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1 Aim and Scope 

The objective of the procedure is to define responsibilities and detailed rules used by ENE to plan, 

conduct and report the internal Environmental Management System audit and the Safety Management 

System audit according to the Seveso III Directive. 

 

EMS Scope 

The procedure is applicable to all ENE activities within the EMS scope.  All environmental critical 

elements will be covered in all Enemalta sites. 

 

SMS Scope 

The procedure is applicable to all ENE activities at Delimara site within the SMS scope and with specific 

reference to the safety critical elements listed below: 

EQUIPMENT CRITICAL ELEMENTS 

QUAY / TANKERS / MOORING 
MOORINGS 
SIMULTANEOUS OPERATIONS 

FO/DO UNLOADING 
ARM 
HOSE 

PIPELINES 
RELIEF VALVE 
PIPE BRIDGES AND OTHER PIPELINES  

TANK HIGH LEVEL TRANSMITTER 

PUMPS / TRANSFER OPERATIONS 
PRESSURE TRANSMITTER 
PSV 

D3 CENTRIFUGES / D2 CENTRIFUGES / 
TREATMENT 

PRESSURE TRANSMITTER 
OVERSPEED TRANSMITTER 
TEMPERATURE TRANSMITTER 

COMBUSTION / ENGINES / BOILER  

PSV 
PRESSURE TRANSMITTER TEMPERATURE TRANSMITTER 
GAS DETECTION  
OVERSPEED TRANSMITTER 
VIBRATION TRANSMITTER 

INTERCEPTORS INTERCEPTOR 

OTHER CHEMICALS NO RELEVANT CRITICAL ELEMENTS 

FIRE DETECTION / FIRE FIGHTING  

EXTINGUISHERS 
ALARM TRANSMITTER 
DELUGE/SPRINKLERS 
HYDRANTS 
FIRE HOSES  
PUMPS 
FIRE DOORS 
GAS FIXED SYSTEM 
BREATHING APPARATUS 
OTHER PORTABLE FIRE EQUIPMENT 
Fire walls / barriers  
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2 References  

EN ISO 14001:2004 Clause 4.5.5 

OHSAS 18001:2007 Clause 4.5.5 

SEVESO III Directive 

 

3 Terms and Definitions 

Audit plan Description of activities to be carried out in a specific audit  

Audit program Group of several audits planned over a defined period of time, addressed for a 

specific aim 

Audit team Group of persons charged to carry out an audit 

Auditor 

 

E&SC 

ENE 

EMS 

ER 

ERP 

Person competent to conduct an audit. The persons conducting the audit should 

be competent and in a position to do so impartially and objectively 

Environmental and Safety Coordinator  

Enemalta plc. 

Environmental Management System 

Environmental Representative 

Emergency Response Personnel  

Establishment The whole location under the control of an operator where dangerous substances 

are present in one or more installations, including common or related 

infrastructures or activities 

Installation Technical unit within an establishment and whether at or below ground level, in 

which dangerous substances are produced, used, handled or stored; it includes all 

the equipment, structures, pipework, machinery, tools, private railway sidings, 

docks, unloading quays serving the installation, jetties, warehouses or similar 

structures, floating or otherwise, necessary for the operation of that installation 

Internal audit Systematic, independent and documented process to obtain audit evidence, and 

through objective evaluation determines the extent to which the safety 

management system audit criteria, set by the organization are fulfilled 

Note 1: Auditor independence can be demonstrated by an auditor being free from 

responsibility for the activity being audited  

Note 2: Internal audit is a process which enables sharing of experience and 

improves the effectiveness of the workings of the organisation 

Lead auditor 

MAPP 

Responsible of the audit team 

Major Accident Prevention Policy 

Nonconformity Non-fulfilment of a requirement 
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Operator 

 

 

 

SMS 

 

SR 

Any natural or legal person who operates or controls an establishment or 

installation or, where provided for by national legislation, to whom the decisive 

economic or decision-making power over the technical functioning of the 

establishment or installation has been delegated; 

Safety Management System– this applies only for Delimara Power Station and 

related Administration  

Safety Representative 

SOP  Standard Operating Procedure: An established written procedure to be followed 

by ENE staff, providing technical and organisational requirements to perform a 

specific activity 

4 Responsibilities 

Management representative (MR): 

- approves the audit program 

- provides resources for the audit program.  These resources could include human resources, 

transport, co-operation from interviewed persons, etc 

 

Environmental and Safety Coordinator (E&SC):   

- co-ordinates together with the lead auditor to evaluate the effectiveness of actions taken following 

nonconformity.  The E&SC signs off the action plan when all actions are completed 

 

Lead Auditor: 

Based on data collected from past audits and the non-conformities identified, and taking into 

consideration ENE’s exigencies, the lead auditor shall consult with the E&SC and EMS and/or SMS team 

to develop a rationalised program intended to result in improved environmental and safety 

performance.  The lead auditor: 

- prepares the audit program and submits it to the MR; 

- ensures that the audits are being carried out according to the audit program; 

- coordinates the audits within the audit program; 

- identifies the members of the audit team; 

- defines the audit conclusions and issues the audit report; 

- where necessary, issues an action plan. 

