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Introduction

The ACC Partnership Programme Audit Standards define the specific
requirements an employer’s Health and Safety management programme must
meet for the employer to join or continue in the Partnership Programme

The Audit Standards are divided into
three parts, each comprising a number of
Critical Elements:

Part A: Safety Management Practices
(9 critical elements)

Part B: Injury Management
(8 critical elements)
» Case Mgmnt and Administration
(5 elements)
» Claims Mgmnt & Rehabilitation
(3 elements)

Part C: Focus Group Interviews and
Selected Case Studies
- to confirm that safe systems
are in place and active
(2 critical elements)

The Detailed
Requirements and
Verifiable Evidence

provide a checklist of

requirements that an
organisation’s Health
and Safety programme
should meet to be
considered effective.

Detailed Requirements and
specific Verifiable Evidence

are defined for each Element.

These are assessed across
three measurable levels
of performance

Critical Element:

Details of Verified by:
Requirements
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1. Primary (beige shading)
* Entry level
requirements

2. Secondary (grey shading)
» Consolidation of good
practice

3. Tertiary (white shading)
« Continuous
improvement;
Best Practice
framework




Introduction (cont’d)

This document assesses Worklinx’ support of the Detailed Requirements and

specific Verifiable Evidence for each Critical Element.

The Detailed Requirements
have been copied directly form
the ACC Audit Standards

WX support is assessed
against each piece of specific
Verifiable Evidence...

Critical Element:

Details of Verified by:
Requirements

& The rehabilitation policy includes
provision of rehabilitation
opportunities for non-work injuries.

An indicative assessment
shows the relative level of
support

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support

. =

Detailed comments identify
specific WX features that
support each requirement,
or explain why WX support
Is “not applicable (N/A)”

WORLK LINX
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Summary of (W3 Support

The 240* pieces of Verifiable Evidence required by the Audit Standards
can be broken into four categories with regards to Worklinx...

Level of
Categories of Evidence Description W)
Support
Policy/ Process/ * More than 70 separate
Procedures policjes and processes
. required to be defined
Documentation
Other Requirements * Includes Version Control,
Fullv Supported b Hazard Management,
y PP y Checklists, Staff Appraisals
WX Features Training Definition, Audit &
Review Systems, Auto Email
. Requirements . Featur?s don:[tt;ji;ectlyb
. support regmt but can be
Partially Supported used in conjunction with
by WX external elements
Evidence External : Rhe'aFe tlo po'ticyl Conter?t’ cal )
physical controls or physica N/A
to Systems evidence that processes are
active

j

W) supports 80% of
Audit Standard
Requirements*

WORK

20%

30%

*NB: Excludes Elements 9,18 &19 which relate to observation and interviews, aimed at
ensuring the other 16 Elements are in place and functioning. As such, they are
X° duplications of requirements defined under other elements
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W><) Supports Your Health and Safety System in Two Ways...

1. System Builder Software

Supports 80% of ACC Detailed Requirements (as documented)

Enables centralised desktop access OR printed access to reports, procedures,
policies

Enables multiple views of detailed procedures, including Hazard Standard operating
Procedures (HazSOPSs), by location, hazard, equipment, and job role

Can be extended to incorporate business’ SOPs and thereby integrate Health &
Safety Management with daily Work Actions

Audit and Review, Checklists, Version Control and Change History features, enable
prompting of reviews and tracking of procedural updates

Malking it eazier to manage success,
Head Oftice

®  petails i ed

.
ﬁ Job Descriptions ?

s Hazards =%
D Key Tasks |

W>9)
%& © Main Menu
¥ o Document ¢l
WORKLINH WORKLINH Plus Tools samples i Screen

2. Structured Implementation Programme

Ensures timely completion and effective implementation of all aspects of your Health
& Safety Programme

Worklinx consultants facilitate the design and structuring for your database to ensure
a “best fit” for your organisation’s specific requirements

