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Ref Date Hazard/Issue Agreed Control Measure/s Resp. Person Status Comments Source of Hazard/Issue Completion Date
1 2/3/09  Fire extinguishers require service    renew service agreement  renew service agreement George Leach/Martin Lynch  Completed

Reminder will now be generated
                                           No reminder was 
generated

2 2/3/09 First aid training for Staff Booked  staff into a course George Leach Pending Reminder will now be generated No reminder was generated
3 3/3/09 Contractors not wearing Hi Vis Clothing (Werribee Site) Spoke to offenders  and agreed on company policy Rod Armatige Achieved compliance on the day ensure compliance Supervisor moving through muliple sites
4 3/3/09 First aid  kit expired sock Check stock for validation George Leach Completed Auditing program No Auditing Program
5 4/3/09 Expired Testing and Tagging at  Werribee Site Retest all leads and tools Rod Armatige Completed Site Safety walks No Site Saftey Walks
6 5/3/09 Not using proper RCD board at Clayton Removed illegal equipment from site George Leach Completed Site Safety walks No Site Saftey Walks
7 10/3/09 Speeding on site at Clayton Reinducted offenders George Leach Completed Site Safety walks No Site Saftey Walks
8 10/3/09 Toilets required cleaning Cleaned tolilets Robert Ferarro Completed Site Safety walks No Site Saftey Walks
9 10/3/09 Unsecured temp Fence at Clayton Check and resecure Robert Ferarro Completed Site Safety walks No Site Saftey Walks

10 10/3/09 RCD requires testing on p/pole at Clayton Retest all electrical Equipment Robert Ferarro Completed Site Safety walks No Site Saftey Walks
11 31/3/09 Complete OHS Policy & Mgt Plan documentation and implement George to introduce manual to relevant site managers George Leach Ongoing Plan for manual to be uploaded onto intranet. Internal Audit - AS 4801 Item 4.1

12 31/3/09 Are personnel (including contractors) familiar with their defined OHS 
management responsibilities and accountabilities

1. To be included in Site Managers job descriptions.                                                  
2. Trade Safety Pack to be rolled out, OHS&E Group Manager to 
instruct Mgrs.                                                              3. Supervisors in 
their defined OHS management responsibilities and accountabilities 

George Leach Internal Audit - AS 4801 Item 4.4.1.2-3

13 31/3/09 Are OHS training records retained Include requirement  in OHS Manager’s Responsibilities Group Services Manager Completed see section 3.10 of manual. Internal Audit - AS 4801 Item 4.4.2-5

14 31/3/09 Are there procedures in place to ensure employer/employee 
involvement and consultation take place on OHS issues?

1. Insert new para at end of 6.18 “A meeting agenda shall be prepared 
prior to each meeting. This is to be distributed no latter than 1 week 
before the meeting date. A proforma for the meeting agenda is 
contained in form F010-1”.                                                                   
2.  Amend 6.27 to include Reference to Form No 010-1.

George Leach Completed Internal Audit - AS 4801 Item 4.4.3.1-1

15 31/3/09 Does the procedure ensure information regarding arrangements are 
available to interested parties?

Insert at Para 1 6.18 “Information shall be conveyed to all 
management and employees via their respective representatives. 
Copies of the minutes shall also be posted on workplace noticeboards”

George Leach Completed Internal Audit - AS 4801 Item 4.4.3.1-2

16 31/3/09 Employee Consultation 1. In 6.23 Workplace Health and Safety Representatives (HSRs). 
Include the following addition to the 1st para. “Employee HSR 
nomination and election forms, Forms OHS 052 & 053 respectively, 
are available for use in the formal election of the HSRs. The 
nomination form shall be posted on all OHS noticeboards for at least 2 
weeks prior to the election. Should the employees choose a different 
election process then JG King Projects will accept the outcome.).                                                                      
2. Insert as new para 2 in 6.23. “Staff are to be informed of the OHS 
committee structure as part of their induction process and by posting 
of election results on all OHS noticeboards. Any changes will also be 
amended in the induction material and by posting notification on all 
OHS noticeboards”

George Leach Completed Internal Audit - AS 4801 Item 4.4.3.1-3

17 31/3/09 Are there procedures for communicating issues related to OHS aspects 
and the OHSMS?

1. Ensure file of toolbox meetings is kept.                              2. 
Records of Toolbox meetings are to be kept on file by the site 
supervisor”.                                                    3. Ensure OHS 
Committee minutes are displayed on Office Noticeboard .                                                                               
4. Display poster for correct workstation set up .

George Leach Internal Audit - AS 4801 Item 4.4.3.2-1

18 31/3/09 Documentation: Does it provide direction to related documentation Recommend hyperlinking contents pages and applicable references Kerry Penna Consultant engaged to conduct 
hyperlinking.

