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OHSMS Self-Assessment Tool

Checklist Details

Checklist:

OHSMS Self-Assessment Tool V3.2

Purpose:

This self-assessment tool is based on the mandatory elements of Monash University’s certified OHS Management System (OHSMS) to /SO 45001:2018
Occupational Health and Safety Management Systems, and must be completed annually by each Faculty/Division/Unit to self-assess their level of
implementation across all their areas. Findings from the self-assessment tool or OHS actions identified as part of the assessment must be completed by the
nominated responsible person to ensure all OHS actions and OHS opportunities for improvement have been addressed.

Please note:

The term ‘Unit’ will be used as a collective term for Faculty/Division/Unit for the remainder of this tool.

We are continuing to move modules from SARAH over to SARAH+ - refer to SARAH topics page. The term ‘SARAH’ will be used to denote either.
The OHSMS Self-Assessment Tool must be completed by Safety Officers that have completed OHS for Safety Officers training.

All units must complete sections:

1-OHSMS Requirements; and

2-Risk Management & Monitoring.

Sections 3-8 must be completed if the unit uses: chemicals, biologicals, animals, radiation and lasers.

A finding/observation should be entered for each question.

Business Unit this
assessment is for:

Head of Unit:

Person Completing the
assessment:

Additional person(s) that
assisted with completing
this assessment:

Date of Assessment:
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OHS Induction

1.31 Does the Unit have a process to monitor that staff and HDR students have completed the on-line Monash OHS Induction?

The on-line Monash OHS Induction aims to give staff and HDR students a broad overview of OHS policy, procedures and practices at Monash University and an understanding of their safety responsibilities.
All staff and HDR students must complete the on-line induction within four weeks of commencing activities and repeat it at least once every three years.

OHS Induction and Training Procedure

O Yes O No

1.32 Do all staff and HDR students complete a Local Area Induction?

New staff and HDR students must complete and sign off on a local area induction for each workplace in which they will need to perform tasks unsupervised, within four weeks of commencement. Ensure that
the original copy is retained for each local area induction for the area in accordance with the OHS Records Management Procedure. Local Area OHS Induction checklists for specialised facilities have been
developed to assist with completion.

OHS Induction and Training Procedure

General Local Area Induction for Staff and Students Checklist - for the latest version of the document please go to: http://www.monash.edu.au/ohs/
OHS Local Area Induction Checklist for Specialist Facilities please go to Health & Safety topics, Induction and Training, http://www.monash.edu.au/ohs/
(OHS Records Management Procedure

O Yes LI No

1.33 Does the Unit conduct local OHS inductions for visitors and contractors?

The Local Area Contractors or Visitors Induction Checklist must be completed by all visitors and contractors working within Monash University before entering a local area to undertake work unsupervised.
Visitors include any individual from any institution or organisation who is formally invited to visit the University for the purpose of observing or who will contribute to the research, teaching and/or a related
activity or service to the University. Visitors may be attending the University on either an unpaid or paid basis. Contractors include any individual not employed directly by Monash University but engaged
under a contract to perform a service or do a job. Ensure copies of inductions are retained for each local area and stored in accordance with OHS Records Management Procedure.

OHS Induction and Training Procedure

Contractor Management Procedure

Local Area Contractors or Visitors Induction Checklist please go to Health & Safety topics, Induction and Training, http://www.monash.edu.au/ohs/
OHS Records Management Procedure

O Yes O No O NA

1.34 Does the Unit have a process to check that contractors engaged through Buildings & Property Division (BPD) via a Work Order request have completed the on-line Monash Contractor OHS
induction?

Any contractor engaged to perform physical work must undertake contractor induction training. The BPD Monash Contractor Induction is mandatory for all contractors engaged through BPD to perform
physical work. Records of BPD Monash University contractor inductions are retained in the Sine Workflows database.

Contractor Management Procedure

O Yes LI No
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2. RISK MANAGEMENT & MONITORING

2.1 Does the Unit have a Risk Register and is this reviewed annually?

A risk register is a central repository for all risks identified at the Faculty/Division level. For each identified risk there is a risk ranking based on likelihood and consequence, with impact and control strategies
adhering to the hierarchy of controls. Each Unit must produce a risk register detailing the OHS risk associated with their operations.
The unit must ensure that their OHS Risk Register:
-ldentifies and assesses risks that have the potential to impact the Faculty/Division;
-Details any strategies in place to eliminate or minimise identified risks;
-Details any proposed strategies to eliminate or minimise risk; and
-Has been reviewed at least annually.

