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Disclaimer 
 
The authors of the WHSE SubbyPack  expressly disclaim any 

and all liability and responsibility to any person in respect of 

anything, or the consequence of anything, done or omitted by 

any person in reliance, whether wholly or partially, upon the 

whole or any part of this document. 
 
Duty of Care 
 
The information in the Pack is intended to be 

general in nature. 
 
The employer or person in control of the works and or area(s) 

using the Pack has a strict duty to review the area(s) at which 

the work is to be carried out and the nature of the activities 

that will be carried out or performed. 
 
This Pack is not intended to substitute for specific legal advice, 

but to provide guidance to enable self employed persons, 

suppliers, service providers, contractors and subcontractors 

(organisations) to manage Occupational Health Safety and 

Environment (OHSE) in a systematic manner. 
 
Additional information may need to be developed 

taking account of the circumstances specific to site 

conditions, trade interface, client requirements and 

company policy and procedures. 
 
All documents relating to OHSE should be regularly reviewed 

and updated to reflect changes or updates to legislation, 

codes, standards and organisational policy and procedures. 

 
 
 
 
 

 
Revision of the Pack 
 
The Pack was reviewed and amended in March 2014 to 

reflect the current requirements in the Australian building 

and construction industry. It outlines the minimum 

requirements for the management of OHSE by relevant 

organisations. For detailed legislative requirements 

reference should be made to the appropriate jurisdiction. 
 
It is designed to assist an organisation with their OHSE 

performance by providing a ñstandardisedò approach to 

developing an OHSE Management Plan. The Pack is relevant 

whether an organisation has minimal or no OHSE 

arrangements in place or is looking to improve upon an 

existing OHSE Management System. It is not designed to 

replace an existing OHSE Management System. 
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Introduction 

 
The WHSE Subbypack (the Pack) is designed for use by self employed persons, suppliers, service 

providers, contractors and subcontractors (organisations) operating within the Australian building 

and construction industry. 
 
It is provided to assist an organisation to develop an OHSE Management Plan and is relevant 

whether an organisation has minimal or no OHSE arrangements in place or is looking to improve 

upon an existing OHSE Management System. 
 
Overall, the Pack aims to assist an organisation to improve their OHSE performance by helping 

them to focus on the elimination or minimisation of OHSE hazards and risks within the workplace. 

Further, it aims to promote a national focus on OHSE within the Australian building and 

construction industry by assisting organisations in meeting some of the principal requirements of: 
 
Á Australian Standard/New Zealand Standard AS/NZS4801 Occupational Health and Safety 

Management Systems Specification with Guidance for Use;  
 

Á Australian Standard/New Zealand Standard AS/NZS International Standards Organisation 

(ISO)14001 Environmental Management Systems with Guidance for Use; and  
 

Á NOHSC:1016 National Standard for Construction Work.  
 
In achieving its objective, the Pack is separated into two sections: 

 
 

 
WHSE Guidelines 
 
Provides five steps that guide 

an organisation in setting up 

an WHSE Management Plan. 

 
 
 
WHSE Management Plan 
 
Provides templates for policies 

and procedures that can  
be used to set up  WHSE 

Management Plan. 
 
 
 
 
Organisations seeking further information or assistance in establishing an OHSE Management Plan 

should refer to industry bodies, regulators and employer/employee associations. 
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Common Terms 

 
There are some common terms that an organisation is likely to encounter during the 

development and implementation of an WHSE Management Plan. Some are as follows: 
 
ócompetent personô means a person who has acquired, through training, qualification, or 

experience, or a combination of these, the knowledge and skills, to perform the work activity. 
 
óconstruction projectô means a project involving construction work, and includes design, 

preparation, and planning. 

 
óconstruction siteô means a place at which construction work is undertaken, and any other area in the vicinity 

where plant or other material used or to be used in connection with the construction work is located or kept 

during the construction work. It does not include a place where elements are manufactured óoff siteô. 
 
óconstruction workô means any of the following: 
 

(a) excavation, including the excavation or filling of trenches, ditches, shafts, wells, tunnels 

and pier holes, and the use of caissons and cofferdams;  
 

(b) building, including the construction (including the manufacturing of prefabricated elements of a 

building at the place of work concerned), alteration, renovation, repair, maintenance and 

demolition of all types of buildings; and  
 

(c) civil engineering, including the construction, structural alteration, repair, maintenance and 

demolition of, for example, airports, docks, harbours, inland waterways, river, and sea defence 

works, roads and highways, railways, bridges and tunnels, viaducts, and works related to the 

provision of services such as communications, drainage, sewerage, water and energy supplies.  

