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	Where Do I Start?

	Item #
	To Do
	Date Commenced/Completed

	1. 
	Download the ACWA WHS Management System documents from the ACWA website.
	

	2. 
	Enter your car wash information into the headers of all documents to brand them to your car wash operation
	

	3. 
	Then:
· Print the documents off and store in a folder OR
· Save the documents on to your computer or server for access
	

	4. 
	Read through the Car Wash Safety Plan and familiarise yourself with the associated documents
	

	5. 
	Insert your car wash name into the WHS Policy from the Car Wash Safety Plan, sign and date it and print off the Policy and display it in a suitable location in your car wash
	

	6. 
	Induct all staff into the WHS Management System using the Employee Induction Form. Supply staff with their Safety Handbook and record the induction on the Employee Induction Form.
	

	7. 
	Use the individual Safe Work Instructions that apply to your car wash and to work roles to train staff. Staff to sign off each SWI they have been trained in. 
	

	8. 
	Obtain copies of all employee’s licences and competency tickets and complete the Training and Skills Matrix for each employee. This only applies if staff are required to have particular training or licencing eg. vehicle licences, first aid. If you have only a limited number of staff with licenses, copies can be simply kept on file.
	

	9. 
	Conduct Toolbox meetings as required (see Safety Plan) and record on the Toolbox Meeting Record
	

	10. 
	Use Health and Safety Planner to record as items are completed to ensure all essential safety measures are addressed
	

	11. 
	Provide staff with the Hazard Report (in plant room/office area) to report hazards if not verbal
	

	12. 
	Complete the Chemical-Safety Data Sheet Register and ensure Safety Data Sheets are current and onsite for all hazardous chemicals.
	

	13. 
	Complete the Chemical Risk Assessment for the chemicals that are used most frequently and present the greatest hazard to workers. Use your chemical supplier to assist you if required.
	

	14. 
	Conduct OHS walkthroughs of the car wash site and complete the Safety Inspection Checklist twice yearly or as deemed necessary
	

	15. 
	Record injuries and accidents and incidents on the Injury/Accident/ Incident Report. Record investigations as required on the Accident-Incident Investigation Report.
	

	16. 
	Complete the Plant Equipment Maintenance Log (booklet) for ‘in house’ maintenance of equipment
	

	17. 
	Send out the Contractor Health and Safety Information Sheet for them to read and then send you their Certificates of Currency for their insurances.
	

	18. 
	Complete the Training-Information Session Record for specific information that you wish to convey to staff and require for your records
	

	19. 
	[bookmark: _GoBack]Complete the site-specific information in the Emergency Response form and display in appropriate area(s) for workers.
	

	20. 
	Complete the Evacuation Plan for your site using the Evacuation Plan Template. 
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