 

Environmental representative (ER):  

- supports the Lead Auditor in carrying out the environmental audit program (participating in audits 

and following up on audit report). 

 

Safety representative (SR):  



Controlled Document (check latest revision) 

 

File: MP 1 - Internal Audit Planning Conducting and Reporting 
Management Procedure_r3_2016-04-07 

Environmental and Safety Management System Page 6 of 55 

 
 

- supports the Lead Auditor in carrying out the safety audit program (participating in audits and 

following up on audit report). 

 

Auditors:  

- assist the Lead Auditor during the audits. 

 

Audit Team: 

- The persons forming part of the audit team may include personnel from the Regulatory Affairs 

Office, who are all qualified as internal auditors, persons from the Health & Safety Department who 

all have experience in health and safety and auditing or persons from management who have 

experience in the departments or documents being audited. 

 

Interviewed Persons: 

- The interviewed persons will persons will be either the site responsible persons or the document 

responsible persons, or any other person nominated by them. 

 

5 Frequency 

An annual audit program shall be prepared by the lead auditor taking into account:  

- the importance of the safety aspects of the areas to be audited;  

- the results of the previous audit program;  

- any specific request coming from an internal or external party.  

 

The frequency of the audits can be determined as follows:  

- Sections/areas with high safety impact may be audited at least annually;  

- Sections/areas with very low safety impact may be audited once every two years.  

 

6 Detailed procedural rules 

6.1 Audit program  

The objectives of the audit program are to:  

- assess the degree of implementation of all the SMS and EMS documents and procedures, included in 

the major accident prevention policy;  
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- assess the effectiveness of ENE SMS  and EMS to implement the major accident prevention policy 

and to achieve objectives and targets;  

- assess the SMS and EMS capability to grant compliance with legal requirements;  

- identify areas for SMS and EMS  improvement  

 

The audit program shall be defined for each area of the organisation as per SMS and EMS scope:  

- the month of the year when the audit shall be conducted;  

- the status of the audit (i.e. planned, conducted) 

 

The audit program shall be approved by the MR in order to provide the requested resources.  

 

6.2 Auditors  

The lead auditor shall identify internal or external audit team members according to the following 

requirements:  

Lead auditor requirements:  

- Three years’ experience in environmental/safety activities;  

- Three years’ experience in ENE activities or in electrical energy production from fossil fuels;  

- Ownership of a specific safety auditor certification/qualification;  

- Experience in conducting audits in the role of responsible of the audit.  

 

Auditor requirements:  

- One year experience in environmental/ safety activities;  

- One year experience in ENE activities or in electrical energy production from fossil fuels;  

- Attendance to a specific auditor training course or having a specific safety auditor certification / 

qualification;  

- Experience in conducting at least two internal audits under the leadership of a lead auditor.  

 

Audit Team 

- If lead auditor does not have the required the three years’ experience, at least one member of the 

audit team should have the required criteria. This could be a person from management who has the 

required experience who will assist the lead auditor during the audit preparation and/or the audit 

execution.   If this is not satisfied an external auditor must be outsourced to conduct that specific 

audit. 
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Planning audits  

The lead auditor shall plan the audit as follows:  

- Analyses the SMS and EMS documents relevant for the audit scope;  

- Provides specific tasks to all audit team members;  

- Decides if checklists or other tools and / or records are required for the audit.  

 

The lead auditor shall prepare the audit plan for the specific audit, where necessary. The audit plan 

should define:  

- The audit date, starting time and duration;  

- Names and roles of the audit team members;  

- The audit objectives;  

- The audit scope: Areas / Sections to be audited; ENE activities to be audited;  

- The locations to be visited;  

- Persons to be contacted.  

 

The lead auditor shall inform all those concerned, including the E&SC of the audit by email in advance.  

 

6.3 Conducting audits  

The audit team shall conduct the audit under the coordination and responsibility of the lead auditor by:  

- Visiting working areas and places;  

- Referring to relevant procedures and documents;  

- Checking of records, forms, etc  

- Interviewing people working within the audit scope;  

- Analysing processes and activities.  

