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1. Overview

Scope of this Plan
This document defines the work health and safety processes and practices that [Council] will observe during the Road Maintenance Council Contract’s (“RMCC”) term.
This Plan is part of [Council’s] RMCC Contract Management System. It should be read in conjunction with Council’s Contract Management Plan (“CMP”) which provides the framework of the system.

It addresses RMS G22 Work Health and Safety (Maintenance Contracts) and Chapter 5 of the Construction Agency Coordination Committee’s WHS Management Systems Guidelines (“CACC Ch 5”).
It includes [Council’s] Safety Incident Plan at Appendix R.

To correspond with RMS Specification G22, the word “site” in this Plan means the Network. In the other Plans, “site” is used in its normal sense.

Services which are a) additional to those above and b) which have different WHS risks or hazards will be addressed by additional Site Specific Safety Plans and Safe Work Method Statements.
[Council’s] WHS Objectives

[Council’s] WHS objectives with respect to the RMCC are to:
· Ensure the health and safety of [Council’s] workers, subcontractors and agents, all road users, the general public and RMS personnel who may be on work sites, as far as reasonably practicable,
· Comply with, and ensure [Council’s] workers, subcontractors and agents comply with, any Acts, Regulations, local laws and by-laws, Codes of Practice, Australian Standards and RMS policy and procedures which are in any way applicable to this contract or the performance of services under this Contract. And, where appropriate, use the same documentation as the RMS,
· Ensure [Council’s] Safety Management Plan and safe work method statements are developed and implemented in accordance with:

· RMS Specification G22
· the NSW Government WHS Management System Guidelines 4th Edition, June 2004 or later editions if amended,

· all the duties of an employer and occupier as specified in Work Health and Safety Act (2011) and its associated regulation and
· any other Acts, regulations, local laws and by-laws, Codes of Practice, Australian Standards and RMS’s policy, practice and procedures which are in any way applicable to the RMCC or the performance of Services under the RMCC and
· Maintain trust, good faith and cooperation between [Council] and the RMS.
[Council’s] objectives will be met through good leadership, commitment and continual training.
Purposes of [Council’s] Safety Management Plan
The purposes of [Council’s] Safety Management Plan (“SMP”) are to:

· Define [Council’s] management of WHS when delivering the RMCC Services,
· Provide guidance to [Council] workers on [Council’s] obligations under the RMCC and
· Assure the RMS that [Council] is fulfilling its obligations regarding the RMCC,
· Define the responsibilities of the Safety Management Representative under the RMCC (the responsibilities and authorities of other positions are set down in the Contract Management Plan and other functional plans) and

· Set down the frequency and responsibilities for management review of this Plan
Practice of Safety Management
[Council] will:

· Assess risks and plan work activities to eliminate or control foreseeable hazards or risks,

· Comply with relevant WHS, workplace injury management and workers compensation legislation and regulations,

· Establish measurable objectives and targets for continuous improvement,

· Consult with workers and subcontractors and disseminate WHS information,

· Make this SMP available to all workers,
· Make available relevant parts to subcontractors working at the site during construction/maintenance activities,

· Maintain the workplace in a safe condition,

· Maintain plant and equipment in a safe condition,

· Provide appropriate instruction and training for workers and subcontractors to assist them in avoiding unsafe situations, unsafe work practices and the use of defective equipment,
· Provide adequate facilities for outdoor workers and

· Provide sufficient resources to achieve all the above.
2. Management of the Safety Management Plan
[Council] has warranted that it will provide people, materials, resources and systems to properly perform the Services.
[Council] and the RMS require the people to be competent, experienced and qualified to carry out the Services.
3. WHS Responsibilities
The principle responsibilities and authorities of [Council] workers with respect to WHS are:

General Manager
The General Manager has responsibilities under the NSW Work Health and Safety Act (2011) and Work Health and Safety Regulation 2011 to ensure the health, safety and welfare of all [Council] workers, visitors and contractors in its workplaces, as far as reasonably practicable. The RMCC Contract sets out specific responsibilities under the contract.
The General Manager’s responsibilities remain with him / her, however, the General Manager has delegated authority and concomitant responsibility as shown overleaf:
Notes:

1. The qualifications, experience and name of [Council’s] Nominated Safety Management Representative (who has primary responsibility for ensuring the Safety Management Plan is fully implemented for the Services under the contract) are set out in 0.
2. The relationships between roles shown overleaf are set out in the Organisation Chart in [Council’s] Contract Management Plan.

	Responsibility
	Who is Responsible 
and to Whom
	Type(s) of Actions

	Overall responsibility for health and safety management for the RMCC
	Director of Operations to the General Manager
	Ensure Workplace injury management as required by the WorkCover Authority

	
	
	Deliver [Council’s] SMP to the RMS for its approval within 35 days of the signing of the RMCC

	
	
	Regular safety reviews, periodic safety audits and monitoring compliance with [Council’s] Safety Management Plan

	
	
	Authorise, when appropriate,  any special skills (e.g. electrical) required to conduct Audits and Work site Safety Inspections

	
	
	Ensure that the design of works addresses safety both during the work and when the works are in use

	
	
	Determine the WHS requirements for the selection of subcontractors and suppliers

	
	
	Ensure both [Council’s] and subcontractors’ plant and equipment meet regulatory standards and the requirements of RMS G22 Annexure  J

	
	
	Provide health and safety resources, services and facilities on work sites to comply with the Code of Practice

	
	
	Approve safety trainers ensuring:

1. Those delivering WHS induction training involving general induction and work activity induction hold a Training and Assessment Certificate II.

2. Those developing courses for WHS Induction training hold a Workplace Trainer Training and Assessment Certificate IV and

3. The keeping of records of the qualifications of trainers.

	
	
	Ensure WHS training takes place as required by this Plan

	
	
	Encourage the active involvement of all workers in the management of WHS

	
	
	Ensure corrective/preventive action notifications concerning health and safety are raised when appropriate and are closed out before the process or equipment is used again

	
	
	Ensure a Hold Point is raised immediately upon any process which results in:

4. an incident or accident which requires WorkCover be notified,

5. a Notice of Fine from WorkCover,

6. a Lost Time Incident or
7. any dangerous occurrence and

and release it only after reviewing with the RMS Representative the consequent modified risk controls

	
	
	Ensure WHS Records are kept in accordance with [Council’s] Records Management Plan

	
	
	Notify to the RMS in writing the name, qualifications and experience of the Safety Management Representative

	
	
	24 hours / day contact for Safety Incidents on the Network - He/she can be contacted 24 hours a day at the number shown in Appendix R.


	Responsibility
	Who is Responsible 
and to Whom
	Type(s) of Actions

	Manage hazards and risks in construction activities and work areas.
Oversee systems.
	Works Engineer to the Director Operations
	Procure, when appropriate, any special skills (e.g. electrical) required to conduct Audits and Work site Safety Inspections

	
	
	Authorise and co-sign SWMS

	
	
	Implement emergency procedures

	
	
	Ensure Work Site Safety Checklists (see Appendix D) are applied and acted upon weekly and SWMS are followed with CARs being raised when required. See Appendix C of the Quality Management Plan and RMS G22 Clause 4.8

	
	
	Review safety control measures while work is in progress to ensure that construction hazards or risks are adequately addressed

	
	
	Address safety nonconformances as they arise

	
	
	Ensure the Gangers have appropriate WHS instruction and training to supervise construction work and know their responsibilities

	
	
	Arrange the supply and installation or use of protective clothing and equipment (“PPE”), fire extinguishers, warning signs - all to Australian Standards

	
	
	Arranging training

	
	
	Obtaining safe work permits if needed, for example those for Confined Space Entry

	
	
	Arranging the installation of adequate ablution facilities for outdoor workers

	
	
	24 hours / day contact for Safety Incidents on the Network - He/she can be contacted 24 hours a day at the number shown in Appendix R

	
	
	Purchase and arrange for a first aid kit to be placed in a prominent accessible position on each work site for treating minor injuries. (As required by the WHS Regulations - see WorkCover publication First Aid in the Workplace - Guide)

	
	
	Arranging WHS induction for personnel from all service providers on the construction work sites (see Appendix H)

	
	
	Facilitating consultation between all service providers on work sites (and their workers)

	
	
	Providing a copy of [Council’s] Safety Management Plan, Safety Rules and Safe Work Method Statements to all applicable service providers before they begin work

	
	
	Producing the WHS Monthly Report (Appendix Q)


	Responsibility
	Who is Responsible 
and to Whom
	Type(s) of Actions

	Making workplaces safe

Checking safety of Plant and Equipment

Checking Safety of Trucks

Taking fire precautions
	Works Supervisor to the Works Engineer
	Applying hazard and risk controls in construction activities and work areas

	
	
	Ensuring work site personnel (including subcontractors and visitors) are appropriately trained in, inducted in and comply with, safe work procedures 

	
	
	Advising Works Engineer of any safety training needed

	
	
	Safety assessment of subcontractors and their plant and equipment

	
	
	Setting up work site facilities

	
	
	Setting up safety warning signs

	
	
	Restricting access to work sites by unauthorised persons and notifying visitors of safety precautions to be observed on work sites

	
	
	Arranging installation of fire extinguishers, when required

	
	
	Issuing protective clothing to workers, as required

	
	
	Weekly work site safety inspections, equipment safety and extinguisher checks using Appendix D , Appendix E, Appendix F and Appendix G

	
	
	Taking fire prevention measures e.g. clearing flammable material before slashing or grading and ensuring compliance with fire restrictions

	
	
	Quarantining, signposting or tagging unsafe work areas, materials, plant or equipment

	
	
	Holding tool box meetings before work each day with all work site people to discuss the WHS issues the day’s work will bring

	
	
	Storage arrangements for general materials and hazardous substances

	
	
	Checking the first aid box weekly and restocking it as required

	
	
	Investigating incidents with Project Engineer and Works Engineer

	
	
	Initiating non-conformance reports or corrective/preventive action notification (using the form in Appendix E of the Quality Management Plan) when safety problems are identified

	
	
	Immediate response to safety incidents and the reporting of them

	
	
	Keeping a register of hazardous substances on work sites, including those used by all service providers (see Appendix J)

	
	
	Conducting a hazard assessment on any hazardous substances proposed to be brought onto the work sites (including any special protection and handling required)

	
	
	Keeping safety records in accordance with [Council’s] Records Management Plan


	Responsibility
	Who is Responsible 
and to Whom
	Type(s) of Actions

	Ensuring that [Council’s] Safety Management Plan is fully implemented for the Services under the RMCC.
Keep [Council] management informed of all issues relevant to the WHS System.
Safety induction and training.
Be a point of contact within [Council] when an incident or accident occurs.
	Works Engineer to the Director of Operations
	Backup 24 hours / day contact for Safety Incidents on the Network - He/she can be contacted 24 hours a day at the number shown in Appendix R.

