Document Filing & Review Checklist

A guide to reviewing and maintaining key policies and records.

Policies:

Use the area below to make notes of when you created and reviewed your company’s policies.
	Policy

	Date

Created
	Dates

Reviewed

	Corrective Action Log
	
	

	Safety roles and responsibilities
	
	

	Company health & safety policy
	
	

	PPE policy
	
	

	First aid procedure
	
	

	Emergency Response Plan
	
	

	Safety meeting record form
	
	

	Initial safety meeting agenda
	
	

	Daily checklist for mobile equipment
	
	

	Site inspection sheet
	
	

	Safe work procedures
	
	

	Safety orientation process
	
	

	Worker certification filing system
	
	


Records:

Use the area below to guide supervisors and managers on how long to keep key records on file.

	Record
	Maintain for:

	Completed Corrective Action Logs
	3 years

	Safety meeting records/minutes
	3 years

	Site & equipment checklists/inspection sheets
	3 years

	Safety orientation records
	3 years after worker leaves employment

	Worker certification records
	3 years after worker leaves employment

	Incident reports
	7 years

	First aid records
	7 years
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