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	AREA / LOCATION 

	AUDIT NO. 
	DATE:

	AUDITOR(S):



	DOCUMENT REFERENCE AND REV. NO. 
This is a standard H.S.E. Audit Checklist developed for HSEP1201 - Emergency Preparedness.  If the lead Auditor determines that a question s not required ensure that the “Comment Box” details why the question is not asked e.g. not relevant, limited timing.

	Section of Document
	AUDIT REQUIREMENTS
	RESULT

(see legend below)
	COMMENTS

	Competence
	How do you ensure the person who prepared emergency information manuals and who scheduled test exercises understand the procedure and have a general knowledge of emergency management?
	
	

	1.

Emergency Preparedness Program
	Has an Emergency Preparedness Program been established at the operational level of the business?

Does the Emergency Preparedness Program contain the key element as described in the procedure?   Provide evidence.
	
	

	2.

Good Practice


	Has the site incorporated the good practice considerations described in the procedure?


	
	

	3.

EMERGENCY RESPONSE PLANS
	What sites / activities needed to have emergency response plans?

How was this determined?
	
	

	3.1

Plan Requirements
	Were the items on Form HSEF1201.2 Emergency Response Plan Checklist considered when developing an emergency response plan?  Show me any documented emergency response plans that have been developed.

How are these documents controlled?

Provide evidence.

Does the site have an Emergency Information Manual? If so, show me.

Are emergency plans that would be used at this site included in an Emergency Information Manual that is held here?
	
	

	3.2

Approval
	Have all emergency response plans been approved by the relevant manager and/or the Officer?

Were any approvals from external bodies necessary?  How did you know approvals from external bodies were necessary?
	
	

	3.3

Implementation
	Were the items described in the procedure considered to ensure the plan was implemented?

Were any items necessary for the plan to be implemented?

Were these items completed?   Provide evidence.
	
	

	3.4

Communications
	Was the emergency response communicated to all parties who need to play a role 

Is this communication done periodically to maintain familiarity with the emergency response plan?

How often is this done and what are the methods used?

How do you ensure the communication is effective in maintaining familiarity with the emergency response plan?
	
	

	3.5

Safety Information Board
	Is a safety information board required by the relevant regulatory authority?

How do you know that it is required?

Regulatory authority?  What is the regulatory authority?

If a safety information board is needed, is it displayed at approved locations as agreed with emergency services?  Provide evidence of the board and the agreement with emergency services.

Does the board provide the following information:

a) Location of the emergency response plan.

b) Location of the emergency services manifest.

c) Location of equipment and materials identified in the emergency response plan.

d) Locations of essential services and the controls for their distribution.

Is a pictorial layout of the site or building required on the safety information board by the relevant regulatory authority?

Are information boards and Emergency Information Manuals easily accessible and sited near the main entrance to the relevant building?
	
	

	3.6

Reviews
	When was the last review of your Emergency Response Plan?

When was the last review of your contact list?   Provide evidence of any reviews of the above.  Note: the auditor should select a random contact or two on the list to test currency.  This contact list should be a controlled document.
	
	

	4.

Training
	What kind of training was provided to implement the emergency response plan?

How were those who received training selected?   Provide evidence of training plans, including who, how, when and how often.
	
	

	5.1

Scheduling
	Has a documented schedule for emergency response plan testing and practice been developed and implemented?   Show me the Schedule.

How was the level of risk determined as the basis for the frequency and type of testing? 

When was the plan last tested?
	
	

	5.2

Testing and Practice Methods
	How were testing and practice methods determined?

Why do these methods suite the plan?

Are external agencies included in testing?
	
	

	5.3

Debrief
	When was a debrief done?

Was feedback from participants included?

When was a review done?

Did the plan perform adequately?  If not, what action was taken?
	
	

	5.4

Records
	What records pertaining to testing, practices, debrief and training are kept?  Show me the records.


	
	

	6.

Incident Management
	Has an incident occurred?    If so, was the incident managed in accordance with the emergency response plan and / or the requirements of Incident Management - HSEP1401?
	
	

	7.

Off-Site Emergency Response Plans
	Has Emergency Services notified you that an off-site emergency plan is required?   If so, what information requirements were defined?
	
	

	8.

Program Review
	How is the Emergency Preparedness Program monitored and reviewed to ensure appropriateness and ability to combat emergencies?

Was a review of the Emergency Preparedness Program needed because of one of the triggers described in the procedure?

If so, what happened at the review?  Provide evidence of the review.
	
	

	RESULT LEGEND:

	OK = Conformance
	INC2 = Incident of severity rating 2 or above

	OFI   = Opportunity for Improvement
	INC1 = Incident of severity rating 1

	MAJ = Major Non-conformance (i.e. either a legal non-compliance or a non-conformances with risk assessed at high or above 
	NV = Not Verified 

	MIN = Minor Non-conformance
	NA = Not Applicable
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