External tools and forms are integrated directly with your procedures database
Client Users work side by side with Worklinx consultants to facilitate knowledge
transfer

1. Implementation Planning > 2. Project Management >
« Needs Analysis « Staff Communication and
e Project/ Business Scoping Change Management
« Objective Setting and e Client Controller Training
Benefits Identification * Milestone Monitoring and
e Resource Planning Reporting
« Milestone Setting
3. System Building >
« Database Structuring
« Policy/ Process Definition and
Capture
e Work Systems Analysis
e Tool/ Forms Development

WORLK LINX
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Detailed Requirements - Contents

Part A: Safety Management Practices
Page Critical Element
7  One: Employer Commitment to Safety Management Practices
8 Two: Planning, Review and Evaluation
9 Three: Hazard Identification, Assessment and Management
11  Four: Information, Training and Supervision
13  Five: Incident and Injury Reporting, Recoding, and Investigation
14  Six: Employee Participation in Health and Safety Management
15 Seven: Emergency Planning and Readiness
16  Eight: Protection of Employees from Onsite Work by Contractors...
17  Nine: Workplace Observation

Part B: Injury Management
Page Critical Element
18 Ten: Cover Decisions
19  Eleven: Entitlements
20 Twelve: File Management
21  Thirteen: Administration and Reporting
22  Fourteen: Disputes Management
23  Fifteen: Development of Rehabilitation Policies, Procedures & Responsibilities
25  Sixteen: Assessment, Planning and Implementation of Rehabilitation
26  Seventeen: Rehabilitation Outcomes, Return to Work, and Follow Up Procedures

Part C: Focus Group Interviews and Selected Case Studies
Page Critical Element

27  Eighteen: Focus Group Interview
28 Nineteen: Case Studies
29 Nineteen: Case Studies (Interviews)
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Critical Element One:

Employer Commitment to Safety Management Practices

Details of Requirements:
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Verified by: Level of Support/ Comments

N/A

N/A

N/A

N/A

N/A

Can document in WX or attach

Incorporate “sign off” protocol

Document process; use version
control. review dates & checklists

Policy content

Policy content

Define roles/ descriptions/ detailed
work procedures in WX

Use WX appraisal system; Key Task
Outcomes/ KPIs

Use WX appraisal system

Include in Policy document AND in
detailed job descriptions and work
procedures

Policy content

Document reporting procedures in
WX

Use WX appraisal system
Policy content

Document process; use audit &
review system, version control.
review dates and checklists to
ensure review performed on time;
use history feature to track changes

External evidence/ Policy content;

Capture in job descriptions,
detailed work procedures,
appraisals, and training regmts

Training history; also incl in job
descriptor statement

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support




Critical Element Two:

Planning, Review and Evaluation

Details of Requirements:
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Verified by: Level of Support/ Comments

Document in WX; link directly to job
descriptions, detailed work actions/
SOPs, staff appraisals, & training

requirements; Audit/ review system

Document in WX; capture reviews in
in version control & history

Key Task KPIs; Checklists

Document procedures; use audit/
review system, version control,
history, and checklists features to
ensure performance and track
review history and changes

Include internal stakeholders in sign
—off protocol. Print KPI/ objectives
reports for external stakeholder
sign-off

Document process in WX

Use audit/ review, version control,
history, and checklists features

Document process in WX; link in
OSH requirements

Document process in WX; Audit &
review system

Use audit/ review, version control &
checklists

Document procedures in WX; Use
audit/review, version control,
history, checklists features to
prompt and track history;
Implement sign-off protocol,
including printed copy sign off for
external stakeholders

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support




Critical Element Three:

Hazard Identification, Assessment and Management

Details of Requirements:
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Verified by: Level of Support/ Comments

Document procedure in WX

Use hazard capture form and
capture by physical location; grade
hazards (colour coded) and link
directly to detailed Hazard Std
Operating Procedures (HazSOPs)

