[image: ]Small Employer Audit Document Submission Checklist


	[bookmark: _GoBack]Element
	Question
	Documentation Attached

	
	
	Yes
	No

	1
	1.1    Does the company have a written health and safety policy?

Submit a copy of your company safety policy with senior management signature and dated within the past 2 years.

	□
	□

	2
	2.2    Does the company have a written program to control musculoskeletal injuries (MSI)? 

Submit a copy of your MSI Program. (Should include hazard identification and risk assessment and a sample safe work procedure for controlling of MSI.)
   
	□
	□

	3
	3.2    Have the potential hazards and required risk controls associated with the job tasks been identified and documented?

Submit one complete risk assessment 

	□
	□

	
	3.4     Are written safe work procedures and rules established based on the results of the risk assessment?

Submit one safe work procedure from the list provided in the audit (The safe work procedure must be different than the submission in question 2.2.)

	□
	□

	4
	4.5    Is worker competency and knowledge of safe performance standards within their assigned tasks evaluated periodically?

Submit evidence of worker competence assessment such as completed worker competence assessment checklists:

	□
	□

	5
	5.4    Are inspections being carried out?

Submit one copy of a recent inspection report from one of the categories listed in the audit.  
	□
	□

	6
	6.4     Are investigations being carried out as required by the investigation program? 

Submit one copy of your completed incident investigation report. (Note: If you have no incidents requiring investigation, submit a blank form.)

	□
	□

	7
	7.2    Does the ERP include contingencies for various types of emergencies?

Submit one of the Emergency Response Plans identified in the audit (Plan may cover more than one type of emergency).

	□
	□

	8
	8.2     Is an improvement action plan developed to advance continual improvement opportunities identified by the annual audit?

Submit a copy of the Improvement Action Plan.

	□
	□

	9
	9.4   Are contractors evaluated on their competency to perform assigned job tasks?

Submit a copy of your completed contractor evaluation. 

	□
	□
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