 

All the above mentioned audit activities are to be addressed to find evidence that can demonstrate the 

conformity and/or nonconformity to the SMS and/or EMS procedures, SOPs and other documents.  
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6.4.1 Conducting an SMS Audit 

A total of 161 SMS items shall be evaluated (See Annexure 1 for a Internal Audit checklist) and classified 

according to the following categories: NA: Not applies; C: Correct; MINOR: Low level omission - To be 

corrected before next inspection; MAJOR: Mandatory - Non legal compliance; SERIOUS: Mandatory - 

Major or imminent risk. 

The following formula shall be applied to define the final evaluation of the SMS: 

          
                                      

        
 

The SMS shall be considered correct, comprehensive and implemented whenever: 

              

The SMS shall be amended and improved whenever:  

              

The SMS shall be considered deficient and/or not correctly implemented whenever: 

              

 

This evidence will be documented in a draft audit report which is subsequently forwarded to the 

auditors and auditees for their comments to come up with a final audit report. This report will identify 

good work practices as well as non conformities and recommendations. 

The audit team will check if training activities were successful to change the behaviour of ENE 

employees with regards to environmental issues. If not, the audit report will point out this fact in order 

to allow for further training or any other action deemed necessary.  

 

6.4.2 Conducting an EMS Audit 

This auditing is similar to SMS auditing and most of these audits will be done in conjunction with the 

SMS audits. Reporting will be done in a single document.  
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6.4 Audit reporting  

Following each audit, the lead auditor shall prepare an audit report which may contain the following 

information:  

- persons interviewed  

- a summary of the audit activities carried out;  

- the list of nonconformities and/or recommendations including a description of the situation and 

of the reasons for the nonconformity/recommendation;  

- a remark on any difficulty encountered during the audit, including any lack of agreement on the 

audit conclusions;  

- any area which was not covered during the audit;  

- strong and weak areas;  

- a non disclosure claim by audit team members (external);  

- the distribution list of the audit report.  

The lead auditor will issue the audit report listing the non-conformities identified during the audit and 

any recommendations deemed fit to be implemented in order to improve the process/site being audited. 

The audit details and audit report are registered in audits section in the SMS database. Any 

nonconformities or recommendations are recorded in the Non Conformance Register. 

 

7 Related documents  

Audit programe  

Non-Conformance Register  

Internal Audit Checklist - See Annexure 
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8 Annexure 
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Annexure 1.-‘Internal Audit - Check-list’ 
 

 
Data Review and Document 

Date 

Company:   
 

Address: MAPP 
 

Telephone:  SMS 
 

Manager:  ERP 
 

Emergency Responsible/Emergency Coordinator:   
 

DATE, AUDITOR SIGNATURE AND STAMP 
 
 
 

 

 

GENERAL REQUIREMENTS OBSERVATIONS 

AUDITOR TEAM COMMENTS AND NON-CONFORMITIES  
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RESULTS ITEMS NA C MINOR MAJOR SERIOUS CONCLUSION 

MAPP 5       

ORGANISATION AND PERSONNEL 17       

IDENTIFICATION AND EVALUATION OF MAJOR HAZARDS 33       

OPERATIONAL CONTROL 32       

MANAGEMENT OF CHANGES 24       

PLANNING OF EMERGENCIES 16       

MONITORING PERFORMANCE 19       

AUDIT AND REVIEW 15       

NA: Not applies 

C: Correct 

MINOR: Low level omission. To be corrected before next inspection.   

MAJOR: Mandatory. Non legal compliance 

SERIOUS: Mandatory. Major or imminent risk 

 

CONCLUSIONS: 

FAVORABLE: Only C 

FAVORABLE WITH NON- CONFORMITIES: Only C, MINOR 

UNFAVORABLE: MAJOR or SERIOUS 

DISRUPTION: SERIOUS with imminent risk 
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MAJOR ACCIDENT PREVENTION POLICY - MAPP NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

DOCUMENTS CONSULTED 

 

 

 

1 The safety and health policy includes a signed statement of commitment 
to safety and health, including the following key objectives: 

      

 - commitment to providing a safe and healthy 
workplace 

         

 - assessment and reduction of risk to ALARP          

 

- compliance with all applicable laws, regulations, 
standards, codes of practice and recommended 
practices (list of standards, codes and practices to 
be supplied with SMS submission) 

  

 

  

    

 
- involvement of personnel in safety and health 

strategy development 
  

 
  

    

 
- establishment of measurable objectives and 

targets 
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MAJOR ACCIDENT PREVENTION POLICY - MAPP NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

 - provision of trained and competent personnel          

2 
Mechanisms in place to ensure the accountability of 
senior management for the achievement of safety and 
health policy outcomes 

  
 

  
    

3 
Safety and health policy intent has been communicated 
to all personnel associated with the project 

         

4 
Safety and health policy is periodically reviewed to ensure 
its relevance and that objectives are met 

  
 

