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Record keeping is important for any HR activity; however, the need to document events and keep 
accurate records is a crucial legal requirement for the successful implementation of a WHS 
management system in any organisation. 

WHS records are crucial to a business because: 

• they enable the business to demonstrate that it has implemented a system to comply with 
its obligations under the WHS Act 

• businesses are often obliged by law to keep those records 
• they assist in the management and improvement of safety in the organisation 
• they enable businesses to report internally and externally on its WHS performance (this is 

critical given the new officer duty of due diligence), and 
• they are critical in relation to any investigation and or prosecution of the organisation that 

has been initiated by the regulator. 

Every aspect of an organisation’s safety management system should be documented.  

This includes: 

• accident and injury report, including records of investigations and near misses 
• all WHS related policies 
• procedures and guidelines, such as safe work procedures 
• results of inspections, reviews and audits 
• risk assessments 
• training and inductions carried out 
• repair and maintenance records 
• emergency plans 
• list of the company’s licences and permits 
• register of hazardous substances 
• material safety and data sheet for hazardous substances, and 
• minutes of WHS committee and board meetings. 

 The WHS Regulations provide requirements to maintain records for specific periods of time in 
relation to certain types of work, including confined spaces, electrical work, diving work, 
construction work, and in relation to hazardous chemicals. 


