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Accredited Employers Programme accreditation information

To be accredited in the Accredited Employers Programme (AEP, or the Programme), a new
employer applying to join the AEP (prospective employer) and an existing Accredited Employer
(employer) both need to meet the following requirements:

e Financial
¢ Claims and injury management and
e Health and safety, which can be met through either:

o completing the Health and Safety section of the Assessment or
o providing a valid ISO 45001 certificate.

Meeting the financial requirements

A prospective employer and an employer need to submit financial information for ACC to conduct
a Financial Risk Assessment. ACC will decide whether the employer’s financial situation is sufficient
to meet the accreditation requirements of the Programme. During this process, the employer’s
financial information is kept strictly confidential.

A prospective employer will only proceed to complete the rest of the accreditation requirements
(claims and injury management and health and safety) if the financial requirement has been
successfully met.

Meeting the claims and injury management requirements

A prospective employer needs to complete the Claims and Injury Management section of the
Assessment to ACC’s satisfaction, excluding Assessment Area 1: Claim file assessment and
Assessment Area 5: Injured Employee interviews.

An employer needs to complete all required parts of the Claims and Injury Management section of
the Assessment to ACC’s satisfaction. Further information about the Claims and Injury
Management section of the Assessment can be found on page 12.

Meeting the health and safety requirements

An employer may demonstrate they meet the health and safety accreditation requirements of the
Programme through either:

e the provision of valid and sufficient ISO 45001 certification. Further details about how to
use the ISO 45001 certificate to meet the health and safety accreditation requirements of
the Programme can be found on page 35 or

¢ the completion of the Health and Safety section of the Assessment. Further details about
the Health and Safety section of the Assessment can be found on page 38.



Evaluation of accreditation requirements

For a prospective employer to become an Accredited Employer in the AEP, the steps detailed in
the diagram below apply.
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Figure 1: Evaluation of AEP accreditation requirements for a prospective employer



A prospective employer can initiate entry into the AEP at any stage throughout the year. After
submitting the application along with the supporting documents, the prospective employer needs
to successfully meet the financial requirements before proceeding further with the application. Once
the financial requirements are met, the prospective employer can proceed to complete the rest of
the accreditation requirements including claims and injury management, and health and safety.

ACC will then review all the information received from the prospective employer and the assessor,
to determine whether the employer meets the accreditation requirements of the Programme,
whether they are suitable to be in the Programme, and makes a final decision about accepting the
prospective employer into the Programme.



For an employer to remain in the AEP, the steps detailed in the diagram below apply.
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Figure 2: Evaluation of AEP accreditation requirements for an employer



The employer receives a reminder notification from ACC approximately three months before they
need to submit their reaccreditation application along with any supporting documentation.

Once the application has been submitted, the employer needs to complete all accreditation
requirements including financial, claims and injury management, and health and safety.

ACC will then review all the information received from the employer and the assessor, to determine
whether the employer meets the accreditation requirements of the Programme and make a final
decision on whether the employer is able to remain in the Programme.

Information about the Assessment

The AEP Assessment enables ACC to determine, under the Framework for Accredited Employers
Programme 2000 and subsequent amendments (the Framework) and Accident Compensation Act
2001 (the Act), an employer’s ability to meet the claims and injury management and health and
safety accreditation requirements of the Programme.

The Assessment provides a “snapshot” of the employer’s ability to meet these requirements. It is
the employer’s ongoing responsibility to monitor and evaluate their health and safety and claims
and injury management performance in the workplace to ensure that the assessment requirements
are maintained. This is in line with ACC’s expectation that the employer continually improves their
claims and injury management and workplace health and safety systems, to successfully integrate
good practices in all areas and activities according to the assessment requirements.

The Assessment is subject to a regular review process to maintain its alignment to good practice
claims and injury management and health and safety standards, and to ensure it is adapted to the
current New Zealand legislative and workplace environment.

What the Assessment includes

The assessment is divided into two main sections:

e Assessment area 1 to 6: Claims and injury management (page 14)

e Assessment area 7 to 16: Health and safety (page 40)



What happens during the Assessment

An employer or prospective employer is advised to read the Assessment thoroughly and complete
a review against the assessment requirements before proceeding to an application and an
independent assessment.

Once the application has been received from an employer or a prospective employer (providing the
financial requirement is met), the following will take place:

1. The employer or prospective employer receives an assessment letter from ACC which
outlines the sites at which the Assessment is to be undertaken. This letter is sent to the
employer’s or prospective employer’s primary contact.

The selection of the site or sites to be assessed may be rotated by ACC in subsequent annual
assessments to build up a more complete picture of the employer’s workplace year by year.

2. The employer or prospective employer arranges for the Assessment to be undertaken at the
specified sites as outlined in the Assessment letter.

The employer or prospective employer can select their preferred assessor to conduct the
Assessment based on the conditions stated in the notes section below. A list of independent
assessors and the locations they cover can be found on the ACC website at www.acc.co.nz.

Note:

e Assessors are responsible for undertaking both the Claims and Injury Management
and Health and Safety sections of the Assessment (if the employer or prospective
employer is using the Health and Safety section of the Assessment to meet their
health and safety accreditation requirements).

e An assessor can perform a maximum of three assessments against the Claims and
Injury Management section of the Assessment for an employer in any five-year period.

e An assessor can perform a maximum of three assessments against the Health and
Safety section of the Assessment for an employer in any five-year period (if the
employer is using the Health and Safety section of the Assessment to meet their
health and safety accreditation requirements).

3. The employer or prospective employer is assessed against the Claims and Injury
Management and Health and Safety sections of the Assessment.

The assessor is asked by ACC to visit a site (or sites) representative of each main function of
the employer’s or prospective employer’s operations.

The assessor will hold a close out meeting at the end of the Assessment with representatives
from the employer or prospective employer to discuss the assessment results.

Note:

e The Claims and Injury Management and Health and Safety sections of the
Assessment do not have to be undertaken at the same time. They may be undertaken
at different times of the year.

e For an employer or prospective employer who wants to use 1SO 45001 to fulfil their
health and safety requirements, they will need to contact ACC to confirm what is
required. If ACC accepts an employer’s or prospective employer’'s ISO 45001
certification, that employer or prospective employer does not need to undertake the
Health and Safety section of the Assessment. They are required to undertake the
Claims and Injury Management section of the Assessment only.


http://www.acc.co.nz/

4. The assessor provides a copy of the Assessment report to both the individual employer or
prospective employer and ACC.

ACC reviews the Assessment report and makes a final decision on the assessment outcome.

If the assessment outcome is that the employer or prospective employer did not successfully
meet the assessment requirements, ACC will discuss the assessment outcome with the
employer or prospective employer.

