
Checklist for ACC Safe Workplace Preparation Audit  

Checklist to assist in preparation for the ACC Safe Workplace Audit to be used in  
conjunction with the Self-Assessment Guide (ACC1663) 

Questions Response Follow-up required? (when & who 
by)

Who is your H&S Representative?

Has this person had recent training in H&S? (specify what  
and when)

Do you have a visitors’ book or other mechanism for monitoring 
and ensuring visitor safety?

Do you have a contractors’ book or other mechanism for 
monitoring & ensuring contractor & staff safety?

Do you provide information to visitors & contractors of hazards  
& emergency procedures? (How is this done?)

Do you obtain information from contractors about hazards they 
may be bringing on-site?

Do you have a qualified first aid person? (When does their First 
Aid Certificate expire?)

Do you have first aid supplies? (Are they current & complete?)

Have you identified hazards? 

Do you have a hazards register? (Is this regularly updated?)

Have you had any expert assistance to identify or  
mitigate hazards?

Have you had any incidents & accidents?

Have incidents & accidents been recorded?

What action has been taken as a result of incidents & accidents?

Have you had regular H&S meetings? (If yes, how often?)

Are there minutes of these meetings including who attended  
& action plans where applicable?

Have you circulated any material relating to H&S in staff 
newsletters or emails over the past year?

Have you any staff who are union members?

Have staff been informed that they are able to have a 
representative or union representative assist them in relation  
to the H&S matters?

Have staff participated in the review of any policies or 
procedures relating to H&S?

Do you set yearly objectives for H&S?

Do you have a management plan of how these objectives will  
be achieved?



Have you undertaken a review of objectives to monitor progress 
toward achievement?

Do you have copies of H&S inspections of equipment  
(e.g. of fire extinguishers) /fire drills etc?

Do you have a fire warden? (If yes, has this person had fire 
warden training?)

Do you have reference material available to staff and H&S 
matters in addition to any policies and procedures?

Is there an orientation or induction process for new staff that 
includes H&S?

Are H&S responsibilities assigned to managers or the H&S 
Representative written into the job description of those people?

Are H&S responsibilities included in the performance review  
of staff?