	
	
	He / she is particularly responsible for communicating with the RMS Representative on all WHS related issues.

	
	
	Hazard/risk assessment of construction activities and work areas (see Appendix B.1 Assessment of the Risk, Appendix B.2. Risk Assessment Calculator, Appendix B.3. Hazard Assessment and Risk Control Work Sheet)

	
	
	Preparing safe work method statements (when required) in consultation with Works Supervisor and Project Engineer (see Appendix B..4)

	
	
	Developing site specific Emergency Procedures

	
	
	Obtaining Safety Management Plans and Safe Work Method Statements (or equivalent) from subcontractors and determining how [Council] will monitor safety performance of subcontractors

	
	
	Ensuring that work site personnel, including those of subcontractors, have appropriate WHS qualifications for construction activities and that they are kept up-to-date.

	
	
	Setting-up WHS reference library at work sites

	
	
	Setting-up notice boards

	
	
	Arranging election of work site WHS representatives, when appropriate

	
	
	Liaison with WorkCover, if required

	
	
	Implementing a plan for the regular circulation WHS information to promote WHS awareness and understanding

	
	
	Keeping a register of hazardous substances on work sites, including those used by all service providers (see Appendix J)

	
	
	Conducting a hazard assessment on any hazardous substances proposed to be brought onto the work sites (including any special protection and handling required

	
	
	Keeping safety records in accordance with [Council’s] Records Management Plan


4. Timeliness in WHS
[Council] aims to meet its time related obligations. Among them for WHS are:
· Raising a Hold Point and notifying the RMS Representative immediately, and then in writing in detail within three days, of any of the following on RMCC Services:
WHS Lost-Time incident,
Any incident, accident or injury entailing notifying WorkCover,
Notice of fine by WorkCover,
Lost time incident, or any dangerous occurrence.
· Reporting the corrective action within three days. See RMS G22 Clause 4.9.2.
· Immediately removing from the work sites and Services any non-compliant plant. See RMS G22 Clause 4.8.3 (j)
· Conducting health and safety inspections at least weekly to identify hazards associated with Services performed under the RMCC. This included Services done by subcontractors. See RMS G22Clause 4.8.2.
· Conducting Traffic Control Inspections and Audits in accordance with RMS Traffic Control at Work Sites Manual Section 6.1 using the forms in Appendix E of the manual. Where required, [Council] will use the Sample Inspection / Audit Checklists from Annexure M of the RMS’s Safety model documents.
· Ten working days before the proposed commencement of any Service on site submitting any subcontractor’s WHS reviews and SWMSs (unless [Council] has previously submitted them and they are unchanged) RMS G22 Clause 4.3.
· Ten Business Days before commencement of the Contract Term, submitting, for the RMS's approval, a Traffic Management Plan. See RMS G11 Clause 2.2.
· Except as provided for in RMS G11, applying in writing at least two weeks before installing a Regulatory Traffic Control Device. See RMS G10 Clause 1.4.
· Reviewing monthly the Risk Assessment and Risk Control Plan (or earlier if there has been an injury, if the work is to be changed or if is thought to be invalid). See G222 Clause 4.6.1.
· Any other Safety Reports listed in the CEMP Appendix H.5 under “WHS”.
5. WHS Consultation
[Council] is committed to maintaining sound WHS consultative arrangements with its workers, the RMS and visitors to the work sites. To this end, [Council] will refer to the requirements of the Safe Work Australia WHS Consultation Code of Practice 2011.
If a safety issue arises in delivering RMCC Services workers are required to notify the Works Supervisor or Works Engineer in the first instance. If management does not respond to worker concerns in a reasonable time, workers are entitled to refer the issue to the WHS Committee or the Director of Operations for investigation.
6. Incident Management
Safety Incident Plan
[Council] has prepared a Safety Incident Plan for Network accidents and safety incidents. The Safety Incident Plan is at Appendix R. A flow chart which summarises the Plan is at Appendix R.8.
Response Time

[Council] provide properly equipped and manned responses to safety Incidents and Accidents on the Network and to requests for assistance from emergency services within the response times set out in the RMCC documents.
Reporting and Corrective Action

The management representative called out to the incident/accident will ensure:

· The Incident/Accident Report (see Appendix I) is completed and

· The Hold Point set down in the Works Engineer's responsibilities is raised.

Any incident/accident which results in a lost time injury (“LTI”) will be reported verbally to [Council’s] Works Engineer within 24 hours. A copy of the Incident/Accident Report will be emailed of faxed to the Works Engineer within seven days of the incident/accident.

The hazard control and risk management process set down in Section 12 will then be applied to determine whether this Safety Management Plan and / or the SWMSs need amendment.
All incidents must be reported to RMS Representative.

	Process Held:
Any process for which a Corrective Action request has been issued as the result of an incident, accident or injury.
Submission:  
CAR close out with the RMS Representative.
Release:  
RMS Representative considers documentation submitted.
	RMS
Hold Point

G22 Cl. 4.8.3)


7. Site Safety Rules

Site Safety Rules forms are in Appendix A.
Each worksite or activity will implement and display Site Safety Rules.
Every [Council] worker, subcontractor, RMS worker or agent, supplier and visitor to each RMCC work site will be required to comply with the Site Safety Rules. A copy of these rules will be given to everyone during induction to the work site. The rules will also be displayed at the site offices and in the crib rooms.

8. First Aid

First aid kits will be installed at convenient locations in the work site. Kits will also be available in all [Council] vehicles.

A worker who holds a Senior First Aid Certificate (or equivalent) will be designated as the work site First Aid Officer when appropriate. The First Aid Officer will:

· carry out any first aid treatments that are required and
· record details of all first aid treatments.
Purchase, installation and restocking are dealt with at Section 3.

9. Fire Protection
Equipment

Fire fighting equipment will consist of the following:

· minimum of one 9 kg multi-class dry chemical extinguisher for each work site building

· in areas where fuels or other flammable liquids are stored and handled both Foam and 9 kg chemical extinguishes will be provided

· for areas with electrical installations a dry chemical CO2 will be provided

· extinguishes will be located and sign posted according to AS2444(1995)

· Vehicles will be fitted with a 1 kg dry chemical extinguisher. Mobile plant will be fitted with a 2 kg dry chemical extinguisher.

Fire extinguishers will be visually checked by the Works Supervisor on a weekly basis using Appendix G.

An accredited person will carry out the mandatory extinguisher checks.
Fire prevention

Flammable material stores will be suitably placarded and sign posted.
Good housekeeping practices will be enforced to prevent the build up of flammable material.

Fire breaks will be established around work site compounds to reduce threat from bushfires. In these zones and around compound buildings grass cover will be regularly cut to reduce risk.

No fires will to be lit when fire restrictions are in force.
Work crew fires for billy boiling and cooking will be in carefully chosen, cleared spaces.

Restrictions on scraping and slashing will be observed.

Emergency evacuation

If evacuation is necessary this will be ordered by the Works Engineer, Works Supervisor, or by the next available management representative.
If evacuation is ordered, everyone will move quickly, but in an orderly manner, to the designated assembly point. The Works Supervisor will conduct a roll call to ensure everybody is accounted for. No one will return to the work site until an all clear order has been issued by the management representative in charge. Everyone that enters the work site will be informed of the emergency evacuation procedure and designated assembly point at the work site induction training.

The Works Engineer will determine a schedule for the testing of the emergency procedures. This must be consistent with the production requirements of the work site, but be held at least on a six monthly basis. The outcomes of this testing will be examined and improvements made to the procedures, if required.
10. Alcohol and Drugs

In lieu of [Council’s] own Drug and Alcohol Policy, [Council] will adopt the policy shown at Appendix K particularly
· No one under the influence of alcohol and /or drugs will be permitted to work,

· Alcohol or illicit drugs will not be consumed during working hours,

· People adversely affected by alcohol or drugs will be directed to leave (Council) premises and work sites.

[Council] workers with alcohol or drug dependencies will be assisted in seeking treatment.
11. Worker Facilities and Waste Control

The Works Supervisor will arrange the provision of worker facilities for each project work site which comply with the Code of Practice and are adequate for the number of personnel using them at each stage of the project.

The Ganger will arrange for waste and refuse to be stored in suitable containers at the work site and to be disposed of regularly in order to maintain the work site in a hygienic, clean and tidy condition.
12. Risk Management
[Council] will ensure that all hazards associated with each work activity are identified, the associated risks assessed and measures for eliminating or minimising and monitoring the risk are developed, documented and implemented.
The WHS risk management methodology adopted by [Council] is detailed in the risk management procedure. This procedure is documented in Appendix B.

13. Safe Work Method Statements

All work activities assessed as having WHS risks require the preparation and implementation of Safe Work Method Statements (“SWMS”). These SWMS will be developed in consultation with the personnel who will be involved with the work. All SWMS will be documented, authorised by the Works Engineer and promulgated using the proforma shown at Annexure B.4 Safe Work Methods Statement.
The SWMS that are included in Appendix L to Appendix <<  >> are relevant to the range of Services that will be carried out under the RMCC. These SWMS have been developed in consultation with [Council] workers and represent the safest and most practical way of carrying out the work activity.

	Process Held:
Delivery of any Services under the RMCC.

Submission:  
Conduct hazard identification, risk assessment and control analysis and have appropriate hazard controls in place. Submit all documentation including necessary SWMS.
Release:  
RMS Representative considers documentation submitted.
	RMS
Hold Point

G22 Cl 3.2


The same risk management process and documentation will be conducted during the RMCC if the nature of any work significantly changes, if the conditions in which any work is being carried out change or if special works are undertaken.

	Process Held:
Delivery of any different Services or if conditions change.

Submission:
Conduct hazard identification, risk assessment and control analysis and have appropriate hazard controls in place. Submit SWMS to RMS.
Release:  
RMS Representative considers documentation submitted.
	RMS
Hold Point

G22 Cl 3.2


It is the responsibility of the Engineering Director to ensure that the control measures adopted are monitored in both their implementation and also for their continuing adequacy for the activity. It is also the responsibility of those undertaking the Services to inform management if suggested controls are inappropriate and the responsibility of those supervising the Services to monitor the implementation of the control measures.

