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· All selected topics are to be included on this document as they are completed, and this document (keep it in word format) is uploaded using the “Evidence Package” tab on the portal under the [image: Text

Description automatically generated with medium confidence]  button found under each topic”. Please refer to the evidence story samples developed by the WSIB HSEP to get examples of how to complete your topic PDCA.
· The topic selection category must match your submitted “Topic Selection and Rationale Form” 
Note: For Categories 1 (new) and 4 (COH) you must explain the reason you selected the topic in the PLAN activity text section as per the HSEP member guide requirements. For Categories 2 (sig. gap) and 3 (sig. change) you already completed and submitted the “Topic Selection Rationale Form” so no further reason for selection required under plan but include “refer to topic selection and rationale form for details”.
· Refer to our guide called “Guide to Completing the Topics Evidence Story/PDCA - Ver 9” and WSIB HSEP Evidence Story samples document when completing your topic Evidence Story/PDCA.

	TOPIC # 1:
	>enter the exact name of the HSEP topic here<
	Selection Category  from Topic Selection Form (X)
	1
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	5
	



	
	Activity (tell the validator what you did)
	Evidence Package (no narrative here just list the evidence that will be uploaded to the HSEP Portal)

	PLAN (write standard)
For Categories 1&4 you must state the reason you why you selected the topic. Explain that you created a policy/ procedure for the topic and the criteria you included. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Plan Evidence Package – 

	DO (implementation communication/training)
State all actions taken to implement the topic in your workplace. State how you communicated/ trained employees. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Do Evidence Package –

	CHECK (evaluate)
State how you evaluated/audited compliance to all aspects of your PLAN and DO. Are you actually living up to the plan and doing what you set out to do when you developed/implemented this topic? Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Check Evidence Package –

	ACT (make improvements)
State the results of the CHECK activity above. List any opportunities for improvement and how they were implemented. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Act Evidence Package (if applicable) –













	TOPIC # 2:
	>enter the exact name of the HSEP topic here<
	Selection Category  from Topic Selection Form (X)
	1
	
	2
	
	3
	
	4
	
	5
	



	
	Activity (tell the validator what you did)
	Evidence Package (no narrative here just list the evidence that will be uploaded to the HSEP Portal)

	PLAN (write standard)
For Categories 1&4 you must state the reason you why you selected the topic. Explain that you created a policy/ procedure for the topic and the criteria you included. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Plan Evidence Package –  

	DO (implementation communication/training)
State all actions taken to implement the topic in your workplace. State how you communicated/ trained employees. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Do Evidence Package –

	CHECK (evaluate)
State how you evaluated/audited compliance to all aspects of your PLAN and DO. Are you actually living up to the plan and doing what you set out to do when you developed/implemented this topic? Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Check Evidence Package –

	ACT (make improvements)
State the results of the CHECK activity above. List any opportunities for improvement and how they were implemented. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Act Evidence Package (if applicable) –












	TOPIC # 3:
	>enter the exact name of the HSEP topic here<
	Selection Category  from Topic Selection Form (X)
	1
	
	2
	
	3
	
	4
	
	5
	



	
	Activity (tell the validator what you did)
	Evidence Package (no narrative here just list the evidence that will be uploaded to the HSEP Portal)

	PLAN (write standard)
For Categories 1&4 you must state the reason you why you selected the topic. Explain that you created a policy/ procedure for the topic and the criteria you included. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Plan Evidence Package – 

	DO (implementation communication/training)
State all actions taken to implement the topic in your workplace. State how you communicated/ trained employees. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Do Evidence Package –

	CHECK (evaluate)
State how you evaluated/audited compliance to all aspects of your PLAN and DO. Are you actually living up to the plan and doing what you set out to do when you developed/implemented this topic? Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Check Evidence Package –

	ACT (make improvements)
State the results of the CHECK activity above. List any opportunities for improvement and how they were implemented. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Act Evidence Package (if applicable) –









	TOPIC # 4:
	>enter the exact name of the HSEP topic here<
	Selection Category  from Topic Selection Form (X)
	1
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	4
	
	5
	



	
	Activity (tell the validator what you did)
	Evidence Package (no narrative here just list the evidence that will be uploaded to the HSEP Portal)

	PLAN (write standard)
For Categories 1&4 you must state the reason you why you selected the topic. Explain that you created a policy/ procedure for the topic and the criteria you included. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Plan Evidence Package – 

	DO (implementation communication/training)
State all actions taken to implement the topic in your workplace. State how you communicated/ trained employees. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Do Evidence Package – 

	CHECK (evaluate)
State how you evaluated/audited compliance to all aspects of your PLAN and DO. Are you actually living up to the plan and doing what you set out to do when you developed/implemented this topic? Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Check Evidence Package –

	ACT (make improvements)
State the results of the CHECK activity above. List any opportunities for improvement and how they were implemented. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Act Evidence Package (if applicable) –












	TOPIC # 5:
	>enter the exact name of the HSEP topic here<
	Selection Category  from Topic Selection Form (X)
	1
	
	2
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	4
	
	5
	



	
	Activity (tell the validator what you did)
	Evidence Package (no narrative here just list the evidence that will be uploaded to the HSEP Portal)

	PLAN (write standard)
For Categories 1&4 you must state the reason you why you selected the topic. Explain that you created a policy/ procedure for the topic and the criteria you included. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Plan Evidence Package – 

	DO (implementation communication/training)
State all actions taken to implement the topic in your workplace. State how you communicated/ trained employees. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Do Evidence Package –

	CHECK (evaluate)
State how you evaluated/audited compliance to all aspects of your PLAN and DO. Are you actually living up to the plan and doing what you set out to do when you developed/implemented this topic? Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Check Evidence Package –

	ACT (make improvements)
State the results of the CHECK activity above. List any opportunities for improvement and how they were implemented. Refer to our PDCA guide & HSEP sample evidence story documents.
	
	Act Evidence Package (if applicable) –
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