OHS Risk Management Procedure
Risk Register Template

O Yes O No

2.2 Does the area have a process for identifying the need to conduct a Risk Assessment?

Managers and Supervisors must ensure that activity/task-based risk assessments are completed and controls are in place prior to commencement of the activity/task being undertaken when:
-New activities are being proposed that may present unknown or un-assessed risks; and

-Following a change in operational requirements

Must ensure that a risk assessment is undertaken as part of the procurement process

Must ensure that location and facility risk assessments are completed and controls are in place before works are performed e.g. a cryogenic facility.

OHS Risk Management Procedure
Risk Management and Safe Work Instructions please go to Health & Safety Topics: http://www.monash.edu.au/ohs/

O Yes O No

2.3 Does consultation take place with workers; including staff, students, visitors and contractors during the development of risk assessment(s)?

In accordance with the Victorian OHS Act 2004 s. 35(1), workers must be consulted:

. during risk management;

J when making decisions regarding facilities related to welfare

. during development of OHS policies and procedures;

. When changes are proposed to the workplace or the work performed that may affect the health and safety of workers.

Managers/Supervisors are required to consult with workers; including staff, students, visitors and contractors who do, or are likely to, conduct work under their supervision and guidance in relation to matters
that affect, or are likely to affect, their health and safety including:

Introduction of new products, services and processes or implement changes to existing products services and processes.
Key stakeholders, e.g. Operational Managers/Performance Managers and relevant subject matter experts have been invited to review the assessment using the ‘Peer Review' command function in SARAH.

OHS Risk Management Procedure
OHS Consultation Procedure

O Yes O No
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Incident Reporting
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3. Equipment/Plant
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4.4 Do the Unit’s Local Administrators review their existing chemical register/s?

Local Administrators must ensure that the local chemical register in Chemwatch is reviewed and updated at least every 6 months or as required (e.g. changes to chemical inventory, variation in quantities
stored, etc.)

Chemwatch Procedure

O Yes O No

4.5 Does the Unit have a process for purchasing, storing and handling Dangerous Goods and Hazardous Substances?

Dangerous goods are substances and articles classified on the basis of inmediate physical or chemical effects such as fire, explosion, corrosion, oxidation, spontaneous combustion and poisoning that can
harm property, the environment or people. Dangerous goods may be solids, liquids, gas, pure substances or mixtures. Dangerous goods are defined in the Dangerous Goods Act 1985 and listed in the
Australian Dangerous Goods Code (ADG Code). A dangerous good can also be a hazardous substance and/or a drug, poison or controlled substance.

Using Chemicals Procedure

Chemical Pre-Purchase Checklist for the latest version of the document please go to: http://www.monash.edu.au/ohs/

Dangerous Goods Minor Storage Poster for the latest version of the document please go to: http://www.monash.edu.au/ohs/

Dangerous Goods and Combustible Liquids Segregation Chart for the latest version of the document please go to: http://www.monash.edu.au/ohs/

O Yes O No O N/A

4.6 Are Dangerous Goods and Hazardous Substances stored according to Monash University storage limits?

All Dangerous Goods must be stored in accordance with the: Dangerous Goods Storage poster and Dangerous Goods and Combustible Liquids Segregation chart. A Hazardous substance can also be a
dangerous good and/or a drug, poison or controlled substance and the SDS must be consulted to determine all applicable storage requirements and ensure these are met. Laboratory cupboards used for the
storage of hazardous chemicals must have spill trays and be labelled to indicate their contents. Where necessary, ventilation of the cupboard must be provided in accordance with AS/NZS 2243.10:2004. The
SDS must be consulted to determine all applicable storage requirements and ensure these are met.

Using Chemicals Procedure
Dangerous Goods Minor Storage Poster for the latest version of the document please go to: http://www.monash.edu.au/ohs/
Dangerous Goods and Combustible Liquids Segregation Chart for the latest version of the document please go to: http://www.monash.edu.au/ohs/

O Yes O No

4.7 Does the Unit have a process for controlling purchasing, storage and handling of scheduled drugs and poisons?

A poison is a substance that causes injury, iliness, or death, especially by chemical means. Drugs, poisons and controlled substances are defined and controlled in the Poisons Standard 2012 under the
Drugs, Poisons and Controlled Substances Act 1981.The National Drugs and Poisons Schedule Committee classifies drugs and poisons into schedules, which are published as the Standard for the Uniform
Scheduling of Medicines and Poisons No.3 (SUSMP 3). A drug, poison or controlled substance can also be a hazardous substance and/or a dangerous good.

High Risk Scheduled Drugs and Poisons Procedure (S8/9/11)
Purchasing of OHS Prescribed Commodities in Coupa Procedure
Purchase and Storage of Scheduled Poisons Posters for the latest version of the document please go to: http://www.monash.edu.au/ohs/

O Yes O No O N/A
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5. Gas Cylinders
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7. Animals
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8. Radiation
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Section 10. Feedback
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