  
    

5 
Each parent organisation’s safety and health policy is 
referenced 
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1. ORGANISATION AND PERSONNEL NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

DOCUMENTS CONSULTED 

 

 

 

 

1 
The dedicated safety management functional structure corresponds to 
the one  included in the SMS documentation 

  
    

2 
The SMS responsible is sufficiently qualified and has access to the top 
management of the establishment.  

  
    

 The SMS responsible covers the following aspects   
    

 
- Ensure the establishment, implementation and 

maintenance of the SMS procedures 
  

 
  

    

 
- Reporting to top management about the SMS 

and needs improvement 
  

 
  

    

 
- Access to the establishment management 

without intermediate steps 
  

 
  

    

 
- Responsible managers meets periodically with 

Direction 
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1. ORGANISATION AND PERSONNEL NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

3 The organisation’s structure is included and contains:   
    

 
- an appropriate structure for the management of 

safety 
  

 
  

    

 - broad safety and health responsibilities   
 

  
    

 - reporting lines   
 

  
    

4 The safety management area is sufficiently independent   
 

  
    

5 
Safety and health policy intent has been communicated 
to all personnel associated with the project 

  
 

  
    

6 
All personnel are informed of their roles, responsibilities 
and accountabilities 

  
 

  
    

7 
Key personnel have signed off on their understanding of 
their safety and health roles, responsibilities and 
accountabilities 

  
 

  
    

8 Interface between key personnel is clearly defined   
 

  
    

9 
Responsibilities and accountabilities are regularly 
reviewed and in line with organisational changes 

  
 

  
    

10 
Safety and health responsibilities and accountabilities of 
all personnel align with their skills and training 
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1. ORGANISATION AND PERSONNEL NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

11 

There is an effective procedure for defining individual 
employee qualifications for safety positions with 
documental evidences of the qualification recognition 
for the following positions 

  

 

  

    

 - Safety responsible   
 

  
    

 - Operations personnel   
 

  
    

 - Maintenance personnel   
 

  
    

 - Emergency personnel   
 

  
    

 - Others (i.e. subcontractors and stakeholders)    
 

  
    

12 In case of key staff absence, there are deputies:   
 

  
    

 - Safety responsible   
 

  
    

 - Operations personnel   
 

  
    

 - Maintenance personnel   
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1. ORGANISATION AND PERSONNEL NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

 - Emergency personnel   
 

  
    

 - Others (i.e. subcontractors and stakeholders)    
 

  
    

13 The deputies have the right qualifications   
 

  
    

 - Safety responsible   
 

  
    

 - Operations personnel   
 

  
    

 - Maintenance personnel   
 

  
    

 - Emergency personnel   
 

  
    

 - Others (i.e. subcontractors and stakeholders)    
 

  
    

14 
There are formal consulting mechanisms to involve employees and 
elected employee representatives during: 

  
    

 - Hazard and Major Hazard identification studies   
 

  
    

 - Risk assessment   
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1. ORGANISATION AND PERSONNEL NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

 - Safety management system reviews   
 

  
    

15 There are mechanisms for involving personnel in:   
    

 
- Development and implementation of safety and 

health policy and procedures 
  

 
  

    

 
- Identification and management of hazards and 

risk 
  

 
  

    

 - preparation of the SMS   
 

  
    

16 
There are both formal and informal instruments to 
ensure effective communication of safety and health 
information to all personnel 

  

 

  

    

17 
Safety and health roles, responsibilities and 
accountabilities are reviewed regularly and when 
organisational change occurs 
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2. IDENTIFICATION & EVALUATION OF MAJOR HAZARDS NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

DOCUMENTS CONSULTED 

 

 

 

 

1 Systematic processes are documented to:          

 - Identify hazards          

 - Assess the likelihood and consequences of risk          

 - Agree on the implementation of controls to 
ensure risks are reduced to ALARP 

         

2 There is a procedure for risk assessment          

3 There are risk assessment reports containing:          

 - Process description          
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2. IDENTIFICATION & EVALUATION OF MAJOR HAZARDS NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

 
- Definition of the mechanism applied for 

hazard identification 
  

 
  

    

 
- Includes routine & non-routine 

operations/activities 
  

 
  

    

 
- Includes operations/activities undertaken by 

3rd parties in company workplaces 
  

 
  

    

 
- Definition of the mechanism applied for risk 

evaluation 
  

 
  

    

 
- Identification of the prevention measures and 

safeguards 
  

 
  

    

 - Risk Analysis and consequence evaluation          

 - Findings   

 

  

    

4 There is a HAZID / HAZOP process that involves the 
systematic review of all: 
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2. IDENTIFICATION & EVALUATION OF MAJOR HAZARDS NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

