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ACT Associates Ltd 
Victoria House, 32 Lower High Street, Stourbridge DY8 1TA 

Telephone +44 (0)1384 442144       Facsimile +44 (0)1384 442533 
actsales@actassociates.co.uk 

www.actassociates.co.uk 

ACT Associates Ltd is an established, independent risk management practice, majoring in the field of 
occupational health, safety and the environment. 

ACT is able to provide a wide range of skills and experience to meet the demanding needs of change within 
the remit of professional management. Their comprehensive database enables them to respond to individual 
clients' requirements to ensure cost effective auditing, consultancy and training to the highest standards. 

In accordance with quality principles they operate their own Code of Practice to ensure confidentiality and a 
Total Quality approach to management of assignments. They pride themselves on their ability to take a less 
prescriptive approach and, by working in close partnership with clients, to ensure assignments are completed 
to the customers' satisfaction. 

Under the direction of Mr Ian Coombes, Managing Director, ACT has established an excellent reputation as a 
successful provider of training for health and safety professionals throughout their careers. 

An extensive portfolio is offered and the company specialises in providing support to organisations 
implementing management systems - in particular in compliance with the new regulations derived in 
response to EC Directives. 

ACT is strategically located to serve not only local, but national and international organisations and has 
provided training to a variety, for example, these would include: 

• Care Facilities • Non Profit Charities 
• Construction Industries • Petro-Chemical Industries 
• Facilities Management • Service Industries, including Banks and 
• Manufacturing        Insurance Companies 
• National and Local Government Departments • Transport, including road, rail and air 
• NHS Trusts • Utilities, including gas, electricity and 

water 
 

Copyright © ACT Associates Ltd 
All rights reserved.  No part of this booklet may be reproduced, stored in a retrieval system or transmitted in any form or by any means , 

electronic, mechanical, photocopying, recording, or otherwise without prior written permission of the publishers. 
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Introduction to Audit 123 
 
There have been many changes in health and safety legislation over recent years and consequently 
many organisations are finding it difficult to keep abreast of the situation. Early legislation accepted that 
people would be injured or would suffer some sort of disease at work and that compensation would then be 
needed (reactive safety). More recent legislation places a much greater emphasis on the management of 
health and safety at work to put preventive measures into place (proactive safety). 
There are three main reasons why organisations are required to manage health and safety in the 
workplace. 
 
1) Moral:  
Injury accidents result in a great deal of pain and suffering, not only for those directly affected by it. The 
effect upon colleagues must also be considered. Clearly we must all do whatever we can to avoid this. 
 
2) Economic:    
Accidents at work cost a great deal of money. This can be in terms of costs related to: 
 

• People - lost time for the injured, first aiders, witnesses, accident investigators.  
• Production - equipment or product directly affected, lost time effects on delivery times, 

environmental effects.  
• Financial matters - effect on customer confidence, insurance premiums, Court costs, fines 

and compensation to be paid out. Costs can be enormous and perhaps many times larger 
than we think. 

 
3) Legal: 
It is a legal requirement to safeguard the health and safety of employees and others who might be 
affected by the organisation's operations. 

 

It is imperative, therefore, that all line managers understand and accept as part of their normal work routine 
that they have a responsibility to ensure that the workplace is as safe and healthy as is reasonably 
practicable. Health and safety can no longer be accepted as the "necessary evil". It must be managed 
along with all the other disciplines required to run a well organised and profitable business. We ask no 
more or no less than putting health and safety on an equal footing. 

It is with this in mind that ACT has produced an Audit system (Audit 123) which has been designed to 
suit all levels and sizes of companies from small single units to large global organisations. Audit 123 can 
be used to examine organisations from a strategic / long term (Level3), tactical / medium term (Level 2) 
and operational / day to day (Level 1) viewpoint. The audit will act as a guide, to assist the organisation 
in achieving the standards which are required to ensure control over the management of health and 
safety at work. 

To ensure you get the most out of Audit 123 and meet your statutory duties for health and safety it is 
essential to consider and record the competency of the auditor / audit team. This can be achieved by 
taking the supporting training courses offered by ACT. In addition guidance on how to use the Audit 
123 Workbooks in all three Levels is contained within the Audit 123 User's Guide available from ACT. 
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Overall Approach 

Designed For: 

Audit 123 is intended for organisations who wish to successfully manage health and safety to fully meet 
legislation, codes of practice and any other relevant requirements; in particular, those wishing to 
evaluate strategic health and safety management systems. It will assist with establishing systems that 
correspond to BS 8800:1996 - Guide to Occupational Health and Safety Management Systems and the 
philosophies of HSG 65-Successful Health and Safety Management, published by the Health and Safety 
Executive (HSE). 

Audit 123, may be used to audit organisational responsibilities as a whole or individual areas of responsibility 
within an organisation. 

This is often best achieved by using a combination of audits - Level 1 (operational), Level 2 (tactical/ 
diagnostic) and Level 3 (strategic)-to reassure that the overall plan is correct and being adhered to. 

How often the audit is conducted should be governed by the risks and current status of health and safety 
management. Typically organisations carry out an initial audit to determine a reference level of 
compliance. The results are then used to establish a regular audit programme. A regular audit 
programme is far more beneficial than a random approach. It helps establishes a budget for time and 
resource and sends a signal of commitment to all concerned. A regular audit programme will enable an 
organisation to measure progress and decide where key resources need to be concentrated. 

