C.H.A.R.M. pocketAudit Guide % Curtin University

1 Introduction

This guide is for Managers, Supervisors, Safety and Health Representatives and any other
relevant staff to help conduct Workplace Inspection Checklists on an iPad using the C.H.A.R.M.
pocketAudit app at Curtin University.

The C.H.A.R.M. pocketAudit app is currently only available for iPads on the Apple iPad App
Store.

2. How to Install and Log In - iPad

1. Download the free pocketAudit app from the Apple Ipad App Store. On an
iPad, click on the App Store icon,search for pocketAudit and install the app.

2. Onceinstalled, open the pocketAudit app for the first time by clicking on
the pocketAudit app icon from your iPad. Select the red and yellow cloud icon, chck on
Production and enter 5100 in the access code section.

Connect to riskcloud NET

Praduction

riskcloud.. ...

3. Click the green Single Sign-On log in button and sign in to the staff portal using your
Curtin ID and password.

4. Set a password for offline access. This is to prevent having to login/out whilst navigating
between applications on the iPad. Once entered, the My Audits page will be displayed.

Conducting a Checklist/Inspection

: : Checklists and Inspections =
5. From the My Audits page, click on the
. Emergency Evacuation Checklist...
Checklists button at the bottom of the
screen Observer checkist for emergency evacuations Workplace Inspection Checklist - Test iPad
: : : : Fer inspecting Laboratories and Workshops. Minimum
6. C]le OI"I the |nSp€Ct10n/ ChECk]lSt l_JOLI WlSh Frequency: Quarterly for high risk areas, & monthly for

First Aid Report form v2 low ek arees.

to perform. P
Used in the workplace to keep a formal record
of any first aid incident. Useful to ensure follow
up and first aid equipment is replenished.

12:45 pm @ % 50%m )
My Audits = Workplace Inspection Checklist -..
Workplace Inspection Checklist to be
underiaken in Childcare areas.
Workplace Inspection Checklist -...
You have no scheduled audits. The work place inspection checklist is an
i excellent tool for identifying hazards in the work
Have a nice day! i !
@ Workplace Inspection Checklist -...

For inspecting Laboratories and Workshops.
Minimum Frequency: Quarterty for high risk
areas, 6 monthly for low risk areas.

Conduct Checklist

My Audits Checklists
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12:28 o % 40% W )
- — | seteet | 001A Builcing
e Pl = e Submit

Salcct | Bentley Campus m

et | Canning College >

%h 7. Click the magnifying

glass and select the
Campus, press the > arrow
and then select the Building
that you are conducting the
Checklist for.

<t | Gerakiton Campus >

Businass Uit 8. Select the Business Unit
that you are conducting the
Checkilist for.
. 9. Name the Checklist to assist identifying it
Q3 Workplace Inspection once completed. E.g. 03 Workplace Inspection
10. Select the start and end date of
Start Date 15/06/2018 M End Date 19/06/2018 533 the checklist.

11. Type in the names of the people
who are conducting the checklist.

John Smith and Jane Brown

12. Type in the room numbers that
are being inspected.

Rooms 101-110, 112, 114

13. Complete the questions by answering Yes, No or Not Applicable.

1. Are all work areas kept clean and tidy? Questions answered with Yesl will
appear green.

Enter your Findings/Observations

Yes v

No Questions answered with No,
will appear red.
Findings/observations must be
entered and at least one Action
Item assigned to a Person
_ _ Responsible with a Due Date.
Yes Enter your Findings/Observations /

Boxes stored in doorway creating trip hazard. . .

Enter text to assign an action.

No v

Not Applicable

2. Are aisles and passageways kept clear and free of slip/trip hazards?

Press the magnifying glass to
search and select the person to
assign an action item to.

Mot Applicable

Enter your Action Item Person Responsible % Complete ]
Supervisor Test to move boxes away ~ Supervisor TEST Q 0% = Press the calendar 1an to select
from doorway] Due Date <+ | adue date for the action.
No date set 53] x
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3.0 General Laboratory

Yes

No

Not

Applicable o

No laboratories in area, skip to next section. _

Acknowledgement

Enter your Findings/Observations

Enter your Action ltem

Person Responsible % Complete
Q 0%

Due Date

No date set E

Click "Yes" and assign an action to the area Manager/Supervisor to view and

acknowledge the completed Workplace Inspection Checklist and assigned actions.

Yes

No

Mot Applicable

Enter your Findings/Observations

Inspection completed

Enter your Action Item

Please view and acknowledge the
inspection and identified actions.

Person Responsible % Complete
Supervisor TEST Q 0% =
Due Date

21/06/2018 333

%+

% Curtin University

v

Click the photo icon to take a
photo and attach it to the
findings.

Questions answered with Not
Applicable will appear blue.

The question will fade and will
be unable to be completed.

+
x
If a skip message appears,

click on the blue “skip to next
section” to skip the section of

guestions that are not
applicable.

14. In the Acknowledge section, click
Yes and enter any further notes in
the Findings/Observations section.

Assign an action item to the
Manager responsible for the area
you are inspecting so they can view
and acknowledge your inspection
and identified actions.

Once submitted, this will send an
email to the Manager who will need
to view the inspection and mark the
action as completed to acknowledge
they have viewed the inspection.

15. To save your progress, press the Save button located at the top of the page.
16. Once all questions are completed press the Submit button at the top of the page to submit the checklist.

Once submitted, you will need to log in to C.H.A.R.M. from a computer to view the completed

inspections and complete any outstanding action items.

REVISION HISTORY
Revision # Date Amendment Description
1 02/07/2018 | New Document
2 08/07/2018 | Update to Single Sign on login details
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