	[image: image1.png]UNSW

A US TR A L I A






	HS069 HSMS Audit Plan 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	Superseded Documents
	HS069 v3.1

	File Number
	TRIM 2012/03005-0004

	Associated Documents
	UNSW Audit Schedule

HSMS Self Audit Tool (SAT)

HS308 HSMS Audit Procedure 

HS072 HSMS Audit Attendance Template
HS070 HSMS Audit Confirmation Template
HS073 HSMS Audit Closing Meeting Template
HS631 HSMS Audit Report Template

	Version
	Authorised by
	Approval Date
	Effective Date

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


Audit Plan for:


1. Preliminary Audit Meeting Agenda

· Reviewing the objectives & scope of the audit

· Agreeing on the details of the audit plan, times locations & persons required to provide the evidence

· Assigning a guide to the auditor who has access to docs & records & authority to retrieve.

· Determine any HS induction requirements  facilities, meeting rooms etc

· Discuss any confidentiality requirements & security issues for access etc.

· Identify the need for the SAT and corrective actions to be completed prior to the UNSW internal audit.

2. Audit Definition

To undertake a “systematic, independent and documented process for obtaining evidence and evaluating it objectively to determine the extent to which the UNSW HSMS audit criteria is being fulfilled”. (ISO9011)

3. Audit Objectives

The UNSW internal audit objectives are to:

· determine whether the UNSW HSMS meets the overall objectives of the organisation

· meet workers compensation self insurers license conditions

· verify whether a process is being performed in accordance with a written procedure and determine its effectiveness 
· verify the responses to self assessment (SAT)

4. 
 Audit Criteria 
The UNSW audit criterion is based on the:
· National Self Insures OHS Audit Tool (v.2.0; 3.08.09)
· Self Audit Tool (SAT) MyUNSW ‘Online version’.

5. Audit Methodology

I. Interviews with key personnel

II. Sighting and review of system documentation/records
III. Direct observation and verification of work practices and processes
6. Audit Team 

UNSW Lead Auditor

Name: 

UNSW Audit Team Member
Name: 
7. Auditee Roles
Auditee HOS /Senior Manager;

· Providing an audit guide 

· Cooperating with the audit team

· Providing information and records required
· Attending opening and  closing audit meetings

· Disseminating audit information to Auditee/s and others.
Auditee Supervisors/Senior Administrator

· Cooperating with the audit team

· Providing information and records required by the auditor

· Providing and advising the audit team of their safety and/or PPE requirements 

HS Chairperson/ Safety Officer

· Shall cooperate and communicate with the Auditor

· Shall assist the auditor and auditee to achieve the audit objective

· Shall advise the HOS or Senior manager on HS issues and shall monitor the implementation of corrective actions arising from the findings of the audit.
Auditees/ General Staffs

· Cooperating with the audit team
· Answer questions honestly & openly 
· Providing information and records required by the auditor

Audit Guide (Appointed by HOS/Senior Manager)

Name: 

· accompanying and guiding the audit team during the audit process;

· establishing contacts and timing for interviews;
· arranging visits to specific parts of the audit site;
· ensuring that rules concerning the safety and security precautions are known and respected by the audit team members;
· witness the audit on behalf of the auditee,
· providing clarification or assisting in collecting information
8. Audit Scope

Faculty/Division:

Location:
School/Business Unit Name:

Location:

9. Audit Dates/Times

	Action
	Date
	Time
	Location
	Responsible Person

	Pre Audit Meeting
	04/09/12
	3.30 PM
	Kens TETB Lv2 208
	Auditor/Auditee

	Audit Date
	
	
	
	HS Mgr/Auditee

	Audit Opening Meeting
	
	
	
	Auditor/Auditee

	Audit Exit Meeting
	
	
	
	Auditor/Auditee


Day 1: Meeting Schedule

	Person
	Date
	Time 
	Location
	Responsible person

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Day 2: Meeting Schedule

	Person
	Date
	Time 
	Location
	Responsible person

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


10. Travel Arrangements for Audit Areas other than the Kensington Campus

List any travel arrangements:
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