Internal Audit - AS 4801 Item 4.4.4-2

19 31/3/09 Are there established procedures for controlling documents and data 
required by this standard?

Document control procedure to be established George Leach Completed Internal Audit - AS 4801 Item 4.4.5-1

20 31/3/09 Hazard ID, Risk Assessment & Control 1. Need to roll out OHS Policy & Mgt Plan and SWMSs to users.                                                                                
2. Recommend inclusion of Hazard Reporting Procedure into the OHS 
Policy & Mgt Plan Document as per provided file as evidence of 
procedure.

George Leach  Item 2 is complete. Internal Audit - AS 4801 Item 4.4.6.1

21 31/3/09 Does the identification process consider the fabrication, installation, 
commissioning, handling and disposal (of materials, plant and 
equipment)?

Prepare site decommissioning process checklist or SWMS George Leach Completed Internal Audit - AS 4801 Item 4.4.6.2-2

22 31/3/09 Are all risks associated with each identified hazard assessed? Record risk level on prepared SWMS George Leach Internal Audit - AS 4801 Item 4.4.6.3-1

23 31/3/09 Have hazards and assessed risks been controlled through a hierarchy 
of control based on reasonably practicable?

Consider including statement  to this effect on all SWMSs prepared George Leach Internal Audit - AS 4801 Item 4.4.6.4

24 31/3/09 Has there been a documented evaluation of the effectiveness of the 
process (hazard ID, risk assessment and control of risks) and modified 
as necessary?

1. Review of control measures to be inserted in 7.11.          2. Include 
as part of SWMSs audit process.

George Leach Item 1 is complete. Internal Audit - AS 4801 Item 4.4.6.5

25 31/3/09 Are there procedures to respond to emergencies and to minimise OHS 
risks from such situations?

1. Need to allocate fire wardens and their responsibilities for main 
Office if not already done so. 2. First aid supply form needs to be 
referenced in OHS P&MP.                                                                              
3. Emergency equipment for fleet vehicles..

George Leach Completed Internal Audit - AS 4801 Item 4.4.7-2

26 31/3/09 Are emergency response procedures periodically tested and reviewed? 1. Recommend practice drills be undertaken on work sites and main 
office followed by debrief meetings.                           2. Insert 
reference to Debrief Form No. 041-1 1. at 16.6. 

George Leach & Paul Dexter Completed Internal Audit - AS 4801 Item 4.4.7-3

27 31/3/09 Do documented procedures detail the process to monitor and measure 
on a regular basis, the key activities of operational aspects that could 
cause injury or illness?

Insert Workplace monitoring procedure in PART 22. Paul Dexter Completed Internal Audit - AS 4801 Item 4.5.1.1-1

28 31/3/09 Is equipment used for monitoring and measurement of OHS risks 
identified, calibrated, maintained and stored as necessary?

OHS Group Manager to assess the need for a register with calibration 
date, next calibration due date & storage location.

George Leach  Internal Audit - AS 4801 Item 4.5.1.1-2



29 31/3/09 Performance objectives & targets & b) Compliance with relevant OHS 
legislation.

1. Performance objectives & targets need to be developed for 
managers/supervisors.                                                  2. It was note 
that SAI global preliminary audit identified a number of non-
conformance issues during their site visits. These need to be 
addressed. If items not on checklist then add them.

George Leach Completed Internal Audit - AS 4801 Item 4.5.1.1-3

30 31/3/09 Has there been identification of situations where employee health 
surveillance is required (including relevant legislation) and 
appropriate systems implemented?

Recommend an assessment be conducted to determine if JG King 
employees are likely to be exposed on average to 85 dB(A) or greater 
over 8 hr working day. Record assessment at OHS Committee 
meeting.

George Leach Internal Audit - AS 4801 Item 4.5.1.2-1

31 31/3/09 Accident  Incident Reporting Make sure Incident/Accident report & Investigations folder is present 
in Main Office.

George Leach Completed Internal Audit - AS 4801 Item 4.5.2-1

32 31/3/09 Have procedures been established, implemented and maintained for 
the identification, maintenance and disposition of OHS records (as 
well as the results of OHS audits and reviews)?

Procedure to be prepared. Paul Dexter Completed Internal Audit - AS 4801 Item 4.5.3-1

33 31/3/09 Are OHS records legible, identifiable and traceable to the activity, 
product or service?

Custodian & locations to be defined for all OHS records George Leach Completed Internal Audit - AS 4801 Item 4.5.3-2

34 31/3/09 Are the retention times established and recorded? Records register to be prepared as part of procedure & retention times 
included.

George Leach Completed Internal Audit - AS 4801 Item 4.5.3-4

35 31/3/09 Are appropriate records maintained to demonstrate conformance to 
this Standard?