The employer or prospective employer will be required to create a plan of outstanding actions
to meet the assessment requirements that have not been met and submit it to ACC. ACC will
review the proposed plan and once ACC has agreed, the actions are usually required to be
completed within four weeks of ACC’s agreement, with evidence of completion submitted to
ACC.



Injured employee and focus group interviews

These areas of the Assessment verify that the employer’s claims and injury management and health
and safety practices and processes are widely understood and used, and that the injured employee
experience of the claims management process is recorded.

Open communication between varying levels, a leadership style that is consultative and co-
operative, and appropriate levels of resourcing indicate an employer's commitment to the
successful management of claims and injury management and health and safety.

The injured employee interview process

Employers must demonstrate a commitment to claims and injury management and health and
safety for injured employees from the time an injury occurs until the individual returns to pre-injury
work hours and tasks or achieves independence.

The experience of the injured employee and the people involved in supporting the claims and injury
management process demonstrates the employer’s commitment to providing a safe and supportive
environment.

The employer:

e selects interview participants from the claims list provided by ACC

e works towards obtaining a minimum of three consents for the interviews

e confirms participants who are willing to be interviewed by the assessor.
Note:

¢ Consent forms and an employer declaration are required to confirm this process.
The assessor:

e ensures there is signed consent from each interviewee
e reviews each claim and

e conducts a brief confidential interview with the injured employee and a support person (if
requested).

Note:

e The assessment report only includes summary information, covering all the injured
employee interviews together. Individual responses will not be identified.

The focus group interview process

The intent of these interviews is to confirm the employer and employee’s understanding of their
respective responsibilities, and their experience with claims and injury management and workplace
health and safety.

As part of the Claims and Injury Management section of the Assessment, the following interviews
will take place:

¢ one management focus group interview from the primary site visited and

e atleast one employee focus group interview for each site visited.
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The management focus group should include senior management and other management (people
in charge of others and assessment site management). The focus group may also include other
management positions actively involved in claims and injury management and health and safety.
The number and type of representatives may vary according to each workplace, and the
assessment sites selected. The employer will select the participants of the group.

The employee focus groups should be made up of a cross section of employees from the selected
sites and can include those who are actively involved or interested in health and safety
management and claims and injury management. Those with management responsibilities (people
in charge of others) should not be included in employee focus groups. Employees who have
personal experience of having a workplace injury managed by the employer can also be included.

All unions with membership across the business must be provided with opportunities to participate
in an employee focus group. Employee health and safety representatives from the site health and
safety committee (or similar) should also be provided with an opportunity to participate in the group.
Notification of focus group timings must be provided to all unions with membership across the
business as soon as timing and location is confirmed.

Informed, signed consent will be sought from all participants by the employer, before the focus
group begins. Summary information only will be included in the assessor's report. Individuals will
not be identified.

ACC may request further information. In this event, ACC will discuss any additional information
requirements with the employer concerned.

11



Claims and injury management requirements

Information about the Claims and Injury Management section of the
Assessment

Claims and Injury Management section

The Claims and Injury Management section of the Assessment is divided into six Assessment
Areas:

Assessment Area 1: Claim file assessment

The assessor looks through claim files for documentation and case notes to assess the employer’'s
claims and injury management capability.

Assessment Area 2: Employee requirements

The assessor checks that employees are informed of their own and others’ responsibilities within
claims and injury management, and that designated personnel are trained to meet requirements
for executing their operational activities.

Assessment Area 3: Reporting and continual improvement

The assessor checks the employer's management and regular review of claims and injuries,
including commitment to a continual claims and injury management improvement culture.
Assessment Area 4: Policies and procedures

The assessor checks that the employer has a robust set of policies and procedures in accordance
with programme and legislative requirements.

Assessment Area 5: Injured employee interviews

The assessor completes interviews with injured employees to hear about their claims and injury
management experience.

Assessment Area 6: Focus group interviews

The assessor completes focus group interviews covering both claims and injury management and
health and safety topics with employees and management.

Disclaimer: The Claims and Injury Management section of the Assessment exists strictly for the
purposes of allowing ACC to decide if employers meet the claims and injury management
accreditation requirements of the Programme. The outcome of the Claims and Injury Management
section of the Assessment does not confirm compliance with any legal or other obligations of the
employer — it is the responsibility of the individual employer to ensure these are met.

12



Prospective employer versus an existing employer
A prospective employer and an existing employer both need to complete the Claims and Injury
Management section of the Assessment, however the parts of the section that need to be
completed will differ for each.
The Claims and Injury Management section for a prospective employer
The assessor will review the following assessment areas of the Claims and Injury Management
section:

e Assessment Area 2: Employee requirements

o Part of Assessment Area 3: Reporting and continual improvement

e Assessment Area 4: Policies and Procedures and

¢ Assessment Area 6: Focus group interviews.

The Claims and Injury Management section for an existing employer

The assessor will review the following assessment areas of the Claims and Injury Management
section:

e Assessment Area 1: Claim file assessment

e Assessment Area 2: Employee requirements

e Assessment Area 3: Reporting and continual improvement
o Assessment Area 5: Injured Employee interviews and

¢ Assessment Area 6: Focus group interviews.

Assessment Area 4: Policies and procedures will only be reviewed if the assessor identifies areas
of concern in the Assessment Area 1, Assessment Area 2, or Assessment Area 3. In this case, the
assessor will only review the relevant procedures (for example, injury management manual) of the
areas of concern.

Important note

Under the AEP Accreditation Agreement (the Agreement), responsibility for all claims and injury
management ultimately rests with the employer.

While an employer may choose to use the services of a Third Party Administrator to assist them in
the delivery of claims and injury management services, the responsibility for claims and injury
management remains with the employer. The level of involvement of a Third Party Administrator
will vary according to individual subcontracting arrangements with the employer. Who undertakes
each step, and the type and frequency of communication, will be determined between the employer
and their Third Party Administrator.

13



Claims and Injury Management section

Assessment Area 1: Claim file assessment

Objective: Through claim file reviews, the employer has proven the capability of their claims and injury management practice to meet AEP
accreditation requirements and related legislation. This results in the best possible support for injured employees’ rehabilitation and supports
them in a sustainable and durable return to work.