The Audit 123 system pre-supposes that the auditors have: 

 an understanding of health and safety in the workplace; 
 audit skills; 
 knowledge of the use of Audit 123. 

This would be a Health and Safety Co-ordinator/Appointed Person with responsibility for monitoring 
health and safety performance. In particular, the Registered Appointed Person (RAP) or Registered 
External Auditor (REA). For a fuller explanation of these terms please consider the section explaining the 
Health and Safety Achievement Awards. 

Good auditors should have a systematic approach, interpret results honestly, be committed to the intent and 
most important of all, for competency, be aware of their own skill/knowledge limitations. Senior 
management support to an audit initiative is also an essential component, to build/maintain credibility. 
Competency may have been gained through wide experience and/or professional qualifications, for 
example the accredited Certificate in Safety Programme Auditing (CSPA) course from ACT. The ACT 
Independent Audit Team will be pleased to advise if required. 

Audit 123 - Level 1, is a single volume and may be used to audit a site or small areas of responsibility 
within a location. Level 1 is a validation of the systems and procedures which are in place and an 
examination of their understanding and implementation throughout the organisation. 

Audit 123 - Level 2, is in two volumes. Volume 1 is a validation of the procedures and systems in place and 
the compliance of the organisation with appropriate legislation. Volume 2 is a validation of the 
implementation of the systems described in Volume! Level 2 will re-examine the areas covered in 
Level 1 at greater depth which enables close examination of the organisation and its systems. This will allow 
Level 2 to act as a diagnostic tool and support resource management improvement initiatives. 
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Audit 123 - Level 3, is in three volumes. Volume 1 is validation of the organisation with regard to HSG (65) 
- Successful Health and Safety management system. Volume 2 is validation of Human Factors and the Safety 
Culture and Volume 3 is validation of the working systems, emergency procedures and living safely. 

The best audit results are achieved through thorough planning. Decide on your objective. Do you wish to 
audit the whole organisation or a particular location? Is this to be a single exercise or an ongoing 
performance indicator? Who should be involved? 

The organisation audit may be best achieved through consideration of a series of site sub-audits using a 
separate Audit 123 workbook to reflect local health and safety performance. 

How to Conduct this Audit: 

Audit 123 is question driven. The audit system adopts an open style for questioning and is designed to use 
and develop the skills and competency of the auditor. The workbook is supported by auditor's guidance 
and verification guides. Each section of the workbook utilises pro-formas for collection of audit data, 
unit/part/section compliance analysis, auditor's comments and compliance action. It is designed to 
illustrate clearly the level of compliance determined and provide an overall score for each section 
considered. ACT's Audit 123 System Skills Training (AST) courses reveal its full versatility. 

In addition to the courses there is also available the Audit 123 User's Guide, which demonstrates how to use 
the pro-formas contained within the Workbooks. Whilst this cannot hope to emulate the detail and practice 
covered in the AST course there is sufficient information to utilise all three Levels of the system. 

Competency: 

To ensure you get the most out of Audit 123 and meet your statutory duties for health and safety it is 
essential to consider and record the competency of the auditor / audit team. 

Audit 123 Level 1 may be used as a stand alone audit tool by the appointed health and safety co-
ordinator and or local line manager. 

Audit 123 Level 2 is designed to be used by the appointed health and safety co-ordinator for periodic or 
diagnostic audits. 

Audit 123 Level 3 is designed to be used by the appointed health and safety co-ordinator for strategic audit 
initiatives. 

Competency requirements will vary according to the size, complexity and hazards involved and the 
location / site experience of the auditor 

Auditors should consider the following professional training: 

Co-ordinator- Training equivalent to IOSH managing safely, NEBOSH General Certificate, NEBOSH 
National Diploma, NVQ Level 3 and Level 4 should be considered for general audit work. Certificate in 
Safety Programme Auditing, Appropriate Audit 123 system skill training. 

Local Line Manager- Training equivalent to IOSH managing safely, NEBOSH General Certificate, and 
NVQ Level 3 should be considered for general audit work. Certificate in Safety Programme Auditing, 
Appropriate Audit 123 system skill training. 

Advice 

Contact ACT Associates without obligation for advice on training needs for your Organisation. 
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Audit 123 Health and 
Safety Achievement 

Awards 

ACT are proud that IAS (International Accreditation Society) have decided to offer Awards for Health and Safety 
Achievement based on the performance of an organisation as audited using Audit 123. 

Therefore any registered users of Audit 123 may apply to IAS for an health and safety achievement award. 

There are three awards available for each level of Audit 123. They are designated Bronze, Silver and Gold and 
are available to reflect progress in health and safety management. 

The award scheme in line with the workbook marking scheme methodology is designed to recognise 
progressive improvement from the start of the health and safety monitoring programme. The award programme . 
recognises and rewards local line supervisory involvement at Levels 1 and 2 and reflects the importance of  
strategic planning at Level 3. 

 

Application for Award:  
 
Application for award must be made by either the registered appointed person or the registered external auditor, 
see below.   Applicants making a successful award application will receive one framed certificate 
acknowledging the achievement, per application. 

Registered Appointed Person (RAP) 

This is an internal auditor registered by ACT as competent to conduct audits within the Audit 123 award scheme. 
The auditor will normally be employed in the location of the organisation being audited. 

Competency requirements: 

 With a minimum of 1 year experience in the role of a health and safety professional.  
 Certificate in Safety Programme Auditing (CSPA). 
 A123 Audit Systems Skills Training (AST). 

