaugural QUT NAT H&S Systems Audit for 2008 has commenced with summary reports due to HR HSAS by the end of December. 
Legislative Background and QUT Policy 
The requirement for successful operation of occupational health and safety management systems is implicit in the Queensland Health and Safety legislation and inclusion of audit processes is highlighted in the Australian Standard AS 4801:2001 Occupational health and safety management systems.  
At QUT, self assessment H&S audit programs have been conducted since 2000 to meet the requirements as established through the QUT Registrar and HR Health and Safety Advisory Services as a response to the Assurance and Risk Managements Services Charter which has as its basis the Australian/New Zealand Standard AS/NZS 4360:2004 Risk Management.
QUT Health and Safety Audit Tool Training
The Audit Tool training, conducted by representatives of Jardine Lloyd Thompson in August 2007 and September 2008, has provided QUT with 12 Lead Auditors and 80 Support Auditors competent in the use of the QUT H&S Audit Tool as it is to be applied at the Faculty and Divisional level.  
Annual training for support auditors is planned for June each year by HR HSAS, however it is anticipated that local training and mentoring of Faculty and Divisional staff conducted by the respective Faculty and Divisional lead auditor/support auditor complemented by HR HSAS lead auditors will occur to assist in the workload distribution during the more extensive audit programs as the tool and the audit methodology evolves. 
Tools and Document List 
Subsequent to the QUT Health and Safety Auditor’s Training Course and as a result of the Risk Profile discussions held during the training day, formalised and tailored audit documentation including a series of audit tools have now been provided 
The use of the tailored assessment tools can best capture the salient information which describes the performance of the H&S systems management in operation at the various workplaces which collectively describes the Faculties and Divisions H&S systems management. 
For the Lead Auditor these documents and tools include:

· Lead Auditor’s National Health and Safety Audit Tool-General,
· Lead Auditor’s National Health and Safety Audit Tool-Questionnaires and Workplace Inspection Tools:

· Questionnaire for senior management, managers, supervisors, team leaders, and employees

· Displayed documents checklist

· Workplace inspection records

· Health and Safety Management System Audit Report Template

· Template for the lead auditor to compile their findings from their audit team
· Collation Tools

· Audit Criteria Scoring Matrix – Excel spreadsheet which allows for the input of criteria scores with a graph output which is then utilised in the audit report
· Questionnaire Collation Matrix – Excel spreadsheet which allows for the input of data collected by audit team from management and employee interviews. ‘No’ responses are entered into the spreadsheet so that the data can be used in the areas for improvement within the Audit Report. Percentages are calculated of persons that didn’t know or were unsure of the topic.
· Safety Question Collation Matrix – A question is asked within the management and employee questionnaires regarding the individual’s perception of safety in their workplace. The appropriate answers are entered into the Questionnaire Collation Matrix, however the total numbers can then be entered into this excel spreadsheet where a graph can be produced and utilised within the Audit Report

· Health and Safety Management System Annual Compliance Report

· Summary of Audit Report which contains audit purpose, scope and methodology, executive summary, key recommendations, overall performance graphs, and rectification action plans (RAP) to be submitted to  HR HSAS.

·      Health and Safety Management System Rectification Action Plan

· RAP – Outlines the areas for improvement from the Audit Report where recommendations are made, responsibility assigned, date to be completed and verification of completion

· Health and Safety Management System Audit Opening and Closing Meeting Presentations

For the Support Auditor these documents and tools include:

· Support Auditor National Health and Safety Audit Tool
· Support Auditor NAT – constructed and tailored for the respective Faculties and Divisions using the identified risk profiles. A general Support Auditor NAT is also available which incorporates all of the risk profiles which can be used to modify tools at later stages in the audit program if required.

· Support Auditor’s National Health and Safety Audit Tool-Questionnaires and Workplace Inspection Tools

· Questionnaires for Employees

· Displayed Document Checklist

· Workplace Inspection Records

· Collation Tools

· Questionnaire Collation Matrix – Excel spreadsheet which allows for the input of data collected by audit team from management and employee interviews. ‘No’ responses are entered into the spreadsheet so that the data can be used in the areas for improvement within the Audit Report. Percentages are calculated of persons that didn’t know or were unsure of the topic.
*A CD titled QUT National Health and Safety Audit System will be provided to all QUT Lead and Support Auditors. An Audit Document List is also located on the HR Health and Safety Website: 
http://dev-www.hrd.qut.edu.au/healthsafety/audit.jsp.
Methodology of the QUT H&S Management Systems Audit for 2008

Given that 2008 will be the inaugural H&S Audit using the National Audit Tool it is recommended that:

· The Faculty and Divisional Health and Safety Committees play a lead role in the conduct and reporting of the 2008 H&S Management Systems Audit 

· Faculties and Divisions through input from the H&S Committees select two areas which best represent their respective H&S management systems performance.

· The audit process involves all staff who have been trained as Lead or Support Auditors and that where ever possible a team style audit approach be adopted.
· Lead and Support Auditors plan the audit process for their areas and include the direct liaison with area managers and supervisors

· Lead and Support Auditors conduct the respective parts of the audit in accordance with Overall Audit Process and complete the audit documentation (as specified above), including the provision through the local faculty Health and Safety committee of reports and rectification action plans. Notice of timetabling and conduct of audit close –up and feedback to be organised with area managers or supervisors.
· The Lead Auditors complete the local Annual QUT Health and Safety Systems Audit including photographs taken during inspections which describe H&S issues.

· The Lead Auditor stores all audit documentation and reports locally.

· The Lead Auditors provide HR HSAS with the summary report which including RAP sheet and Executive Summary signed-off by the Chairperson of the Faculty H&S Committee.

·  The Lead Auditor Report for 2008 to be received by HR HSAS by 31st Dec 2008  
· HR HSAS will collate and report to the University Lead health and Safety Forum, Audit and Risk Management Committee and the Vice Chancellor’s Advisory Committee (VCAC)
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