Use audit/review, version control;
history

Hazard grading (High/ Med/ Low)

Hazard capture form; document
process in WX

Hazard grading; colour coded;
linked directly to SOPs

Document in WX

HazSOPs — incl OSH regmts

Employee Sign off of specific
training instructions relating to
Protective Equipment

Link OSH regmts directly into
HazSOPs

Training regmts; staff appraisals &
grading; history

Training reqmts; staff appraisals &
grading; history

Document policy/ procedures in WX

Centralised desktop access to WX
SOPs and HazSOPs; Printed
reports for distribution as required
— job specific/ location specific/
hazard specific/ equipment specific.

Link directly to SOPs/ HazSOPs in
WX

Use Checklists feature; Audit/
review

Checklists; Job Descriptions, incl
Responsibilities and Authority

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support




Critical Element Three (cont’d):

Hazard Identification, Assessment and Management

Details of Requirements:
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Verified by: Level of Support/ Comments

Equipment checklists; HazSOPs

Document process in WX

N/A External evidence/ Policy content.
(Include in Purchasing procedures
if applicable)

External evidence/ Policy content.
Document process in WX

Document process in WX;
Checklists

Document process in WX

Document process in WX

Document process in WX

Document process in WX

Document process in WX

Document process and rationale in
WX; HazSOPs

Document physical controls by area

Document procedures in WX;
include in new staff orientation

N/A Physical Control

Document procedures in WX

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Four:

Information, Training and Supervision

Details of Requirements:
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Verified by:

Level of Support/ Comments

Detailed staff orientation by job
role; Training module

Printed training reports for staff
sign-off (copy staff/ employer)

Hazards capture, detailed HazSOPs,
and training, specific to job roles,
physical locations, & equipment

Document process in WX; Sign off
of printed training instructions

Sign off of printed training
instructions (copy staff/ employer)

Staff appraisals and training needs
linked directly to detailed work

actions. Sign off of printed training
instructions (copy staff/ employer)

Checklists

12 point staff assessment; Training
course notes

Training provider details in WX

Training provider details in WX

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Four (cont’d):

Information, Training and Supervision

Details of Requirements:
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Verified by:

Level of Support/ Comments

Training provider details in WX;
Document process in WX if required

Document process n WX; Link
relevant documentation direct to
WX detail

Version control

H&S Officer/ other job description

Centralised desktop access to WX
SOPs/ HazSOPs; Orientation;
Printed reports specific to jobs/
locations/ hazards/ equipment

12 point staff appraisal system at
detailed work action level

Specific Responsibilities and
Authority by role

* Requirement 6: Notification of outdated documents can be facilitated
by knowing exactly who needs to know. WX can
find all those links for you.

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Five:

Incident and Injury Reporting, Recoding, and Investigation

Details of Requirements:
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Verified by: Level of Support/ Comments

N/A

N/A

N/A

N/A

N/A

Document procedures in WX

Link specific ACC/OSH/Internal
forms

Link electronic registers directly
Document procedures in WX

Central WX and register reporting

Access to desktop or printed forms
via WX —job/ procedure specific

External evidence

External evidence

Document procedures in WX; link
appropriate OSH forms directly;
Auto email

Auto-email/ despatch record

Document procedure in WX
Role descriptions including
responsibilities and Authority
assigned to specific staff

Std forms linked directly in WX

External evidence

Document procedure in WX

Version control and procedures
history track changes

Checklist items assigned to specific
staff; hard copy reports for signing
if reqd; links direct to training and
SOPs/ HazSOPs

External evidence

Document process in WX;
Audit/review system; Checklists to
schedule reviews

External evidence; Checklists to
schedule reviews

Version control and procedures/
training course history to track
changes

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Six:

Employee Participation in Health and Safety Management

Details of Requirements:
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Verified by: Level of Support/ Comments

N/A

N/A

N/A

N/A

External evidence

Checklist items for organising
forum

External evidence

Version control and change history;

Audit/ review system

Document process in WX

External evidence

External evidence

Training regmts; staff appraisals &
grading; training history

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Seven:

Emergency Planning and Readiness

Details of Requirements:
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Verified by: Level of Support/ Comments

N/A

Hazard capture sheets; capture by
physical location; grade hazards
(colour coded) and link directly to
detailed Hazard Operating
Procedures (HazSOPs)

Also, identify & document specific
contingencies, & procedures to
follow in each instance.

