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DELETE THIS BOX ONCE READ: 
These ArbSafe Pack resources are templates only. They must be customised for your workplace ensuring that:
· Relevant legal requirements have been met,
· Workplace / task specific risks are identified and managed, and
· Workers are consulted with during the customisation / review process.
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Our Site Health and Safety Rules

	[image: Warning with solid fill]
BEFORE BEGINNING A TASK, ASK YOURSELF FOUR IMPORTANT QUESTIONS:

· What am I about to do?
· What could go wrong?
· What could be done to make it safer?
· What have I done to communicate the hazards?
	
	[image: Bottle with solid fill][image: Smoking with solid fill][image: No sign outline]






This is an ALCOHOL, DRUG, and SMOKE FREE workplace
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You must notify your Supervisor if you are feeling UNWELL
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A JHA / SWMS must be completed at the start of each day. 
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All workers must be TRAINED, CERTIFIED, and LICENSED for the
task they are completing
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All contractors must have current INSURANCES and SAFETY DOCUMENTATION for works they are completing 
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HAZARDS, INJURIES and INCIDENTS must be reported immediately
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Everyone must be treated with RESPECT. 
Violence, bullying, or harassment will not be tolerated
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Good HOUSEKEEPING of all areas must be maintained
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We always KEEP ourselves and others AWAY FROM MACHINERY when we don’t need to be near it
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All ELECTRICAL ITEMS must have a current inspection / test tag
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If conditions are deemed unsafe – STOP WORK
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1. [bookmark: _Toc210592858][bookmark: _Toc413857249]About this Manual
Welcome to our company Work Health and Safety (WHS) Manual.
This Manual provides an overview of [Insert Company Name]’s work health and safety (WHS) management system, and the arrangements for managing WHS risks.
This Manual applies to all our workers, sites, and operations.
	[image: Clipboard outline]
	NOTE: Where the term ‘worker’ is used throughout this Manual, it includes both employees and contractors.



1. [bookmark: _Toc118877883][bookmark: _Toc210592859]WHS Policies and Objectives
[bookmark: _Toc118877884][bookmark: _Toc210592860]Policy and leadership
We are committed to ensuring the wellbeing of our workers, community members, and any others impacted by our works. This is demonstrated through the establishment of our WHS Policy and reflected throughout this Manual.
The WHS Policy is reviewed and signed annually and is displayed in our office.
[bookmark: _Toc118877885][bookmark: _Toc210592861]Our key objectives
Our key WHS objectives are:
· To ensure the wellbeing of our workers
· To comply with all applicable legislation
· To systematically manage and reduce WHS risks
· To improve WHS awareness and knowledge amongst our workers

[bookmark: _Toc210592862]People
[bookmark: _Toc210592863]Roles and Responsibilities
	Role
	Key WHS Responsibilities

	Company Manager
	This role is responsible for ensuring overall WHS performance.  Duties include:
· Overseeing the development, maintenance, implementation, and communication of this WHS Manual.
· Provide adequate resources for the successful implementation of this Manual.
· Monitoring WHS performance and compliance of the organisation against this Manual.
· Implementing the Hierarchy of Controls in all activities to minimise WHS risks.
· Leading by example and always promoting best practices.
· Ensuring safe equipment and plant is provided and maintained.
· Reviewing any WHS reports and inspections and actioning recommendations as required.
· Coordinating incident management activities including incident investigations, supporting workers onsite and reporting to relevant authorities.
· Implementing a return-to-work program for injured workers and managing workers compensation claims.
· Coordinating WHS meetings and programs.

	Supervisors / Crew Leaders
	This role is responsible for WHS performance of the work areas under their control.  Duties include:
· Leading by example and promoting good WHS practices at every opportunity.
· Promoting awareness of this Manual.
· Implementing this Manual in their area.
· Ensuring workers are properly trained.
· Ensuring WHS matters are discussed in team meetings.
· Providing workers with required PPE.
· Assisting with incident investigations as required.


	All workers (employees and contractors)
	This role is responsible for task specific WHS.  Duties include:
· Complying with the requirements of the WHS Manual.
· Ensuring that work activities are carried out in a safe manner.
· Using PPE as required.
· Reporting all hazards and incidents.
· Stopping any work that is unsafe.


