Insert Company Logo Here

Insert Company Name Here Document Review Form
	[bookmark: _Hlk136168052]Document
	Reviewed By:
	Initials:
	Date:
	Change Required:

	Element 1

	Org Chart 
	
	
	
	

	Health and Safety Policy 
	
	
	
	

	Roles and Responsibilities
	
	
	
	

	Company Discipline Policy and Rules
	
	
	
	

	Written Warning Report
	
	
	
	

	Other
	
	
	
	

	Element 2

	Contracted Employer and Visitor Management Policy
	
	
	
	

	Contracted Employer Management Process
	
	
	
	

	Pre-Qualification Checklist
	
	
	
	

	Contracted Employer Evaluation Matrix
	
	
	
	

	Other
	
	
	
	

	Element 3

	HSC Terms of Reference
	
	
	
	

	HSC Formation Checklist
	
	
	
	

	HSC Training Checklist
	
	
	
	

	HSC-HSR Meeting Agenda
	
	
	
	

	HSC-HSR Meeting Minutes
	
	
	
	

	HSC-HSR Recommendation
	
	
	
	

	Other
	
	
	
	




	[bookmark: _Hlk136169051]Document
	Reviewed By:
	Initials:
	Date:
	Change Required:

	Element 4

	Training and Communications Policy
	
	
	
	

	Orientation Checklist
	
	
	
	

	Competency Assessment Form
	
	
	
	

	Training and Competency Matrix
	
	
	
	

	Safety Meeting Template
	
	
	
	

	Other
	
	
	
	

	Element 5

	Job Inventory
	
	
	
	

	Formal Hazard Assessment template
	
	
	
	

	Formal Hazard Assessment for Job/Role 
(each FHA should have its own line)
	
	
	
	

	Hazard Assessment Policy
	
	
	
	

	Site-Specific Hazard Assessment Form/Template
(note: individual completes SSHAs should be reviewed frequently using a different process)
	
	
	
	

	Hazard ID Form
	
	
	
	

	Other
	
	
	
	

	Element 6

	Safe Work Practice for (task)
(Each SWP should have its own line)
	
	
	
	

	Safe Job Procedure for (task)
(Each SJP should have its own line)
	
	
	
	

	Workplace Violence and Harassment Prevention Plan and Procedures
	
	
	
	

	Incident of violence or harassment report form
	
	
	
	

	Other
	
	
	
	





	Document
	Reviewed By:
	Initials:
	Date:
	Change Required:

	Element 7

	Inspection Policy
	
	
	
	

	Inspection Form
(note: completed inspections should be reviewed frequently with a different process)
	
	
	
	

	Preventative Maintenance Policy
	
	
	
	

	Preventative Maintenance Schedule
	
	
	
	

	Equipment Inventory
	
	
	
	

	Maintenance Record
	
	
	
	

	Other
	
	
	
	

	Element 8

	Emergency Response Plan Template
	
	
	
	

	Emergency Response Plan for (site/scenario/etc.)
(each ERP should have its own line)
	
	
	
	

	First Aid Schedule
	
	
	
	

	Emergency Response Drill Record template
(Note: Drill results should be reviewed frequently with a different process)
	
	
	
	

	Element 9

	Investigation Policy
	
	
	
	

	Investigation Form Template
(investigation results should be reviewed following a different process)
	
	
	
	

	Other
	
	
	
	

	Element 10

	Safety Activity Summary
	
	
	
	

	Record Management Policy
	
	
	
	

	Document Review Form template (this form)
	
	
	
	

	Other
	
	
	
	





Important Template Information
[image: ]When using the template, anything highlighted yellow should be updated to include company-specific information. For example, “insert company name here.” As each organization is unique, please tailor these template documents to adequately represent the needs of your own organization.
(To remove the highlight in Microsoft Word, select the text and click on the Text Highlight Color dropdown 
 and choose no color). 
Save a copy of the file and delete this instruction page when finished.

Document Review Form
This template provides an example of a form for reviewing operational and directive document formatting and design, as well as company policy statements. It should be customized to reflect all of the standard documents and templates that your organization uses. You should develop additional processes for reviewing the records created by using the templates and forms. 
An HSMS is more than a binder full of safety documents. It is a system that requires constant monitoring and maintenance. This takes the form of reviewing documents and records, communicating with work site parties, and acting on feedback. The goal of this monitoring and maintenance is always the continuous improvement of the HSMS.  
An HSMS produces a large number of records. An employer must ensure that there is a proper record management system within the HSMS. The records management system must have procedures to deal with several important issues. Many of these procedures deal with maintaining and retaining records.
· Are records being completed properly? How are errors corrected?
· Are records being submitted as scheduled? To the right people?
· Are records being reviewed for accuracy and corrective actions?
· Are records being stored according to company policies and legislated requirements? 
· Is there a process to analyze records to look for trends?
· How is information gathered from records communicated back to work site parties?
· How are updates to forms, expired certificates, and scheduled reviews tracked? 
· How are records protected? Who has access to them?
· How are they backed up? How are they disposed of?

For more information:
Module 11 in ACSA Principles of Health and Safety Management course guide
Module 10 in ACSA Principles of Health and Safety Management for SECOR course guide
ACSA Construction Safety Administration course guide

Government of Alberta Occupational Health and Safety Starter Kit:
https://ohs-pubstore.labour.alberta.ca/bp035

ACSA 2023 Audit Instrument Element 10
ACSA 2023 SECOR Evaluation Element 10
(Download the current versions from youracsa.ca)
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