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	AGENDA

	Review of internal systems:
· Documented systems:
· Management Systems, Management Plans, Policies / Procedures
· Inductions
· SWMS / JSAs / SWPs
· Other tools (06 Form and Tools)
· IT Systems (OneDrive, server)
· Document control and formatting
· Existing document formats
· Document numbering.

Review of WHS Management System:
· Cover Page and Templates.


	Review of WHS compliance:
· WHS Regulations Audit (and develop WHS Risk Register).


	Establishment of WHS Management System documentation, including:
· WHS Policy
· Procedures
· Registers
· Org Chart + Position Descriptions.


	Internal tasks (documents):
· Registers:
· Corrective Action
· Training
· Plant and Equipment (including maintenance and calibrations)
· Fire Extinguisher 
· Approved Supplier
· SDS
· Position Descriptions (signed)
· WHS Inductions (signed)
· WHS Alert (distribute)
· WHS Review Meeting (minutes + signed)
· Management Review Meeting (minutes + signed)
· Emergency Drill (completed + signed)
· WHS Inspection (completed + signed)
· Supplier Pre-Qualification Checklists (completed)
· Supplier Evaluation Form (completed)
· Incident Report + Investigation (if relevant, completed + signed)
· Internal Audits (completed by Spire Safety)
· Emergency Response Plan + Diagram 
· SWMS / SWPs (signed).

Internal tasks (physical)
· General Site WHS Management
· Welfare Facilities:
· Toilets
· Drinking Water
· Hand Washing
· Crib Area 
· Signage, including:
· No Unauthorized Entry
· PPE Requirements
· First Aid 
· Muster Point
· PPE Stores
· Hazchem Storage + SDS + Spill Kits
· Fire Extinguishers + First Aid Kits
· WHS Controls as per WHS
· Display WHS Policy and Procedures
· WHS Notice Board
· First Aiders
· WHS Alerts.
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