14. Engagement of Subcontractors

Before engagement:

Before engaging any subcontractor [Council] will:

1. Document and keep copies of the duties of that subcontractor,
2. Document and keep copies of the duties [Council] will retain,

3. Audit that subcontractor’s Risk Assessment, Safety Management Plan and/or SWMS to ensure they comply with G22 and WHS Regulation 2011 Clause 299. Keep copies of these.
4. Induct that subcontractor’s personnel in accordance with Clause 15 Health & Safety Training,
5. For wet plant hire examine all operator’s licenses and certificates in accordance with Section 18 and carry out plant / truck  inspection in accordance with Section 17.
During engagement:

Inspect, monitor and document the performance of each subcontractor’s to ensure compliance with the requirements of Clause 299 of the NSW WHS Regulation, 2011.
This includes conducting health and safety inspections at the frequency shown in Section 4 to identify hazards associated with Services performed under the RMCC
	Process Held:  
Presence of any subcontractor on a worksite.

Submission:  
Record of steps 1. to 6. above to the RMS
Release:  
RMS Representative considers documentation submitted.
	RMS
Hold Point

G22 Cl 4.3


In the event that subcontractors are found to be not working to the requirements of the Site Specific Safety Plan or SWMSs [Council] will immediately issue a CAR with a Hold Point which stops the noncompliant process until the CAR is closed out.
	Process Held:
Subcontractor’s noncompliant process.

Submission:  
Close out of CAR to Works Engineer
Release:  
Works Engineer considers documentation submitted.
	[Council]
Hold Point


15. Health & Safety Training

15.1
RMCC Safety induction
All [Council] and subcontractors’ personnel will attend an RMCC Safety Induction Meeting prior to the RMCC beginning. The Works Engineer, Project Engineer and Works Supervisor will arrange and conduct this meeting. [Council] will combine Environmental and other competency training with Safety Induction.
Topics covered at this meeting will be at least the following:

3. [Council’s] and RMS’s objectives in the RMCC,

4. Scope of the RMCC,
5. Organisation and Responsibilities especially Work site Management,
6. License requirements,
7. Work site layout,

8. Safety Rules,

9. Incident Management names and phone numbers and instructions to call immediately by Mobile phone / radio,

10. Traffic Hazards,

11. General Hazards present at the work sites: mobile plant, working at height, manual handling etc
12. The Safe Work Methods and other measures adopted to respond to the hazards,
13. Personal Protective Equipment (PPE) including sun protection,
14. Emergency procedures including emergency evacuation,
15. Fire Prevention,
16. Location of fire extinguishers,
17. Identity of first aiders,

18. Hazardous materials location and control,

19. Location of first aid kits and
20. A reminder of the responsibility to act sensibly and care for everyone’s safety.
Any other relevant health and safety issues which become apparent during the RMCC will be included in this work site induction.

Each person attending this meeting will:

· be obliged to sign the attendance record as proof that they have attended a work site induction briefing (Appendix H) and

· be issued with a work site WHS induction card. The card will be dated and carry [Council’s] name. It must be shows upon request while the person is on the work site.
Any [Council] and subcontractor personnel who commence work during RMCC will undergo the same work site induction training. This will be provided by the Works Supervisor.
[Council] and subcontractor personnel will be permitted onto the work sites only if they have been “Safety Inducted”, signed the WHS Induction Record and been issued with a card.
Visitors to work sites will be escorted throughout and will be inducted by the Ganger who will cover at least topics 6 to 18 above.
	Process Held:
Presence of any [Council] or subcontractor person on a work site.

Submission:
Safety Induction of that person, a record of it on Record of WHS Induction (see Appendix H) and a work site WHS induction card.
Release:  
Ganger considers documentation submitted.
	[Council]
Hold Point


15.2
General WHS induction training
All [Council] and subcontract workers working on the RMCC work sites will be required to hold General WHS Induction Construction certificates and have attended work activity based safety training. Records of this training will be held by the Works Supervisor at [Council’s] offices at…. These records can be viewed there.

	Process Held:
Any person working on the RMCC.

Submission:
General construction work health and safety and work activity based safety training
Release:  
Works Supervisor considers documentation submitted.
	[Council]
Hold Point


15.3
Competency based training and assessment

[Council] has a training and assessment program for its workers. Workers’ skill levels are assessed against the standards of competency required and remedial training is provided where necessary.
15.4
Annual review of safety training
[Council’s] safety training providers and curricula will be reviewed and updated at least annually to ensure that the health and safety issues covered remain relevant to changing circumstances on the work site.
15.5 Safety training records

Records of safety training conducted, annual reviews of safety training and of the qualifications of trainer will be maintained in accordance with [Council’s] Records Management Plan.
16. Health and Safety Inspections
[Council] will conduct health and safety inspections weekly to identify hazards associated with Services performed under the RMCC.
Inspection of Services will include Services performed by subcontractors and will verify they are complying with the activities’ SWMSs, as per Clause 299 of the NSW WHS Regulation 2011. Records of the inspections are to be kept in accordance with [Council’s] Record Management Plan.

A high standard of housekeeping will be maintained on site with all areas kept clean and tidy with regular collection and removal of rubbish.

Appendix D shows [Council’s] Work site Safety Inspection Checklist.
Following the inspection [Council] act on risks identified by the inspection in accordance with Section 22 to eliminate or reduce the hazards identified.
17. Daily Truck and Plant Inspection

Plant operators and truck drivers will carry out a start-up check before using the plant or truck each day and record the check on either Appendix E or Appendix F as appropriate- these are Identified Records. Unsafe plant will not be operated.

The Ganger will collect and check these forms for each plant item / truck at the end of each week then forward them to the Works supervisor who will examine them and then store them in accordance with [Council’s] Record Management System.
Plant will carry minimum compulsory signage as required by RMS Specification G22.
	Process Held:
Daily use of plant.
Submission:
Plant Inspection and a record of it in the form of Appendix E or Appendix F.
Release:  
Operator / Driver considers documentation submitted.
	[Council]
Hold Point


18. Plant and Equipment Operators’ Licenses

Only operators (whether [Council] or Contractors) with appropriate licenses or certificates are allowed to operate plant and equipment on [Council] work sites. Learners will be supervised by an appropriately qualified operator and will maintain and carry a logbook.
A register of certificated operators is kept by the Works Supervisor.

	Process Held:
Person operating plant.

Submission:
Verification of relevant license or certificate and its entry in Register.

Release:  
Works Supervisor considers documentation submitted.
	[Council]
Hold Point


19. Pre-hire or Routine Plant and Truck Audit

Before any plant or truck item is used on RMCC Services, [Council] will ensure that it is inspected by a competent person to ensure
· It is safe and without risk to health and safety when properly used and
· Is compliant with the Plant Requirements listed at RMS G22 Annexure H2A and H2B.
[Council] will allow inspection at any time by the RMS of any plant or equipment which [Council] uses for RMCC Services for compliance with the plant requirements defined in RMS G22 Clause 4.8.3 and Annexure H2A and H2B.
20. Manual Handling

[Council] will identify and assess manual handling risks in delivering the Services.

[Council] will adopt the Risk Assessment methodology outlined in Section 12.

The assessment will include the:
· Lifting Requirements – what is the weight and size of each item to be lifted, can personnel gain direct access to the item without stretching, is the lift above chest high, how far does item need to be carried, is the carry on level ground or up/down a slope or steps, are there any obstructions.

· Lifting Capacity – skill, strength, health and experience of each person undertaking manual handling, whether any personal protective clothing is needed, effect of weather conditions, potential for fatigue, and availability of mechanical aids.

21. Personal Protective Equipment (PPE)
All [Council] outside workers will wear and use the Personal Protective Equipment (“PPE”) appropriate to the task while delivering the RMCC Services.

Mandatory:
· Wide brimmed hat or,
· Safety helmet as appropriate,

· Safety footwear
· Unfaded high visibility fluorescent clothing, or fluorescent safety vest, or fluorescent wet weather clothing which complies with Australian Standard AS/NZS 1906.4 and RMS Traffic Control at Work Sites Manual.
Mandatory - must be worn if instructed to do so or if mandatory blue-white signage shows it must be worn:

· Eye protection,

· Ear protection,

· Hand protection,

· Respiratory protection,

· Long sleeved shirts,
· Sun screen,
· Trousers or Knee length shorts,
· Safety boots with non-slip soles and steel toes,
· Confined Spaces equipment.
22. Non-Compliance and Corrective Action

WHS non conformances, for example those arising from:

· Audit and Surveillance conducted by either [Council] or the RMS,
· Incident, accident or injury,

· Application of the WHS Checklist,

· Application of the Risk Management process,

· Safety or health issues being encountered on work sites,

· Safety assessment of subcontractors and their plant and equipment

· Notice of fine by WorkCover,
will be dealt with:

· By applying the processes set down in the Quality Management Plan at 12.3 and 12.4,

· According to the responsibilities set down in Section 3 of this SMP,

· Within the times and in the manner down in Section 4 Timeliness in WHS,
· In the manner and observing the Hold Points set down in Sections:
6 Incident Management and
14 Engagement of Subcontractors.
23. WHS Reporting

If required by the RMS Representative, [Council] will provide information to the RMS on a monthly basis in conformity with Appendix Q WHS Monthly Report. See RMS G22 Clause 5.
When requested by the RMS Representative, [Council] will provide reports on any safety inspections, audits or assessments undertaken during the course of the contract.
24. Reviewing this Safety Management Plan
The planned target dates (or frequencies) at which the SMP will be subject to formal review and the personnel who will participate in the review are identified in the table at Management Review at the beginning of this plan. [Council’s] Works Engineer will maintain records of any review.

The review will ensure the SMP is appropriate and is being implemented effectively. Changes may arise from a change of scope, [Council] internal audits, RMS audits, RMS comments or from opportunities for improvement.
The Plan will then be updated to reflect any changes which have occurred.
The revised document and the input which led to the revisions will be reviewed by [Council’s] General Manager, approved by him/her and then forwarded to the RMS Representative for his/her record.
Appendix A Site Safety Rules Menu
This appendix comprises a minimum set of safety rules which will be evaluated and adapted for use wherever the Services for the RMCC are being carried out.
These rules will be prominently displayed.

The checklist below will be used to assess the need for, or circumstances where the following safety rules will be adopted. It will be used in conjunction with the RMS’s Generic Hazards checklist which [Council] will obtain from the RMS website Contractors Health and Safety Information page.
	ISSUE
	Check

	Induction and Ancillary
	

	Work Site/Depot Inductions

All workers and subcontractors must be inducted to the site/depot on initial commencement and following any significant changes to site/depot management arrangements.