Assessment Requirement Assessment Verification - Evidence

1. The completed ACC45 Injury Claim form, or other acceptable documents for lodgement of a claim, is
found in the claim file.
2. Cover decisions are made in a timely manner and comply with legislation.
3. Any delayed cover decisions meet legislative requirements (where applicable).
4. Cover decision is confirmed in writing, including making the injured employee aware of:
1. Cover decision ¢ the Code of ACC Claimants' Rights (the Code)
e where to get a copy of the Code of ACC Claimants' Rights and
o the range of entitlements (for example, Entitlement Factsheet).
5. All declined cover decisions are confirmed in writing, state the reasons for declinature, and include review
rights.
6. Efforts are made to discuss an unfavourable or revoked cover decision.
1. People in charge of others notify the injury management advisor within two working days of first being
aware of the injury (for example, phone call, email, work injury/incident report, ACC45 Injury Claim form).
2. Entitlements : — — : : : E— :
2. New claims or injury notifications are appropriately screened to identify which injuries require a needs

assessment.

14



Assessment Requirement

Assessment Verification - Evidence

3. When the screening process identifies the requirement for a needs assessment, this is completed by the
injury management advisor within two working days.
4. Medical certificates in the claim file cover all periods of incapacity. The employer’s approval of
entitlements is provided when gaps are identified on claims with continuous incapacity.
5. Earnings details, medical certificates, and calculation sheets are maintained on all files where weekly
compensation is paid or considered.
_ 6. Written weekly compensation decisions, including calculations, are provided to the injured employee
2. Entitlements — cont. regularly from the date entitlements commence.
7. The injured employee has been advised in all situations where more than the statutory entitlement is paid
(where applicable).
8. All entitlement decisions are confirmed in writing and include review rights according to the legislation.
9. Where unfavourable, cancelled, or suspended entitiement decisions are made, the employer
demonstrates the attempts to contact the injured employee to discuss the decision in advance of written
notification being sent.
1. Claim files only contain information relevant to the injury.
2. Injured employee consent is gained (where applicable), including:
¢ written explanation to the injured employee of why the consent form is required
3. File management and ¢ consent form complies with applicable Privacy Act and Health Information Privacy Codes and
ministration . . . . . . . - .
ad stratio ¢ signed consent form is on file, noting the ACC45 Injury Claim form is sufficient for medical-fees-only
claims.
3. Individual claim information is kept separately from other employment-related information (for example,

personnel files), and only designated claims management personnel have access to it.

15



Assessment Requirement

Assessment Verification - Evidence

3. File management and
administration — cont.

4.

Checks are undertaken on claim files to ensure that only individual work injury-related claim information is
held. Checks must be undertaken at hand-back, referral to a specialist, request from the injured
employee, at review, or when the file is being released externally.

Where privacy breaches have occurred, there is evidence to show how they have been managed in
accordance with the ACC Privacy Directive and Privacy legislation.

4. Communication,
rehabilitation and return to
work

Verbal communication with the injured employee who is not rehabilitating in the workplace is made:
e Dby the employer at least once a month and

e in-person, via use of video/online call, or via the phone.

Communication with injured employee rehabilitating in the workplace is demonstrated through:

¢ documented weekly direct consultation to review the progress of their rehabilitation in the workplace
and

¢ identified issues being advised to the case manager (where applicable), allowing required actions to
be taken.

Individual rehabilitation plans resulting from discussions with the injured employees and other relevant
parties must include:

e goals
e actions to be taken
e responsibility for actions and

e timeframes for completion or review.

16



Assessment Requirement

Assessment Verification - Evidence

4. Communication,
rehabilitation and return to
work — cont.

4. Individual rehabilitation plans, specific to the injured employee are developed in direct consultation:
e with the injured employee within a maximum of 28 days of the cover decision
e with relevant parties (where applicable) (for example., with people in charge of others and union and
health and safety representatives) and
e considering related workplace health and safety issues (for example, the injured employee and the
safety of others).
5. Individual rehabilitation plans are reviewed and updated by agreed timeframes to reflect the status of
rehabilitation.
6. Actions taken following the review, including scheduled case meetings, consultative review, or entitlement
updates are demonstrated.
7. Review of individual rehabilitation plans that continue past the agreed initial outcome date and any non-
progressive rehabilitation cases. This could include:
e consideration of an updated outcome date (where applicable)
e barriers to a successful outcome to date or
e consideration of rehabilitation options (where applicable).
8. Relevant Initial Occupational Assessments (IOA) and Initial Medical Assessments (IMA) are initiated
(where applicable).
9. Health providers are given sufficient information to support their assessments. This must include:

¢ information about the workplace to support onsite assessments (where applicable)
¢ collated information sent to the health providers to support their assessments and

e copy of the referral letter sent to the injured employee.

17



Assessment Requirement  Assessment Verification - Evidence

1. Management of complaints is demonstrated (where applicable).

5. Where complaints and 2. Options for informal resolution of complaints are used in the first instance and as early as possible (where
lodged Reviews are raised, applicable).

these are appropriately ) ) :

managed 3. Management of lodged Reviews is demonstrated (where applicable).

4. Options for informal resolution of lodged Reviews considered (where applicable).

18



Assessment Area 2: Employee requirements

Objective: The employer will ensure all employees are informed of their own responsibilities, and the responsibilities of all other relevant parties
in managing claims and injuries. The employer will ensure that designated personnel have the specific knowledge, skills, appropriate information,
training, and supervision to execute their activities.

Assessment Requirement

Assessment Verification - Evidence

1. The employer ensures there
are designated, trained and
knowledgeable personnel
responsible for the claims and
injury management in their
organisation

1.

The Accredited Employer has identified designated personnel who have claims and injury
management roles and responsibilities and can demonstrate that they have provided them with
training, covering some or all the following topics (role dependent):

cover decisions

case management (if applicable)

needs assessment (if applicable)

support of rehabilitation and return-to-work
entitlements

weekly compensation

complaints management or

privacy and handling of confidential claim information.

Designated claim and injury management personnel have at least:

a tertiary qualification in rehabilitation (or equivalent), and 12 months of workplace rehabilitation
experience

24 months of workplace rehabilitation experience or

is working under the direct, close supervision of someone who meets the above requirements (for
example, within a subcontracting relationship with a Third Party Administrator).

Induction training for all personnel with claims and injury management responsibilities is provided for
those recently employed or given additional responsibilities.

19



Assessment Requirement

Assessment Verification - Evidence

1. The employer ensures there
are designated, trained and
knowledgeable personnel
responsible for the claims and
injury management in their
organisation — cont.

4.

The employer demonstrates refresher training of personnel with specific designated claims and injury
management responsibilities (including weekly compensation), is being completed at least every 12
months.

Where recommendations for cover or entitlement decisions are rejected by someone other than the
person making the recommendation, the file demonstrates the rationale behind the rejection. Note: the
rationale must be in line with legislation.

The employer demonstrates they have a designated ACC liaison regarding fatal claims, serious injury,
and claims of a sensitive, complex, or prolonged nature.