- activities     

- processes     

- designs     

- products     

- materials     

- plant     

- equipment     

- services     

- site locations     

- work environments 
    

5 The HAZID / HAZOP process considers, as a minimum:          

 - emergencies          
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2. IDENTIFICATION & EVALUATION OF MAJOR HAZARDS NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

 - unplanned events          

 - incidents          

 - organisational structure          

 - environment          

 - legislation          

6 The HAZID / HAZOP process includes:          

 

- scope and objectives 

  

 

  

    

- personnel with detailed knowledge of work 
processes and practical experience 

    

- available and required information and 
records included from previous projects  

    

- assumptions made as part of the process, and 
validation of these assumptions 

    

- interaction of work parties, stakeholders, 
processes, plant and environment 
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2. IDENTIFICATION & EVALUATION OF MAJOR HAZARDS NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

- consultation with involved stakeholders     

- major accident and incident events     

7 
The methodology used in the HAZID / HAZOP process 
is in line with applicable regulations and standards 

         

8 The outcomes and results of the HAZID process:          

 - identify the hazards          

 - categorise the hazards          

 
- determine if the hazards fall inside the 

definition of a major accident event 
         

 
- carry identified potential major accident event 

hazards forward to the assessment phase 
         

 
- detail appropriate controls for the safety of 

personnel and community 
         

 
- are documented as a formal record for each 

hazard, and collated in a project hazard 
register 
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2. IDENTIFICATION & EVALUATION OF MAJOR HAZARDS NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

9 
All identified hazards and major accident events are 
subject to an appropriate risk assessment process in 
alignment with legal standards 

  
 

  
    

10 
Risks are assessed in terms of the consequence of a 
major accident event and the likelihood  

         

11 

A qualitative risk matrix detailing the level of risk is 
used in alignment with legal standards and is 
appropriate to the type of assessment being 
conducted 

  

 

  

    

12 
Qualitative and quantitative risk assessments are 
undertaken by suitably knowledgeable and 
experienced persons 

  
 

  
    

13 
Persons involved in the risk assessment are provided 
with current data and information related to the 
project 

  
 

  
    

14 Assumptions have been identified and justified          

15 
The potential for escalation of a major accident event 
has been assessed 

         

16 
The identified hazards and risk data are consistent 
with industry practice 
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2. IDENTIFICATION & EVALUATION OF MAJOR HAZARDS NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

17 
The hazard and risk data used in the assessment are 
referenced 

         

18 
Where software has been used in the assessment of 
risks: 

         

 
- it has been assessed by the operator prior to 

implementation and deemed appropriate 
         

 
- the input data and models have been verified 

for accuracy 
         

 - the results have been verified          

19 

Where an external provider has undertaken the risk 
assessment, there is an agreement with the provider 
to review the risk assessment as required or, 
alternatively, the operator is capable of performing 
the review in-house 

  

 

  

    

20 
The assessment of risks is consistent with the 
operation and associated facilities, their locations and 
other relevant impacts 

  
 

  
    

21 
Project personnel is consulted regarding the selection 
of hazard and risk control measures  
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22 

Project personnel is informed of all risks associated 
with their work tasks, and is aware of how to perform 
their work tasks to achieve the risk reduction 
measures 

  

 

  

    

23 
There is a system to monitor the effectiveness of 
controls or maintain controls and implementation of 
the risk control action plan 

  
 

  
    

24 
Safety and health inspections, testing, checks and 
audits verify that the agreed hazard and risk control 
strategies: 

  
 

  
    

 - are being implemented          

 - are effective          

 - identify where improvements can be achieved          

25 
There is documentation demonstrating the hazard and 
risk control options that were considered and rejected 

         

26 
Development of the formal safety assessment process 
is undertaken by competent and suitably qualified 
persons 
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27 
The risk safety assessment process reflects licence and 
regulatory requirements and best industry practice 

  
 

  
    

28 

A program is in place to ensure the periodic review 
and re-assessment of identified hazards and risks, and 
the identification of new hazards and assessment of 
associated risks 

  

 

  

    

29 A process is in place to communicate hazard and risk 
information on site 

         

30 
All personnel are actively involved in developing the 
hazard analysis through the identification and control 
of hazards and risk on site 

  
 

  
    

31 Hazard, risks and their controls form a significant part 
of training and induction process 

         

32 Communications regarding hazards and risks are 
retained on record 

         

33 
There is a process to deal with the hazards and risks 
associated with day-to-day work changes and inform 
employees of these changes 
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DOCUMENTS CONSULTED 

 

 

 

 

1 
The Safety Operational Procedures (SOP) utilise 
information from risk and hazard assessments, 
legislative requirements, standards and project policies 

  
 

  
    

2 
SOPs are managed through document control and 
records procedures 

  
 