All visitors must be inducted to the site/depot on arrival and advised of site safety rules applicable to their activity while on site, hazardous work activities occurring at the site/depot and arrangements for first aid and emergencies.

Only workers that has completed general safety induction, work activity safety induction and work site-specific induction is permitted to work on a construction site.
	

	Safe Work Method Statements

A Safe Work Method Statement (SWMS) must be prepared for work activities that have a medium or high risk rating and must be developed in consultation with workers that perform the work.
	

	Housekeeping

High standards of housekeeping is the responsibility of all workers to ensure:

access and egress is maintained at all times, especially to emergency safety equipment including fire extinguishers, eyewash stations, emergency showers, first aid and emergency exits

the absence of combustible materials from work areas

the absence of trip or slip hazards and obstacles in travel paths

safe storage of materials and supplies.
	

	Incident Reporting

Report all near misses and incidents that occur in the work zone to your immediate supervisor and to Project Engineer
	

	Alcohol and Drugs
Alcohol or illicit drugs are not to be consumed before or during working hours.

Persons adversely affected by alcohol or drugs will be directed to leave [Council] premises and RMCC work sites.

[Council] workers with alcohol or drug dependencies will be assisted in seeking treatment.
	

	Safety Awareness

Follow safety rules as safe work methods, safety signs and instructions.

Report hazards to your supervisor or WHS representative.

Never engage in horse play or practical jokes.
	


	ISSUE
	Check

	Traffic, Vehicle and Plant
	

	Traffic Control

Traffic control is to be set up and taken down in accordance with approved traffic control plans.
	

	Traffic and Vehicle Movements

Travel paths for general traffic and work site vehicle movements must be clearly marked.

Separate pedestrian travel paths should be marked in high traffic areas.

Temporary changes to traffic movement must be advised to all workers prior to the commencement of changed conditions (or similar) especially where major or arterial roads may be a cause of increased risk.
	

	Mobile Plant

Work must not be carried out within 3 metres of mobile plant without a risk assessment and alternative controls such as an observer. Consideration must be given to the area around the mobile plant that may be affected by flying debris or other unintended impacts from the operation of the plant.

All self-propelled plant, trucks and, where applicable, trailers must have reversing alarms – use of observers should be considered for reversing plant on worksites and near pedestrian traffic.

Beware of reversing trucks and plant. Listen for reversing alarms.

Beware of overhead/underground power lines, other utilities and low branches when operating mobile plant. 
	

	Plant and Equipment

Plant and equipment must only be used for the purpose it is intended and in accordance with the manufacturers instructions.

Plant operators and truck drivers are to complete the daily pre-start inspection checklist for all mobile plant and trucks.
Only licensed truck drivers are to be used to drive trucks.

Only trained and appropriately qualified plant operators or trainees under supervision are to be used to operate plant.

When entering/exiting trucks or plant use the steps and handrails provided and have three points of contact at all times.

Plant operators are to wear a seatbelt where Rollover protection (ROPS) is fitted.

Plant is to be parked on level ground and separated by a minimum of 3 metres.

Never operate plant or equipment, which is tagged as being dangerous or out of service, has its guards removed or is otherwise defective.

Any defect identified shall be reported to the work site supervisor on the Fleet Items Defect Report Book.
	

	Loading and unloading plant

When loading/unloading plant, the plant operator/float driver is to wear a seatbelt if ROPS is fitted.
Load/unload plant on level ground using an observer.

In wet conditions, check surface conditions to be driven on before loading.
	


	ISSUE
	Check


	Personal Protection
Personal protective equipment (PPE) will be worn in the following circumstances.

· Where signage requires its use

· Where a site risk assessment or SWMS identifies a risk that necessitates its use.

Other considerations for specific PPE requirements are listed below.
	

	Eye Protection

Eye protection must be worn whenever:

operating plant or equipment where there is a risk of flying objects or debris

when working in dusty conditions, or

near trees or vegetation with a risk of protrusions contacting the eye.

UV protection should be provided for outdoor work.
	

	Hand Protection

Safety gloves suitable to the task must be worn when handling any materials where there is a risk of cuts, abrasions, splinters or chemical exposure.
	

	Head Protection

Safety helmets must be worn where:

there is a possibility that a person may be struck on the head by a falling object

a person may strike their head against a fixed or protruding object

accidental head contact may be made with electrical hazards, or
working within 1.5 times the length of a moving (traversing) boom. 
	

	Hearing Protection

Hearing protection must be worn in the vicinity of plant or equipment that, when operating, makes it necessary to raise your voice to talk to a person 1 metre away from you.
Areas where this plant operates must be signposted (including on the plant itself) to advise hearing protection is required.
	

	High Visibility Clothing

Approved fluorescent yellow safety clothing are to be worn by [Council] workers during daylight hours whenever working in the vicinity of traffic or mobile plant.
Yellow/white overalls with reflective striping or day/night vests are to be worn at night.
	

	Safety Footwear

Approved safety footwear is required whenever:

working on a road construction or maintenance site

operating construction plant or working in the vicinity of such plant

wherever there is a risk of heavy objects falling.

Lace-up safety boots are recommended for better ankle support.

Elastic-sided boots or safety shoes must not be worn while working with hot products including bitumen products.
	

	Sun Protection

Sun protection is required when working outdoors.
Broad-brimmed hats, long sleeved shirts and UV protection cream must be worn.
Brims for safety helmets must be worn where a safety helmet is required.

Safety glasses with UV protection must be worn.

A supply of drinking water must be available on work site. Workers must take frequent drink breaks on hot days.
	


	ISSUE
	Check

	Hazard Management
	

	Electrical Equipment

All electrical equipment must be regularly inspected and tagged.
Work on live electrical installations is prohibited except for the purpose of testing or in emergency situations following a risk assessment and approval by a manager.
	

	Manual Handling

Manual handling is to be eliminated wherever possible.
Wherever possible, use mechanical devices to lift heavy or awkward items.

Team lifting should only be used where mechanical lifting is absolutely not practical.

List tasks at your work site/depot where manual handling is prohibited.
	

	Mobile Phones

Mobile phones must not be used by persons while
on foot in the vicinity of mobile plant, or

on a work site using explosives.

Only hands-free mobile phone devices may be used by persons driving [COUNCIL] vehicles and only for short duration calls.
	

	Working at Heights

Where there is the potential for a person or object to fall from a height greater than 2 metres, no work is to be carried out without fall protection or fall arrest systems in place. Fall arrest systems must be used where secure, fenced work areas cannot be provided.

Ladders must be inspected for faults prior to use. They are to be used primarily as a means of access.
Only short-term tasks may be carried out from a ladder using the third top rung and ensuring that three points of contact are maintained at all times.
	

	Use of Hazardous Substances

Hazardous substances must not be used without reference to the Material Safety Data Sheet (MSDS) to ensure that use is in accordance with the manufacturers instructions taking particular account of recommendations for:

Precautions for use, especially requirements for ventilation and personal protection equipment.
Health effects including short and long term effects and risks associated with inhalation, ingestion and skin or eye contact.
First aid and emergency requirements.

Material Safety Data Sheets must be readily accessible to users.

All containers of hazardous substances including decanted containers must be labelled and carry the minimum set of risk phrases.
	

	Working in the vicinity of public utilities
All underground, above ground and overhead utilities must be identified and every effort made to have services disconnected prior to work commencing where there is a risk of contact.

All services must be clearly marked using a colour-coded system on plans used on work site.

All underground services must be located using detection equipment and hand digging techniques if necessary.

When working under power lines, minimum clearance distances are to be observed. Where this is not possible, a qualified safety observer is to be appointed.

Only plant operators and truck drivers with current Plant and Crane Electrical Safety qualifications are to work within minimum clearances.
	


Appendix B Safety Risk Management Tools
[Council’s] Risk Identification, Assessment, Control and Management tools are set out in Annexure B.1 to Annexure B.4Error! Reference source not found. below.
Where any of the following activities are performed under the RMCC [Council] will give specific and detailed consideration to them in preparing SWMSs:
All high-risk construction work, as listed in Chapter 6, WHS Regulation 2011, Clause 291 construction work:

· involves a risk of a person falling more than 2 metres; or

· is carried out on a telecommunication tower; or
· involves demolition of an element of a structure that is load-bearing or otherwise related to the physical integrity of the structure; or

· involves, or is likely to involve, the disturbance of asbestos; or

· involves structural alterations or repairs that require temporary support to prevent collapse; or

· is carried out in or near a confined space; or

· is carried out in or near:



(i) a shaft or trench with an excavated depth greater than 1.5 metres; or



(ii)a tunnel; or

· involves the use of explosives; or

· is carried out on or near pressurised gas distribution mains or piping; or

· is carried out on or near chemical, fuel or refrigerant lines; or

· is carried out on or near energised electrical installations or services; or

· is carried out in an area that may have a contaminated or flammable atmosphere; or

· involves tilt-up or precast concrete; or

· is carried out on, in or adjacent to a road, railway, shipping lane or other traffic corridor that is in use by traffic other than pedestrians; or

· is carried out in an area at a workplace in which there is any movement of powered mobile plant; or

· is carried out in an area in which there are artificial extremes of temperature; or

· is carried out in or near water or other liquid that involves a risk of drowning; or

· involves diving work.

Annexure B.1. Assessment of the Risk 

The risk of a hazard is related to the severity of a single incident, and the frequency and duration of exposure. Also, the more hazards that you identify the greater the risk.

STEP 1:  To assess risk, consider the following:

	HOW LIKELY
	HOW BAD

	· How many times in a day/week is the task/activity performed?

· How many people would be exposed?

· How long is the exposure?

· Are engineering controls preventing exposure?

· Does the layout and condition of the workplace affect exposure?

· Are abnormal conditions reasonably foreseeable, resulting in a greater exposure?

· What are the results of any biological or atmospheric monitoring?

· Do workers have the appropriate skills and knowledge to perform their tasks?

· Do current work practices expose workers to a hazard?

· Are there other contributing factors?
	· What are the consequences of exposure in the short term?

· What are the consequences of exposure in the long term?

· What is the history of injuries related to exposure of that hazard?

· How close is the worker to the hazard?

· What is the energy level of the hazard (i.e. weight, voltage, volume, amplitude, height above ground, concentration, aggressive state)?