Adequate knowledge within the Accredited Employer of the information required to allow accurate
weekly compensation calculation. This is to be verbally demonstrated through brief explanations of the
following:

¢ Date of First Incapacity
e Date of Subsequent Incapacity and

e identification of relevant earnings details to support correct calculations.

Where legislative changes have occurred, evidence that procedures for making cover decisions have
been reviewed and updated to meet new legislation where required, and personnel have been trained
on the changes.

20



Assessment Requirement

Assessment Verification - Evidence

2. All employees are informed of
AEP and relevant procedures of
claims and injury management

3. The employer supports
rehabilitation in the workplace
for non-work injury

1. All employees are informed of the AEP at induction and at least once every 12 months. This must

include information on:

e claims lodgement procedure

e entitlements and how to access these

e complaints and review procedures

e the right to support (for example, family/whanau, friend, union representative)

e how employees can advise service providers that they are employed by an Accredited Employer
and

e an overview of the key roles in rehabilitation (for example, the roles of the case manager,
complaints manager, team manager).

2. Allinformation is readily available in accessible formats (for example, noticeboards, intranet, posters)
and considers employees’ literacy, language, culture, and any other factors that may affect
understanding.

1. The employer demonstrates how they support the rehabilitation of employees with non-work injuries

when rehabilitating in the workplace (where applicable).

21



Assessment Area 3: Reporting and continual improvement

Objective: The employer can demonstrate a systematic approach to reviewing and analysing their management of claims and injuries. They do
this by reviewing their claims and injury management performance and evaluating their outcomes as part of a continual improvement culture.
Assessment Requirement Assessment Verification - Evidence

1. The employer has organisational level objectives and goals in place for the management of
rehabilitation and return to work activities, demonstrated through:

_ visibility of the current organisational objectives and goals
1. The employer reports on their

claims and injury management- e plans that have been developed and completed to achieve these
related activities and outcomes e reporting on performance of the objectives and goals and
e regular review of the objectives and goals (every 12 months at a minimum) in consultation with
relevant parties to ensure they remain relevant.

1. The employer holds monthly meetings to review claims and injury management of active and ongoing
cases, and where they engage a Third Party Administrator, this meeting involves them.

2. Reviews of claim files and decisions are completed throughout the year. This must include:

¢ reviews of multiple claim files

2. The employer undertakes a e a selection of cover decisions on claims and entitlement decisions that have been reviewed at
review of their claims and injury least once every 12 months for accuracy and compliance against legislative requirements and
management system and

e that reviews are completed through internal peer review by a case manager or team manager

processes other than the decision maker.

3. Self-assessment and action/resolution improvement activities are occurring. This must include:

¢ aself-assessment of the employers’ claims and injury management system and processes is
completed once every 12 months by the Accredited Employer against the Claims and Injury
Management section of the Assessment and

e actions (and resolutions) following the self-assessment are documented and responsibilities are
assigned.

22



Assessment Area 4: Policies and procedures

Objective: The employer has developed a robust set of policies and procedures that reflect the requirements stated in legislation, the Agreement,
and the Claims and Injury Management section of the Assessment. These policies provide consistency and transparency in claims and injury
management throughout their organisation.

Assessment Requirement  Assessment Verification - Evidence

1. The employer has a documented policy committing to timely employee rehabilitation that:
e is updated every 24 months and signed/authorised by a senior manager

e s accessible to all employees
1. There is a documented

_ " _ e isincluded in employee induction
policy committing to timely

rehabilitation, developed e includes the responsibilities for rehabilitation
through consultation with e is developed with appropriate consultation (for example, nominated employee representatives and
relevant participants union) and

e recognises the employee’s right to support, advice, and representation from a health and safety
representative or nominated employee’s representative (for example, colleague, friend,
family/whanau, union representative).

2. The employer has an
induction and ongoing

training programme for 1. Induction and training are documented and cover the claims and injury management policies and
personnel who work in procedures.

claims and injury

management

3. The employer has a

system in place for the 1
review of claims and injury
management in their
organisation

All claims and injury management policies and procedures are reviewed at least once every 24 months,
and whenever changes are made to applicable legislation or ACC Operational Directives.
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Assessment Requirement

Assessment Verification - Evidence

At a minimum, the following have policies and procedures documented and can be evidenced:

4. Transfers

1. Procedures explain how to transfer claims (for example, claims active at the end of the claims
management period, claims that reactivate after the end of the claims management period) and must
include:

the requirement for claims to contain a transfer summary and a current individual rehabilitation plan
(where applicable)

notification to the injured employee, ACC, and any other relevant parties actively involved in the
management of the claim

a review of weekly compensation payment accuracy (on claims with current weekly compensation
being paid), and rehabilitation prior to transfer

that transfer of claims must occur in a timely manner
requirement for sign off by a designated senior person and

alignment to any ACC Operational Directives and Operational Guidelines.

5. Escalations and ACC
liaison

1. A procedure exists for managing fatal claims, serious injury claims, and claims of a sensitive, complex, or
prolonged nature.

2. A procedure is in place to liaise with and notify ACC regarding changes in the Accredited Employer’s
claims and injury management operation or personnel.

6. Screening

1. There is a procedure in place to screen new injury notifications to determine priorities for management.
The procedure must include:

rationale for how injury notifications are triaged, considering injury type and incapacity type
who conducts the screening
how the results of the screening are actioned (for example, needs assessment) and

how medical-fees only claims are identified.
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Assessment Requirement

Assessment Verification - Evidence

1. A needs assessment procedure exists which must include:
e who conducts the needs assessment
¢ how the injured employee is contacted about their needs
7. Needs assessment ¢ how needs and entitlements were identified and discussed with the injured employee
e how identified needs are actioned and
e when a needs assessment is to be completed (within two working days from when the assessment
was identified as a requirement by the screening policy/procedure).
1. A procedure that states how a cover decision is made. This must include:
¢ how to determine if the injury is work-related
¢ the roles and responsibilities for making a cover decision
e the responsibilities for communication on cover decisions
8. Cover decision ¢ how notification of the employee’s rights will occur and
¢ how to demonstrate the rationale for rejecting a recommended cover decision.
2. A procedure exists to ensure that there are internal reviews of cover decisions undertaken at least every
12 months by delegated personnel other than the decision-making case manager (for example, an
internal peer reviewer or by another case manager or team manager) to assess accuracy and the
timeliness of the cover decisions.
1. A procedure exists that outlines how weekly compensation entitlements are calculated and provided to

9. Weekly compensation

their employees, this must include:

details for the designated personnel who have weekly compensation responsibilities
training and induction
the calculation and provision of weekly compensation and

cover for leave or sickness of designated personnel.
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Assessment Requirement

