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12.1 Introduction 
 
Complete, accurate and accessible records provide the means by which to monitor the effectiveness of 
the University͛Ɛ�K,^�ƉƌŽŐƌĂŵ�ĂŶĚ�ƚŚĞǇ�ƉƌŽǀŝĚĞ�ƚŚĞ�ďĞƐƚ�ĞǀŝĚĞŶĐĞ�ŽĨ�ĚƵĞ�ĚŝůŝŐĞŶĐĞ͘  ^ĂŝŶƚ�DĂƌǇ͛Ɛ�
University has established processes which require the creation of OHS documents and records.  These 
processes include the approval, review and updating of documents and the control of records for the 
OHS Program.   
 

12.2 Creating and Maintaining OHS Program Documents and Records 
 
This chapter of the OHS Program manual summarizes many of the OHS documentation requirements, 
but it is important to note that this manual itself is one of the most important OHS Program documents.  
The chapters of this manual describe processes, duties, and responsibilities for the creation and 
implementation of the OHS Program.  Most of the chapters of this manual have a requirement for 
documentation of some aspect of the OHS Program and the keeping of related records.  The creation 
and updating of that documentation and related record keeping should be observed when undertaking 
the processes described by each chapter of this manual.  Copies of the OHS Program Manual and other 
ƵƐĞĨƵů�ĨŽƌŵƐ�ĂŶĚ�ĚŽĐƵŵĞŶƚƐ�ĂƌĞ�ŵĂĚĞ�ĂǀĂŝůĂďůĞ�ŽŶ�ƚŚĞ�hŶŝǀĞƌƐŝƚǇ͛Ɛ�K,^�tĞďƐŝƚĞ͘�� 
 

12.3 Control of OHS Program Manual and Related Documents 
 
The OHS Office is responsible to oversee the development of all documents created for the OHS 
Program manual.  Each document shall be developed initially in draft form and shall be provided to the 
safety committees for review and comment, and revised as required following the review.  All 
documents shall be approved by the Vice President, Finance and Administration.   
 

12.4 OHS Policy Records 
 
�ƚ�^ĂŝŶƚ�DĂƌǇ͛Ɛ�hŶŝǀĞƌƐŝƚǇ, an OHS Policy has been established which applies to all departments and 
faculties within the University.  The OHS Office is responsible for maintaining this policy, coordinating 
yearly reviews and updates, and keeping records related to the review.   
 

12.5 University OHS Records 
 
The OHS Office shall maintain formal OHS records for the University as a whole.  Each department or 
faculty is responsible to ensure that they maintain records as required in other chapters of this manual, 
e.g. WHMIS inventories, for their area. 
 
The OHS Office shall maintain the following records: 
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