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COMPANY ABC 

Health & Safety Management System (HSMS) Audit Program Standard 

Date of Issue: 

Review / Revised Date: 

Approved By: 

Location: (if applicable) 

PURPOSE: 

• Why is your company conducting a HSMS Audit 
• What does your company want to gain from conducting a HSMS Audit 
• ADD relevant samples from your audit training 

SCOPE: 

• To conduct a formal audit of the Health and Safety Management System of Company ABC on an 
annual basis 

• The audit will include a review of the Return to Work standards and programs 
• Based on the findings of the audit a formal Continual Improvement Plan will be developed and 

implemented to correct all identified non-conformities 
• A formal Audit Plan will be developed and approved each year to outline the audit criteria, audit 

scope, audit schedule and needed audit resources 

ROLES & RESPONSIBILITIES: 

• Who has responsibilities, and for what specific activities, in order to complete the HSMS Audit 
and CIP?  

• Senior Management 
 Initiate the development , approval and implementation of an annual Audit Plan 
 Required to ensure appropriate resources are made available 
 Required to assign a “Qualified Auditor” 
 Required to review and sign-off on the completed HSMS Audit 
 Responsible to develop and start a priority based Continual Improvement / Action Plan 

to address the findings of the HSMS Audit 

The following template may be used as a reference for developing your 2017 Safety Groups 
Advantage Program – HSMS Audit Program Standard.  The template incorporates the 2017 
Advantage Program Employer Requirements and components from the Safety Groups “Intro to 
Auditing” training program. This is not a complete Standard - it is only a template and 
requires detail specific to the firm using it. 
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 Required to ensure the Continuous Improvement/Action Plan is started in the year the 
audit was conducted 

 Required to review and sign-off on the Continual Improvement / Action Plan 
 Required to review and monitor the Continual Improvement/Action Plan on a quarterly 

basis until completed 
 

• Lead Auditor and any additional Auditors (if applicable) 
 At a minimum the Lead Auditor must have formal audit training, such as WSIB’s Intro to 

Auditing training, or other formal audit training 
 Conduct the audit according to the Audit Plan 
 Document all evidence collected during the audit 
 Determine findings for all criteria of the audit based on the collected evidence 
 Required to sign-off and date the completed audit and any additional audit reports 
 Present the audit findings and/or audit report to Senior Management 

 
Note – the Employer is required to define any other credentials the Lead Auditor must have to be the 
“Qualified Auditor” for their workplace. This may include years of experience, specific industry 
experience, other specific training (Certification for JHSC) etc. 

 
• Managers 

 i.e. “participate in the HSMS Audit process as required” 
• Supervisors 

 i.e. “participate in the HSMS Audit process as required” 
• Workers 
• Joint Health & Safety Committee 
• Other 
 

PROCEDURES: 

• The specific and detailed procedures, or steps, needed to complete the HSMS Audit 
• To create a systematic HSMS Audit process, include the 5-part Audit Process   

1. Initiate and Prepare Audit:      
 Develop and approve annual AUDIT PLAN (see page 5 for additional details)  

2. Conduct Audit:  
 Auditor reviews prior Audit and Continuous Improvement Plan 
 Auditor reviews and lists first source of audit evidence – Company Documents (the 

written standards/policy & procedures) to determine initial conformity of the system, as 
written, to selected audit criteria. (It’s a practice of Auditors to make notes during the 
document review of the other sources of evidence they want to verify) 

 Gather additional corroborating evidence (additional sources of evidence include 
records, interviews, and on-site observations) 

 Auditor formally lists all collected evidence  
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 Auditor determines findings (conformity or non-conformity) for each audit criteria 
based on the collected evidence 
 

3. Audit Report: 
• Write audit report: Qualified Auditor signs and dates audit report. (The audit report may 

be the completed audit with the evidence listed and confirmation of audit finding for 
each audit criteria) 

4. Management Review: 
• Auditor presents HSMS Audit Report and any additional reports to Senior Management 

for review, approval and dated sign-off 
5. Continual Improvement Plan: 

• Senior Management develops a Continual Improvement / Action Plan for implementation 
that identifies priorities (high-risk hazards, and legal requirements based on findings of 
the HSMS Audit and details specific corrective actions, responsibilities and timelines to 
bring all non-conformities into conformity.  