Assessment Verification - Evidence

1. A procedure exists to ensure that information on entitlements is readily accessible to all employees which
must include:
¢ how to access the information
¢ that information about entitlements is provided at induction and to all employees regularly (at least
every 12 months) and
) e how employees are advised of receiving more that the statutory entitiement.
10. Entitlements
2. A procedure exists to ensure that there are internal reviews of entitlement decisions:
e atleast every 12 months by delegated personnel other than the decision-maker (for example, an
internal peer reviewer, another case manager, or team manager)
e to assess accuracy of the entitlement and
¢ to monitor timeliness of entitlements.
1. Rehabilitation procedures must include:
e responsibilities of the injured employee, union (if applicable), health and safety representatives, and
management
e early return-to-work expectations
e opportunities for return-to-work duties
¢ responsibilities for monitoring and follow-up
11. Rehabilitation e recognition of the injured employee’s right to support, advice, and representation from relevant parties
and
e how non-progressive rehabilitation cases are identified and managed, in consultation with relevant
parties.
2. Procedures give guidance on the range of vocational rehabilitation options, as expressed in the legislation

when a return to work in the pre-injury job is not an option.
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Assessment Requirement

Assessment Verification - Evidence

1. Procedures cover the storage, collection, and release of claim information (in line with legislation and
ACC Operational Directives and Operational Guidelines). This must include:
¢ what information is to be held on a claim file and the rationale for that information
e how information (including confidential, sensitive, and non-work-related medical information) will be
managed
¢ how an individual’s claim information must be kept separately from other employment-related
information (for example, personnel files)
12. Secure storage and ¢ how files (physical or electronic) will be securely stored, and access limited to delegated personnel
access o references to the need to comply with the current Privacy Act and Health Information Privacy Codes
and
e how all claim information will be combined into one master claim file upon closure of a claim.
2. Files that do not require transfer at the end of the claims management period must:
e not be destroyed
e Dbe held securely and
e be accessible to ACC on request.
1. Procedures that state the use of and access to electronic systems used for claims and injury

13. Claims and injury
management system
security and access

management must:
e Dbe secure and accessible to designated personnel only

e have security that meets the requirements of the current Privacy Act and Health and Information
Privacy Codes and

e meet the security standards as defined by ACC.
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Assessment Requirement  Assessment Verification - Evidence

1. Procedure covers provider management and payments and must include the following:

e provider invoices must be paid in full by the 20th of the month following the issue of the invoice (in line

14. Provider management with the Agreement) and

e how an incorrect payment will be corrected and communicated to the provider.

1. The complaints management procedure must include:
e how complaints are raised and documented
¢ how the complaint will be managed

e the options for informal resolution

15. Complaints

¢ what information will be considered, for example, medical, employee, and employer
management

¢ the process and timeframes to carry out the review of the complaint
e the process for escalation
¢ considerations of the Code and

¢ the need for a dedicated Complaints Manager and how to identify who this is.

1. Procedure to manage lodged Reviews must include:
e consideration of the Code
e compliance with legislation and the Agreement
16. Lodged Review e how reviews are raised/requested
management ¢ how reviews are managed
e options for informal resolution and

¢ an evaluation of the management of lodged Reviews at least once every 12 months.
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Assessment Requirement

Assessment Verification - Evidence

1. Procedures for identifying and managing fraud, or inappropriate claims must include:
e prompt contact with ACC to seek advice
17. Fraud and inappropriate . : S . .
claims pprop e the requirement for any investigation to be managed independently from the claim management
process and
e compliance with any ACC Operational Directives and Operational Guidelines.
_ 1. Procedures must be in place for managing and reporting identified privacy breaches in line with the
18. Privacy Privacy Act and ACC Privacy Directive.
19. Roles and 1. Procedure exists that defines roles and responsibilities of personnel involved in claims and injury

responsibilities

management, including cover for leave and sickness of designated personnel.
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Assessment Area 5: Injured employee interviews

Objective: To confirm and validate through interviews the injured employee’s experience with the employer’s claims and injury management

practices.

Assessment Requirement

Assessment Verification - Evidence

1. Knowledge of the AEP

The interviewee was aware that their employer was part of the AEP and knew how a claim could be lodged
and where to find information about the process.

The interviewee understood the process and timeframes for claim lodgement and cover decisions. If the
cover decision was not made within the timeframe, they were made aware of the reasons for this.

The interviewee was made aware of the range of entitlements that were available to them (for example
weekly compensation, home help, transport assistance) and knew how to access these.

The interviewee understood what was expected of them throughout rehabilitation.

2. Support received
throughout the life of the
claim

Rehabilitation needs and supports were understood by the interviewee including the support that was
available to them following a needs assessment, and if they received those rehabilitation needs and
supports within an acceptable timeframe.

The interviewee understood their weekly compensation payments, timeframes, and if they received the
payments within an acceptable timeframe.

The employer contacted the interviewee to check on them and their progress while they were fully unfit.

The interviewee knew that they were able to include a support person throughout their rehabilitation.

3. Injured employee’s
involvement in rehabilitation

How involved the injured employee was in developing an initial and subsequent rehabilitation plan with
their manager.

The injured employee was informed of any referral made, including in verbal and written form.

Alternative duties were consultatively considered between interviewee, manager, and case manager, and
when confirmed, were clearly documented in the rehabilitation plan.
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Assessment Requirement Assessment Verification - Evidence

1. The injured employee knew about their right to make a complaint and how to do so. If the interviewee
made a complaint what was their experience and were they notified of the outcome of the complaint.

4. Complaints and reviews 2. The injured employee knew about their right to formally lodge a review and how to do so if they were

unhappy with a decision that was made on their claim. If they lodged a review, what was their experience
with the process.




Assessment Area 6: Focus group interviews

Objective: To confirm and validate the employer’s health and safety and claims and injury management practices through focus group interviews
with management and selected employees (including unions and nominated employee representatives).

Assessment Requirement

1. Risks and hazards

Assessment Verification - Evidence

The interviewees understand:
e what a hazard and risk is
¢ how to identify hazards and risks and

¢ how to assess hazards and risks once they have been identified.

Management understands what the hierarchy of controls are, and how they are used to manage hazards and
risks. (Management only)

There are regular communication opportunities between senior management and employees to discuss
hazard and risk management. (Employee only)

2. Incident reporting

Recording and reporting incidents and near hits is encouraged by the employer.

Incidents and near hits are reported and investigated, and the outcome of the investigation is fed back to the
individual who reported it.

Interviewees know the emergency procedures for different situations and the people responsible during an
emergency.

