· Valid trade licence and applicable government approvals for the workshop/premises.
· Updated employee list, job descriptions, and organizational chart.
· Appointment details of the person responsible for OH&S, and first aiders/fire wardens, where applicable.
· Current OH&S policy and objectives and planning to achieve them
· Hazard identification and risk assessment covering workshop activities, machinery, wood dust, spray painting, chemicals, noise, manual handling, electrical tools and furniture installation.
· Applicable legal requirements register 
· Safe work procedures or instructions for carpentry, woodworking machinery, cutting, sanding, polishing, spray painting, chemical handling and furniture installation.
· List of chemicals used (paints, thinners, varnishes, adhesives, polishes, etc.) and their Safety Data Sheets (SDS).
· Records of chemical storage inspections and relevant safety controls.
· Updated list/register of machinery and equipment (CNC machines, cutting machines, sanding machines, compressors, spray equipment, electrical tools and dust extraction systems).
· Records of machinery/equipment inspection and maintenance.
· Valid calibration certificates for measuring and monitoring equipment requiring calibration, such as measuring instruments, gauges and other equipment used for monitoring or verifying conditions where measurement accuracy is necessary.
· Employee safety induction and toolbox talk records.
· Training and competency records for machinery operators, spray painters and other relevant personnel.
· PPE issuance records and evidence of employee awareness and use of appropriate PPE, including respiratory, eye, hearing, hand and foot protection.
· Emergency response arrangements for fire, chemical spills, injuries and other identified emergencies.
· Emergency drill records, where conducted.
· Fire extinguisher inspection/maintenance records and applicable fire-safety approvals.
· First-aid arrangements, first-aid kit inspection records and relevant personnel training records.
· Records of workplace inspections, hazard reports and safety observations.
· Incident, accident, injury and near-miss register, including investigation and corrective action records.
· Relevant occupational health or exposure monitoring records, where required based on identified risks and applicable legal requirements.
· Monitoring of OH&S objectives and performance, including applicable safety statistics.
· Latest internal audit report, including findings and closure records.
· Latest management review meeting minutes.
· Corrective action records and evidence of closure of previous audit nonconformities.
· Records of worker consultation and participation in OH&S matters, such as safety meetings, hazard reporting and risk assessments.