  
    

3 
There is a process to capture feedback on the 
effectiveness of or improvements to SOPs 

  
 

  
    

4 
There is a process to enable development of SOPs for 
non-routine work activities 

  
 

  
    

5 
Personnel are trained and competent in the execution 
of SOPs 
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6 The SOPs include procedures and arrangements for 
conveying information between shifts, such as: 

         

 - maintenance in progress          

 - plant out of service          

 - process abnormalities          

7 The SOPs allow for the following procedures relating to 
the PTW system: 

         

 - authorisation and issuing of permits          

 - distribution and display of permits          

 - isolation procedures          

 - hazard identification and risk management          

 - simultaneous operations          

 - change in operating status - close-out of 
permits 
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8 
The SOPs includes procedures such as those relating to 
the following working environments, where 
appropriate: 

  
 

  
    

 - heights          

 - trenches and excavations          

 - confined spaces          

 - oxygen-deficient atmospheres          

 - pressure testing          

 - electrical hazards          

 - welding, cutting and heating           

 - lifting and hoisting          

9 
The SOPs include procedures to handle maintenance 
operations 
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10 
A program has been developed and implemented on 
site for the routine inspection and maintenance of plant 
and equipment 

  
 

  
    

11 Planned maintenance activities are conducted in line 
with procedures contained within the SOPs 

         

12 
Procedures are in place for the review of hazards and 
risk associated with maintenance activities prior to 
undertaking these activities 

  
 

  
    

13 A process is in place to ensure that:          

 - safety critical equipment is identified and 
maintenance scheduled accordingly 

         

 
- scheduled maintenance is prioritised with 

consideration for the safety impact of 
equipment 

  
 

  
    

14 Procedures are in place for the periodic review of 
maintenance procedures to ensure: 

         

 - maintenance is being undertaken          

 - equipment is safe to use before being returned 
to service 
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 - potential improvements to the maintenance 
process are identified 

         

15 The plant and equipment register specifies those plant 
and equipment requiring registration 

         

16 
The plant and equipment register is used to record 
plant and equipment inspections, maintenance, repairs 
and modifications 

  
 

  
    

17 

Plant and equipment found to be defective or 
dangerous is taken out of service and tagged as “out of 
service” until such time as a qualified technician has 
made suitable repairs or the equipment is replaced 

  

 

  

    

18 Personnel are instructed in the use of “out of service” 
tags as part of their induction 

         

19 

Appropriate procedures and training are provided to 
ensure that all maintenance activities and tasks are 
conducted in line with the occupational safety and 
health policy 

  

 

  

    

20 
There is a documented procedure to ensure that 
defective or dangerous plant and equipment is 
reported 
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21 

The project management team has ensured that the 
human resources required for the project are suitably 
fit and competent with the necessary safety behaviours 
for the tasks assigned to contribute to a positive safety 
culture on site 

  

 

  

    

22 
Occupational safety and health forms an integral part of 
the project’s human resources strategy and training-
needs analysis 

  
 

  
    

23 A competency and skills matrix defines the competency 
criteria and safety attributes of each position 

         

24 
Evidence of statutory competencies is required for 
relevant positions, and a copy of the certificate retained 
on site 

  
 

  
    

25 There is a process to capture the review of position 
specifications 

         

26 All personnel are aware of their roles and 
responsibilities upon commencement of employment 

         

27 Employee competence is assessed as part of a periodic 
performance review 

         

28 Nominated workplace trainers deliver training 
programs in a timely manner 
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29 
Training programs are adequately funded, and 
reviewed and reassessed periodically to ensure 
effectiveness 

  
 

  
    

30 
All personnel on or visiting the project site receive a 
project-specific induction before commencing work or 
accessing the project site 

  
 

  
    

31 Induction training addresses:          

 
- site and occupational safety and health issues 

as identified by the HAZID, risk assessment and 
control process 

  
 

  
    

 - responsibilities for safety and health          

 - project SMS          

 - emergency arrangements          

32 
Training is available to address safety and health 
considerations and safety-critical project-specific tasks 
such as: 

  
 

  
    

 - SOPs          
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 - safety and health responsibilities          

 - PTW system          

 - manual handling          

 - first aid          

 - emergency response          

 - incident and hazard reporting          

 - relevant legislation          

 
- PPE and hazardous substances and dangerous 

goods 
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1 Manning requirements and arrangements are described          

2 There is a general description of the site meteorological 
conditions predicted for the duration of the project  

         

3 Key construction, including inspection, testing and pre-
commissioning, activities are described 

         

4 There is a general description of the structure, plant and 
equipment to be installed  

         

5 The equipment required for and in support of 
construction activities is described 

         

