OH&S Document Register – Note: ‘dummy’ documents and retention periods are shown as examples only below. Please check your internal record keeping and State/Territory requirements in order to develop your own document register. 




Type of record
ID
Location
Accessibility
Retention period

Review period

OH&S procedures


Unrestricted

Annual

Register of injuries
OHSF-080-1

Health & Safety Representatives; Nurse, Managers; Union reps; Relevant employee
5 years
-

Risk assessments and risk control plan


Unrestricted
Permanent
When changes occur or within 5 years

General workplace environmental monitoring reports (Biological, asbestos, noise, chemical etc.)


Unrestricted
Permanent
-

Health surveillance records


Restricted to person involved and medical staff



Health and safety issue resolutions


Unrestricted
1 year
-

Hazard/Incident reports
OHSF-080-2

Unrestricted
5 years
-

Individual audiometric test results


Restricted to person involved and medical staff 
20 years
-

Certificates of competency


Health & Safety Representatives; Managers, supervisors
Duration of employment
Upon expiry

Operating procedures


Unrestricted
For the life of the operation
When changes occur

Asbestos Register and risk assessments


Unrestricted
30 years
When changes occur

Material Safety Datasheets


Unrestricted
30 years
5 years

Permit to Work forms
OHSF-160-1 

OHSF-160-2 

OHSF-160-3 

OHSF-160-4 

OHSF-160-5 

Health & Safety Representatives; Maintenance Manager
1 year; confined space entry forms: permanent.
-

Minutes of OHS Committee meetings


Unrestricted
1 year
-

Medical examinations and biological monitoring results


Individual, Nurse
30 years
-

Cooling tower risk management plans, repair, testing, audit and maintenance records
OHSF-370-3

Unrestricted
7 years
Every 12 months





























1) Refer to State / Territory legislation for mandatory retention periods.
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