• Senior Management must review the progress of the CIP in the year of the audit on a 
quarterly basis until all action items are competed 

COMMUNICATION: 

• Who should you communicate to and what should be communicated?  
 Upcoming HSMS Audit 
 Results of the HSMS Audit and Final Report 
 HSMS Continual Improvement/Action Plan 
 Other? 

• How will you communicate to the relevant parties? 

TRAINING / IMPLEMENTATION: 

• Record of audit training for Lead Auditor (Minimum requirement – WSIB  Intro to Auditing 
training, or other formal auditor training) 

• Other training requirements set by employer (i.e. as defined by the credentials for the Qualified 
Auditor in the written company standard) 

EVALUATION & CONTINUAL IMPROVEMENT: 

• How will the HSMS Audit Program be evaluated?   
• Were the audit activities effective?  Did the firm meet the Objectives that were set in the Audit 

Plan?  Did the Audit have the appropriate resources (people, time, access)? 
• Was anything missed in audit process? 
• How will the firm document and date the evaluation of the audit process?  
• Based on the evaluation results – how will the firm continually improve the HSMS Audit Program 

for the next HSMS Audit?   
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•  How will the firm document and date the continual improvements to the audit process?  
 
 

FORMS: 

• Audit Plan 
• Evidence collection forms (i.e. Interview forms, Observation forms) 
• Templates 
• Other 

REFERENCE MATERIALS: 

• WSIB HSMS Review Form (Audit Criteria) 
• WSIB – Safety Groups Program - Intro to Auditing training material 
• Safety Groups Program Employer Guidelines (Current Edition ) 
• WSIB Work-Reintegration policies 
• Company Standards/Policy & Procedures 
• List other relevant materials to your company 

 

Creating the Audit Plan: 

From the “Introduction to Auditing” training, we learned that an effective audit begins with an Audit 
Plan.  For the HSMS Review Audit, here are some components you should include in your audit plan. 

AUDIT PLAN: 

•  Audit Objectives:  
 What do you plan to achieve from the HSMS Review? 
  Objectives should be established for an audit program, to direct the planning and 

conducting of the audit 
 The objective will define what is to be accomplished by the audit 
 Examples of audit program objectives could include:  

(a) to provide an objective assessment of Company ABC’s Health and Safety 
Management System and programs for review by management 

(b) to gauge the readiness of Company ABC to meet the requirements of the WSIB 
HSMS Review Form standard 

(c) to contribute to the continual improvement of your Health and Safety 
Management System and Programs  

 
• Audit Scope: 

 What is the extent and boundaries of the audit? 
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 Time period covered is how far back the Auditor is going to discover/pull evidence. This 
is usually a year, but could be any period of time (i.e.  since the last audit, 2 years, 3 
years…). The individual company will determine the time period to be covered 

 Also consider and decide on – locations/sites, shifts, business activities, as applicable 
 
 

• Audit Criteria:  
 The selected audit requirements against which you measure the audit evidence 
 For the Advantage Program there are 3 required criteria: (1) The HSMS Audit criteria you 

selected, and (2) the content of your firm’s OHS policies and procedures (written 
standards), and legal requirements 
 

• Audit Schedule: 
 Coordinating, planning and scheduling the audit activities –How much time do you 

have? What are you doing, where and when? 
 
 
 

• Audit Resources: 
 What resources will be needed by the Auditor(s) to implement the audit plan? May 

need to consider language, social and cultural needs during interviews, travel 
arrangements, personal protective equipment, etc. 

 
• Auditors: 

 The criteria that qualifies your Auditors is defined in your HSMS  Audit Program 
Standard 

 Who is the Auditor(s) for this Audit Plan? 