Plus 

Level 1       -      Minimum of IOSH Managing Safely or equivalent.  

Level 2       -      Minimum of NEBOSH Certificate or equivalent.  

Level 3       -      Minimum of NEBOSH National Diploma or equivalent. 
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Registered External Auditor (REA) 

This is an external auditor registered by ACT as competent to conduct audits within the AUDIT 123 award 
scheme. External means someone not usually employed at the location of the organisation being audited. 
Competency requirements: 

 Hold a CSPA, and 
 Have attended an AST course. 

Plus 

Level 1       -    Minimum of IOSH Managing Safely or equivalent. With a minimum of 3 years 
experience in the role of a health and safety professional.  

Level 2      -     Minimum of NEBOSH Certificate or equivalent. With a minimum of 5 years  experience in 
 the role of a health and safety professional.  
Level 3      -      Minimum of NEBOSH Diploma, NVQ 4 in Occupational Health and Safety or equivalent. 

With a minimum of 5 years experience in the role of a health and safety professional. 

Registration Categories 

Two categories of registration are available, Sector Specific and General Sector. 

Sector Specific Audits (SSA): Individuals will be licensed to conduct sector specific audits in sectors 
relevant to their experience, e.g. construction, chemical, commercial etc. Depending upon individual 
background this may entitle applicants to be licensed for more than one corporate sector. 

General Sector Audits (GSA): Individuals will be licensed to conduct general sector audits for all sectors, 
providing they meet the following criteria: 

 background in the management of complex health and safety risks, and 

 can demonstrate experience in a minimum of three sectors from the following: 

 

 construction;  transportation; 

 chemical;  utilities; 

 pharmaceutical;  extraction; 

 fabrication;  public bodies; 

 commercial;  armed forces. 

 retail;  

Please contact ACT for list of REAs, the list is currently being compiled and will be available shortly. 

Applications are invited from safety professionals who wish to join the register of external auditors and 
carry out Audit 123 accredited audits of third parties. 

An information pack giving the details of the application criteria for the Achievement Awards is available 
through the Audit Unit at ACT. 
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Level One 

 
Contents 

 

Page No. 

Extracts from Audit 123, Level 1 Workbook 
(Working Documentation): 

  Compliance Scheme 10 
  Audit Checklist 11 
  Check List Matrix by Location 12 

Workbook and Guidance: 
  (Example of the relationship between Workbook 

 & Guidance) 13 

Extracts from Audit 123, Level 1, Workbook 
(Working Documentation) continued: 

  Auditor's Comment Sheet 14 
  Compliance Action Sheet 15 

Extracts from Audit 123, Level 1, Workbook 
(Summary Report Documentation): 

  Overall Compliance - Single Location 16 

  Overall Compliance - Multiple Location 17 
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Administration and Procedures 

Compliance Scheme 
 Standard of Compliance Auditor's Guide 
   
0 Control not determined No survey of needs has been carried out to identify any requirements 

for control. 
   
1 No control Company / managerial / individual failure to control some or all of an 

area or situation. If the auditor is not provided with clear evidence, for 
example, documentation and records to substantiate the 
existence of any controls, non-compliance is considered to exist. 

   
2 Part controls exist Evidence indicates that some progress has taken place and 

controls have been partly developed or established. 
   
3 Controls inadequate Controls are broadly well developed but significant discrepancies or 

shortfalls in controls exist. Documentation / controls provided are either 
out of date, not a true reflection on the organisation or not entirely 
suitable for the task or situation. 

   
4 Controls not used Although evidence of the existence of appropriate documentation / 

controls has been provided the auditor's findings indicate a total lack 
of their use. 

   
5 Irregular use of controls Although documentation/controls exist the auditor's findings 

indicate that use and/or compliance with controls by users is 
irregular and not insisted upon by management. 

   
6 Additional training / measures 

required 
To ensure use and/or compliance with controls, additional refining 
measures and/or training are required. 

   
7 Basic legal compliance Minimum legal requirements (good practice) are achieved. 

Auditor's findings substantiate that documentation use and / or 
compliance with controls meets appropriate requirements. 

   
8 Significant controls The Company must show that health and safety is being promoted 

beyond the necessity of legal compliance. Evidence is required that 
health and safety is part of the normal work routine and regarded as an 
equal partner to other management objectives, and that a "safety 
culture and commitment" is significantly developed / established.

   
9 Advanced controls To achieve this standard the auditor must ensure that the company 

not only meets fully the requirements of (7 & 8) but can also 
demonstrate additional improvements, for example, health and 
safety policy meetings, regularly reviewing documentation and 
checking use. 

   
10 Optimum controls A comprehensive and sustained approach aimed at a progressive 

and continuous development that will change the whole quality of the 
organisation by the removal of many of the factors which cause and 
influence the creation of unsafe / unhealthy conditions / actions. Off the 
Job Safety is an integral part of the corporate safety objectives. 
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Administration  
and Procedures 

 

Audit Check List - Level One (1) 
unsatisfactory satisfactory N/S 

or 
0 1 2 3 4 5 6 7 8 9 10 N/A

Ref. 
No. 