 
óconsultationô refers to a process through which advice is given or views are exchanged. This means a 

process through which WHSE information is shared with employees and includes arrangements where 

employees are provided opportunity to meaningfully contribute to the resolution of WHSE issues. 
 
ódemolitionô means the complete or partial dismantling of a structure by planned and controlled 

methods or procedures. 
 
óemployeeô refers to all persons (including workers, suppliers, service providers, contractors, 

subcontractors, consultants, visitors, and others) who are engaged by, or under the control of the 

organisation at the workplace. 
 
óenvironmentô refers to the surroundings in which an organisation carries out activities, including air, 

water, land, natural resources, flora, fauna, humans and their interaction. 
 
óhazardô means a source or a situation with a potential for harm in terms of human injury or ill-

health, damage to property, damage to the environment, or a combination of these. 
 
óhigh-risk construction workô refers to óconstruction workô that: 
 

a) has risk of a person falling 2.0 metres or more;  
 

b) is on telecommunications towers;  
 

c) involves demolition;  
 

d) involves the disturbance or removal of asbestos;  
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e) involves structural alterations that require temporary support to prevent collapse;  

 
f) involves a confined space;  

 
g) involves excavation at a depth greater than 1.5 metres;  

 
h) is of tunnels;  

 
i) involves the use of explosives;  

 
j) is on or near pressurised gas distribution mains and consumer piping;  

 
k) is on or near chemical, fuel or refrigerant lines;  

 
l) is on or near energised electrical installations and services;  

 
m) is in an area that may have a contaminated or flammable atmosphere;  

 
n) involves tilt-up and pre-cast concrete;  

 
o) is on or adjacent to roadways or railways used by road or rail traffic;  

 
p) involves movement of powered mobile plant;  

 
q) is in an area where there are artificial extremes of temperature;  

 
r) is in, over or adjacent to water or other liquids where there is a risk of drowning;  

 
s) involves diving;  

 
t) involves removal of hazardous substances (lead paint, PCBôs etc);  

 
u) involves the storage and/or use of dangerous goods or chemicals including refuelling of plant;  

 
v) is in areas of unidentified contaminated soils;  

 
w) involves the disposal and or collection of storm water, surface water or ground water;  

 
x) involves exposure to excessive noise or vibration;  

 
y) involves the generation, storage, handling and disposal of solid/liquid waste including 

concrete waste, paint wastes and other wash-out liquid wastes; and  
 

z) involves exposure to excessive dust emissions from work activities, plant and traffic.  
 
óincidentô means an event that has the potential to harm or injure a person or the environment. 
 
óinduction trainingô refers to several types of training dependant on whether the employee is new to the 

industry, new to the site, or performing a new work activity. The types of training are as follows: 
 

a) General industry inductionðtraining in the general hazards and risks associated with the construction 

industry. This training must be carried out by a registered training organisation (RTO);  
 

b) Work activity inductionðtraining in the hazards, risks and control measures associated 

with the work activity or task (e.g. Task Specific Safe Work Method Statement); and  
 

c) Site specific Inductionðtraining in the hazards, risks and control measures specific to the construction 

site (e.g. site rules, emergency evacuation and first aid procedures, and environmental controls). This 

training is generally carried out by the Principal Contractor in control of the project.  
 
óMSDSô means a Material Safety Data Sheet. The MSDS includes: 
 

a) the ingredients of a product;  
 

b) the health effects of the product and first aid instructions;  
 

c) precautions to follow when you use the product;  
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d) environmental considerations;  
 

e) safe handling and storage information; and  
 

f) MSDS issue date (can be no older than five years).  
 
óOccupational Health Safety and Environment (WHSE) Management Planô is a site-specific document that 

enables the hazards and risks associated with the work activity to be identified, managed, and mitigated. 
 
óorganisationô is a self-employed person, contractor, sub-contractor, company, corporation, firm, 

enterprise or institution, or other legal entity, whether incorporated or not. 
 
