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Gastech Australia Pty Ltd

Health Safety and Environmental Procedure
Maintaining the HSE Compliance Register
Procedure 4.4
“ Committed to HSE”
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1. 
PURPOSE
The purpose of this Procedure is to ensure that all legal and contractual obligations related to Gas tech activities are known and documented so that they are accounted for in the HSE Management System, and in planning and implement of Gastech activities
2.
SCOPE AND APPLICATION
This Procedure is applicable to all Gastech activities and operations and all Gastech employees.
Specifically, this Procedure addresses:

· how obligations are recorded
· how changes in obligations are tracked and recorded 
· how obligations are communicated and implemented
· how old legislation and other documents are updated so that only current versions are available for use

3.
DETAIL
3.1 
Overview

There are a number of legal HSE obligations which relate to Gastech activities.  Obligations may vary, dependent on the jurisdiction in which Gastech carries out its activities.  In general HSE obligations can be detailed in:
· Acts

· Regulations

· Codes of Practice
· Contractual agreements between suppliers and clients

It is important for these key obligations to be known, communicated and recorded in user-friendly format so that measures can be taken by Gastech to ensure that obligations are met.   

Obligations can also change over time, eg amendments to legislation, and mechanisms must also be in place at Gastech to ensure that changes are notified and incorporated into HSE planning processes.
A flow chart depicting the overall process for compliance monitoring and update of the Register can be seen in Figure 1.

Figure 1: Process for Maintaining the HSE Compliance Register
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3.2
HSE Compliance Register
HSE obligations related to Gastech activities must be recorded on a HSE Compliance Register.  This Register must detail key requirements from sources listed in Section 3.1.  The Register must detail general requirements and how these requirements are achieved.  It is not necessary or possible to include specific regulations from legislation but key requirements must be included for reference.
The Register must be revised, as required, to reflect jurisdiction specific and project specific requirements.  The following examples are provided for guidance:
· HSE Acts

· HSE Regulations

· Approved and applicable Standards and Codes of Practice related to HSE

· Relevant contractual obligations – HSE related clauses

· Joint venture agreements – HSE related clauses

· Nationally and internationally recognised conventions etc
The above includes obligations administered by the commonwealth, states and country specific jurisdictions.  

Specific obligations which may be contained in various documents as listed above, including those associated with, but not limited to:

· General and specific HSE requirements listed in acts and regulations
· Training and competency

· HSE reporting to regulators

· High risk work 

· Dangerous goods and hazardous substances

· Waste management

· Emergency management

A HSE Compliance Register Template is provided in Appendix 1.

3.3
Sources of Information
A system has been established at Gastech to enable HSE obligations to be accessible and for this information to remain current.

The Register contains general requirements and provides reference to documents which are held in hard copy or electronic format, enabling specific obligations to be found.  Gas Tech also maintains access to external document data bases such as SAI Global and an update service provided by IFAP. 
Gastech also subscribes to various other organisations which provide tracking and update notification services for changes in HSE obligations as they occur. When changes in obligations do occur, old versions and obligations must be removed from the system.
4.
TRAINING AND COMPETENCY REQUIREMENTS

All employees must view the Tool Box presentation which supports understanding of this procedure.
5.
RESPONSIBILITIES
5.1
Gastech Director
The Gastech Director must:

· promote use and ensure compliance with this procedure
· monitor compliance with this Procedure 
· formally audit compliance with this Procedure on a yearly basis
· ensure that obligations are entered into the HSE Compliance Register and amended as changes occur
· ensure changes to procedures etc are made as required

· ensure changes to obligations are widely communicated
5.2
Gastech Managers and Supervisors
Gastech Managers and Supervisors must:

· Promote use of this Procedure
· Monitor compliance with this Procedure

· Ensure HSE obligations are addressed in job and project planning

· Ensure HSE obligations are met on the job
· Ensure changes to obligations are widely communicated
5.3
All Employees 
Employees :

· Ensure they comply with obligations and exercise their duty of care
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