Section: 1 
 
Administration and Procedures 
 immediate 

action 

within 
specified 

time 

monitor or 
N/C

1/01 Registration - HSE/Local Authority 0 2 3 4 5 6 7 8 9 10  
1/02 Liability Insurance Certificate 0 1 2 3 4 5 6  8 9 10  
1/03 Fire Arrangements 0 1 2 3 4 5 6  8 9 10  
1/04 Safety Policy 0 1 2 4 5 6 7 8 9 10  
1/05 Statutory engineering inspections 0 1 2 3 4 5 6  8 9 10  
1/06 Statutory registers 0 1 3 4 5 6 7 8 9 10  
1/07 Accident procedure 0 1 2 3 4 5  7 8 9 10  
1/08 Emergency procedure 0 1 2 3 4 5 6 7 8  10  
1/09 Contractor/visitor procedure 0 1 2 3 4 5  7 8 9 10  
1/10 Waste Management procedure 0 1 2 3 4 5  7 8 9 10  
1/11 Induction training 0 1 3 4 5 6 7 8 9 10  
1/12 Training general 0 1 2 3 4 5  7 8 9 10  
1/13 Management controls 0 1 3 4 5 6 7 8 9 10  
1/14 Safe systems of work 0 1 2 3 4 5 6 7  9 10  
1/15 Permits to work 0 1 2 3 4 5  7 8 9 10  
1/16 Communication 0 1 2 3 4 5 6 7 8 9 10 N/A
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
Overall Compliance (%) 

0 10 20 30 40 50 60 70 80  90  100           

          

Compliance Scheme 
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control 
not 

determined 
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exist 
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not used 

irregular 
use of 

controls 

additional 
training/ 

measures 
required 

basic 
 legal 
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significant 
controls 

advanced 
controls 

 
 

optimum 
controls 
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Location 

C
heck List M

atrix 
by Location 
 A

uditor's Findings 
 Section: 1 
 A

dm
inistration and 

P
rocedures 

Totals 

         A
 N

 A
rea 

 Validation Material Ref 
No. 

1          1 Registered - HSE / Local Authority 1/01 

7          7 Liability Insurance Certificate 1/02 

7          7 Fire Arrangements 1/03 

3          3 Safety Policy 1/04 

7          7 Statutory engineering inspections 1/05 

2          2 Statutory registers 1/06 

6          6 Accident procedure 1/07 

9          9 Emergency procedure 1/08 

6          6 Contractor / Visitor procedure 1/09 

6          6 Waste management procedure 1/10 

2          2 Induction training 1/11 

6          6 Training general 1/12 

2          2 Management controls 1/13 

8          8 Safe systems of work 1/14 

6          6 Permits to work 1/15 

N
/A

 
         N

/A
 Communication 1/16 

             

             

             

             

             

78 

         78 Total Achieved 

160 

         160 Total Maximum 

49 

         49 Percentage 
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Administration 
and Procedures 

Audit Check List - Level One (1) 
unsatisfactory satisfactory 

0 1 2 3 4 5 6 7 8 9 10 Ref. 
No. 

Section: 1 
 
Administration and Procedures immediate 

action 
within 

specified 
time 

monitor 

N/S 
or 

N/A 
or 

N/C 
1/01 Registration - HSE/Local Authority 0 1 2 3 4 5 6 7 8 9 10  
1/02 Liability Insurance Certificate 0 1 2 3 4 5 6 7 8 9 10  
1/03 Fire Arrangements 0 1 2 3 4 5 6 7 8 9 10  
1/04 Safety Policy 0 1 2 3 4 5 6 7 8 9 10  
1/05 Statutory engineering inspections 0 1 2 3 4 5 6 7 8 9 10  
1/06 Statutory registers             
 
 
 
 

 
 
Ref 
No. Validation Material  Evaluation 
 
1/04 Safety policy Consider 

• The existence of the Safety Policy. 
• Statement: Is it signed by Chairman / 

Managing Director / Chief Executive 
and dated. 

• Responsibilities: Clearly defined key 
personnel identified. 

• Arrangements: Are there suitable 
arrangements for putting policy into 
effect. 

• Is the main policy statement displayed. 
• Do all employees know where to view 

the Safety Policy. 
• Is the policy effective. 
• Is there a procedure for monitoring and 

reviewing policy. 

 Has the organisation identified its 
health and safety performance 
objectives and the persons 
responsible for its implementation. 
Notes: 

 

• Have all employees been trained in the 
policy, its purpose and use. 
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Ref. 
No. Location Auditor’s Comments 
   
1/01  No evidence could be produced to verify registration of this company with the offices of the 

local Enforcing Authority. The appropriate form should be obtained (either form F9-HSE or 
OSHP1 Local Authority) completed and returned. 

   
1/02  Further copies of the Liability Insurance Certificate should be displayed on safety notice boards 

on all floors for reference. 
   
1/03  It is understood that the company has completed their fire risk assessments in 

order to comply with the Fire Regulatory Reform Order.  I am sure once these 
have been collated, and all the appropriate personnel receive information of their 
duties, the auditor’s findings would indicate optimum controls. 
 

   
1/04  Although there is an existing safety policy there are certain shortfalls with the 

document. It is not signed, dated or have a review procedure. The policy should be 
reviewed with some urgency to better reflect the company's commitments to health and 
safety. This then would provide the company with a vehicle to raise the profile of health and 
safety within the company. 

   
1/05  All statutory inspections are carried out by the company's insurance organisations. 

Remedial work recommended is carried out by the equipment suppliers. A procedure 
should however be provided for ensuring this work is carried out. 

   
1/06  The company are unaware of the requirements for certain activities for the need to keep 

and maintain statutory registers and/or engineering survey reports i.e. abrasive wheel 
register, local exhaust ventilation reports, these should be identified, instigated and used. 