Need to review procedure & records register to ensure appropriate 
records are maintained.

George Leach Completed Internal Audit - AS 4801 Item 4.5.3-5

36 31/3/09 Are there procedures for conducting periodic OHSMS audits by a 
competent person?

Procedure to be written by and to include ref to Audit Schedule & 
Audit Observation Report form. Need to ensure printout of relevant 
section when doing the audit and add notes to the printout.

George Leach Completed Internal Audit - AS 4801 Item 4.5.4-1

37 20/2/09 Review all accidents and hazard reports and ensure that all necessary 
corrective actions are applied

1. Set as agenda item for Toolbox/Monthly site meetings with Site 
Supervisors.                                                2. To be part of OHS 
Committee agenda when committee re-convenes.

George Leach Internal Audit PART 3 OHS Policy & Mgt Splan 
Section 3.5

38 20/2/09 Establish Company emergency plans, procedures and work practices 
and critically review and update annually.

Review date to be added to Evacuation Plans. George Leach Internal Audit PART 3 OHS Policy & Mgt Splan 
Section 3.5

39 20/2/09 Ensure that adequate budgets have been set to achieve occupational 
health and safety standards within the Company requirements.  Part of 
the monthly reporting procedure should contain a detailed statement 
on the progress of achieving those standards and any obstacles found 
or delays identified in bringing into practice those occupational health 
and safety standards.

To be reviewed by the OHS&E Management Review Committee at 
least annually. Ensure this is an agenda item.

Kerry Penna Internal Audit PART 3 OHS Policy & Mgt Splan 
Section 3.5

40 20/2/09 Duty of Employers to Consult With Employees Ensure all sites have OHS noticeboards George Leach Internal Audit PART 3 OHS Policy & Mgt Splan 
Section 3.7

41 20/2/09 Employees to comply with instructions and procedures given for their 
own health and safety and for that of others

To be confirmed during Audits of SWMS George Leach Internal Audit PART 3 OHS Policy & Mgt Splan 
Section 3.9

42 20/2/09 Sign in the Visitor’s Register - sign out on completion; (Refer to Part 
16 – Standby Emergency Procedures – Form No.040 – Visitor’s 
Register)

Need to utilise Form No. 040 at project sites or alternative a register 
book with same information.

George Leach Internal Audit PART 3 OHS Policy & Mgt Splan 
Section 3.12

43 13/3/09 Hazard Notification Register used at present. Sighted at Coolaroo site. Incorporate this form into OHS&E Policy & Mgt Plan. George Leach Internal Audit PART 7 OHS Policy & Mgt Plan 
Section 7.7

44 13/3/09 Sighted completed “Hazard ID Register” form at Coolaroo which is 
used as a hazard report form with status controls.

Incorporate this form into OHS&E Policy & Mgt Plan as optional 
hazard reporting mechanism. However issues identified will still need 
to be added to Risk Control Register.

George Leach Internal Audit PART 7 OHS Policy & Mgt Plan 
Section 7.7

45 13/3/09 Consult with employees to find out what problems they have in their 
jobs and whether they have any suggestions for improvement

Need to ensure regular formalised toolbox talks held. George Leach Internal Audit PART 7 OHS Policy & Mgt Plan 
Section 7.7

46 13/3/09 The use of resources such as Codes of Practice/Compliance Codes, 
Australian Standards, Industry publications 

Need to ensure all Site Mangers are also aware of and have access to 
these resources e.g. via intranet.

George Leach Internal Audit PART 7 OHS Policy & Mgt Plan 
Section 7.7

47 13/3/09 Hazardous Substances (Coolaroo Site) Some out of date.  Need to ensure all are current i.e. <5 Yrs old George Leach Internal Audit PART 7 OHS Policy & Mgt Plan 
Section 7.15-20

48 13/3/09 Hazardous Substance Register Form No. 020 Ensure all contractors attach a listing of all their chemicals to the 
register file.

George Leach Internal Audit PART 7 OHS Policy & Mgt Plan 
Section 7.15-20

49 13/3/09 Detection of Non-Identified Hazardous Materials i.e. Asbestos, 
Mineral Fibre, Pipelines, Utilities and Flooring

Need to ensure the company guidelines are conveyed to employees & 
contractors.

George Leach Internal Audit PART 7 OHS Policy & Mgt Plan 
Section 7.21-28

50 13/3/09 Manual Handling (MH) A summary list of potentially hazardous MH tasks needs to be 
compiled so they can be assessed as Hazardous MH tasks or not, using 
Form No. 022. If “Yes” then the risk assessment & control checklists 
Forms No. 023 & 024 need to be completed

George Leach Internal Audit PART 7 OHS Policy & Mgt Plan 
Section 7.38-45
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