Hazard management, injury prevention, and training issues arising from injury investigation are reported,
action is taken, and issues are communicated to staff (where applicable). (Management only)

How and when employees are notified of changes to people, process, and systems following the results of an
investigation. (Employee only)
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Assessment Requirement

Assessment Verification - Evidence

3. Engagement of
employees and workers
(where applicable) in health
and safety matters

Employees (including unions and nominated employee representatives) are given opportunities for
engagement and participation in health and safety matters that impact them and others.

There are opportunities for engagement and participation in health and safety matters for other workers (for
example, contractors, other PCBUSs) (where applicable).

Employees are allocated time and resources to perform their health and safety roles.

Employees feel that their management take their health and safety matters seriously.

4. Continual improvement

Management understands the employer’s health and safety objectives, and what steps have been taken
towards achieving those objectives. (Management only)

How management is actively working on continually improving the organisation’s health and safety practices.

5. Cover decision and
Rehabilitation

Interviewees are aware that their employer is part of the AEP and know how to register a claim and access
rehabilitation support if injured.

The injured employees’ individual claim information is kept separate from other employment-related
information (for example, personnel files).

The interviewees are aware of the entitlements that are available to them if they are injured such as weekly
compensation, treatment, social and vocational support.

The interviewees understand their roles and responsibilities as part of the AEP.

6. Complaints management

The interviewees are aware of their right to make a complaint and how to do so.

The interviewees are aware of their right to lodge a review and how to do so, if they are unhappy with a
decision that was made on their claim.

7. Induction and training

Employees receive appropriate training on health and safety and AEP at induction with scheduled refresher
training.
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Health and safety requirements

Introduction to health and safety requirements

Employers may demonstrate they meet the health and safety accreditation requirements of the
Programme through either:

e the provision of valid and sufficient ISO45001 certification or

e completion of the Health and Safety section of the Accredited Employers Programme
Assessment.

All business entities covered by an AEP Accreditation Agreement must use the same assessment
method.
An employer can change between the two options, but they need to agree this with ACC in advance.

Requests for extensions to due dates for assessments against the Health and Safety section of the
Assessment, or to allow an employer to extend the date required to attain 1ISO 45001 certification,
may be considered by ACC on a case-by-case basis.
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Information about ISO

Introduction to ISO

International Organization for Standardization (ISO) is an independent organisation that defines
global standards for products, services, and systems.

ISO does not perform certification audits. Entities who want to be I1SO certified must be audited by
an external body against the relevant standards.

ISO certificates expire three years after they are issued.

There are a minimum of three audits conducted across the three-year certification cycle by a
Conformity Assessment Body (CAB, also known as ‘Certifying Body’):

¢ An initial certification audit is conducted prior to the issue of the ISO certificate.

e There is at least one surveillance audit per year over the next two years. Surveillance
audits form part of the provisions for maintaining the currency of the ISO certificate.

e The recertification audit is usually conducted about three months prior to the expiry of the
ISO certificate.

The CAB uses an established methodology - governed by Internal Accreditation Forum (IAF)
Mandatory Document (MD) 1 — for calculating the minimum number of sites to be audited and
determining which sites will be audited. IAF MD1 contains:

¢ a calculation for establishing the minimum number of sites to be audited. This is based on
the total number of sites and the type of audit (for example, initial certification,
recertification, or surveillance) to be conducted

e a process for determining which sites are audited. In summary:
o high risk and head office sites are always selected
o 25% of the sites are randomly selected
o the remaining sites are selected using a set of criteria (outlined in IAF MD1).

If there are any clauses that the entity has not met in the ISO audit (non-conformances), the CAB
will work directly with the entity to manage the corrective actions. Failing to complete the corrective
actions may affect the entity’s ability to get certified (or recertified) or may result in the termination
of the entity’s existing ISO certificate.

Entities are also able to transfer between different CABs however there are 1SO rules about when
this can or cannot be done.

Using ISO 45001 to meet the AEP health and safety accreditation requirements
The current ISO standard is ISO 45001:2018 Occupational Health and Safety (OH&S) Management

System. For more information about the standard, please see the |SO website.

e ACC has the final approval for the use of ISO certification for the purpose of fulfilling the
health and safety accreditation requirements of the Programme.

The employer or prospective employer will need to meet a set of conditions for ACC to accept ISO
45001 in accordance with clause 11.3 of the Framework, as set out in the following section.
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ACC'’s conditions for accepting ISO 45001 certification
ACC has a set of conditions for employers or prospective employers to ensure that ISO certification
meets the health and safety accreditation requirements of the Programme:

e conditions related to the ISO certificate

e conditions related to ISO audits and

e conditions for entities/sites wanting to join AEP and choose ISO.

Conditions related to the ISO certificate

The I1SO certificate must include the 1ISO 45001 standard and cover all entities and sites that are
included in the Agreement.

The ISO certificate must be issued by an accredited CAB.

¢ Accreditation of the CAB is issued by an accreditation body recognised by the
International Accreditation Forum (IAF).

e Currently the only accreditation body that can accredit a CAB to provide ISO 45001
certification within New Zealand is the Joint Accreditation System of Australia and New
Zealand (JASANZ). The JASANZ Register shows a list of accredited CABs. Note: If the
employer or prospective employer uses an accreditation body that is not based in New
Zealand or Australia, they will need to contact ACC to confirm that this is appropriate.

An employer or prospective employer must notify ACC of the withdrawal or suspension of their ISO
certificate by the CAB within two working days so that they can be assessed against the Health and
Safety section of the Assessment as soon as practical.

Conditions related to ISO Audit

For ISO certification to be used for the purpose of fulfilling the Health and Safety accreditation
requirements of the Programme, at least one New Zealand site (within the Agreement) must be
audited each year.

The CAB chooses the sites for all audits (initial certification, re-certification, and surveillance). If a
New Zealand site hasn’t been selected, then an appropriate New Zealand site must be manually
added on top of the sites selected by the CAB.

Note:

e Not all New Zealand sites will need to be audited, however all New Zealand sites that are
included within the Agreement need to be covered under the ISO 45001 certificate.

Employers and prospective employers are responsible for providing a copy of the ISO certificate
and summary audit information to ACC within seven working days from the date they receive the
information from the CAB. They need to:

e Provide a copy of the new ISO certificate (the certificate is produced by the CAB after a
successful recertification audit).

e Provide additional information to ACC (at the conclusion of each audit) as the 1SO
certificate does not include all information required.

ACC does not require a copy of the full ISO audit report.
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Conditions for entities/sites wanting to join AEP and choose ISO

If a new entity wants to enter the Programme on a new AEP Accreditation Agreement and wants
to use ISO 45001 to meet the health and safety accreditation requirements of the Programme, they
must have at least six months remaining on their ISO certificate at the time of entry into the
Programme.