   
1/07  There should be a written procedure for reporting and investigating accidents complemented 

by the appropriate training for identified personnel. 
   
1/08  The existing emergency procedure for fire is of a high standard. It should however take 

account of other possible emergencies e.g. "bomb threat" and major "spillage". 
   
1/09  The existing control over contractors/visitors is at the present time under review. The 

visitors badge scheme is to be improved to take account of emergency procedures. 
Contractors are being looked at in the light of the new Construction (Design and 
Management) Regulations 2007 (CDM). It is suggested that the company have a 
review procedure with regard to insurance cover required by contractors. 

   
1/10  The contract for the disposal of waste should be reviewed to ensure it covers all waste, in 

particular "controlled waste". (See Waste Management, The Duty of Care - A Code of 
Practice) 

   
1/11  A formal induction programme should be developed to cover newcomers, internal 

transfers and personnel using new equipment. 
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Administration and   Compliance Action Sheet Procedures   

Ref 
No. 

* R
at

in
g Location Action Required Responsibility Start 

Date 
Finish
Date 

1/01   Obtain form, complete, despatch and retain copy    
1/02   Display copy of certificate on all floors    
1/03   Inform as appropriate and designate person to    
   control alterations / updating / retained file    
1/04   Complete, revise and re-issue Health and Safety 

Policy 
   

1/05   Start procedure for monitoring work    
1/06   Identify register, designate person to complete and    
   maintain up to date    
1/07   Write procedure and train staff in investigation    
1/08   Extend existing emergency procedure to include 

bomb 
   

   threat and major spillage    
1/09   Extend review contractor / visitor procedure    
1/10   Review contract for disposal of waste    
1/11   Complete review of induction programme    
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
 
* 1 = action immediately; 2 = action within (1 - 5 days max); 3 = action within (1 month); 4 = action within (3 months) 
 

Line Manager’s Signature Name (Print) Date 
   

 
 

Verification Signature Name (Print) Date 
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(Sample) 

Overall Compliance 
(Single Location) 

 
These marks are obtained from totalling the (total achieved marks and total maximum mark) from 
audit check list matrix (by location) for each section heading or directly from audit check list (whole 
organisation) for each section heading, depending on which is used. 

Enter the totalled achieved marks in column 1 for each section heading (total achieved marks). 
Enter the totalled maximum obtainable marks in column 2 for each section heading (total 
maximum marks). 

This compliance matrix is used to show the overall compliance of the organisation by section 
headings only. 

Determine the Percentage : Total Achieved Marks 
 Maximum Obtainable Marks 

x100 

and enter in column 3(Percentage). 
 
 Column 1 Column 2 Column 3 

Main Section Heading 
Total 

Achieved 
Marks 

Maximum 
Obtainable 

Marks 
Percentage 

    

Administration and Procedures 78 160 49 
Legislation Compliance 90 210 75 
Environment 58 110 53 
Equipment 60 120 50 
Materials Handling 80 100 80 
Facilities 88 90 98 
Special Risks 75 100 75 
External 76 120 63 
Environment - Office 70 90 78 
Facilities - Office 60 110 55 
Special Risks - Office N/A N/A N/A 
    
    
    

Totals  735 1210  

 
Organisation Compliance 61 
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(Sample) 

Overall Compliance 
(Multiple Location) 

These marks are obtained from the total achieved marks and the total maximum marks against each 
location for each section heading. Enter the total achieved mark and total maximum marks from each 
section heading against the appropriate location. This compliance matrix is used to show the overall 
performance of various locations that comprise the organisation against section headings. 
 

Calculation 
Determine the percentage: 

  
Total Achieved Marks 

Maximum Obtainable Marks x 100 

  
And enter in Percentage column.  

Lo
ca

tio
n 

M
ac

hi
ne

 S
ho

p 

W
ar

eh
ou

se
 

A
ss

em
bl

y 

To
ol

ro
om

 

M
ai

nt
en

an
ce

 

 

TO
TA

LS
 

Pe
rc

en
ta

ge
 

Marks (TA = Total Achieved    TM = Total Maximum) Sect No. Main Section Heading  
TA TM TA TM TA TM TA TM TA TM TA TM TA TM % 

1 Administration and Procedures 75 120 69 110 58 90 43 120 52 130      

2 Legislation Compliance - Regs 41 110 51 110 42 100 33 110 39 120      

3 Environment 56 140 67 110 46 100 37 130 38 110      

4 Equipment 29 120 37 110 29 90 42 110 37 120      

5 Materials Handling 55 110 68 110 21 110 52 110 46 110      

6 Facilities 46 130 63 100 61 100 64 100 59 100      

7 Special Risks 61 120 50 120 11 90 29 120 49 130      

8 External Areas N/A N/A 13 100 N/A N/A N/A N/A N/A N/A      

9 Environment - Offices N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A      

10 Facilities - Offices N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A      

11 Special Risks - Offices N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A      

                 

                 

                 

Total Achieved 363  418  268  300  320       

Total Maximum  850  870  680  800  820      

Percentage 42.7 48 39.4 37.5 39    
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Level Two 
 

Contents 
 

 Page No.
  