Link emergency services direct to
procedures and have printed
versions on hand

Document plans by contingency, in
WX (use Folders)

Communications supported by
centralised desktop access plus
printed versions where required

Responsibilities,; Team Leaders
Training course history

Training courses; history;
providers; assessment

Training courses; history;
providers; assessment

External evidence; Document drill
procedures in WX ; checklists
prompt regular drills; Link drill
register direct to procedures

External evidence

Versions control and history of
changes

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Eight:

Protection of Employees from Onsite Work by Contractors...

Details of Requirements:
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Verified by: Level of

N/A

N/A

N/A

Support/ Comments

Document process in WX;

Training/ induction report sign off

Staff responsibilities

Signed training/ induction report

Document procedures in WX

External evidence

Append relevant procedures to
contracts and have signed by
contractor

Use Checklists features

External evidence

Document process in WX

External evidence

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Nine:
Workplace Observation

Details of Requirements: Verified by: Level of Support/ Comments

Hazards module

Colour code grading

N/A External evidence

Link direct to procedures

N/A External evidence
N/A External evidence
N/A External evidence
N/A External evidence
N/A External evidence
N/A External evidence
N/A External evidence
N/A External evidence
N/A External evidence

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Ten:
Cover Decisions

Details of Requirements:
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Verified by:

Level of Support/ Comments

Document procedures in WX;
Linked documents

Document procedures in WX

Link direct to procedures

Document procedures in WX

N/A External evidence

N/A External evidence

12 point staff assessment feature;
Staff reporting lines an detailed job
descriptions/ requirements

Training features, including
courses, providers and staff training

history
N/A External evidence; Orientation
N/A External evidence
N/A External evidence; supported by

centralised desktop access/ printed
documentation/ Audit & review

Document procedures in WX

Link guidelines direct to procedures

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Eleven:
Entitlements

Details of Requirements:
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Verified by: Level of Support/ Comments

N/A

N/A

Document process in WX

Link relevant documents directly to
procedures

External evidence

Document process in WX; Link
relevant forms directly to
procedures

Link direct to procedures
External evidence; Document in

policies and procedures

External evidence; Document in
policies and procedures

External evidence; Document
process in WX

External evidence; Link relevant
forms directly to procedures

Document process in WX

External evidence

Document process in WX

Document process in WX

Document process in WX

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Twelve:
File Management

Details of Requirements:
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Verified by:

Level of Support/ Comments
Document process in WX
N/A External evidence

Link forms direct to procedures

Document process in WX

N/A External evidence; link by staff to
Responsibilities and Authority

N/A External evidence
N/A External evidence
N/A External evidence

Document policy/ procedures in WX

External evidence; Document
policy/ procedures in WX

External evidence; Document
policy/ procedures in WX

External evidence; Document
policy/ procedures in WX; Link
templates direct to procedures

External evidence; Document
policy/ procedures in WX

Document policy/ procedures in WX

External evidence; Document
policy/ procedures in WX

External evidence; Document
policy/ procedures in WX; link
guidelines to procedures in WX

