WORK PERMIT
Workplace Compliance Checklist

	Subcontractor/Task:
	     
	    Date:
	     


Instructions
A work activity involves a planning process which may include such things as; induction, task specific training (High Risk tasks such as fall arrest equipment, Hazardous Chemicals etc), a Safe Work Method Statement, a Job Safety Analysis, a toolbox talk, a pre-start meeting, a personal Take Five approach or combinations of these. It also requires people to undertake the task including supervision, equipment to carry out the requirements to the task and, somewhere (work environment) to carry out the task.

The Compliance Checklist is designed to identify whether workers are following the SWMS or not. If not; is what the workers doing, preferable to the steps in the SWMS? Is this opportunity to conduct further consultation in the further development of the SWMS, or if no SWMS has been developed yet, develop a new SWMS for this task with the workers?
 Part 1: Legal Requirements:
	Is there a prepared SWMS for the activity?
If no, consult with the workers on their methodology and rational behind the steps undertaken to complete the task.
Note these steps in the appropriate section of this form.
	|_| Yes - |_| No
	Has the SWMS identified any designated High Risk Construction work?
(as defined by the WHS Regulation #291)
	|_| Yes - |_| No
	Has any High Risk Construction work the workers are exposed to, been missed and not appropriately identified on the SWMS?
	|_| Yes - |_| No

	Is there a separate section identifying those persons who were consulted on the development of the SWMS?
(no joint sections for both development consultation and “sign in” are permitted, unless a distinction can be made as to exactly who was involved in the development of the SWMS)
	|_| Yes - |_| No
	Are workers all signed into the SWMS with their name, signature and a date against each signature?
	|_| Yes - |_| No








Part 2: Describe the following:
	Work Activity Planning Process Used (tick all that apply)

	Induction
	Specific Training
	SWMS / JSA
	Toolbox Talk
	Pre-start Meeting
	Permit to Work
	Take 5
	Other

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	|_|



	Describe the People (Workers, Supervisors) involved
	Describe the Equipment to undertake the task
	Describe the Work Environment (location, condition etc)

	     
	     
	     

	     
	     
	     

	     
	     
	     



Part 3: Identify the following: (A management system is made up of a series of processes, which is made up of a series of tasks, which is made up of a series of steps)
	The Process
	The Task

	Example: Blocklaying or mechanical ventilation etc.
	Example: Mixing mortar or installation of high level duct etc.

	     
	     



	The Steps

	1.
	     
	5.
	     
	9.
	     

	2.
	     
	6.
	     
	10.
	     

	3.
	     
	7.
	     
	11.
	     

	4.
	     
	8.
	     
	12.
	     





Part 4: Complete the following tables:
	Observations Made

	Step number from Part 3 above
	Observations
	Task step deficiency if any or good practice observed.
(indicate deficiency or good practice)
	Recommended action to remedy an observed issue (if recommended action cannot be determined this can be referred to a consultative meeting for resolution)
	From Part 2 indicate the planning process, people, equipment or work environment that this recommendation relates to 

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     




Part 5: Persons involved in this Compliance Checklist:
	Name
	Company
	Position
	Signature
	Date

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Part 6:  The observations and recommendations (if any) will be:
	Discussed at a “?” Meeting
	Raised as a matter of concern at future inductions
	Sent to Management for WMS changes to be made
	Raised as an Alert for wider distribution
	Filed on site records
	Enter the recommended action in the Hazard Log for follow up
	Other

	Safety Committee
	Task Group
	Site
	
	
	
	
	
	

	|_| Yes - |_| No
	|_| Yes - |_| No
	|_| Yes - |_| No
	|_| Yes - |_| No
	|_| Yes - |_| No
	|_| Yes - |_| No
	|_| Yes - |_| No
	|_| Yes - |_| No
	|_| Yes - |_| No

	Details regarding recommendations

	     


The above nominated actions may be logged into the Hazard Log if further action is required. Making positive change as a result of this Compliance Checklist can be counted in “Lead Indicator KPI’s”.

	Further Details
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