Extracts from Audit 123, Level 2 Workbook 
(Working Documentation):  

 

 Audit Checklist 20 
  
Extracts from Audit 123, Level 2, Guidance:  

 Section 1 / Part 4 21-22
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Administration  
and Procedures 

Audit Check List - Level Two (2) - Volume 1 of 2 
unsatisfactory satisfactory        Section:   1  Administration and Procedures 

 0 1 2 3 4 5 6 7 8 9 10 

Ref. 
No. Part:   4  Safety Policy immediate 

action 

within 
specified 

time 
monitor 

N/S 
or 

N/A 
or 

N/C

4/01 In writing 0 1 2 3 4 5 6 7 8 9 10  
4/02 Policy Statement/Signed 0 1 2 3 4 5 6 7 8 9 10  
4/03 Organisations/Responsibilities 0 1 2 3 4 5 6 7 8 9 10  
4/04 Arrangements 0 1 2 3 4 5 6 7 8 9 10  
4/05 Displayed 0 1 2 3 4 5 6 7 8 9 10  
4/06 Available 0 1 2 3 4 5 6 7 8 9 10  
4/07 Effective 0 1 2 3 4 5 6 7 8 9 10  
4/08 Monitored/Reviewed 0 1 2 3 4 5 6 7 8 9 10  
4/09 Training - in use of Policy 0 1 2 3 4 5 6 7 8 9 10  

  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
Overall Compliance (%) 

0 10  20 30 40 50  60 70 80  90   100           
          
 

Compliance Scheme 
 

0 1 2 3 4 5 6 7 8 9 10 
control 

not 
determined 

no  
control 

part 
controls 

exist 

controls 
inadequate 

controls 
not used 

irregular 
use of 

controls 

additional 
training/ 

measures 
required 

basic legal 
compliance 

significant 
controls 

advanced 
controls 

 
 

optimum 
controls 
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Administration and Procedures 
 

Part 4: Safety Policy 
 
Ref 
No. Validation Material  Evaluation 
    
4/01 In writing  Consider: 
  • Existence of safety policy 
  • Responsibility for writing/updating 
  • Location of master copy 
  • Distributed 
 

Has the organisation a written safety 
policy? 
Notes: 

 • Does it reflect company structure 
/commitment? 

    
4/02 Policy Statement / Signed  Consider: 
  • Signed and dated 
  • Responsibilities understood 
  • Commitment to health and safety 
  • Boardroom agenda 
  • Clearly state organisation’s intent 
  • Demonstrate commitment to employers 
  • Demonstrate commitment to non-

employers 
  • Director nominated to have 

responsibility for health and safety 
  • Dated 
 

Is the safety policy signed by Chief 
Executive/Chairman/ Managing 
Director etc. and does it demonstrate 
the organisations intent? 
Notes: 

 • Issue No. 
    
4/03 Organisations and responsibilities  Consider: 
  • Identified levels of management 
  • Identified key personnel 
  • Identified employers 
  • Identified non-employers 
  • Dated 
 

Does the policy identify employers 
responsibilities, in particular key 
personnel, in respect to health and 
safety? 
Notes: 

 • Issue No. 
    
4/04 Arrangements  Consider: 
  • Accident procedure 
  • Training 
  • Fire Precautions 
  • COSHH 
  • Personal protective equipment 
  • Contractors 
  • First aid procedures 
  • Risk assessments 
  • Safe systems/permits to work 
  • Monitoring procedure 
 

Does the policy’s arrangements detail 
how the policy will be put into effect? 
Notes: 

 • Machinery/equipment protection etc. 
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Ref 
No. Validation Material  Evaluation 
    
4/05 Displayed/available   Consider: 
4/06  • Statement clearly displayed 
  • Health & safety notice boards 
  • Details of availability/location of safety 

policy 
 

Is the policy statement clearly 
displayed? 
Notes: 

 • Responsibility assigned for monitoring 
  

 
 
 

  

4/07 Policy Effective  Consider: 
  • Policy understood at all levels 
  • Individual responsibilities understood 
  • Requirements of policy carried out 
  • Contents monitored/updated 
 

Is the organisation’s health and safety 
policy effective? 
Notes: 

 • Responsibility assigned for monitoring 
  

 
 
 

  

4/08 Monitored/Reviewed  Consider: 
  • Responsibility assigned 
  • Review dates sent 
  • Adequacy 
  • Records 
 

Is there a procedure for ensuring 
effective monitoring? 
Notes: 

 • Formal procedure 
  

 
 
 

  

4/09 Training in use of policy  Consider: 
   Directors 
   Managers 
   Supervisors 
   Employees 
   Visitors (where necessary) 
   Contractors (where necessary) 
   Records 
 

Has the necessary training been 
carried out to ensure effectiveness of 
policy? 
Notes: 

  Responsibility designed for training 
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Level Three 
 

Contents 
 Page No.