	Contractors
	Contractors are additionally responsible for the following duties:
· Accepting and complying with the requirements of this WHS Management Plan and communicating the contents to the contractor’s employees.
· Ensuring the contractor’s workers comply with all WHS laws and other laws, WHS plans, and SWMS.
· Ensuring suitable training on WHS for its own employees.
· Actioning WHS reports and carrying out workplace inspections of its activities.
· Facilitating WHS meetings and programs with its own employees.
· Developing and implementing SWMS for all high-risk construction work activities and providing these to [insert company name].



[bookmark: _Toc210592864]Induction and Training
All workers will be inducted prior to starting work. This induction will be recorded on the Worker Induction Checklist. Further instructions for the induction are included within the Checklist.
All workers will complete mandatory induction, training, licenses, and verification of competency (VOC) in accordance with the Training Register, which identifies all role-specific training and competency needs and tracks their currency. The requirement for a VOC will be determined based on risk.[guidance: it is recommended to list exactly which plant / tasks will undergo a VOC e.g. chipper use].
Electronic copies of all employee licences, qualifications, and training certificates will be saved on the worker’s personnel file. 
Contractors will ensure that any role-specific training and competency requirements for their staff are identified and met.

[bookmark: _Toc210592865]Participation, Consultation, and Communication
Effective communication and consultation are critical to our WHS performance. Consultation occurs regarding the following matters:
· Hazard identification and risk assessment process.
· Control measures for the management of hazards and risks.
· Changes to policies and procedures or work processes which may affect WHS.
We will also consult with contractors on WHS matters associated with our works:
· During the negotiation phase before agreeing on the work requirements.
· Before starting any contractor operations.
· When any changes to workplace arrangements occur that could affect the health and safety of the contractors or affect their work procedures.
In the event a WHS issue arises, we are committed to resolving the matter promptly in consultation with our team members. Refer to Appendix A for the WHS Issue Resolution Process.

[bookmark: _Toc210592866]Fitness for Work
Workers must present to work in a fit state that does not place themselves or others at risk due to physical, mental, and emotional factors. 
[image: A no alcohol sign

Description automatically generated]We are always drug and alcohol free when working.
We are all required to be free of the effects of alcohol and drugs when working.
	[image: Clipboard outline]
	NOTE: ‘Working’ means the time between when we start our shift and the time we finish it including breaks.
‘Free of the effects’ means no detectable amount of drugs or alcohol through saliva or urine testing. This rule does not prohibit the safe use of prescription medication. 



Workers that observe another worker that may be working in an impaired manner should consult with their Supervisor to determine a course of action.
Where a worker is required to take a prescription medication that affects their safety or capacity to perform their duties, they must inform their Supervisor and a management plan will be determined.
[OPTIONAL SECTION] [Company name] conducts blanket, random, pre-employment, and for-cause drug and alcohol testing.

[bookmark: _Toc210592867]Personal Protective Equipment (PPE)
The following PPE is mandatory on all worksites:
· Steel or composite safety boots
· Hi-visibility long sleeve shirt
· Chainsaw chaps or trousers
· Safety glasses
Additional PPE will be worn as required for specific tasks / risks, for example:
· Gloves 
· Hearing protection
· Hard hat
· Full face visor
· P2 dust masks

	[image: Clipboard outline]
	NOTE: It’s not possible to cover all situations and PPE here. A risk assessment must always be used to select the PPE required for any task.



1. [bookmark: _Toc210592868]Hazard and Risk Management Process
	[image: Warning with solid fill]
BEFORE BEGINNING A TASK, ASK YOURSELF FOUR IMPORTANT QUESTIONS:

· What am I about to do?
· What could go wrong?
· What could be done to make it safer?
· What have I done to communicate the hazards?



This section of our WHS Manual outlines our minimum risk management requirements.
A formal process of hazard identification, risk assessment, control, and review will be used on our projects.
All (sub)contractors are also responsible to assess the risks associated with their respective work activities a part of the risk management process.

[bookmark: _Toc118877890][bookmark: _Toc210592869][OPTIONAL SECTION] Risk register
[This section is only applicable to companies that have (or will create) a Risk Register. Delete if not applicable]
Our WHS Risk Register identifies and assesses the main potential hazards involved in our core work activities.
The risk register is reviewed at least [annually]. More frequent review may be required (e.g. in response to significant changes or high potential incidents).
[bookmark: _Toc118877891]
[bookmark: _Toc210592870]Rating risk using the risk matrix
The Risk Matrix (refer to Appendix B) is used to assess and rate risks following a three-step process. 
	Step
	Action

	1
	Identify the consequence for risks. If a combination of harm, loss or damage could occur, the worst-case consequence is selected.

