Insert Company Logo Here

Insert Company Name Record Management Policy
Insert Company Name Here is committed to the continual growth and improvement of the HSMS. This means the entire program including physical, psychological, and social well-being and the health and safety responsibilities of all levels of employees. This policy applies to all managers, supervisors, and workers, including contracted personnel performing work for Insert Company Name Here. Compliance with this policy, Alberta OHS legislation, and work site requirements is mandatory.
Insert Company Name will maintain applicable health and safety records for three years or as required by applicable Alberta OHS legislation. 
Records to be maintained include:
	· training records
	· site orientation records

	· written disciplinary action records 
	· contracted employer management records 

	· contracted employer evaluations
	· organization chart

	· job and task inventory
	· formal hazard assessments

	· site-specific hazard assessments
	· hazard identification forms

	· safe work practices
	· safe job procedures 

	· inspections
	· preventative maintenance records

	· equipment inventory
	· emergency response plans

	· emergency response drill results
	· first aid records

	· incident and near miss investigations
	· injury reports

	· workplace violence/harassment reports and investigations
	· safety meeting minutes

	· HSC/HSR meeting minutes
	· HSC/HSR recommendations and management response and corrective actions

	· safety activity summaries
	· health and safety statistics including lost time cases, lost work days, medical aids, modified work cases

	· Workplace Hazardous Materials Information System related documentation (e.g., Safety Data Sheets)
	· Transportation of Dangerous Goods related documentation as applicable

	· Other records as required by legislation 
(e.g., codes of practice, PPE, confined space, silica, audiometric testing and noise exposure, fall protection plans, scaffold inspection tags, traffic accommodation strategy and traffic control plans, etc.)
	· other as required by OHS (e.g., OHS orders, acceptances, fines/tickets; reportable incidents and potentially serious incidents, etc.)


Management is responsible for the overall HSMS and establishing processes and timeframes to collect, store, organize, and review health and safety activities and statistics in cooperation with the HSC/HSR. 
Supervisors are responsible for ensuring that the approved record-keeping templates for the HSMS are used to collect the records and that the records are gathered at the work sites they have control over. Workers are responsible for collecting and recording information.
	Signed: 
	Dated: 


Insert Company Name will review the HSMS annually through a COR Audit/SECOR Evaluation. Using the information learned from this process Insert Company Name will identify and analyze trends and develop and implement a corrective action plan. 


Important Template Information
[image: ]When using the template, anything highlighted yellow should be updated to include company-specific information. 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.

Record Management Policy
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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