Successful H&S Management - key issues 25 
  
Extract from Audit 123, Level 3, Workbook 
(Working Documentation): 

 

 Audit Checklist 26 
  
Extracts from Audit 123, Level 3, Guidance:  

 Section 1 / Part 1 / Unit 1 27 
  
Extract from Audit 123, Level 3, Workbook 
(Working Documentation): 

 

 Verifying Information 28 
 Observations of Physical Conditions 29 
 Overall Compliance (Single Location) 30 
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Health and Safety Management 
Key Issues 
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Section One (1): Management System 
Audit Check List 

unsatisfactory satisfactory Part:  1      Policy 
Unit:   1       Is a policy in place that ensures H&S is    
                    managed effectively? 0 1 2 3 4 5 6 7 8 9 10 

Ref. 
No.  immediate 

action 

within 
specified 

time 
monitor 

N/S 
or 

N/A 
or 

N/C

1/1/01 Contribute to business performance 0 1 2 3 4 5 6 7 8 9 10  
1/1/02 Board Considerations 0 1 2 3 4 5 6 7 8 9 10  
1/1/03 Director has responsibility for health and safety 0 1 2 3 4 5 6 7 8 9 10  
1/1/04 Influence activities and decisions, avoiding losses 0 1 2 3 4 5 6 7 8 9 10  
1/1/05 Health and safety as an equal partnership 0 1 2 3 4 5 6 7 8 9 10  
1/1/06 Organisations image 0 1 2 3 4 5 6 7 8 9 10  
1/1/07 Budget considerations 0 1 2 3 4 5 6 7 8 9 10  
1/1/08 Positive culture 0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
  0 1 2 3 4 5 6 7 8 9 10  
Overall Compliance (%) 

0 10  20 30 40 50  60 70 80  90   100           
          
 

Compliance Scheme 
 

0 1 2 3 4 5 6 7 8 9 10 
control 

not 
determined 

no  
control 

part 
controls 

exist 

controls 
inadequate 

controls 
not used 

irregular 
use of 

controls 

additional 
training/ 

measures 
required 

basic legal 
compliance 

significant 
controls 

advanced 
controls 

 
 

optimum 
controls 
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 Section One (1): Management System 
PART 1: POLICY UNIT 1: MANAGED EFFECTIVELY  
Ref No. Validation Material  Evaluation 
1/1/01 Contribute to business 

performance 
Is it accepted that health and 
safety can contribute to business 
performance? 
Notes: 

 Consider: 
• Policy  
• Application of policy 
• Corporate image 

   Health and Safety Policy 
   Consider: 
  

 
 • Acceptance of consequence to resources 

from poor health and safety risk 
management  

• Commitment to the application of a 
positive policy 

• Commitment extends to include humane, 
economic and legal considerations 

• Aimed at achieving the conservation of 
resources, e.g. workplace, equipment, 
materials, human, financial) 

• Clear expression of general intent, 
approach and objectives 

• Set criteria and principles (management ) 
on which it is based 

• Commitment to continuous improvement 
• Acceptance as equal partner to other 

business objectives 
• Acceptance as a management function 
• Employees’ contribution recognised and 

encouraged 
• Commitment to measurement of 

performance 
• Realistic and achievable 
    Application of Policy    Consider: 

   • Effective communication of policy by a 
number of means.  

• Evidence of positive application of policy 
in the following business activities : 
Corporate strategy e.g. decisions on risk 
- reduction, retention, transfer, funding and 
insurance, objective setting, reports 
Finance e.g. investment decisions, 
cost/risk reduction strategies, budgets 

    (continues …) 
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Section One (1): Management System 
Verifying Information 

Part 1: Policy Unit 1: Managed Effectively 
 
Ref No. Verification Compliance 

Level Comments 

1/1/01 CONTRIBUTE TO BUSINESS 
PERFORMANCE: 

    

      
 Documentation (including):     

      
      
      
      
      
      
      
      
      
 People - Persons Interviewed:     
      
      
      
      
      
      
      
      

      
 Observations - Items:     
      
      

      

      

      

      

      

      

Compliance Scheme 
0 1 2 3 4 5 6 7 8 9 10 

control 
not 

determined 

no  
control 

part 
controls 

exist 

controls 
inadequate 

controls 
not used 

irregular 
use of 

controls 

additional 
training/ 

measures 
required 

basic legal 
compliance 

significant 
controls 

advanced 
controls 

 
 

optimum 
controls 
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OBSERVATIONS OF PHYSICAL CONDITIONS 
 

Category 
Number Checked  

(C) 
Number Standard 

(S) 
% Meeting 

Standard  S x 100 
                  C 

 
Comments 

EQUIPMENT For Guidance Notes consider Audit 123 Level 1 - Sections 4 and 7 
Guarding     
Hand tools     
Power tools     
Electrics (visual)     
Electrics (technical inspection)     
Pressure systems     
Ladders and mobile towers     
Personal protective equipment     
     
     
Total Score    Total % Compliance Total S x 100 

                                 Total C 
 

 
MATERIALS For Guidance Notes consider Audit 123 Level 1 - Sections 2, 3 and 5 
Stacking materials     
Internal transport     
Material handling by equipment     
Manual handling     
Cranes (overhead, pillar, jib, etc.)     
Lifting tackle     
Highly inflammable  materials     
Chemicals (storage and use)     
Dusts/powder coatings     
     
     
Total Score    Total % Compliance Total S x 100 

                                 Total C 
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Overall Compliance 
(Single Location) 

These marks are obtained from totalling the (total achieved marks and total maximum mark) 
from audit check list matrix (by location) for each section heading or directly from audit check 
list (whole organisation) for each section heading, depending on which is used. 
 
Enter the totalled achieved marks in column 1 for each section heading (total achieved marks).  
Enter the totalled maximum obtainable marks in column 2 for each section heading (total 
maximum marks). 
 
This compliance matrix is used to show the overall compliance of the organisation by section 
headings only. 
 
Determine the percentage:   Total Achieved Marks 
           x 100 
         Maximum Obtainable Marks 
and enter in column 3 (Percentage). 

  Column 1 Column 2 Column 3 

Section 
No. 