· If the substance is hazardous, what are the health effects associated with:

· ingesting it;

· inhaling it, or 

· absorbing it through the skin or the eyes.


STEP 2: Use the risk assessment calculator to rate the risk to an individual worker or group doing work that involves the identified hazards. The rating then forms the basis for what level of action is required.

	Annexure B.2. Risk Assessment

	
	LIKELIHOOD -

HOW LIKELY IS IT TO HAPPEN AND HOW OFTEN?

	CONSEQUENCES – 

HOW BAD IS IT LIKELY TO BE?
	Very Likely
 could happen at any time

VL
	Likely
could
happen some time

L
	Unlikely
could 
happen, but rare

U
	Very Unlikely
could happen, but probably never will

VU

	Extreme - Kill or cause permanent disability or ill health

K
	1
	1
	2
	3

	Major – Long term illness or serious Injury

S
	1
	2
	3
	4

	Moderate – Medical attention and several days off work

M
	2
	3
	4
	5

	Minor – First aid needed

F
	3
	4
	5
	6


There will be times when risk assessments will need to be reviewed:

· When a hazard is identified;
· When a risk assessment is no longer valid;
· When injury or illness results from exposure to a hazard, and
· When a significant change is proposed in the place of work, or in work practices or procedures.

STEP 3:  Complete the worksheet overleaf to develop effective control measures.  Refer to Appendix A in selecting control measures.

Annexure B.3. Hazard Assessment and Risk Control Work Sheet

	Activity/Project
	

	
	Example: Bitumen spraying during summer

	Hazards
	How severe?
	How likely?
	Risk rating
	What can be done to lessen the risk

	Example: Hot weather
	M
	VL
	2
	Provide cool water; wear loose clothing with long sleeves; rest in the shade

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Date:  ____/____/____
	Supervisor’s signature: ____________________

	Signatures of people involved in the risk assessment:
	____________________

	____________________
	____________________
	____________________

	____________________
	____________________
	____________________

	____________________
	____________________
	____________________


Annexure B.4. Safe Work Methods Statement
	
	Location:
	I approve the use of this Safe Work Method Statement:

Name:         

 Position:



Signature:    

  Date:



Local Reference No:


(SWMS) Activity Guide(s) used: 


	Description of Activity:
	
	Work Site/Project Depot:
	

	Critical Steps in this Activity:
	Potential Hazards:
	Safety Controls:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Training Required to Complete  Activity:
	List Codes of Practice, Legislation, Standards which apply to this Activity:

	1.  List training required e.g. First Aid, Traffic Control.


	2.  Training details are located on:

Project file:
 (
tick box

Training Data Base
 (
tick box

Other (specify)                                         (         tick box
	

	List Plant/Equipment/Personal Protective Equipment required for this Activity:
	List Equipment Maintenance Checks required for this Activity:
	Engineering Certificates /Permits/Approvals required for this Activity
e.g. road closure, utility shutdown, WorkCover notification, demolition licence.

	
	
	Type
	Reference/Document

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Person(s) Responsible for Supervising/Inspecting Services:

	Person(s) responsible for supervising the Services, inspecting and approving work areas, work methods, protective measures, plant equipment and power tools
NB List of qualifications/experience is held on local files

Name:   


Position:      

Signature: 


Name:


Position:      

Signature: 


For list of names and signatures of workers instructed in this SWMS see local training records.


Appendix C Hold Points

	Reference
RMS Doc [Clause No]
	RMS or [Council]
Hold Point
	Process Held
	Submission Details

	RMS G22 (3.2)
	RMS
	Commencement of Services
	Submit with 35 days of acceptance [Council’s] Safety Management Plan for RMS Approval

	G22 (4.8.3) and
SMP Clause 4
	RMS
	Any process which led to a Safety Incident or CAR
	CAR close out with  RMS Representative

	G22 (3.2)
	RMS
	Delivery of any SERVICES in original  RMCC documents
	Hazard identification, risk assessment and control analysis and have appropriate hazard controls in place incl SWMS to RMS

	G212 (3.2)
	RMS
	Delivery of any SERVICES other than above with different risks or original SERVICES under different risk conditions.
	Hazard identification, risk assessment and control analysis and have appropriate hazard controls in place incl SWMS to RMS

	G22 (4.3)
	RMS
	Presence of any subcontractor on a worksite
	Audit subcontractors SMP & SWMS
Induct subcontractor’s personnel
Examine operator’s licenses and certificates
Inspect plant
Set down the WHS responsibilities [Council] will retain
Set down an WHS surveillance program
Submit records of the above to RMS

	This SMP Section:
	
	
	

	14
	[Council]
	Subcontractor’s noncompliant process
	Closed out of CAR  to <<Works Engineer>>

	15.1
	[Council]
	Presence of any person on a worksite
	Safety Induction of that person and a record of it on Record of WHS Induction to <<Ganger>>

	15.2
	[Council]
	Any person working on the RMCC
	General construction work health and safety and work activity based safety training to <<Works Supervisor>>

	18
	[Council]
	Operation of any plant
	<<Ganger’s>> Approval of Operator’s qualifications to operate and their entry into Register

	17
	[Council]
	Use of any plant incl that of subcontractors
	Daily Plant Inspection and a record of it in Plant Daily Inspection & Defect Report by <<Ganger>>


Appendix D Work site Safety Inspection Checklist

This checklist is a guide only. It will be used to the extent that it is appropriate to the RMCC.

Other work site-specific checklists will be developed for the purposes of completing physical inspections.

[Council]
General Health and Safety Physical Inspection Checklist for RMCC
	Contract Title:  ....................................................................................................................................

Contract No:  .........................................................................

Contractor:  ....................................................................................................................

Worksite Location:  ........................................................  Date:  ...................................

Persons carrying out inspection:  .................................................................................

	Indicate in the following manner:

(Acceptable    ( Not Acceptable    N/A  Not Applicable    N/C  Not Checked

	1.  Health and Safety Systems
	

	1.1
	WHS policy displayed
	

	1.2
	Accident report book
	

	1.3
	Induction records
	

	1.4
	Injury management policy available
	

	1.5
	Workplace inspection records
	

	1.6
	Emergency procedures in place
	

	1.7
	Training records
	

	1.8
	Documented safe work procedures
	

	1.9
	Protective clothing & equipment records
	

	1.10
	MSDS available
	

	1.11
	Health & safety systems manual
	

	1.12
	Management safety representative appointed
	

	1.13
	Contract risk assessment available
	

	1.14
	Contract site specific health & safety system available
	

	2.  Housekeeping
	

	2.1
	Work areas free from rubbish & obstructions
	

	2.2
	Clear access and egress in the workplace
	

	2.3
	Surfaces safe and suitable
	

	2.4
	Free from slip/trip hazards
	

	2.5
	Floor openings covered
	

	2.6
	Stock/material stored safely
	

	
	AISLES
	

	2.7
	Unobstructed and clearly defined
	

	2.8
	Adequate lighting
	

	2.9
	Vision at corners
	

	2.10
	Wide enough
	


	3.  Electrical
	

	3.1
	No broken plugs, sockets, switches
	

	3.2
	No frayed or defective leads
	

	3.3
	Power tools in good condition
	

	3.4
	No work near exposed live electrical equipment
	

	3.5
	Tools and leads inspected and tagged
	

	3.6
	No strained leads
	

	3.7
	No cable-trip hazards
	

	3.8
	Switches/circuits identified
	

	3.9
	Lock-out procedures/danger tags in place
	

	3.10
	Earth leakage systems used
	

	3.11
	Start/stop switches clearly identified
	

	3.12
	Switchboards secured
	

	3.13
	Appropriate fire fighting equipment
	

	4.  Mobile Plant and Equipment
	

	4.1
	Plant and equipment in good condition
	

	4.2
	Daily safety inspection procedures/checklists
	

	4.3
	Fault reporting/rectification system used
	

	4.4
	Operators trained and licensed
	

	4.5
	Warning and instructions displayed
	

	4.6
	Warning lights operational
	

	4.7
	Reversing alarm operational
	

	4.8
	Satisfactory operating practices
	

	4.9
	Fire extinguisher
	

	4.10
	Tyres satisfactory
	

	4.11
	SWL of lifting or carrying equipment displayed
	

	4.12
	Certificates of competency sighted
	

	4.13
	Trainee log books in use
	

	4.14
	Plant keys and unattended plant kept secure
	

	5.  Machinery and Workbenches
	

	5.1
	Adequate work space
	

	5.2
	Clean and tidy
	

	5.3
	Free from excess oil and grease
	

	5.4
	Adequately guarded
	

	5.5
	Warnings or instructions displayed
	

	5.6
	Emergency stops appropriately placed and clearly identifiable
	

	5.7
	Operated safely and correctly
	

	
	WORKBENCHES
	

	5.8
	Clear of rubbish
	

	5.9
	Tools in proper place
	

	5.10
	Duckboards or floor mats provided
	

	6.  Hazardous Substances
	

	6.1
	Chemical register developed
	

	6.2
	Stored appropriately
	

	6.3
	Containers labelled correctly
	

	6.4
	Adequate ventilation/exhaust systems
	

	6.5
	Protective clothing/equipment available/used
	

	6.6
	Satisfactory personal hygiene practices
	

	6.7
	Waste disposal procedures
	

	6.8
	Material safety data sheets available
	

	6.9
	Chemical handling procedures followed
	

	6.10
	Appropriate emergency/first aid equipment - shower, eye bath, extinguishers
	

	6.11
	HAZCHEM signing displayed
	

	7.  Welding
	

	7.1
	Only trained personnel permitted to weld
	

	7.2
	Gas bottles securely fixed to trolley
	

	7.3
	Welding fumes well ventilated
	

	7.4
	Fire extinguisher near work area
	

	7.5
	Only flint guns used to light torch
	

	7.6
	Flash back spark arresters fitted
	

	7.7
	Vision screens used for electric welding
	

	7.8
	LPG bottles within 10 year stamp
	

	7.9
	PPE provided and worn
	

	7.10
	Hot Work permit system used
	

	8.  Excavations
	

	8.1
	Shoring in place and in sound condition for all trenches more than 1.5m
	

	8.2
	Excavation well secured
	

	8.3
	Signage displayed
	

	8.4
	Banks battered correctly and spoil away from edge
	

	8.5
	Sufficient clear areas and safe access around excavation
	

	8.6
	Separate access and egress points from excavation
	

	8.7
	Safe work procedure in place
	

	9.  Prevention of Falls
	

	9.1
	All work platforms have secure handrails, guarding or fence panels
	

	9.2
	Fall arrest systems maintained and used as required
	

	9.3
	Harness and lanyard or belts provided
	

	9.4
	All floor penetrations covered or barricaded
	

	9.5
	Unsafe areas signposted and fenced
	

	9.6
	Safe work procedure in place
	

	10.  Stairs, steps and landings
	

	10.1
	No worn or broken steps, rungs or styles
	

	10.2
	Handrails in good repair
	

	10.3
	Clear of obstructions
	

	10.4
	Adequate lighting
	

	10.5
	Emergency lighting
	

	10.6
	Non-slip treatments/treads in good condition
	

	10.7
	Kick plates where required
	

	10.8
	Clear of debris and spills
	

	10.9
	Used correctly
	

	11.  Ladders
	

	11.1
	Ladders in good condition
	

	11.2
	Ladders not used to support planks for working platforms
	

	11.3
	Correct angle to structure 1:4
	

	11.4
	Extended 1.0 metre above top landing
	

	11.5
	Straight or extension ladders securely fixed at top
	

	11.6
	Metal ladders not used near live exposed electrical equipment
	

	12.  Scaffolding
	

	12.1
	Workers trained and records maintained
	

	12.2
	Scaffold design complies with AS 1576 and is certified
	

	12.3
	Safe and suitable access and egress to scaffold
	

	12.4
	Handover certificates recorded
	

	12.5
	Records of inspections maintained
	

	12.6
	Repair and maintenance details held on work site
	

	13.  Personal Protection
	

	13.1
	Workers provided with PPE
	

	13.2
	Workers trained in the use of PPE
	

	13.3
	PPE being worn by workers
	

	13.4
	Regular maintenance checks performed on PPE
	

	13.5
	Sun cream and sunglasses provided
	

	13.6
	Correct signage at access points
	

	13.7
	Hard hat areas correctly sign posted
	

	13.8
	Hard hats available to visitors on work site
	

	13.9
	Hard hats are within the life span set out by AS 1800
	

	14.  Safety Clothing
	

	14.1
	Safety footwear appropriate to the job is worn
	

	14.2
	High visibility clothing is worn
	

	14.3
	Clothing is in good condition
	

	15.  Manual Handling
	

	15.1
	Mechanical aids provided and used
	

	15.2
	Safe work procedures in place
	

	15.3
	Manual handling risk assessment performed
	

	15.4
	Manual handling controls implemented
	

	16.  Workplace Ergonomics
	

	16.1
	Workstation and seating design acceptable
	

	16.2
	Ergonomic factors considered in work layout and task design
	

	16.3
	Use of excessive force and repetitive movements minimised
	

	16.4
	Appropriate training provided
	

	17.  Material Handling and Storage
	

	17.1
	Construction site storage areas established
	

	17.1
	Stacks stable
	

	17.2
	Heights correct
	

	17.3
	Sufficient space for moving stock
	

	17.4
	Material stored in racks/bins
	

	17.5
	Shelves free of rubbish
	

	17.6
	Access around stacks and racks clear
	

	17.7
	Drums checked
	

	17.8
	Pallets in good repair
	

	17.9
	Heavier items stored low
	

	17.10
	No danger of falling objects
	

	17.11
	No sharp edges
	

	17.12
	Safe means of accessing high shelves
	

	17.13
	Racks clear of lights/sprinklers
	

	17.14
	Bunding and containment provided and operational
	

	18.  Confined Spaces
	

	18.1
	Risk assessment undertaken
	

	18.2
	Communication and rescue plan in place
	

	18.3
	Safety equipment in good working condition
	

	18.4
	Suitable training provided to workers
	

	18.5
	Confined Space permit used
	

	18.6
	All confined spaces identified and appropriately signposted
	

	19.  Traffic Control
	

	19.1
	Appropriate traffic control plan available
	

	19.2
	The plan is correctly implemented
	

	19.3
	Signage and devices erected according to the traffic control plan
	

	19.4
	Traffic controllers trained and their tickets sighted
	

	19.5
	High visibility clothing is worn
	

	19.6
	All side road access to worksite controlled
	

	19.7
	Daily records of sign arrangements kept
	

	20.  Lasers and Non-destructive Testing Equipment
	

	20.1
	Operator has appropriate operator licence
	

	20.2
	Signage displayed
	

	20.3
	Equipment not used in a manner to endanger other persons
	

	21.  Demolition
	

	21.1
	Risk assessment undertaken in advance
	

	21.2
	Access prevented to demolition area
	

	21.3
	Overhead protection in place
	

	21.4
	Protection of general public
	

	21.5
	Safe work procedure in place
	

	21.6
	Comply with WorkCover demolition licensing requirements
	

	22.  Public Protection
	

	22.1
	Appropriate barricades, fencing, hoarding, gantry secure and in place
	

	22.2
	Signage in place
	

	22.3
	Suitable lighting for public access
	

	22.4
	Footpaths clean and free from debris
	

	22.5
	Dust and noise controls in place
	

	22.6
	Work site access controlled
	

	22.7
	Traffic control procedures in place
	

	22.8
	Public complaints actioned
	

	23.  Amenities
	

	23.1
	Washrooms clean
	

	23.2
	Toilets clean
	

	23.3
	Lockers clean
	

	23.4
	Meal rooms clean and tidy
	

	23.5
	Rubbish bins available – covered
	

	23.6
	Drinking water supplied
	

	23.7
	Amenities comply with Construction (Amenities and Training) Regulation 1998
	

	24.  First Aid
	

	24.1
	Cabinets and contents clean and orderly
	

	24.2
	Stocks meet requirements
	

	24.3
	First aiders names displayed
	

	24.4
	First aiders location and phone numbers
	

	24.5
	Qualified first aider(s)
	

	24.6
	Record of treatment and of supplies dispensed
	

	25.  Lighting
	

	25.1
	Adequate and free from glare
	

	25.2
	Lighting clean and efficient
	

	25.3
	Windows clean
	

	25.4
	No flickering or inoperable lights
	

	25.5
	Emergency lighting system
	

	26.  Fire Control
	

	26.1
	Extinguishers in place
	

	26.2
	Fire fighting equipment serviced/tagged
	

	26.3
	Appropriate signing of extinguishers
	

	26.4
	Extinguishers appropriate to hazard
	

	26.5
	Emergency exit signage
	

	26.6
	Exit doors easily opened from inside
	

	26.7
	Exit path ways clear of obstruction
	

	26.8
	Alarm/communication system – adequate
	

	26.9
	Smoking/naked flame restrictions observed
	

	26.10
	Minimum quantities of flammables at workstation
	

	26.11
	Flammable storage procedures
	

	26.12
	Emergency personnel identified and trained
	

	26.13
	Emergency procedures documented – issued
	

	26.14
	Emergency telephone numbers displayed
	

	26.15
	Alarms tested
	

	26.16
	Trial evacuations conducted
	

	26.17
	Personnel trained in use of fire fighting equipment
	

	ACTION AFTER INSPECTION

	Observations (OBS)



	Corrective Action Requests (CAR)



	Signed: ..................... .............. .................................     Position: ...... ......................................  Date:    .. /   .. / ..




Appendix E Truck Pre-Start Inspection & Defect Report

[Council] Truck Pre-start Inspection
It is the responsibility of the driver to ensure this checklist is completed against Truck and Plant Requirements obtained from the RMS Internet site before the truck is operated.
Any faults /defects are to be reported and an assessment made as to whether the truck is safe to operate or the fault needs rectification prior to operation. If doubt exists the issue is to be referred to the Works Supervisor.

	WORKPLACE/SITE LOCATION
	WEEK BEGINNING MONDAY:  ……………/  …………../ …………..

	MAKE &,
 MODEL 
	TARE
	GVM
	REGISTRATION NOS
TRUCK……………TRAILER(S)………………………………..……

	KILOMETRES
AT BEGINNING OF WEEK:
	CONTRACTOR’S 
PLANT?
	YES / NO
	CONTRACTOR

	ITEM
	MON
	TUES
	WED
	THUR
	FRI
	SAT
	SUN

	Driver:
	
	
	
	
	
	
	

	Driver’s name
	
	
	
	
	
	
	

	License No:
	
	
	
	
	
	
	

	Correct class of current licence?
	
	
	
	
	
	
	

	Construction & [Council] WHS cards?
	
	
	
	
	
	
	

	Driver is fit to drive
	
	
	
	
	
	
	

	PLEASE MARK BOXES
	(       FOR OK
	X       FOR FAULTY
	NA       FOR NOT APPLICABLE

	Safety:
	
	
	
	
	
	
	

	Neutral start (auto only)
	
	
	
	
	
	
	

	Service brakes – including air system
	
	
	
	
	
	
	

	Park brakes
	
	
	
	
	
	
	

	Seat belts
	
	
	
	
	
	
	

	Reversing alarm
	
	
	
	
	
	
	

	Reversing camera
	
	
	
	
	
	
	

	Electrical hazard plate
	
	
	
	
	
	
	

	Machinery guards
	
	
	
	
	
	
	

	Body safety prop(s)
	
	
	
	
	
	
	

	All registration plates and current labels
	
	
	
	
	
	
	

	Wipers
	
	
	
	
	
	
	

	Headlights
	
	
	
	
	
	
	

	Turn signals (truck & trailer)
	
	
	
	
	
	
	

	Brake Lights & Reflectors
	
	
	
	
	
	
	

	Rear marker plates
	
	
	
	
	
	
	

	Mirrors
	
	
	
	
	
	
	

	Amber beacon
	
	
	
	
	
	
	

	Horn
	
	
	
	
	
	
	

	General
	
	
	
	
	
	
	

	Leaks
	
	
	
	
	
	
	

	Cooling systems
	
	
	
	
	
	
	

	Exhaust system (leaks and smoke)
	
	
	
	
	
	
	

	Transmission & final drive
	
	
	
	
	
	
	

	Hydraulics
	
	
	
	
	
	
	

	Chassis / frame
	
	
	
	
	
	
	

	Suspension / Axles
	
	
	
	
	
	
	

	Wheels - tyres, loose nuts, wear
	
	
	
	
	
	
	

	Steering
	
	
	
	
	
	
	

	Tailgate & body
	
	
	
	
	
	
	

	Controls
	
	
	
	
	
	
	

	Turntable
	
	
	
	
	
	
	

	Electrical system
	
	
	
	
	
	
	

	Smoke
	
	
	
	
	
	
	

	Towbar
	
	
	
	
	
	
	

	Tarp
	
	
	
	
	
	
	

	Any rust not excessive ?
	