	2
	Determine how likely it is that the risk will occur and result in the consequence identified in Step 1.

	3
	Using the Risk Matrix (refer to Appendix B), identify the risk class/ranking, which then determines the level of action that is required to address the risk.



[bookmark: _Toc210592871]Identifying Effective Controls Using the Hierarchy of Controls
We put controls in place to protect people from risk.
We use the Hierarchy of Controls when determining the most suitable method by which to eliminate or minimise the risks of an identified hazard.  Figure 1 demonstrates the Hierarchy of Control.  
[image: ]
[bookmark: _Ref169164753]Figure 1 Hierarchy of Controls

[bookmark: _Toc210592872]Managing Risk JHAs and SWMS
[Note: this section should be customised to how your business specifically uses these tools. There is some flexibility to how, or if, JHAs are used. SWMS are strictly legislated.]
Job Hazard Analyses (JHAs) and Safe Work Method Statements (SWMS) are key tools for identifying, assessing, and controlling workplace risks. They break the job down into manageable tasks, identify the risks associated with each task and detail the controls necessary to manage each risk.
When to use:
· JHAs must be completed at the start of each day before work commences.
· SWMS are required for all High-Risk Construction Work (HRCW) as defined in WHS Regulations, but can also be used for other high-risk tasks as determined by the business.
Responsibilities:
· Supervisors/Managers: Ensure JHAs and SWMS are developed, reviewed, and communicated to workers prior to work starting.
· Workers: Participate in the development of JHAs and SWMS, follow the documented controls, and stop work if conditions change.
Record:
· JHAs are completed using the Job Hazard Analysis (JHA) form
· SWMS Library: The company maintains a base library of SWMS covering the main work activities undertaken. These SWMS must be used as a primary reference document that is reviewed / adapted to address site-specific conditions.
Review / Change Management:
· JHAs and SWMS must be reviewed whenever there is a change in the task, equipment, or environment.
· Completed JHAs / SWMS must be kept on file for reference.
[bookmark: _Toc210592873]Hazard Reporting
All workers are required to report hazards. When a new or uncontrolled hazard is observed:
	Step
	Action

	1
	Make area / situation safe.
	[image: Warning outline]
	The immediate priority is to ensure any hazard is controlled and to eliminate or minimise the risk of further injury, damage, or other loss.


 

	2
	Report the hazard to your Supervisor.

	3
	Complete a Hazard and Incident Report Form.

	4
	The Supervisor shall consult with workers to understand the hazard and determine the most suitable control measure/s for the hazard.

	5
	The agreed response to the hazard should be communicated to the person who reported the hazard.

	6
	The hazard and any required actions must be entered into the Hazard and Incident Register by the Supervisor and tracked to completion.



We will regularly review and evaluate the effectiveness of measures until the hazard is addressed and/or all risks have been effectively controlled.

1. [bookmark: _Toc210592874]Field Safety

[bookmark: _Toc210592875]Traffic Management
We will manage our works to minimise any impact to road users, pedestrians, and cyclists and in accordance with the Traffic Management for Works on Roads Code of Practice (WA). 
Wherever possible, we will avoid working near to the road reserve. Where this cannot be avoided, an authorised traffic management plan (TMP) and traffic guidance scheme (TGS) will be prepared, implemented, and communicated for works within the road reserve (as required by Main Roads WA or the local road authority). This will be supported by a SWMS for any work on or near the road reserve.
Traffic Control devices will be set out by adequately trained workers (e.g. Basic Worksite Traffic Management) in accordance with the approved TGS. This will at minimum include a Worker (symbolic) sign for any verge works.
Supervisors / Crew Leaders shall liaise with traffic management company personnel to ensure the safe and effective execution of the TMP on site.



