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	SYSTEM REVIEW AND IMPROVEMENT                                                                                                                         


	 5.2
	POLICY REVIEW



	
	5.2.1
	Objective
· To ensure that system deficiencies identified (via internal and external audits) are used to evaluate the policy effectiveness;
· To ensure continuous improvement of the HSW Management System; 

· To meet the requirements of the HSW policy statement.


	
	5.2.2
	Scope
This applies to health, safety and wellbeing systems developed and controlled by the University of Adelaide.



	
	5.2.3
	Process



	
	
	Person Responsible


	
	Actions

	
	
	
	
	
	

	
	
	5.2.3.1
	Health Safety & Wellbeing Team
	
	· Ensure policy and handbook development and review in accordance with the University’s policy framework 
· Ensure that the Policy or HSW Handbook chapters (in particular the scope and content) are reviewed when

· changes to relevant legislation, or
· issues are raised by incident trend analysis, or
· deficiencies are raised by internal or external audits, or
· issues in implementing or interrupting policies identified via feedback/issues log, or

· there is a need for a consist HSW process across all Schools/Branches, or

· new information or emerging trends are identified, or

· at an interval no greater than 3 years
· Ensure that the review is recorded on the Schedule of Programmable events (including due date and person responsible).

· Ensures that the Checklist (Appendix A) is completed for each review.

	
	
	
	
	
	

	
	5.2.4
	Performance Measures



	
	
	
	Measures
	Objective Evidence
	Accountable Person(s)

	
	
	5.2.4.1
	All sections of the HSW handbook and policy statement are reviewed at an interval no greater than 3 years.
	Schedule of review 

HSWSPE

System for monitoring changes to legislation
	Manager, HSW 


	
	5.2.5
	Useful information and resources: 



	
	
	5.2.5.1
	University related documents and policies

· HSW Policy Statement

· University’s policy framework 

	
	
	5.2.5.2
	Related Legislation and Australian Standards

· Occupational Health, Safety and Welfare Act 1986 Sections 19, 20












APPENDIX A

DRAFTING, APPROVAL & DISSEMINATION OF HSW POLICIES AND HANDBOOK SECTIONS CHECKLIST
Name of Policy or Section to be reviewed:    ……………………………………………… 

Review Date:         ….………………………………………………….

	During Drafting or Reviewing
	
	
	Date Completed

	Use the University Policy Framework (www.adelaide.edu.au/policies/604)
Please also check that the following are incorporated into the draft/review

· Complete legislation and other information check (Act, Regs, Aust standards, SafeWorkSA publications, Workcover publications, and other industry/university experiences). 
· Check all incidents and near miss data for the last 3 years in this area, for any strategies or information to be added to the document to assist in prevention of incidents and injuries.

· Check the appropriate internal audit results
· First draft has been forwarded to HSW Team for comment.

	

	Consultation and Approval
	
	
	

	· As per stage one proposal process

	

	Post Approval
	

	· Remove the words “draft” from the document. 
· Record in footer the date authorised and effective date.

· Forward authorised copy to council secretariat.

· Policy is to be placed in: S:\Services_Resources\Human_Resources\Health Safety and Wellbeing\Communication_Policies and Procedures\Current Policies and Guidelines/
· Old version of the document is archived in S drive.



(
· Website update
· Put the review date on HSW Schedule of Programmable events

	

	Dissemination and Training requirements
	

	· Inside Adelaide, Heads of Schools/Branch email list, Health and Safety Office and Health and Representative email list, UHSC, NTEU, SAUA (please circle which dissemination avenue used).
· Put on Human Resources website under “What’s New.
· Identify if training is required for implementation or if existing training sessions require updating.
· Once all of the above has been actioned file this sheet and clean signed copy of policy and memo on RMO file

Completed By……………………………………………             Date Completed………………………….
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