6 The safety features and systems are described          
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7 

The safety assessment process covers the elements of 
hazard identification, hazard and risk assessment, 
assessment of results, and hazard and risk control 
measures 

  

 

  

    

8 

There is a clear indication of who was involved in 
conducting the safety assessment studies for construction 
or significant change, and whether these personnel are 
competent 

  

 

  

    

9 The assumptions made for the safety assessment process 
are: 

         

 - laid out clearly          

 - reasonable          

 - justified (e.g. by comparison with external data 
and references) 

         

10 The hazard identification approach used is systematic          

11 The hazard identification has been adequately 
documented 

         

12 The hazard identification techniques used are described          
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13 The hazards and hazard categories are recorded in the 
hazard register or a similar document 

         

14 Maintenance of the hazard register is referenced in the 
SMS 

         

15 
The people involved in the hazard identification process 
(e.g. construction workers, employees, contractors) are 
documented 

  
 

  
    

16 The identified hazards are in line with hazards for similar 
construction activities in similar settings 

         

17 A systematic approach has been adopted for the analysis 
of major accident events 

         

18 Comparative hazard and risk assessment studies have 
been conducted 

         

19 
The type and extent of the comparative hazard and risk 
assessment studies are commensurate with the extent of 
activities 

  
 

  
    

20 The consequences and likelihood of all major accident 
events are clearly expressed 

         

21 
The integrity of temporary refuges, escape routes, 
evacuation and rescue systems have been evaluated for 
all major accident events 
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22 
Hazards and major accident events are in accord with 
findings from the hazard identification studies for similar 
construction projects or sites 

  
 

  
    

23 The risk results are presented:          

 - quantitatively          

 - qualitatively          

24 

Any contractors have been assessed and determined by 
the operator to be appropriate (i.e. experienced and 
competent) for the operation or activity in which they will 
be engaged 
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1 The project emergency response plan:       

 - assigns roles and responsibilities for key 
personnel 

         

 - assigns an emergency coordinator          

 - details implementation and training          

 - defines emergency events and situations          

 - includes procedures for specific emergencies          

 - details an emergency drills schedule, including 
type and duration 
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 - has been developed in consultation with local 
community emergency response agencies 

         

2 
The emergency response organisation is analysed to 
determine the minimum number of personnel, which 
includes at least the following positions: 

  
 

  
    

 - emergency coordinator          

 - site controller          

 - communications          

 - personnel support          

 - management liaison          

 - regulatory liaison          

3 
All personnel within the emergency response 
organisation are trained in the emergency response plan 
and their particular role 
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4 Procedures are in place to assist those personnel exposed 
to a critical incident 

         

5 Key elements of the emergency response plan are 
contained within the site induction 

         

6 Changes to the emergency response plan are 
communicated effectively to all personnel  

         

7 
An emergency contact list is maintained and displayed at 
a prominent location and with each work crew and 
includes: 

  
 

  
    

 - telephone numbers and locations of community 
emergency response agencies 

         

 - a list of first aid personnel          

8 Emergency equipment and communications are tested 
periodically 

         

9 
An emergency communication protocol for transmitting 
emergency information exists and has been 
communicated to all personnel 

  
 

  
    



Draft Document 

 

File: MP 1 - Internal Audit Planning Conducting and Reporting Management Procedure_r3_2016-04-07 

Environmental and Safety Management System Page 45 of 55 

 
 

5. PLANNING FOR EMERGENCIES NA YES NO OBSERVATIONS 
EVALUATION 

NA C MINOR MAJOR SERIOUS 

10 
Communication limitations have been considered, and 
appropriate measures put in place to handle these 
limitations within the emergency response plan 

  
 

  
    

11 Site personnel and third parties entering and leaving the 
site are controlled and recorded 

         

12 
There is periodic correspondence with emergency 
agencies to ensure current information is accurate for all 
parties concerned 

  
 

  
    

13 

Emergency drills are conducted periodically and a report 
detailing drill performance, recommendations for 
improvement and corrective actions implemented is 
distributed to relevant personnel 

  

 

  

    

14 Directions to emergency assembly points are posted 
around the site and are known by all site personnel  

         

15 

The emergency response plan documents the 
requirements of contact with media, public, family 
members, unions and local interests, and the nominated 
personnel for such contacts 

  

 

  

    

16 
Emergency response equipment and resources are 
available and commensurate with analysis of the 
assessment of risks and possible emergencies 
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1 
The following processes exist for the purpose of 
inspection, testing and monitoring of site activities, plant 
and equipment: 

  
 

  
    

 - procedures for ensuring plant is checked prior to 
use 

         

 - a planned regime of workplace safety and health 
inspections  

         