[bookmark: _Toc210592876]Plant, Equipment and Vehicles
Operation:
Anyone operating vehicles, plant, or equipment must, as a minimum requirement:
· Have the licences required
· Be competent to complete the tasks assigned to them
· Be fit for work
· Carry out a pre-start inspection of the plant / equipment
· Have participated in a review of the relevant JHA / SWMS
· Assign a spotter / safety observer as required
· Establish suitable exclusion zones
· Not use handheld mobile phones while driving or operating machinery
· Comply with all relevant legal requirements
· Follow site rules
· Have access to the operator’s manual
· Restrain any loads securely
Maintenance: 
We will inspect, test, and maintain equipment in accordance with manufacturer and legal requirements. This will be identified and recorded in the Equipment Inspection Register. All service records will be retained on file.
[Guidance: Ensure this includes EWP 90-day inspections, 10 / 5 year major inspections]
Plant Risk Assessment (PRA):
A PRA must be completed before introducing any new high-risk item of plant into the workplace, using the Plant Risk Assessment Template. PRAs are required for all:
· [example] Chippers
· [example] Elevated Work Platforms (EWPs)
· [insert additional plant / machinery]
PRAs must cover safe use, inspection, maintenance, and storage requirements.
Existing plant must be reviewed periodically, or when modifications are made.

[bookmark: _Toc210592877]Working Near Powerlines
Any work near powerlines will be managed under a SWMS, and all electrical conductors must always be assumed to be live. The SWMS / JHA will identify requirements for:
· Minimum approach distances for people, plant, and vegetation 
· Safety Observers
· Plant / equipment insulation or earthing
· Network operator (Western Power / Horizon Power) permit and authorisation requirements

[bookmark: _Toc210592878]Electrical Equipment
All electrical works will only be carried out by licensed / authorised electrical workers.
When working with or near electrical equipment:
· Inspect electrical tools and equipment before use (check no defects and current tag)
· Report any frayed wires, damaged cables, or faulty switches to your Supervisor
· Temporary electrical supply cables / extension cords must be located so they are not subjected to mechanical damage, damage by liquids or high temperature nor present tripping hazards (e.g. supported off the floor, away from access routes, not through doorways / over sharp edges)
· Use lead stands or insulated cable hangers to keep temporary electrical supply cables / extension cords off the ground or if on the ground, cable protection ramps can be used
· Do not allow electric leads to lie in wet areas
· Do not operate or use any electrical equipment which has a Danger or Out of Service tag attached.
· If you receive a shock, even a small one, you must report it immediately and undergo a medical review

[bookmark: _Toc210592879]Work at Height and Tree Climbing
Work at height using Elevated Work Platforms (EWPs) and tree climbing presents significant risks and must only be carried out by trained and competent personnel. Before commencing any aerial work, a SWMS and rescue plan must be in place. A pre-climb tree health and condition assessment must be conducted by a competent person to check for structural defects, decay, disease, deadwood, or other hazards that may compromise climbing or rigging safety. If the tree is assessed as unsafe to climb, an alternative method such as use of an EWP must be used.
EWPs must be operated only by licensed or authorised operators, inspected before each use, and used in accordance with manufacturer’s instructions, with harnesses and lanyards always attached to designated anchor points. Tree climbing must be conducted using approved harnesses, ropes, and hardware that are inspected prior to use, with climbers always remaining connected to a secure rope system that provides fall protection.
Exclusion zones must be established beneath all aerial work areas to protect ground crew from falling branches, tools, or debris, and communication must be maintained between climbers, EWP operators, and ground crew throughout the task.

[bookmark: _Toc210592880]Hazardous Manual Tasks
Hazardous manual tasks, such as lifting, carrying, pushing, pulling, repetitive movements, or working in sustained awkward postures, can cause injuries including sprains, strains, and musculoskeletal disorders (MSDs). To reduce these risks, hazardous tasks must be assessed before work begins, and wherever possible mechanical aids such as winches, loaders, or lifting devices should be used to eliminate or minimise manual handling. Work should be planned to avoid unnecessary double handling, with loads broken down into manageable sizes and tasks rotated to limit repetitive strain and fatigue. Where manual handling is unavoidable, safe lifting techniques and team lifts must be applied, and work areas kept clear to prevent awkward or unsafe movements.