óplantô means any machinery, equipment (including scaffolding), appliance, implement or tool, 

including any component, fitting or accessory to any machinery, equipment (including scaffolding), 

appliance, implement or tool. 
 
óriskô means the likelihood of a hazard causing harm to a person or the environment. 
 
ósafe work method statement (SWMS)ô means a statement that: 
 

a) describes how the work is carried out;  
 

b) identifies the work activities assessed as having safety or environmental risks;  
 

c) states what the safety and environmental risks are;  
 

d) describes the control measures that will be applied to the work activities;  
 

e) describes how measures will be implemented to do the work in a safe and environmentally 

sound manner; and  
 

where required: 
 

f) outlines the legislation, standards and codes to be complied with; and  
 

g) includes a description of the equipment used in the work, the qualifications of the personnel doing 

the work and the training required to do the work in a safe and environmentally sound manner.  
 
Note: States and territories may use different terms to describe a Safe Work Method Statement. 

For example job safety analysis (JSA) or job safety and environment analysis (JSEA). 
 
óservicesô means any gas, water, sewerage, communication, electrical service or other 

services, such as chemical, fuel and refrigerant lines, supplied to or adjacent to a site. 
 
óworkplaceô means a place, whether or not in a building or structure, where employees or self 

employed persons work. 
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OverviewðFive key steps 

 
The WHSE Guidelines outlines five steps to assist an organisation to develop an WHSE 

Management Plan. The steps are as follows: 

 
Step OneðSet up a Policy 

 
Develop a Policy to demonstrate a commitment to WHSE. 

 

Step TwoðPlanning 
 

Review the type of work to be performed. 

Develop procedures to demonstrate how hazards 

and risks are identified and controlled, and how 

legal and other requirements are met. 

 
Step ThreeðImplementation 

 
Nominate who will be responsible for setting up the WHSE  
Management Plan. Ensure that those made responsible 

have the time, resources and skills to get the task done 

safely and without harm to the environment. Implement a 

procedure to manage WHSE documentation and ensure 

regular consultation with all employees on WHSE matters. 
 

Step FourðEvaluation and Inspection 
 

Undertake regular inspections of the workplace to 

determine the effectiveness of hazard identification and 

risk assessment processes, and control measures. 

 
Step FiveðReturn to Work and Injury  
Management 

 
Implement an injury management and return to work program to 

assist injured employees to return to their pre-injury duties as 

soon as practicable after a work-related injury. 
 
 
Complementing the WHSE Guidelines is the WHSE Management Plan. 
 
The WHSE Management Plan contains template forms and procedures that may be used to assist 

an organisation to develop its own plan. The application of each form and procedure is highlighted 

throughout the five steps of the WHSE Guidelines. 
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Step oneðSet up a policy 

 

Scope 
 

To develop a policy to demonstrate a commitment to WHSE. 
 

Objective 
 

To develop an WHSE policy which demonstrates that the organisation is committed to the health, safety and 

welfare of its employees and anyone else that may be affected through its organisational activities. This 

commitment extends to controlling the hazards and risks that have the potential to harm the environment. 

@ Action 

Develop a policy which states that: 
 

Á the employer is responsible for WHSE;  
 

Á the organisation is committed to the continual improvement of WHSE management;  
 

Á the organisation will comply with all relevant WHSE legislation;  
 

Á the organisation will ensure that all employees are provided with information, instruction, 

training, resources and supervision, having regard to the hazards and risks associated with 

the organisationôs activities; and  

 

Á the organisation will consult with employees on matters to do with WHSE.  
 

The policy must be signed and dated by senior management and should be made 

accessible to all employees. 

 

4 WHSE
Reference

003ðOccupational Health and Safety Policy in the WHSE Management Plan 
provides a sample of an WHSE Policy. 
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Step twoðPlanning 

@ Preliminary Action  
 

As a key step in seeking to develop an WHSE Management Plan, the organisation should describe 

in writing the work they will be undertaking. 
 

To maximise the potential to address WHSE issues, the Plan should be developed taking into 

account the specified work activities. 

4
 Reference 

 
 

WHSE 002ðProject Details and Introduction in the WHSE Management Plan provides a 

template for documenting the details of an organisationôs work activities. 
 

Once the organisation has documented its work activities, it should start to plan how it will address the 

WHSE issues relevant to those activities. 
 