	
	
	
	
	
	

	Cabin - controls, switches, loose objects, windscreens, visibility, seat function, tidy
	
	
	
	
	
	
	

	Communications
	
	
	
	
	
	
	

	Security
	
	
	
	
	
	
	

	Fire extinguisher, Load capacity plates, signs
	
	
	
	
	
	
	


Work Supervisor's random check: Name…………………………………Date:……………………………………

Truck Fault/Defect Report Record
To be used to report any fault or defect identified during daily truck inspection or during operations.
	Reported by
	Position:
	Kilometres

	Reported to:
	Position
	Date:…………. / …………… / …………..

	Reported how? (
	Defect or Fault details:…………………………………………………………………………………………………

…………………………………………………………………………………………………………..

	Radio
	Forwarded
	In person 
	

	Phone
	Mobile
	Initials
	


Appendix F Plant Pre-Start Inspection & Defect Report

[Council] Plant Pre-start Inspection
It is the responsibility of the operator to ensure this checklist is completed against “Truck and Plant Requirements” obtained from the RMS Internet site before the plant is operated.
Any faults /defects are to be reported and an assessment made as to whether the plant is safe to operate or the fault needs rectification prior to operation. If doubt exists the issue is to be referred to the Works Supervisor.

	WORKPLACE/SITE LOCATION
	WEEK BEGINNING MONDAY:  ……………/  …………../ …………..

	TYPE, MAKE
 &, MODEL 
	
	PERMIT or REGO No………………………EXPIRES:………………….

	YEAR MADE & HOURS
	CONTRACTOR’S 
PLANT?
	YES / NO
	CONTRACTOR

	ITEM
	MON
	TUES
	WED
	THUR
	FRI
	SAT
	SUN

	Operator:
	
	
	
	
	
	
	

	Driver’s name
	
	
	
	
	
	
	

	Ticket No:
	
	
	
	
	
	
	

	Correct class of ticket?
	
	
	
	
	
	
	

	Construction & [Council] WHS cards?
	
	
	
	
	
	
	

	Operator is fit to operate
	
	
	
	
	
	
	

	PLEASE MARK BOXES
	(       FOR OK
	X       FOR FAULTY
	NA       FOR NOT APPLICABLE

	Safety:
	
	
	
	
	
	
	

	Neutral start
	
	
	
	
	
	
	

	Service brakes
	
	
	
	
	
	
	

	Park brakes
	
	
	
	
	
	
	

	Emergency stop devices
	
	
	
	
	
	
	

	Reversing or travel alarm 
	
	
	
	
	
	
	

	Seat belts
	
	
	
	
	
	
	

	Compulsory signs
	
	
	
	
	
	
	

	Quick hitch
	
	
	
	
	
	
	

	Machinery guards
	
	
	
	
	
	
	

	Wipers
	
	
	
	
	
	
	

	Headlights
	
	
	
	
	
	
	

	Brake Lights & Reflectors
	
	
	
	
	
	
	

	Turn signals
	
	
	
	
	
	
	

	Clearance lights
	
	
	
	
	
	
	

	Reflective tape
	
	
	
	
	
	
	

	Amber beacon
	
	
	
	
	
	
	

	Mirrors
	
	
	
	
	
	
	

	Horn
	
	
	
	
	
	
	

	Rego plates and current label
	
	
	
	
	
	
	

	General
	
	
	
	
	
	
	

	Windows
	
	
	
	
	
	
	

	Engine
	
	
	
	
	
	
	

	Leaks
	
	
	
	
	
	
	

	Cooling systems
	
	
	
	
	
	
	

	Exhaust system and smoke
	
	
	
	
	
	
	

	Transmission & final drive
	
	
	
	
	
	
	

	Hydraulics
	
	
	
	
	
	
	

	Chassis / frame
	
	
	
	
	
	
	

	Suspension / Axles
	
	
	
	
	
	
	

	Wheels - tyres, loose nuts, wear
	
	
	
	
	
	
	

	Steering
	
	
	
	
	
	
	

	Tracks / drums
	
	
	
	
	
	
	

	Controls
	
	
	
	
	
	
	

	Articulation joints
	
	
	
	
	
	
	

	Electrical system
	
	
	
	
	
	
	

	Smoke
	
	
	
	
	
	
	

	ROPS / FOPS
	
	
	
	
	
	
	

	Reversing camera
	
	
	
	
	
	
	

	Plant security
	
	
	
	
	
	
	

	Cabin - controls, switches, loose objects, seat function, tidy
	
	
	
	
	
	
	

	Lifting system
	
	
	
	
	
	
	

	Attachments / ground tools
	
	
	
	
	
	
	

	Fire extinguisher, Load capacity plates, signs
	
	
	
	
	
	
	

	Noise level at cabin
	
	
	
	
	
	
	

	Noise level at 7 metres
	
	
	
	
	
	
	


Works Supervisor's random check: Name…………………………………Date:……………………………………

Plant Fault/Defect Report Record
To be used to report any fault or defect identified during daily plant inspection or during operations. 
	Reported by
	Position:
	Kilometres

	Reported to:
	Position
	Date:…………. / …………… / …………..

	Reported how? (
	Defect or Fault details:…………………………………………………………………………………………………

…………………………………………………………………………………………………………..

	Radio
	Forwarded
	In person
	

	Phone
	Mobile
	Initials
	


Appendix G Weekly Fire Extiguisher Inspection & Defect Report

[Council] Fire Extinguisher Inspection
It is the responsibility of the Ganger to ensure this checklist is completed and sent to the Works Supervisor each week. Any faults /defects are to be reported.

	WORKPLACE/SITE LOCATION

	GANGER’S
	NAME:………………………………………SIGNATURE:…………………………………..

	PLEASE MARK BOXES
	(       FOR OK
	X       FOR FAULTY

	SITE LOCATION
	PRESENT
	TYPE
	UNUSED /
TAG INTACT
	IN DATE
	GAUGE 
IN GREEN

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	VEHICLE OR PLANT IDENTIFICATION
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Work Supervisor's random check: Name…………………………………Date:……………………………………

Extinguisher Fault/Defect Report Record
To be used to report any fault or defect identified weekly inspection or during operations.
	Reported by
	Position:
	Date:…………. / …………… / …………..

	Reported to:
	Position
	

	Reported how? (
	Defect or Fault details:…………………………………………………………………………………………………

…………………………………………………………………………………………………………..

	Radio
	Forwarded
	In person 
	

	Phone
	Mobile
	Initials
	


Appendix H Record of WHS Induction
	[Council] RMCC WHS Induction Training Report Form
	

	  Work site  ......................................................................................
	  Date:  ............................ Prepared by:.........................................................

	
	WHS Induction Training

	Names of Persons Trained
	Initials
	Name of Contractor (If not [Council])
	General
	Work site Specific

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	I attest that the workers named above have attended induction training which complies with the requirements of the Chapter 6, Part 6.5 of the NSW WHS Regulation 2011.
Trainers name:   ...........................................[Council] Worker No..................Trainers signature:   .............................Date: ............................


Appendix I Incident / Accident Report
<<INSERT HERE [Council’s]
ACCIDENT / INCIDENT REPORTING FORM – possibly developed by [Council’s] Workers’ Compensation Insurance Broker
 and /or
FLOWCHART including a Hold Point to satisfy RMS Specification G22 Clause 4.9 >>

Appendix J Hazardous Substances Register

	[Council]

Hazardous Substances Register
	


Work site: ______________________________
Date first entry recorded ________________
Sheet No.  ______  of  ________

	Hazardous

Yes / No 1
	Substance 2
	Product Name 3
	Manufacture 4
	Size 5
	Quantity 6
	MSDS 7
	Label 8

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


8. Hazardous
Indicate Yes or No if the substance is classified as a Hazardous Substance.

9. Substance
List all substances which exist in the workplace.(e.g. hydraulic oil, L.P.gas, radiator coolant, etc)

10. Product Name
Provide trade name commonly used for the substance. (e.g. Hyspin AW S46, LPG, Tec 50, etc.)

11. Manufacture
Indicate manufacture's name, address, etc.

12. Size

Indicate the packaging size of the substances. Use a new line for each different packaging size. (e.g. 20 Litre drum, 20 Kg tin, 400 g can)

13. Quantity

Indicate total quantity of material normally kept at the location (use maximum figure). (e.g. 1 drum, 3 tins, 8 cans)

14. Material Safety Data Sheet

Tick if available, leave blank if not available.

15. Label

Tick  if present and legible, leave blank if not
16. Risk assessment conducted for its intended use on site.

Appendix K [Council] Drug & Alcohol Policy

[Council] Drug & Alcohol Policy.
21. [Council] workers having problems with alcohol and/or other drugs that affects their work:

May elect to take sick leave, recreation leave, long service leave or leave without pay while attending treatment and
Must undertake and continue with recommended treatment to maintain the protection of this policy from disciplinary action.

22. A person whose work performance or behaviour is impaired by drugs or alcohol will be considered a risk to the health and safety of themselves and others.

23. A person reasonably suspected to be impaired by drugs or alcohol will be directed to leave the workplace until the commencement of the next working day and that person is unimpaired by drugs or alcohol.

24. A [Council] worker directed to leave the workplace for the reason set out in clause 3 above, will not be paid for the remainder of that day.

25. The immediate supervisor (or if not, another available supervisor) will make the decision on a person’s impairment. A worker safety representative, (or if not, another worker representative) will verify this decision. [Council] workers fulfilling responsibilities under this clause must have completed the ‘responsible person’ training course before acting under this policy.

26. On the first and second occasions, the person will, on their return to duty, be counselled on their behaviour, receive a written warning and be given information on the availability of treatment/counselling. If there is a third breach in any single period of 12 months disciplinary proceedings will commence - this may result in dismissal.

27. Warnings issued for breaches of this policy will lapse after 12 months.

28. Lawful use of prescription medicines under medical supervision will be treated separately under this policy where advice is provided to the relevant supervisor.

29. No [Council] workers will be victimised or discriminated against by the introduction of this policy. Any [Council] workers may appeal a decision made under this policy in accordance with the appeals mechanism set out in [Council’s] Procedures for the Drug and Alcohol Policy.