[bookmark: _Toc210592881]Noise
The hierarchy of controls is to be followed to eliminate or minimise noise hazards over 85dB(A) (or extended shift adjusted equivalent standard). This includes consideration of mobile plant and equipment with lower noise levels (e.g. battery vs petrol operated). Work practices such as job rotation and limiting time in high-noise areas should be applied to reduce overall exposure.
Where noise cannot be reduced to safe levels through engineering or administrative controls, hearing protection must be provided and worn. 
The use of headphones for music or personal devices is banned on site. However, approved communication headsets or earmuffs with integrated radios may be used where required for safety or operational purposes.

[bookmark: _Toc210592882]Hazardous Chemicals
No chemicals are to be brought to site without a current Safety Data Sheet (SDS) being readily available (electronic or hard copy). This document provides detailed safety information about a hazardous chemical.
As a minimum standard, all WHS precautions listed on the SDS must be followed when using or storing a particular chemical.
A list of all hazardous chemicals will be kept using our Hazardous Chemicals Register.

[bookmark: _Toc210592883]Housekeeping
Workers will be required to maintain the project site in a clean and tidy condition. Working areas, stairways, exits, firefighting and safety equipment must be always kept clear.
If required, working areas must be barricaded off and appropriate warning notices erected. 
Work areas and access to work area must be cleared at the end of each working day.

[insert any other relevant field safety topics specific to your business]

1. [bookmark: _Toc210592884]Contractors
[bookmark: _Toc210592885]Before Contractors Start Work
Before a contractor can begin work, they must ensure that certain requirements are met to minimise risks. The contractor must:
1. be provided with a scope of works
2. supply evidence of current insurances
3. complete site induction
4. declare any history of prosecutions for breaches of WHS legislation or environmental legislation
5. where the contractor will undertake high-risk construction works, the contractor shall supply a SWMS for acceptance before commencing work
[bookmark: _Toc118877903][bookmark: _Toc210592886][OPTIONAL SECTION:] Contractor Register 
[this Section is only required for businesses that have (or will create) a Contractor Register. Delete if not applicable]
To be eligible for engagement, contractors must first be listed on the Contractor Register. Listing on the Contractor Register indicates that the business has current insurances and is approved for use.
Staff should utilise contractors listed on the Contractor Register in the first instance. If a required contractor is not yet listed on the register, the person wanting to engage the contractor (‘requesting person’) must request insurance certificates direct from the contractor. Upon receipt of valid insurances, the vendor will be added to the Register and is approved to be engaged.

1. [bookmark: _Toc210592887]Incident Management
[bookmark: _Toc210592888]Immediate Incident Response
If an incident occurs:
	Step
	Action

	1
	Make area / situation safe and protect yourself from danger.
	[image: Warning outline]
	The immediate priority is to ensure any hazard is controlled and to eliminate or minimise the risk of further injury, damage, or other loss.


 

	2
	If necessary, call emergency services and evacuate site.

	3
	If an injury has been sustained:
	First aid is to be provided by a suitably qualified first aider.

	If required, arrange transport for the worker to an offsite medical facility in consultation with the injured worker and your Supervisor.




	4
	Report the incident to your Supervisor.

	5
	With consent from the injured worker, the Manager may contact the person’s emergency contact to inform them of the incident.



[bookmark: _Toc210592889]Incident Reporting
All incidents involving:
· Injury to any worker(s)
· Injury to the public
· Property/equipment damage
· Environmental harm
· Security breaches
· Motor vehicle accidents
· Near Miss incident with the potential to cause injury/damage/harm
Must be reported to the responsible Supervisor soon as possible.
An initial notification report is to be completed using the Hazard and Incident Report Form, which must be provided to the relevant Supervisor within 24 hours of the incident.
The Supervisor will record details of the incident in the Hazard and Incident Register.

[bookmark: _Toc210592890]Investigation
On receipt of a Hazard and Incident Report Form, an incident investigation will be conducted by the [company Manager] using the framework / fields required by the Hazard and Incident Register.
Depending on the severity of the incident or its potential consequences, a more detailed investigation may be undertaken involving the other workers, or an external specialist. Contractors are required to cooperate with any investigations undertaken by our company.

[bookmark: _Toc210592891]Notifiable Incidents
The [company Manager] will immediately report any notifiable incidents to WorkSafe WA or other relevant Authority.  This includes any:
· fatality
· serious injury or illness
· dangerous incident
[image: Qr code

Description automatically generated]Scan to access definitions of serious injury / illness, and dangerous incident.


