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Work Health and Safety   Telephone:6304 2725 & 6304 2874 osh@ecu.edu.au 

Due Diligence Checklist and Action Plan

The obligation prescribed under s27 of the Work Health and Safety Act 2020 (WA) for Officers of the Person Conducting the Business or Undertaking (PCBU) is to demonstrate due diligence, that is, taking so far as is reasonably practicable positive action for the provision of a safe and healthy workplace for all workers.  

The Checklist and Action Plan provides a format for ECU Officers to create a personal action plan to meet the due diligence requirements and should be completed following review of the Health and Safety Duty of an Officer Interpretive guide

The term Officer used throughout this document refers to the University Executive member accountable for the School, Centre(s) and/or Teaching Areas under their line management. 

	
	Requirement
	Examples of Evidence[footnoteRef:1] [1:  Evidence listed is not exhaustive and may be applicable to multiple requirements.] 

	Personal Action Plan

	
	
	
	Action
	Outcome – completion status and date.

	1
	To acquire and keep up-to-date knowledge of work health and safety matters.
	
	
	

	
	
	The Officer ensures they are informed of current work health and safety legislation and industry trends through the use of subscriptions, journal articles, information sessions, conferences or training.
	
	

	
	
	The Officer has implemented a process for reviewing the outcomes from the local WHS Committee meetings e.g. is the Chair of the local committee or, if delegated, attends regular meetings, reviews missed WHS Committee meeting minutes and has WHS as a standing agenda item at Management/ leadership team meetings.
	
	

	
	
	The Officer has completed and is currently compliant with the following ECU WHS training requirements:
· ECU WHS Induction 
· Safety Culture and Compliance for Executives
	
	

	2
	To gain an understanding of the nature of the operations of the business or undertaking of the PCBU and generally of the hazards and risks associated with those operations.
	Can demonstrate an awareness of the hazards associated with School/Centre(s) activities and an understanding of the activities of significant risk. 
As part of this, the ECU/School/Centre Hazard Risk Register:
· Is recorded in the Riskware WHS Risk Register
· Considers common industry risks and hazard that are relevant to the School/Centre(s) operations
· Has been formally reviewed and updated within the last calendar year
· Is not overdue for review
· Has been approved by the Officer following a review to ensure that risks are minimised so far as is reasonably practicable.
	
	

	
	
	The Officer has also reviewed current hazards, risks and performance trends reported in their local WHS Dashboards.
	
	

	3
	To ensure that the PCBU have available for use, and uses, appropriate resources and processes to eliminate or minimise risks to health and safety from work carried out as part of the conduct of the business or undertaking.
	A local WHS Improvement Plan:
· Has been developed in consultation with the local WHS Committee
· Identifies improvement actions to eliminate or reduce WHS risk
· Has been endorsed by the Officer and resources provided to complete the actions
· Is monitored at quarterly local WHS Committee meetings
· Is reviewed by the Officer at the end of the calendar year and status approved.

	
	

	
	
	Annual Workplace Chemical Audit has been completed and any identified actions addressed.
	
	

	
	
	Resourcing and budget allocations consider work health and safety as a factor and provides for hazards to be addressed and prioritised appropriate to the level of risk. 
	
	

	4
	To ensure that the PCBU has appropriate processes for receiving and considering information regarding incidents, hazards and risks and responding in a timely way to that information.
	The Officer reviews the WHS Dashboard, monitoring their portfolio WHS performance against key indicators, questions any areas of concern and takes actions to address non-conformance. 
	
	

	
	
	The Officer has oversight of incidents, investigations and actions taken for incidents occurring relevant to the School/Service Centre to ensure that 
· Incidents are investigated
· Causes identified consider broader systemic failures
· Appropriate preventative controls have been identified
· Agreed actions are completed.
	
	

	5
	To ensure that the PCBU has, and implements, processes for complying with any duty or obligation of the PCBU under this Act
	The Officer ensures accountabilities and responsibilities for WHS are allocated and discharged in line with the WHS Resources, Accountabilities and Responsibilities Guideline.
	
	

	
	
	The Officer ensures consultation processes are in place in the School/Centre(s) for:
· Consultation and discussion with Health and Safety representatives and workers on WHS matters, including through the establishment and effective operation of a local WHS Committee; and
· Where shared duties exist including with external parties and contractors, that there is an agreement (either formal or informal) to ensure consultation, coordination and cooperation on WHS matters.
	
	

	
	
	Ensuring workers have appropriate training and instruction in relation to WHS, including required licensing where relevant.
	
	

	6
	To verify the provision and use of resources and processes referred to in points 3-5.
	  The Officer undertakes activities including:
· Regular informal workplace reviews.
· Providing adequate time and resources for local WHS Committees and WHS representatives to undertake their activities.
· Participates in audits in accordance with the WHS Audits, Inspection and Monitoring Procedure and promptly acts on any identified actions.
	
	




	Officer Annual Checklist and Action Plan Confirmation

	I confirm that I have created a personal action plan to record my proactive WHS actions that comply with my due diligence obligations as required under points 1 to 6 above and as required by s27 of the Work Health and Safety Act 2020 (WA).

	Name:
	

	Signature:
	
	Date:
	



Record Keeping
A copy of this completed plan should be retained by the Officer and kept in accordance with the Health and Safety Document and Records Management Procedure.
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