If an existing Accredited Employer wants to add new entities or sites to the Agreement, and they
use ISO 45001 to meet their health and safety accreditation requirements, the new entities or sites
must already have a current ISO 45001 or be added to an existing ISO 45001 certificate:

e [f the new entity/site already has a current ISO 45001 certificate, then they meet the health
and safety accreditation requirements to enter the Programme.

Note:

If the I1SO certificate expiry dates for the entities do not align, the recertification ISO audits
should be completed for all entities at the expiry of the earliest certificate (one ISO
certificate per contract).

¢ If the new entity/site does not have a current ISO 45001 certificate, then the CAB can do a
scope extension audit to include new entity/site. They will need to get a comply result to
be added to the existing ISO certificate.

¢ If the new entity/site does not have a current ISO 45001 certificate or has not been
included in a current ISO 45001 certificate, the new entity/site will need to remain outside
of AEP.
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Information about the Health and Safety section of the Assessment

Health and Safety section of the Assessment

The Health and Safety section of the Assessment is divided into ten Assessment Areas:

Assessment Area 7: Context and scope

The assessor and employer discuss the environment in which the employer operates and the
aspects of the employer’s operation their health and safety management system applies to.

Assessment Area 8: Leadership, employee participation, and planning

The assessor checks that the employer has a suitable health and safety statement or policy and
has established objectives, made plans, and defined roles and responsibilities in support of this
statement or policy. The assessor will also confirm that employees have been given an opportunity
to participate in the development of the organisation’s health and safety management system.

Assessment Area 9: Hazard identification, risk assessment and management

The assessor confirms that the employer has identified workplace hazards and risks and
determined, developed, implemented, and assessed the effectiveness of any risk controls. The
assessor will also check that the employer has documented their legal and other health and safety
obligations.

Assessment Area 10: Capability and capacity

The assessor confirms that the employer is adequately resourcing health and safety in their
organisation, including appropriate induction, measures aimed at assessing and attaining
competence, and the provision of up-to-date documentation.

Assessment Area 11: Emergency management

The assessor ensures the employer has plans to prepare for and respond to potential emergency
situations, that the plans have been tested, and that equipment is provided in support of the plans.

Assessment Area 12: Accredited Employers and external Persons Conducting a
Business or Undertaking, including contractors

The assessor checks that the employer has an established approach to selecting, inducting, and
monitoring the performance of external Persons Conducting a Business or Undertaking whenever
they are engaged.

Assessment Area 13: Incident reporting, recording, investigation, and corrective
action

The assessor confirms that the employer has recorded and investigated all incidents, injuries, and
illnesses in their workplace and implemented corrective actions, as required.

Assessment Area 14: Review, evaluation, and continual improvement

The assessor checks that the employer has measured, monitored, and reviewed their health and
safety performance within the previous 12 months. The assessor will also confirm the employer has
audited and evaluated the effectiveness of their health and safety management system in this same
period.
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Assessment Area 15: Management of change

The assessor confirms that the employer has anticipated, assessed, and managed impacts to their
health and safety management system ahead of (or following) changes to the organisation.

Assessment Area 16: Workplace observation

The assessor observes some of the documented items/systems evidenced earlier in the
assessment in practice throughout the assessed workplaces.

Disclaimer: The Health and Safety section of the Assessment exists strictly for the purposes of
allowing ACC to decide if employers meet the health and safety accreditation requirements of the
Programme. The outcome of the Health and Safety section of the Assessment does not confirm
compliance with any legal or other health and safety obligations of the employer. It is the
responsibility of the individual employer to ensure these are met.
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Health and Safety section

Assessment Area 7. Context and scope

Objective: The employer understands the environment in which they operate and can define the scope of their health and safety management
system, along with any issues that could affect the outcomes of it. This includes identifying any other relevant parties, in addition to their
employees, and determining their needs and expectations in relation to the health and safety management system.

Assessment Requirement Assessment Verification — Evidence

1. The employer has determined the context in which it operates, including the requirements of
1. Employer context employees and any other relevant parties.
2. Health and safety 1. The employer has determined the scope of their health and safety management system.

management system scope
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Assessment Area 8: Leadership, employee participation, and planning

Objective: The employer demonstrates a commitment to health and safety and injury prevention in their workplace, including the development
of plans and setting of objectives aimed at maintaining and continually improving their health and safety management system. The employer
can demonstrate that their employees have been engaged, and have participated, in the development, implementation, and evaluation of this

health and safety management system.

Assessment Requirement  Assessment Verification - Evidence

1. There is a documented statement or policy that demonstrates an employer's commitment to health and
safety that includes:

e acommitment to comply with relevant:

o
o

O

1. Health and safety policy ©

O

legislation
regulations

regulator guidance (for example, WorkSafe New Zealand, Maritime New Zealand, or Civil
Aviation Authority of New Zealand), including Approved Codes of Practice, Codes of Practice,
Safe Work Instruments, and best practice guidelines

standards and

industry guidance.

¢ acommitment to consult and engage with employees, Health and Safety Representatives and,
where applicable, unions regarding matters relating to workplace health and safety

o aframework for the establishment of objectives

e acommitment to continual improvement in health and safety

e appropriate authorisation, position, and date and

¢ evidence that senior management (or officer, if applicable) have reviewed the policy or statement
in line with their strategic plans.
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Assessment Requirement

Assessment Verification - Evidence

2. Defined health and safety
roles and responsibilities for
senior management and
employees

1. Specific health and safety responsibilities are designated and documented at all levels of the
organisation, including Persons Conducting a Business or Undertaking, officers, senior management,
people in charge of others, and all employees.

N

Designation at senior management level to ensure that the health and safety management system is

implemented, maintained, and reported on, in terms of performance.

3. People in charge of others, including senior management, have had their performance evaluated against
their specific health and safety responsibilities.

3. Health and safety
objectives

1. Health and safety objectives have been established by senior management, with the involvement of
employees and/or their representatives, and are:

appropriate to the size and type of business or undertaking
relevant to each level within the business or undertaking
related to identified hazards and risks and

aimed at maintaining and continually improving the employer’s health and safety management
system.

2. The employer’s plans for achieving its health and safety objectives include consideration of:

necessary resources
timeframes

methods of evaluation
consultation and

alignment with organisational processes.

3. Health and safety objectives and the plans to achieve them have been periodically reviewed, updated, or
reset by senior management, involving employees and/or their representatives.
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Assessment Requirement  Assessment Verification - Evidence

1. The employer has an established health and safety participation system that:

includes readily available, documented information about the system
is communicated to employees at agreed periods, including initial induction
has been agreed to by employees and/or their representatives and

provides employees and/or their representatives with the necessary resources to contribute to the
system.