As an important step in this process, the organisation will be required to develop procedures to demonstrate how: 
 

Á hazards and risks are identified and controlled; and  
 

Á legal and other relevant WHSE requirements are met.  
 
 

This is outlined in two parts as follows. 

 
Part OneðRisk Management 

 
Scope 

 
To develop procedures which detail how hazards are identified, risks are assessed and control 

measures are implemented within the organisation. 

 
Objective 

 
Á To develop procedures, including a Safe Work Method Statement(s), which demonstrates how 

hazards are identified and risks are assessed. The procedures should cover WHSE hazards and 

risks relevant to the work activities.  
 

Á To implement control measures for WHSE hazards and risks in accordance with the Hierarchy of 

Control (as outlined in the below diagram series).  
 

Á To ensure the allocation of responsibilities and the availability of resources to identify hazards, 

assess the risks and to implement control measures. Resources and responsibilities should also be 

assigned to assess the effectiveness of the risk management process.  
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The following diagram demonstrates the risk management process. This process is relevant in 

identifying hazards, controlling risks and implementing control measures for a work activity or task. 
 
 
 
 
 
 
 
 
 

 
Review the effectiveness 

of control measures 

 
 
 

 
Implement 

Control Measures 
 
Physical/engineering 

administrative e.g. a physical 

barrier, job procedure, 

personal protective equipment. 

 
 

 
Work activity/changes 

to scope 

 
 
 
 
 
 

 RISK 

MANAGEMENT 
 

PROCESS 
 
 
 
 
 
 

Assess the risks 
 

i.e. high (1), medium (2) or 

low (3) in terms of potential 

for harm to people or the 

environment. 

 
 
 
 
 
 
 

 
Identify all 

potential hazards 
 
Consider what hazards can 

cause injury to a person or 

harm the environment. 
 

 
For each potential 

hazard, identify risks 
 
What can go wrong, how 

can workers or the 

environment be harmed? 

 
The following diagram demonstrates the Hierarchy of Control. This is relevant in considering 

appropriate measures for eliminating or minimising hazards and risks. 
 
 
 
best control 

 
 
 
 
 
 
 
 
 
 
 
 

 
worst control 

 
1. Remove the hazard completelyð(Elimination) e.g. 

through a design change.  
 

2. Separate people from the hazardð(Substitution) e.g. 

guards on power tools, use effective barriers and edge 

protection, enclose noisy machinery, environmental 

catchments/ sedimentation ponds.  
 

3. Use an engineered controlð(Isolation) e.g. use an Earth 

Leakage Device (safety switch) on electrical source, use a 

machine to lift heavy objects, use scaffolding rather than 

ladders to reduce the risk of falls, environmental swales, 

booms or barriers, paint wash out station.  
 

4. Change work practices e.g. training in lifting techniques or 

safe work procedures, tagging procedures, waste sorting.  
 

5. Provide Personal Protection Equipment (PPE) e.g. 

hearing protection, eye protection, spill kit.  
 
Note: PPE should be the last option to protect people 
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@
 Action 

 
 

Taking into account the work activities, develop written procedures which address the following: 
 

Á How will potential hazards be identified?  
 

Á How will risks be identified and assessed, i.e. High (1), Medium (2), Low (3)?  
 

Á How will control measures be implemented and monitored?  
 

Á Who will be nominated to undertake and review risk management activities?  
 

Senior management must ensure that all employees are provided with information, instruction, 

training, supervision and resources to get the task(s) done with minimal impact on people or the 

environment, and having regard to the hazards and risks associated with the work activities. 
 

The organisation should consider establishing WHSE objectives and targets that will support and maintain the 

effectiveness of the WHSE Management Plan. As an example, an organisation might set an objective to 

implement risk management processes relevant to the work activities. The target might be to assign  
resources (i.e. 2 people) to develop risk management procedures within a specific timeframe (i.e. 2 months). 

4  

 

 

 

 

 

In the WHSE Management Plan: 

 

WHSE 004ðHazard Identification, Risk Assessment and Control outlines a policy and procedure for identifying hazards, assessing 

their risks and implementing control measures. 

 

WHSE 005ðHazard Categories provides a template for identifying some of the hazards that may be associated with an 

organisationôs work activities. 