 - work activity observations          

 - inspection and testing of electrical equipment          

 - inspections and testing of cranes and lifting 
equipment 
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 - inspections and testing of pressure vessels and 
pressure testing equipment 

         

 - inspections and testing of emergency, first aid, 
fire and spill control equipment 

         

 - camp and amenities inspections          

2 Inspections follow an agreed format and are documented          

3 A corrective action register prioritises, tracks and closes-
out actions and improvements 

         

4 Incident hazard reporting and investigation          

5 
All accidents, incidents and near-miss incidents that 
cause, or have the potential to cause, a hazard are 
reported and investigated 

  
 

  
    

6 
The causes of all accidents, incidents and near-miss 
incidents are eliminated or controlled to prevent 
recurrences 

  
 

  
    

7 An accident or incident reporting and investigation 
process is in place covering: 
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 - securing or ensuring safety at the accident or 
incident scene 

         

 - treatment, medical assistance and evacuation of 
injured personnel 

         

 - assignment of responsibility for the accident or 
incident site 

         

 - assessment of the seriousness of the accident or 
incident event 

         

 
- notification of organisational management 

personnel, employee representatives and 
authorities 

  
 

  
    

 - assignment of responsibility for reporting and 
investigation 

         

 - consultation with authorities, site and operations 
personnel 

         

 - investigation to identify root causes and 
recommendations to prevent recurrence 

         

 - timely implementation of recommendations          
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8 

Corrective action requests are in place to provide a 
permanent and traceable record of the close-out 
recommendations arising from accident or incident 
reports and investigations 

  

 

  

    

9 

Assignment of reporting requirements and timeliness of 
reporting of accidents, incidents, and near-miss incidents 
to regulatory authorities is in line with legislative 
requirements 

  

 

  

    

10 Safety alert notices are used to disseminate information 
on incidents to all project personnel 

         

11 
All project personnel are informed of the necessary 
reporting and investigation processes and their required 
involvement 

  
 

  
    

12 
Those personnel involved in the reporting and 
investigation process are adequately trained to perform 
these tasks 

  
 

  
    

13 The investigation teams competence to carry out a 
thorough investigation has been confirmed 

         

14 A hazards and risk register is used to record all accident 
and incident hazards 
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15 Documentation of regulatory requirements for incident 
reporting and contact procedures are maintained on site 

         

16 Relevant industry hazard alerts are disseminated to 
personnel 

         

17 Safety and health information and reports          

18 
Safety and health records are archived in accordance with 
statutory periods and are legible, identifiable, traceable 
and readily retrievable 

  
 

  
    

19 
Access to confidential records is restricted in line with the 
operator’s privacy policy, which aligns to legislative 
requirements 
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1 
There is a system and program of safety management system audits, 
including both internal and external 

     
    

2 Audits enable       

 - verification that the safety and health arrangements meet specified 
performance standards 

         

 - opportunities for system improvements to be identified          

2 There is a scheduled audit plan, which includes          

 - Time frame          
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 - Scope and objectives          

 - Items and activities to be audited          

 - Criteria for selection of audit teams and leaders          

 - Audit dates          

 - Reporting requirements          

3 All SMS elements are included in the audit program          

4 The internal audit is performed once a year          

5 There are internal audit reports signed by the auditor which contains          

 - Aim and scope          

 - References          

 - Auditor and audited personnel          
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 - Date          

 - Conclusions          

 
Audits are conducted by suitably competent personnel and involve key 
personnel 

  
 

  
    

6 The designed auditors are impartial, objectives and independents          

7 
Corrective action requests are prioritised, assigned responsibility, and 
allocated an expected completion date 

         

8 The results are known by all involved personnel          

9 
Audit findings are submitted in a formal report to appropriate project 
personnel, along with any corrective action requests 

  
 

  
    

10 Audit reports are disseminated to involved stakeholders and authorities          

11 SMS revision is performed by the Direction          

12 
A process is in place to capture corrective actions and follow-up requirements 
resulting from the audit, and ensure close-out in a timely manner 
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13 SMS revision is performed once a year          

14 SMS revision considers, at least:          

 - Monitoring actions          

 - Scope according to MAPP          

 - Internal / External audit results          

 - State of the corrective or preventive actions          

 - Result of the training plans          

 - Recommendations from others          

 - Results of the incident investigation          

15 The periodic review culminates in the development of a close-out report with 
content including: 

         

 - identified areas of safety improvement          
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 - sources of information used          

 - effectiveness of employee communication and feedback          

 - results of accident and incident investigations          

 - results of monitoring, inspection and audit programs          

 - details of corrective actions taken          

 - safety and health impacts of changes in project delivery          

 - changes in the organisation structure          

 - a sampling of management and employee safety perception          

 - improvements in work practices and technology          

 - community safety and health impacts and expectations          

 


