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Keeping records with ‘tasksafe’ is a lot 
easier 

 

The OHS Act in South Africa makes provision for the following when it comes to records: 

- General records must be kept at least 3 years e.g. appointment letters, inspections, checklists, 

registers, etc. The employer must retain all records that apply to a specific employee, for the 

duration of that employee’s employment and up to 2 years thereafter. Medical surveillance and all 

employee assessment records must be kept for up to 40 years. 

- A committee must keep record of every recommendation to the employer and every report to an 

inspector. 

- The inspector may request that any documents be submitted to him or her, investigate and 

demand an explanation about any entries in such documents. 

‘tasksafe’ can help you to comply: 

- Health & Safety records are your proof of compliance. 

o Some records must be kept for 3 years, and employee records even longer. 

o However, it’s not possible to keep all documents, files and registers on site. There are too 

many documents and too little space at a typical site. The only way to do so, and have 

access to all documents, is to keep them electronically. 

o Any inspector visiting your site must be able to access any record easily. You can’t go 

digging in a bunch of files to find the right document OR ask the inspector to come back 

after you picked up the documents from your archives. 

o Also, paper records can get damaged, lost or misplaced easily. 

o ‘tasksafe’ makes all documents instantly searchable. You’ll be able to access ANY report as 

far back as the day you started capturing them on ‘tasksafe’. 

o And, you’ll be able to download and/or email ANY report directly to the inspector or 

anyone else when requested to do so. 

- Health & Safety Committees must meet at least once every quarter. 

o These meeting records are some of the most important reports you need to keep for up to 

3 years. 

o We know that during a meeting it’s difficult to keep proper minutes of what is discussed, 

and you could miss out on important details around incidents, investigations or safety risks. 

o ‘tasksafe’ provides you with the standard agenda you must follow during H&S Committee 

meetings. You can also capture the minutes right there in the app as you work through the 

agenda. You can even attach a photo of everyone present as proof of attendance. 

o That is very difficult to manage when someone has to write down everything on paper. 

‘tasksafe’ makes it easy to run quick & effective meetings and afterwards you get a neat 

and tidy report including the agenda and minutes. 

Reference:  

GENERAL ADMINISTRATIVE REGULATIONS, 2003. OCCUPATIONAL HEALTH AND SAFETY ACT, 1993 (ACT NO. 85 OF 

1993) 