 

WHSE 006ðRisk Matrix provides a process for identifying a risk class/ranking for potential workplace hazards. The matrix is used to 

determine the level of danger or seriousness of the risk, how likely it is to occur and how detailed control measures will need to be to 

eliminate or minimise the risk. 

 

WHSE 007ðSafe Work Method Statement provides a template for a Safe Work Method Statement (SWMS). The SWMS provides a process 

for identifying the potential hazards of a work activity, assessing their risk and recording how to eliminate, or minimise them. An example SWMS 

is included in the latter part of the WHSE Guidelines. 

 

WHSE 008ðObjectives and Targets provides a sample for how an organisation might establish their WHSE objectives and targets. 

 

WHSE 009ðPersonal Protective Equipment provides a template for recording all PPE that has been supplied to employees and is 

specified as a control measure in the SWMS. 
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Part TWOðLegal and Other Requirements 
 

Scope 
 

To identify the legislation, codes and standards relevant to the organisationôs activities. 

 
Objective 

 
To ensure that the organisation maintains awareness and access to current legislation, codes and 
standards to comply with its legal obligations. 

@ Action   
Á Identify the legislation, codes and standards relevant to the organisationôs activities.  

 

Á Ensure that the information is accessible to employees.  
 

Á Keep all information up-to-date.  
 

Á Advise employees of any changes.  

4
 Reference 

 
 

Organisations seeking information or assistance in relation to legal and other related WHSE 

requirements should refer to industry bodies, regulators and employer/employee associations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
Step TwoðPlanning WHSE SUBBYPACK| 14 



 

 

 
 
 
 
 
 

Step ThreeðImplementation 

 
In order to implement the WHSE Management Plan, an organisation will need to: 

 
Á define the roles and responsibilities of employees;  

 

Á assess the competency levels of employees and ensure they are provided with appropriate training;  
 

Á develop and maintain regular consultation with employees; and  
 

Á implement a document management procedure to ensure the validity of WHSE 

documentation. These activities are outlined in four parts as follows.  

 

Part OneðRoles and Responsibilities 
 

Scope 
 

To determine the roles and responsibilities of employees in reference to the WHSE Management Plan. 

 

Objective 
 

To allocate roles and responsibilities to ensure that the appropriate time and resources are 
provided to effectively implement and maintain the WHSE Management Plan. 

@ Action   
Á Determine the WHSE roles and responsibilities of all employees.  

 

Á Determine who will be responsible for implementing and maintaining the WHSE Management Plan.  
 

Á Communicate the WHSE roles and responsibilities to all employees.  

4
 Reference 

 
 

WHSE 010ðRoles and Responsibilities in the WHSE Management Plan provides a sample 

reporting chart for documenting the roles and responsibilities within an organisation. 
 

Note: This sample may need to be modified to reflect the actual management levels of the organisation. 
 

Organisations seeking further information or assistance in relation to WHSE roles and responsibilities 

should refer to industry bodies, regulators and employer/employee associations. 
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Part TwoðTraining and Competency 
 

Scope 
 

To train, educate and assess employees in the requirements of the WHSE Management Plan. 

 
Objective 

 
To ensure all employees are trained to fulfil their roles and responsibilities, and are competent to perform 
all tasks in a way that is safe and does not adversely impact on themselves, others or the environment. 

@ Action   
Á Assess employee competencies in relation to their work activities.  

 

Á Provide employees with:  
 

Á induction training, including general industry (safety awareness), work activity;  
 

Á site specific induction training;  
 

Á training in relevant parts of the WHSE Management Plan; and  
 

Á training in their specific roles and responsibilities.  
 

Á Maintain a record of employee competency levels and training activities. These records must be 

readily available for review by the Principal Contractor and other parties, as required.  
 

Á Ensure employee competencies and/or qualifications are reviewed on a regular basis and 

updated as required.  

4
 Reference 

 
 

Listed within Common Terms are the three main types of induction training that must be 

provided to employees. 
 

WHSE 011ðTraining and Competency Register in the WHSE Management Plan provides a 

template for recording employee competency levels and training activities. 
 

Organisations seeking further information or assistance in relation to training and competency 

requirements should refer to industry bodies, regulators and employer/employee associations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
Step ThreeðImplementation WHSE SUBBYPACK| 16 



 

 

 
 
 
 
 

 

Part ThreeðConsultation 
 

Scope 
 

To consult with employees on WHSE matters. 

