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	HS631 HSMS Audit Report Template

	Policy Hierarchy link
	This Plan details actions and processes pursuant to the  Work Health and Safety Policy

	Responsible Officer
	Director, UNSW Safety and Sustainability

	Contact Officer
	Manager, UNSW Health & Safety, Adam Janssen x52214 email: a.janssen@unsw.edu.au 

	Superseded Documents
	HS631: 3.1 5/02/13

	File Number
	TRIM 2012/03005-006

	Associated Documents
	UNSW Audit Schedule

HSMS Self Audit Tool (SAT)

HS308 HSMS Audit Procedure 
HS069 HSMS Audit Plan Template
HS070 HSMS Audit Confirmation Template
HS072 HSMS Audit Attendance Template 

HS073 HSMS Audit Closing Meeting Template 

	Version
	Authorised by
	Approval Date
	Effective Date

	3.2
	Director, UNSW Safety and Sustainability
	2 February 2016
	2 February 2016


	1) 
	· Faculty/Division
	

	2) 
	· School/Unit
	

	3) 
	· Auditor
	

	4) 
	· Audit Date
	

	5) 
	· Report Date
	

	6) 
	· Table of Contents
	Insert a Table of Contents on the Report Cover.(Apply heading formats to the relevant criteria)

	7) 
	Introduction

(Include Broad Statements)
	Audit Introduction:

· Demographics (Audit number/team/date/location/confidentiality/security requirements).

· Scope & Objectives (As per the brief/plan HS069)

· Contribution of Staff & Management(auditees/guides etc)

· Methodology 

1. Conducting interviews with relevant staff e.g. Head of School, Unit managers, members of the academic staff and general staff.

2. Review of documentation and records e.g. workplace inspections, HS Hazard and Risk Register, Corrective Action table, Faculty Safety Policy, position descriptions, HS Training Plan, and HS Induction Checklist.

3. Observation by site visits to staff worksites eg Offices, laboratories, workshops, store rooms, lecture theatres.

· System Established (The degree to which he system is implemented and maintained)

· Disclaimer – e.g. auditing is a sampling approach and the findings are based only on what was sampled during the audit- to get a “snapshot” of the level of implementation of the UNSW HSMS. 



	8) 
	Body

(Includes specific statements based on the auditors findings)
	Summary of Findings:

· Previous Audit findings (deficiencies, observations, improvements and corrective actions addressed)

· System Strengths ( start with the positive aspects about the system audit findings)

· System deficiencies (any deficiencies raised that can be seen as Medium/low Risk)

· Areas of Concern (any observations raised that can be seen as Medium/ low risk issues)

· Opportunities for improvement ( finish with positive aspects-system is conforming but is able to be improved, low risk issues)

· Recommendations (optional – may be presented at the end of each segment outlined above in the summary of findings or include a separate heading)

	9) 
	Conclusion

(Includes Broad Statements)
	Overall Summary:

· Systems ability to achieve the business objectives (considers WC Claims/incidents & cost to the organisation.)

· Impact of the system not meeting the organisations requirements-needs & expectations and level of perception by others).

· Effectiveness of the audit schedule as a management tool 

· The effectiveness of the self audit program.

	10) 
	Attachments

/Appendix

(Relevant documents related to the audits activities)
	Documents

E.g., Audit Criteria (separate working document attached in appendices), Audit Plan, audit guidance notes, photos, samples etc; (whatever is appropriate for documenting evidence) Sample documents are required for completing the report.
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