



WHS Documents Checklist

	Document
	Yes
	No

	Audit of risks/hazards at the workplace — inventory
	 
	 

	Assessment of risks/hazards at the workplace
	 
	 

	Risk/hazard management plan
	 
	 

	Induction list — WHS issues to emphasise
	 
	 

	Policies and procedures on WHS
	 
	 

	Relevant material safety data sheets
	 
	 

	Accident records, including notifications of accidents to the relevant safety authority (e.g. WorkCover, SafeWork etc)
	 
	 

	Records of near-misses
	 
	 

	Overall WHS training plan
	 
	 

	Confirmation of training (e.g. relevant training documents and training plans)
	 
	 

	Relevant reports from consultants
	 
	 

	Reports from employee representatives, committees and HSRs (if any)
	 
	 

	Reports on consultation and actions arising from these reports
	 
	 

	Workers compensation reports of injuries/claims to insurer
	 
	 

	Rehabilitation report
	 
	 

	Intelligence gathering documents — WHS information particularly relevant to the business
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AN EDITABLE HUMAN RESOURCE LETTER TEMPLATE

WHS DOCUMENTS
CHECKLIST

An overview

This WHS Documents Checklist Template should be a central document composed for each and every
waorkplace. The plan should note the risks and hazards identified at the workplace then grade those risks
and hazards. This should be followed by an outline of what should be done to eliminate those risks and
hazards or to reduce them to a safe level. The document should be continuously updated and revised and

there must be employees who are responsible for consistently addressing the issues noted and who are
responsible for the implementation of the measures outlined in the plan.

How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at
law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