 
Objective 

 
To provide an agreed mechanism where employees can discuss and express their views on WHSE 
matters. To consult on a regular basis and to document all WHSE consultation. 

@ Action   
Á Determine the nature of the consultative arrangements, e.g. Toolbox Talks or Pre-start Talks.  

 

Á Determine what topics will be included in the consultative arrangements. As a minimum, issues 

such as changes in work conditions/processes, high risk work, WHSE alerts or changes in 

legislation should be considered in the consultation.  
 

Á Determine how often the consultation will occur, i.e. daily, weekly or other.  
 

Á Ensure all consultation, including the consultation arrangements, are documented.  

4
 Reference 

 
 

In the WHSE Management Plan: 
 

WHSE 012ðConsultation outlines a policy and procedure for consultation with employees on 
WHSE. 

 
WHSE 013ðToolbox/Pre-start Talks provides a template for recording the details of Toolbox 

Talks/Pre-start Talks. 
 

Organisations seeking further information or assistance in relation to consultation requirements 

should refer to industry bodies, regulators and employer/employee associations. 
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Part FourðDocument Control 
 

Scope 
 

To establish a system of document management for WHSE information, policies and procedures. 

 
Objective 

 
To ensure all documents, forms and procedures that are used for purpose of WHSE records, are 
maintained, relevant and up-to-date. 

@ Action   
Á Check all documents on a regular basis and remove any out of date information.  

 

Á Check that all documents contain information detailing the date the document was produced and 

include a version number.  
 

Á Check that all documents are filed and reasonably accessible to employees.  
 

Á Retain all documents relating to WHSE, including the WHSE Management Plan, for a minimum 

of seven years.  

4
 Reference 

 
 

WHSE 001ðDocument Control in the WHSE Management Plan outlines a policy and 

procedure for document management, and provides a template for document control. 
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Step FourðEvaluation and Inspection 

 

 

Scope 
 

To determine the effectiveness of hazard identification and risk assessment processes, and to 

review and evaluate control measures. 

 
Objective 

 
Á To review and evaluate control measures to determine whether they are effectively managing risks.  

 

Á To undertake regular inspections of the workplace to monitor control measures to reduce the 

likelihood of an incident.  
 

@ Action   
Á Regularly inspect the workplace, work processes, plant and equipment operation, and other 

areas affected by the work activity.  
 

Á Monitor compliance with the WHSE Management Plan, in particular Safe Work Method Statements.  
 

Á Undertake specific monitoring as required, i.e. health, noise, dust or environmental monitoring.  
 

Á Evaluate WHSE incidents, reported hazards and any issues identified through WHSE inspection processes.  
 

Á Implement and review corrective actions to minimise the risk, or reoccurrence of WHSE hazards and risks.  
 

Note: The use of checklists in the inspection process provides for a more consistent and uniform 

coverage of WHSE issues. 

4
 Reference 

 
 

In the WHSE Management Plan: 
 

WHSE 014ðWorkplace Inspection Checklist provides a template checklist for a generic 

workplace inspection. This template should be modified to include the hazards that are specific to 

the worksite being inspected. 
 

WHSE 015ðPlant and Equipment outlines a policy and procedure for the inspection and 

maintenance of plant and equipment. 
 

WHSE 016ðPlant and Equipment Register provides a template for recording the details of all 

plant and equipment to be used by an organisation during the course of a work activity. 
 

WHSE 017ðPlant and Equipment Pre-start Checklist provides a template checklist for 

undertaking pre-start inspection and evaluation of plant and equipment. 
 

WHSE 018ðPlant and Equipment Regular Checklist provides a template checklist for undertaking 

general inspection and evaluation of plant and equipment. 
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WHSE 019ðHazardous Substances/Dangerous Goods outlines a policy and procedure for the 

review and maintenance of any hazardous substance and/or dangerous good that may be used 

during the course of a work activity. 
 
WHSE 020ðHazardous Substances/Dangerous Goods Register provides a template for 

recording the details of any hazardous substance and dangerous good that may be used during 

the course of the work activity. 
 
WHSE 021ðElectrical Equipment provides a policy and procedure for the use, inspection and recording 

of any electrical equipment that may be brought on site for the purpose of the work activity. 
 