2. Documented information is retained to show health and safety meetings, or similar, involving
management, employees, and/or employee representatives, occur in line with agreed processes, or at
least quarterly. This may be immediately prior to entry for new applicants to the Programme.

4. Employee engagement
and participation o

3. The employer has consulted with employees and/or their representatives on the following:

creating and reviewing their health and safety policy

setting their health and safety objectives and formulating plans to achieve them
deciding what requires monitoring, measurement, and evaluation

planning, instituting, executing, and upholding an audit programme

ensuring ongoing enhancement and progress

defining the approach to meet legal and other requirements

identifying relevant controls for outsourcing, procurement, and contractor management

considering competency requirements, addressing training needs, conducting training, and
evaluating training outcomes and

identifying necessary communications and outlining communication methods.
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Assessment Requirement  Assessment Verification - Evidence

4. The employer has engaged employees and/or their representatives in the following:

4. Employee engagement o
and participation — cont.

establishing consultation and participation mechanisms

identifying and evaluating health and safety hazards and risks

formulating actions to eliminate health and safety hazards and reduce health and safety risks
determining control measures and ensuring their effective implementation and utilisation and

investigating incidents and establishing corrective actions.

5. Recognition of innovation and/or exceptional practice and performance in health and safety.

1. The employer has a plan (or plans) for:

5. Planning

actions that address identified risks and opportunities, including those related to health and safety
legal requirements

integrating and implementing the above actions into their health and safety management system
processes or other business processes and

evaluating the effectiveness of any actions that have been executed.
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Assessment Area 9: Hazard identification, risk assessment and management

Objective: The employer has a system in place to identify, assess, manage, and control the actual and potential workplace health and safety
hazards and risks over which they have authority or influence.

Assessment Requirement Assessment Verification - Evidence

1. The employer has a process for identifying and remaining up to date with relevant:
e legislation
e regulations and Safe Work Instruments

e regulator guidance (for example, WorkSafe New Zealand, Maritime New Zealand, or Civil
1. Identify legal and other health Aviation Authority of New Zealand), including Approved Codes of Practice, Codes of Practice,

and safety obligations and best practice guidelines

e standards and
e industry guidance.

2. The employer has maintained and retained documentation on its legal requirements and other
relevant health and safety information.

1. The employer has a process for identifying health and safety hazards that considers:

e people, including those with access to the workplace, those nearby who may be affected, and
workers not under the organisation's direct control

e changes in the organisation’s operations
_ L i e previous or potential incidents or emergency situations
2. Hazard identification and risk P P gency
assessment e evolving knowledge and information about hazards

¢ identification of exposure monitoring requirements and

¢ identification of health monitoring requirements.

2. The employer has a documented procedure that clearly identifies the various methodologies and
criteria in the assessment of risks associated with identified hazards.
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Assessment Requirement

Assessment Verification - Evidence

2. Hazard identification and risk
assessment — cont.

The employer has assessed the level of risk in accordance with their documented procedure.

4. Risks associated with the identified hazards have been documented.

3. Hazard and risk control

1. Risk controls have been determined in consultation with relevant parties, and appropriate information
and advice has been sought.

2. Risk controls have been developed for hazards that have health and safety risks, in accordance with
the hierarchy of controls.

3. Risk controls (including exposure and health monitoring, where appropriate) have been implemented
and communicated to employees and other relevant parties.

4. The effectiveness of implemented risk controls has been assessed.
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Assessment Area 10: Capability and capacity

Objective: The employer ensures the maintenance and improvement of its health and safety management system is adequately resourced.
Employees understand their contribution to, and involvement in, the ongoing effectiveness of the health and safety management system through
workplace inductions, competency assessments, targeted and effective communication, and up-to-date documentation.

Assessment Requirement Assessment Verification - Evidence

The allocation of resources to maintain and improve the health and safety management system has

1. Resourcing health and safety

been assessed and provided.

1. The employer provides an induction for employees that considers literacy, language, culture, and
neurodiversity, along with any other factors that may affect understanding.

2. Records of individual employee inductions to the workplace are available which include:

2. Induction

emergency procedures

hazard and incident reporting

work hazards and risks, including psychosocial risks
key controls for risks

health and safety responsibilities of the employer, employees and, where applicable, any other
relevant parties

employee participation and representation processes

health and safety policies and objectives

how employees can contribute to the effectiveness of health and safety
consequences of failing to adhere to the health and safety management system and

the right to cease or refuse unsafe work.
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Assessment Requirement

Assessment Verification - Evidence

3. Competence

1.

The employer has developed, implemented, and maintained a process to assess and determine levels
of competency for employees, including transferring employees, that can affect their health and safety
performance. This can be formal training, demonstration of practice, or other methods, as appropriate.

The employer has:

¢ confirmed that employees have the necessary competence, including the capability to
recognise hazards, through education, training, or experience

e putin place actions to acquire and maintain the required competence and evaluated the
effectiveness of these actions, if required and

¢ maintained relevant records as evidence of competence.

Records are available that show health and safety training, or refresher courses, relevant to health
and safety roles and/or responsibilities, have been undertaken by employees and/or their
representatives within the past 24 months, or as indicated by the employer's industry.

4. Communication

Records are available that show senior management, people in charge of others, and designated
health and safety teams have increased or refreshed their health and safety knowledge within the
previous 24 months.

The employer has established, implemented, and maintained a communication process for its health
and safety management system which includes determining:

e what to communicate

e when to communicate

e who to communicate with and

e how to communicate.
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Assessment Requirement

Assessment Verification - Evidence

5. Document control

1. The employer has a system to control documented information relating to their health and safety

management system that:

identifies the documentation that needs to be kept up to date

ensures that only the latest version of this documentation is used

prevents unauthorised changes to this documentation

ensures up-to-date documentation/information is readily available to employees

defines the retention period for documentation/information, considering legal and other
requirements and

manages out-of-date/obsolete documentation/information.

2. Records are available that show documentation/information has been controlled in line with the
documented system.
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Assessment Area 11: Emergency management

Objective: The employer has emergency plans in place to prepare and respond to potential emergency situations, including the equipment that
is used and the personnel that are involved. The employer has evidence that the emergency plans have been tested and updated to reflect the
outcomes of post-emergency response reviews.

Assessment Requirement Assessment Verification - Evidence

1.

1. Emergency plan

Potential emergency situations have been identified and have had appropriate responses
documented.

2. Emergency service requirements have been considered and documented.
1. Emergency instructions are communicated to all employees and other relevant parties.
2. Emergency instructions :
2. Emergency responders or other designated employees are known to employees.
1. For identified emergency scenarios in the employer's emergency plans, there is documented evidence
3. Emergency procedures tested that the relevant response has been periodically tested, considering legal and other requirements.
Testing