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support

20



Critical Element Thirteen:
Administration and Reporting

Details of Requirements:
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Verified by: Level of Support/ Comments
External evidence; Document

policy/ procedures in WX;
Checklists prompt regular back-up

WX ongoing technical support

Extensive “I button” help; Video
tutorials

Detailed work actions; Job roles and
responsibilities

External evidence; Document
policy/ procedures in WX

Use checklists to prompt monthly
reporting; Auto-email

Document process in WX

Restricted user access to WX; levels
of security

Restricted user access to WX; levels
of security

WX datafiles cannot be copied or
transferred without express
intervention of WX at the request of
the WX client controller

Document process in WX
Document process/ roles
responsibilities in WX

External evidence; Document
policy/ procedures in WX
Document process in WX

Link forms direct to procedures

Job roles/ responsibilities

* Requirement 4: Security requirements should apply to all computing
systems, not just Health and Safety. Security
procedures can and should be documented in WX.

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Fourteen:
Disputes Management

Details of Requirements:
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Verified by:

Level of Support/ Comments
Document procedures in WX
Link directly to procedures

N/A Eternal evidence

Include options in documented
procedures

Staff roles and responsibilities

Training sign-off

Document procedures in WX

Use checklists to prompt regular
review

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Fifteen:

Development of Rehabilitation Policies, Procedures & Responsibilities

Details of Requirements:
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Verified by: Level of Support/ Comments

N/A

N/A

N/A

N/A

Document policy in, or link directly
to WX

Include in staff orientation program,
supported by central/ print access

Policy content

External evidence; Can link
qualification requirements to
detailed job description

Detailed job roles and
responsibilities

Document monitoring procedure in
WX; Specify new job description in
WX for returning employee, as well
impact on existing roles

Job descriptions/ responsibilities

Job descriptions/ responsibilities

Job descriptions/ responsibilities;
policy content

External evidence

External evidence

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Fifteen (cont’d):
Development of Rehabilitation Policies, Procedures & Responsibilities

Details of Requirements:
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Verified by: Level of Support/ Comments

N/A

N/A

N/A

N/A

N/A

Central/ printed access to
procedures/ policies

Training course content/ attendee
history

Training course content/ attendee
history

Central/ printed access to
procedures/ policies

Version control; training history

External evidence

Document process in WX

Roles/ responsibilities; checklists

External evidence; can link to
procedures
External evidence; can link to
procedures

Document process in WX

Checklists; link report docs

Policy content

External evidence

WX flexibility in rearranging work
action and job roles enables greatly
simplified absentee management

N/A

WX provides Full Support
WX provides Partial Support
WX provides no support
External to systems support
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Critical Element Sixteen:

Assessment, Planning and Implementation of Rehabilitation

Details of Requirements:
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Verified by: Level of Support/ Comments

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

Document procedures in WX

Document procedures in WX

External evidence

External evidence

Document procedures in WX

Document policies and processes in
WX

External evidence

External evidence

External evidence

External evidence

External evidence

External evidence

N/A

WX provides Full Support
WX provides Partial Support
WX provides no support
External to systems support
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Critical Element Seventeen:

Rehabilitation Outcomes, Return to Work, and Follow Up Procedures

Details of Requirements:
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Verified by: Level of Support/ Comments

Document process in WX

N/A External evidence

N/A External evidence

Document process in WX

Document process in WX

Document process in WX

Document process in WX

Hazard register, HazSOPs, and
related training course detail,
including version control and
change history

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Eighteen:
Focus Group Interview

Details of Requirements:
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Level of Support/ Comments

N/A

External evidence from interview;

Wide exposure to procedures etc
documented in WX (via central or
printed access) will help maximise
understanding

WORKLINX can provide consulting
support and workshop tools to
facilitate Focus Group

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Nineteen:
Case Studies

Details of Requirements:
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Verified by:

Level of Support/ Comments

N/A External evidence from case files

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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Critical Element Nineteen:
Case Studies (Interviews)

Details of Requirements:
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Verified by:

Level of Support/ Comments

N/A External evidence from interviews

WX provides Full Support

WX provides Partial Support

WX provides no support
N/A External to systems support
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