Main Section Heading Total 
Achieved 

Marks 

Maximum 
Obtainable 

Marks 

Percentage 

1 Management System    

2 Human Factors    

3 Risk Management    

4 Emergency Procedures    

5 Safety Procedures    

6 Off the Job Safety    

     

     

     

     

     

   Totals    

    Organisation Compliance  
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Getting the most 
from your audit 

 
Contents 

 
 Page No. 

 Versatility of Audit 123 32 
 Confidence from Competence 32-33 
 Audit 123 - Computer Software 33 
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Versatility of Audit 123 

You will, by now, have discovered just how user-friendly and versatile Audit 123, Level 1 is. Due to its 
flexibility, centring on the options the marking schemes offer you, organisations will be able to identify 
where their strength and weaknesses lie, i.e. either by: 

 Location 
 Validation Material Heading 
 Main Subject Heading 

Overall Compliance 
This will have the effect of determining compliance, which in turn will enable the organisation to plan 
exactly whereto input time, trouble and money to those areas where it will be most effective. Your first 
objective will be to achieve a mark of [7] for all validated material headings. This will ensure you are 
complying with the minimum standard required for that validation material heading. The keyword here is 
minimum. The ultimate objective of the audit is to progress beyond that point and achieve a standard [10] 
which is higher than required by that validation material heading. 

Confidence from Competence 

To ensure you get the most out of Audit 123 and meet your statutory duties for health and safety, it 
is essential to consider and record the competency of the auditor / audit team. It is necessary to 
consider both generic auditing skills (Certificate in Safety Programme Auditing - CSPA) and the skills 
required to optimise the results obtained in using the Audit 123 system (both system methodology and 
software skills.) 

Certificate in Safety Programme Auditing (CSPA) Course 

The ACT Certificate in Safety Programme Auditing (CSPA) is a recognised, assessed auditing 
competency training course. 

This three day course, which carries CITB Grant Approval examines all stages of the audit process and 
leads to the qualification of CSPA which is recognised as evidence of competence. 

Certificate in Safety 
Programme Auditing

Suite 5 Victoria House, 32 Lower High Street, Stourbridge, West Midlands, DY8 1TA
Tel: +44 (0) 0871 6629427   Fax: +44 (0) 1384 447928   Email: info@ias.uk.com   Website: www.ias.uk.com

iAS is the standard setting, assessment and awarding body of the Accreditation Society Ltd, a Company 
limited by guarantee Company no.6512207

Neil Salazar
RMS Publishing

has achieved the following standard

Pass

on 2nd April 2008

Certificate No. CSPA/C901208

Chief Administration Officer
ias Examination Board

By order of the 
Examination Board
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The course will demonstrate: 

 the professional method to prepare and carry out health and safety audits of your policy. 

 interview techniques 
 verification and sampling methods 
 how to create reports with action recommendations. 

The course is available both on a public and on an in-company basis. 
 
 
Audit 123 System Skills Training (AST Course)  

This one day course will assist auditors to optimise their skills in using the Audit 123 system. The emphasis is 
shared equally between appreciation of the simplicity and adaptability of the system together with practical 
exercises. 

The Workshop will examine both Levels 1 and 2, their relationship and how to carry out overall compliance 
and specific area monitoring. It will explain the scoring system and use of the supporting Auditor's Guidance. 

The tailoring/customising aspects are fully explored in order that the delegates can appreciate the flexibility of 
the Audit 123 system. 

The course is available both on a public and on an in-company basis. 

Audit Software Training (AS Course) 

The objective of this one day, in-company course is to assist with the learning curve in the use of ACT's new 
software auditing package. 

As a minimum, Compliance Manager - Auditor (featuring Audit 123) will enhance: 

 the creation and storage of tailored audits 
 the opportunity for remote auditing 
 the efficient transfer of data through to the report 

(See details over page). 

For detailed leaflets outlining these courses and public course dates OR an 'in-company' proposal, please 
contact the ACT Enquiry Team on:Tel: 01384 447915 or Fax: 01384 442533. 
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Audit 123 - Computer Software 
ACT Associates Ltd, in conjunction with RMS Publishing, has developed an exiting new software 
auditing package: Compliance Manager - Auditor (featuring Audit 123). 

Appropriate for use with Windows 95/98/NT/ME, 2000 & XP, Compliance Manager - Auditor is designed 
to hold compliance criteria along with guidance to enable you to build a powerful database to manage any 
audit initiative e.g. Health and Safety BS 18001, Environmental ISO 14000: 2004, Quality ISO 9000: 
2000, Food Hygiene, Personnel, Site Monitoring and Contractor Management. 

Compliance Manager - Auditor can be implemented in a variety of ways to deliver the following benefits: 
 Versatility: can be utilised in standalone OR networked environments OR via remote auditing 
 Easy-to-use system 
 Improves risk control while minimising paper and bureaucracy 
 Maximises speed of processing 
 Simplifies analysis 
 Aids report creation 
 Aids target setting 
 Audits are fully tailorable 
 Telephone support available 
 In-company software training option 

 
Compliance Manager - Auditor is fully compatible with Audit 123 workbooks. 
 

 
  
 

Audit 123 (Health and Safety) checklists also available for separate purchase: 
Level 1; Level 2; Level 3, Section 1 (Management System); Level 3, Section 2 (Human Factors); Level 
3, Section 3 (Emergency Procedures / Safety Procedures / Risk Management and Off-the-Job Safety).  
 
Contact the ACT Enquiry Team for details. 
 




