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	DIPLOMA IN OCCUPATIONAL HEALTH COURSE

BLOCK SIX

8th-12th MARCH 2010



xxth February 2010

Dear Sister _________________

Regarding the upcoming Occupational Health Audit exercise 

The purpose of this document is to provide you with some important information prior to the audit exercise during the DOH practical training session in March.

In this document, I want to cover the following:

· The dates and times of the audit.

· The objectives of the audit

· The scope of the audit.

· What I need you to prepare, prior to the audit.

· What you can expect from us after the audit.

The Dates and Times of the audit 

We will be on site from 08H30 – 13H00 on the 9th March 2010. During this time we will want to:

· Conduct a very brief walk-through, to gain an overview of what your business is about

· Spend time with you (and any others you feel are worth bringing on board), and go through an audit checklist. You will have had the checklist in advance, so you will know exactly what we are going to ask, well before the time).

· See supportive documents that verify that the answers you give.

The objectives of the audit 

The objective of the audit is to interrogate the overall service delivery from the point of view of a manager. This means that the primary interest is whether or not the service is delivering on its promises, such as:

1. Meeting legal compliance.

2. Meeting good practice standards.

3. The presence of an organised system of work (planning, organising, implementing, controlling)

4. The presence of a sound OH implementation strategy (documents, tools, data, reports).

The scope of the audit 

The scope of the audit will be as follows:

· The company Occupational Health Centre (Clinic)
· The issues covered in the audit questionnaire as sent out in advance.

· The laws covered will be mainly the following:

· Occupational Health & Safety Act & Regulations (& Code of Practice for Lifting Equipment)

· Compensation for Occupational Injuries & Diseases Act

· Medicines & Related Substances Act & Regulations.

· Codes of Good Pharmacy Practice (SA Pharmacy Council) & Gazetted Rules relating to.

· National Road Traffic Act

· The format of the audit will be primarily by way of a desktop interview and document verification session, with a short verification walk-through at the end of the interview.

The implementation strategy 

There are three phases to the audit:

· Information Gathering (interviews and document review)
· Seeking Evidence (verification by document review and physical inspection)
· Closure (feedback – brief preliminary verbal feedback at the end of the interview, if possible. A report will follow, which may be in the form of a PowerPoint presentation).
The following time table could be considered (we only have 4 hours!):

Hour 1:

· Introductory meeting with Client & Team members.

· Quick tour of facility (max 30 min).

· Conduct interview (audit checklist), covering Elements 01 – 05.

Hour 2-3:

· Continue interview (audit checklist), covering Elements 06 – 11.

Hour 4:

· Conduct any visual verification that is still required, beyond that which is possible at the clinic.

· Closure 

What you need to prepare 

Please go through the audit questionnaire in advance, and prepare an audit file with copies of the documents that you will need to show us to verify that you meet the requirements of the relevant questions. These include (for example):

· Reports:

· Previous audits and their outcomes, plus corrective actions.

· Health risk assessments, internal inspections, ventilation reports, exposure monitoring & corrective actions for all of these.

· Medical surveillance reports

· Occupational injury and illness management reports (including reintegration or redeployment processes – or incapacity and disability)

· Certificates

· Equipment calibration, competency (nurse, doctor, audiometrist, hygienist, etc.)

· Exemptions (eg. from optometrist testing of forklift drivers).

· Certificates of Fitness for medical surveillance programs

· Agreements

· Contractor Agreements (of OH relevance, such as waste management)

· OH Staff Service Level Agreements

· Other

· Legislation

· Policies, Procedures, Protocols

· Guidelines

· Minutes of meetings:

· Health and Safety Committee meetings

The better prepared you are, the more satisfying the audit will be for you, and the quicker we will be.

What you will get from us 

We will primarily be doing this as an exercise for us to learn about auditing, but we want to give you real value as well. At the end of the audit, we will be unable to give you a full verbal feedback session (as is customary after audits), because there is no time available for this in the training week. Instead, we will be presenting our findings to the rest of the group of students, who will provide critical feedback on our performance as auditors. We will send you a copy of that presentation, in which our findings are summarised. 

Final Comments:

We hope this experience will be a pleasant one for you. We will keep it informal – after all, it is a learning experience for us, not a legal interrogation of your clinic. We look forward to seeing you on the 9th March!

Regards

_________________

(Lead Auditor)
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