WHSE 022ðElectrical Equipment Register provides a template for recording the details of any 

electrical equipment that may be brought on site. 
 
WHSE 023ðHazard Reporting outlines a policy and procedure for reporting hazards and for 

establishing control measures to mitigate or minimise their effect. 
 
WHSE 024ðHazard Report provides a template for reporting hazards, documenting control 

measures and managing corrective actions. 
 
WHSE 025ðInjury and Incident Investigation outlines a policy and procedure for reporting, 

recording and investigating incident and injuries within the workplace. 
 
WHSE 026ðRegister of Injuries provides a template for reporting and recording the details of a 

workplace injury. 
 
WHSE 027ðIncident Investigation Report provides a template for reporting and investigating 

WHSE incidents. This includes any incident involving medical attention or off site treatment, a near 

miss, property/ plant damage or injury to the public or the environment. 
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Step FiveðInjury Management and 
 

Return-to-Work 

 

Scope 
 

To establish and implement an injury management policy and return to work program. 

 
Objective 

 
To implement an injury management policy and return to work program to assist injured 
employees to return to their pre-injury duties as soon as practicable after a work-related injury. 

@ Action   
Á Ensure that there is a current workersô compensation policy in place, and that the policy complies 

with all statutory requirements.  
 

Á Develop and implement a process for injury notification. Ensure employees are aware of the 

requirement to report injuries as soon as possible. Keep a record of all injuries.  
 

In the event of an injury: 
 

Á Develop a return-to-work program in consultation with the injured employee and their treating 

medical practitioner.  
 

Á Ensure the return-to work program demonstrates a commitment to providing the employee with 

suitable duties during the course of their treatment.  
 

Á Nominate a return-to work coordinator to assist the injured employee to return to their pre-injury 

duties as soon  

as practicable.  
 

Á Monitor the ongoing effectiveness of the employee return-to work program.  
 

4 Reference  
 

In the WHSE Management Plan: 
 

WHSE 025ðInjury and Incident Investigation outlines a policy and procedure for reporting, 

recording and investigating incident and injuries within the workplace. 
 

WHSE 026ðRegister of Injuries provides a template for reporting and recording the details of a 

workplace injury. 
 

WHSE 029ðInjury Management and Return-to-Work outlines a policy and procedure 

for injury management and return-to-work. 
 

Injury management and return-to-work requirements may differ between jurisdictions. Organisations 

seeking further information or assistance in relation to injury management and return-to-work 

requirements should refer to industry bodies, regulators and employer/employee associations. 
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INSERT ORGANISATION LOGO INSERT SWMS NUMBER 
 
 
 

Example ï Safe Work Method Statement (SWMS) 

 
 
Organisation Details 

 

Organisation Name: Company ABC  Contact Name::   Bob Jones 
 

         
 

ACN/ABN 83 79X XXX XXX  Contact Position: Works Supervisor 
 

         
 

Address: 1 ABC Street, Canberra City, ACT 2600  Contract Phone Number: 02 62XX XXXX 
 

         
 

Project Details:         
 

         
 

Project:       Area:  
 

         
 

       This SWMS has been developed in consultation 
 

 Use of a Mobile Elevated Work Platform (MEWP) Boom     with 
 

Activity:       
Reviewed by: ________________________ 

 

       
 

       Position: __________________ Date: _ / __ / 
 

Resources / Trades 
Construction Workers 

      
 

Involved: 
      

 

        
 

Plant & Equipment Used: MEWP Boom       
 

    
 

Maintenance checks: 
Daily Operators Check to be documented in the Log book, 90 Day Inspection, Annual Inspection, 10 Year Inspection. and/or as per 

 

manufacturers recommendations       
 

       
 

         
 

Materials Used:         
 

      
 

Occupational Health Safety 
  

Codes or Standards 
Australian Standard AS 2550.10 Mobile Elevating Work 

 

Occupational Health & Safety Act 2000, -  Platforms ïSafe Use. Codes of Practice: Occupational 
 

or Environmental Occupational Health & Safety Regulation 2001  Applicable to the Health & Safety Induction Training for Construction Work 
 

Legislation: Chapter 5 Plant  Works: 1999. Moving Plant on Construction Sites 2004, Work near 
 



 

 

     overhead power lines 2006 
 

         
  