Appendix L  SWMS for ……………

<< [Council] Insert SWMSs in this and subsequent appendices>>

Appendix M SWMS for………………………………
Appendix N SWMS for………………………………
Appendix O SWMS for………………………………
Appendix P SWMS for………………………………
Appendix Q WHS Monthly Report
WHS Report No: ______
	Contract No:
	
	Month:
	Prepared by
	

	Council Name
	
	
	Date
	


	Performance Indicators

	Indicator
	Current Month
	Total (to date)

	Number of Lost Time Injuries (LTI)
	
	

	Working Days Lost Due to Injury
	
	

	Number of Workplace Injuries (WPI)
	
	

	Number of First Aid Treatments 
	
	

	Number of Incidents (Including LTI+WPI+FAI)
	
	

	Number of reported Serious Near Miss Incidents
	
	

	Number of Inspections / Audits Conducted
	
	

	Number of Workers 
	
	

	Total Person Hours Exposed
	
	

	Lost Time Injury Incidence Rate 
(LTIIR)
	
	(Whole of

Contract)

	Lost Time Injury Frequency Rate 
(LTIFR)
	
	


	Status of Lost Time Injuries for this Month

	Name
	Injury
	Code
	Date of Incident
	Days Lost
	Incident Details
	Controls
	Forecast Return
	Actual Return

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Status of Property Damage

	Item
	Code
	Damage Type
	Code
	Date of Incident
	Down Time

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	WHS Risk Assessment and Risk Control Plan

	WHS risk assessment and risk control plan covers all proposed activities with identified risks:
	Yes / No

	All new hazards have been included in the plan:
	Yes / No


	WHS Corrective Actions

	WHS Corrective Action
Request
	Code (CM21)
	Risk Class
	Status:
Open/Closed
	Action Taken
	Code
	Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Comments on WHS Performance

	Council Representative 

…………………………
	Comments

	RMS  Representative 

…………………………
	Comments 


Appendix R Safety Incident Plan

Appendix R.1. Preface

Scope of this Plan

This Safety Incident Plan (“SIP”) sets down [Council’s] management of accidents on the Network and safety incidents during the Services.
It deals with:

· Being prepared for incidents and accidents and

· Responding to and managing them.

It is part of [Council’s] Safety Management Plan and complements [Council’s] Environmental Emergency Plan. It should be read with them.

It responds to RMS QA specification G22 Clause 4.9.
Principle

In the event of an safety incident or accident the first consideration is the safety of [Council] and RMS personnel and the public. Following the safety of the workers and the public the next consideration is the minimisation of damage to the environment.

Purposes of this Plan

This Plan aims to make workers aware of the requirements for the timely planning and safe response to incidents and accidents.

Appendix R.2. [Council’s] Key Response Personnel

Works Engineer will be the first point of contact when an safety incident or accident occurs. He, or his backup, can be contacted 24 hours a day.

Back up for the Works Engineer will be provided by the Project engineer and Works Supervisor.

In the event of [Council] finding or being notified of an safety incident or accident on the Network or in the Services to which [Council] is required to respond any of the above will mobilise [Council’s] emergency people and their equipment and ensure the relevant Procedure, Communication Strategy and Reporting is being followed.

At sites (including the site office), the Ganger is responsible for the immediate response to safety incidents and the reporting of them.

In other offices the direct supervisor on duty is responsible for the immediate response to safety incidents and the reporting of them.

The names and contact numbers for these people will be given to all workers and contractors at their induction.
They will also be displayed in the site offices and crib rooms together with the numbers of emergency services (e.g. ambulance, fire brigade, spill clean-up services).

A copy of the Safety Incident Procedure and Communication Strategy will be kept in every [Council] vehicle.

Appendix R.3. Emergency Evacuation

The template for [Council’s] Emergency Evacuation procedures is shown at Appendix R.6.
Site specific procedures are posted in all workplaces and copies are carried in every [Council] vehicle.

Appendix R.4. Follow-up Action

1. Send any worker(s) exposed to hazardous materials, including smoke or fumes, to health authorities to assess any effect upon their health,

2. Restore Emergency Equipment to original state,

3. Advise the Works Engineer of any improvements to this Plan
Appendix R.5. Reporting and Investigation

Follow the reporting procedure set down in the Safety Management Plan.
Appendix R.6. Emergency Evacuation Plan

EMERGENCY PLAN FOR: Location………………………………………..………..
RESOURCES:

	Emergency Exits
	 ……………………………………………………………………...……………………...……..

	Assembly point is:
	 …………………………………………………………………..………….………….…………

	First Aider is:
	 …………………………………………………………Phone: ………………………….…..

	First Aid Kit:
	Any [Council] vehicle + Site Shed +……………………………………………………….

	Fire Extinguishers:
	Any [Council] vehicle + Any mobile plant + Site Shed +…………….…….…….….…

	Eyewash station:
	……………………………………………………………………...……………………...……..

	Emergency shower:
	……………………………………………………………………...……………………...……..

	Material Safety 
Data Sheets
	Any [Council] truck + Site shed + 24 hour number + ……………….…….…….…….


PROCEDURE in the event of Bomb Threat, Fire, Explosion, Earthquake, Gas Leak, Major Spill etc

SUPERVISOR ON DAY:
4. Ensure all workers and visitors move quickly and sensibly to the nominated assembly point not stopping or detouring for any reason,

5. Ensure all workers and visitors are accounted for at the assembly area,

6. Ensure First Aider is giving First Aid to the level of his /her training,

7. Dial 000 or ( 112 for mobile phones),

8. Nominate emergency service(s) required: Ambulance, Fire Brigade, Police,

9. Provide:

	Name of Organisation:
	

	Nature of emergency:
	

	Road Name:
	

	Locality:
	

	Kilometres N / S / E / W  of nearest town (approx) OR Nearest cross street
	

	State number of people trapped or injured
	

	State number people missing
	

	If a spill: Quantity, Chemical, UN  number and Hazchem Code
	

	Other problems e.g. Fire, Risk of Fire, Fallen power lines, Flood
	


Do not leave the assembly area or re-enter the building/jobsite until instructed that it is safe and the “All Clear” has been given by the chief fire officer/police officer in charge of operations.

Once the 000/112 call is completed and all people are safe, call [Council’s] 24 hour number

Appendix R.7.            Accident or Safety Incident
For all emergencies requiring Police, Ambulance or Fire Brigade ring:

000

or from digital phones ring

112

If no phones are available attempt contact on two-way radio.
PROCEDURE:

10. If significant SPILL Use Environmental Emergency Procedure (copy in all [Council] vehicles.

11. Make Safe from Traffic. Stop traffic if necessary. Be sure to facilitate access for emergency vehicles
12. Give immediate First Aid and extinguish any fire.

13. Assess the situation, call 000 or 112 and tell the operator:

	Name of Organisation:
	

	Nature of emergency
	

	Road Name:
	

	Locality:
	

	Kilometres N / S / E / W  of nearest town (approx) OR Nearest cross street
	

	State number of people trapped or injured
	

	State number people missing
	

	If a spill: Quantity, Chemical, UN  number and Hazchem Code
	

	Other problems e.g. Fire, Risk of Fire, Fallen power lines, Flood, Weather
	


14. While waiting for Emergency Services:

Continue first aid if appropriate.

15. When Emergency Services arrive, they will take control

Give them details of the incident & any further actions you have taken and

Assist as directed with traffic control etc.
16. Call [Council’s] 24 hour number and inform them.

17. As soon as practicable report on the Incident using [Council’s] Accident / Incident Report (See Safety Management Plan Appendices).

Appendix R.8. Summary of Accident / Incident Procedure & Communications Strategy




Appendix S. Nominated Safety Management Representative

As at (  /  /2012 ) [Council’s] Nominated Safety Management Representative’s details are:

Surname: ………………………………..………………………..  First name: ……………………….……………….………………..
Office ‘phone: ……………………….……..…………………  Mobile: ………………………….……..…………..…………………..  
Relevant Qualifications:

…………………………………………….…………………………………..………………………..  
…………………………………………….…………………………………..………………………..  

…………………………………………….…………………………………..………………………..  

…………………………………………….…………………………………..………………………..  

…………………………………………….…………………………………..………………………..  

…………………………………………….…………………………………..………………………..  

Relevant experience:

…………………………………………….…………………………………..………………………..  

…………………………………………….…………………………………..………………………..  

…………………………………………….…………………………………..………………………..  

…………………………………………….…………………………………..………………………..  

…………………………………………….…………………………………..………………………..  

…………………………………………….…………………………………..………………………..  

Signed: …………………………………………………………………………Position: 
Signed: …………………………………………………………………………Safety Management Representative

Last page of SMP[image: image1.png]



Write (or attach) these safety controls on your SWMS





RISK RATING


1 – 	High risk; immediate action is required


2 – 	Significant risk; important to do something about this hazard as soon as possible


3-4 –	Medium risk; risk control measures are required


5-6 –	Low risk; manage by routine procedures





Y





HAS 000 BEEN CALLED ?





N





Y





OPEN ENTRY IN EMERGENCY REGISTER. �NOTE CALL AND ITS DETAILS 





[COUNCIL] RESPONSE REQUIRED ?





N





Y





[COUNCIL] CALLED RE ACCIDENT INCIDENT





DETERMINE LOCATION & ESTIMATE NATURE





MOBILISE [COUNCIL] CREW





CALL 000 AND ASK IF [COUNCIL] RESPONSES REQUIRED





COMPLETE  REGISTER AND REPORTS. �SEND REPORTS TO RMS.





CALL RMS TMC or �RMS Regional Traffic Commander





    END





CALL 000�AND DESCRIBE ACCIDENT.�DETERMINE IF [COUNCIL] RESPONSE REQUIRED.�LOG 000 CALL IN REGISTER





OUTSIDE WORKER





N





REPORT TO SAFETY REP





MAKE SITE SAFE FROM TRAFFIC





CONTINUE FIRST AID











IS THERE A SIGNIFICANT SPILL ?





ASSIST EMERGENCY SERVICES�ONLY TO THE EXTENT OF YOUR TRAINING











CALL [COUNCIL’S] 24 HOUR CONTACT AND DESCRIBE


THE ACCIDENT


THE LOCATION 


EMERGENCY SERVICES WHERE / WHEN





EXTINGUISH ANY FIRE





CALL 000  or 112 AND:


TELL THEM  IT IS [COUNCIL]


NATURE OF CRASH


LOCATION


NUMBER TRAPPED OR INJURED


OTHER PROBLEMS: POWER LINES, FIRE





CREW DISCOVERS  or LEARNS OF ACCIDENT OR INCIDENT





ASSIST THE INJURED





USE SPILL PROCEDURE �(IN [COUNCIL] VEHICLE)





24 HR CONTACT
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