Health and Safety Compliance Reporting
Framework

1. Purpose

This document outlines the framework for reporting, monitoring, and evaluating health and safety
compliance within the organization. It aims to ensure a safe working environment by identifying risks,

recording incidents, and defining responsibilities.

2. Scope

The framework applies to all employees, contractors, and visitors operating in or on behalf of the
organization, across all facilities and locations.

3. Key Elements

Incident Reporting & Investigation
Regular Safety Audits

Compliance Tracking & Monitoring
Employee Training & Awareness
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Continuous Improvement

4. Reporting Structure

Type Responsible Party Frequency Reporting Method
Incident Reports Supervisors/Managers Immediate / As occurred Online Form / Email
Safety Audits Safety Officer Quarterly Audit Checklist
Compliance Reviews Compliance Manager Annually Annual Report
Training Participation HR Department Semi-Annual Attendance Records

5. Roles and Responsibilities

e Employees: Report hazards/incidents, participate in training.
® Supervisors: Monitor compliance, submit reports.

o Safety Officer: Conduct safety audits.

e Management: Review compliance, implement improvements.

6. Follow-up & Corrective Actions

All reported incidents and compliance issues must be promptly investigated. Corrective actions must be
documented, assigned, and tracked to completion.



7. Review & Continuous Improvement

The effectiveness of this framework is reviewed annually, incorporating feedback, audit findings, and
changing legal requirements to improve health and safety management.

Important Notes

e This framework should be regularly reviewed to reflect legal and operational changes.
e Accurate, timely reporting is critical for compliance and risk mitigation.
e Confidentiality and non-retaliation policies must be strictly followed.

e Effective communication and training underpin successful implementation.
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