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RECORDS MANAGEMENT PROCEDURE

Introduction
Record keeping is essential to meet due diligence requirements, legislative requirements and good business practice. Record keeping assists in measurement and evaluation of health & safety performance within the business. Sound record management practices will contribute to the overall efficiency and effectiveness of the Company.

Scope
This procedure relates to all records and documentation relating to Work Health and Safety and Injury Management of this Organisation.

Definitions
Records are recorded information, in any form, including data in computer systems, created or received and maintained by an organisation or person in the transaction of business or the conduct of affairs and kept as evidence of such activity. (AS 4390.1 Australian Standards – Records Management) 

Health & Safety Documents can include such things as; policies & procedures, guidelines, programs, forms, checklists, and safe work procedures. 

Health & Safety Records can include such things as, but not limited to injury, incident, first aid, near misses and hazard reports, audit reports, workplace inspections, risk assessments, training needs analysis and plans, H&S working group meeting agendas and minutes, emergency evacuation reports, health monitoring reports and testing, maintenance inspections and testing records, licensing and certification

Retention Period means the period for which a record must be kept before it may be destroyed. 

Roles & Responsibilities
Supervisors/Managers are responsible for:
· maintaining H&S records relevant to the operations in their area of responsibility 
· ensuring records are managed in line with this procedure

Workers are responsible for:
· maintaining any documentation in line with organisational procedure or instruction.

Procedure
1. Capture records
Records are to be legibly documented either in writing or electronically and include dates and authorising personnel’s name. Records should adequately document the business activities in which they take part. Identification of records shall assist with retrieval. 

2. Storage of Records
[bookmark: Text2]All documents will be maintained in accordance with legislative requirements and will be kept by the company. They will be stored Insert location. 

3. Protect the integrity and authenticity of records
Records must not be altered in any way to change the intent of that record or any information contained within without relevant authorisation.
Authorising person is to include their name and position, description of alterations and date on the document.

4. Ensure Appropriate Security and confidentiality
Records are the property of the company and are generally subject to Freedom of Information, Privacy and other legal requirements to do with the keeping of records. 
Records are to be kept in a secure environment and only accessible to staff authorised to view these documents.

5. Enable Access and Use of records
Records are to be readily accessible for and available for the use of authorised personnel only.

Disposal of records/documents
General Administrative records may be disposed of in accordance with the any record keeping requirements outlined by any state acts or regulations.

Methods of disposal
Records should be destroyed in a manner that is appropriate to their format and content.
· For paper based records - shredding, pulping or some other environmentally friendly means
· For records stored on magnetic media, reformatting or overwriting several times to prevent records being read by normal means 
· The use of secure conditions and techniques for the destruction of sensitive or confidential records is required.

References
Work Health and Safety Act 2012
Work Health and Safety Regulations, 2012
Workers Rehabilitation & Compensation Act 1986
State Records Act 1997 

Forms
Attachment A – Records Retention Guidelines 

Authority
Signature:

Authorised by: ${officer} 		Title: ${role}

Date: ${date}
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	Auditing – Legislative Compliance & Systems
	Five (5) years from the date of the report. 
	

	Confined Space Register and copies of completed confined space entry permits. 
	Training records at least 2 years from the date of training. Entry permits and risk assessments 2 years. 
	

	Corrective Actions Management 
	Two (2) years 
	

	Contractor Records
 
	Confined Space Entry Permits 2 years
Induction records 5 years
Contractor Audits/SWM/Tender Documents 5 years
	

	Provisional Improvement Notices
	Two (2) years
	

	Improvement & Prohibition Notice
	Two (2) years
	

	Electrical Equipment Register and Residual Current Devices Register 
	Records of each test result for RCD’s (Residual Current Devices), electrical testing and tagging of moveable electrical equipment and records of repairs, must be kept for a period of not less than 5 years. 
	

	Ergonomic Workstation Assessments 
	Two (2) years from the date of the assessment. 
	

	First Aid Incident Register 
	First Aid Incident reports must be kept for 5 years. 
	

	Hazard Register and associated risk assessments completed for plant, equipment and other identified hazards 
	Risk assessments of any plant, tests, maintenance, inspection, commissioning or alteration must be kept for the currency of that assessment and for at least 5 years. 
	

	Hazardous Substances Register and associated risk assessments 
	Review risk assessments every 5 years if there has been no change. Maintain risk assessments for 2 years after use.
Assessment reports indicating a need for atmospheric monitoring or health surveillance and the results of monitoring or health surveillance must be kept for at least 30 years. 
An asbestos register must be maintained identifying the type, condition and location of asbestos in relation to any buildings or plant. Any documentation relating to asbestos including worker records indicating type of work performed, location atmospheric monitoring must be retained for 40 years
	

	Health and Safety Representatives 
	Health and Safety Representatives nomination and election forms must be retained for two (2) years. 
	

	Incident Reports and evidence of reporting notifiable injury and dangerous occurrences to SafeWork SA Inspectors. 
	Work-related injury records must be kept for at least 2 years. 
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	Check

	Injury Management 
	Injury Management records must be retained until 75 years after the workers date of birth or at least seven years after the case has been closed whichever is the later.
	

	License and Certificate of Competency Register, DAIS Plant Register, Licensed Dangerous Substance Register, Radioactive Sources Registers 
	License and Certificate of Competency records must be maintained for 30 years. 
The Plant Register is to be maintained as a permanent record. 
The Hazardous chemical register must be maintained for a period of not less than 40 years. 
The Radioactive Sources substance register must be maintained for a period of not less than 40 years. 
	

	Manual Handling Risk Checklist 
	Two (2) years from the date of the assessment. 
	

	H&S Induction Checklists 
	Five (5) years. 
	

	Safety Sign Requirements 
	Five (5) years 
	

	SafeWork Method statements/Standard Operating Procedures/Job Safety Analysis
	Two (2) years
	

	Training needs analysis, Training Plan and the Training Attendance Register 
	Five (5) years unless legislation states otherwise
	

	Worksite Inspections 
	Five (5) years 
	

	Minutes of meetings dealing with H&S issues 
	Health and safety minutes must be kept for at least 5 years. 
	





Records Management V 2.0		This document forms part of the SMARTkit
Issue Date ${date} 		Page 3 of 4
Review Date ${review}