Contractors will also be required to notify the relevant Authority where one of their workers has been involved in a notifiable incident and a copy of this notification is to be provided.
Where a notifiable incident has occurred, we will preserve the site for investigation by the relevant Authority (unless where action is required to make the site safe).

1. [bookmark: _Toc210592892]Injury Management
[bookmark: _Toc210592893]Day-to-day Management
The person who has overall responsibility for injury management is:
Name: [insert name]
Contact Details: [insert phone / email]

[bookmark: _Toc210592894]Our Commitment
We are committed to assisting injured workers to return to work as soon as medically appropriate and will adhere to the requirements of the Workers Compensation and Injury Management Act 2023 in the event of a work-related injury. Management supports the injury management process and recognises that success relies on the active participation and cooperation of the injured worker. Whenever possible, suitable duties will be arranged internally having regard for the injured worker’s medical restrictions.

[bookmark: _Toc210592895]Injury Management Steps
When there is an injury at work, we will:
	Step
	Action

	1
	Take all necessary action to provide the injured worker with immediate first aid and access to appropriate medical assistance.

	2
	Inform appropriate parties as soon as possible. Contact details for the workers compensation insurer, and other key parties:
	Workers’ Compensation Insurer: [insert name].
E: [insert email]




	3
	Inform the worker of the need to obtain a First Certificate of Capacity.

	4
	Supply the worker with a Workers Compensation Claim Form.

	5
	Assist the worker to complete the claim form.

	6
	Lodge the First Certificate of Capacity and claim form with the insurer within seven days.

	7
	Maintain close contact with the injured worker to check on progress and plan for the worker to remain at work or return to work as soon as medically appropriate.

	8
	Prepare a Return-to-Work Program (RTWP) (using the WorkCover WA approved form), in consultation with the treating medical practitioner and the injured worker, if required.

	9
	Refer the worker to a workplace rehabilitation provider, if required.

	10
	Monitor progress towards the return-to-work goal.

	11
	Communicate regularly with the insurer in relation to the injured worker’s claim.



For non-work related injuries, reasonable workplace adjustments will be determined in consultation with the worker.

[bookmark: _Toc210592896]Dispute Resolution
· If disagreements about the RTWP or suitable duties arise, we will work with the injured employee and anyone representing them to try to resolve the issue.
· If all parties are unable to resolve the dispute, we will seek to involve the insurer, an accredited rehabilitation provider, the treating doctor and/or an injury management consultant.

1. [bookmark: _Toc210592897]Emergency Management
All emergencies shall be managed in accordance with the applicable Emergency Management Plan, which establishes the processes to manage foreseeable emergencies relevant to our operations. 
For all site works:
· Refer to the Field Emergency Management Plan
For our depot / offices:
· Refer to the Depot Emergency Management Plan

1. [bookmark: _Toc210592898]Inspections
[bookmark: _Toc210592899]Workplace Inspections
Workplace inspections will be conducted [insert how often] using the Workplace Inspection Checklist.
Any required actions to eliminate or reduce hazards are to be implemented immediately or assigned to a responsible person.
[bookmark: _Toc210592900]Equipment Inspections
We will inspect, test, and maintain equipment in accordance with manufacturer and legal requirements. This will be identified and recorded in the Equipment Inspection Register.

1. [bookmark: _Toc210592901]Documents and Records Management
WHS documents and records must be retained as follows:
	Document / Record
	Minimum retention period

	WHS Policies and Manual
	Until the Policy or Manual has been superseded by a newer document

	Training records
	7 years after the employee ceases to work for us

	JHAs and SWMS
	2 years

	Risk Register
	Until the Risk Assessment has been superseded by a newer Risk Assessment or 7 years after the process is no longer being conducted

	Incident and Hazard Report Forms and investigations
	7 years

	WHS audits and inspections
	7 years

	Workers compensation records
	60 years

	Plant and equipment inspection and maintenance records
	For the life of the asset (until it is disposed of or sold).



Records may not be disposed of until after its retention period has expired.

[bookmark: _Toc118877937][bookmark: _Toc210592902]Document Review and History
[bookmark: _Toc118877938][bookmark: _Toc210592903]Review
This Manual will be reviewed and updated as required and at least every [two years] by the document owner. 
[bookmark: _Toc118877939][bookmark: _Toc210592904]History
	Version
	Date
	Approved by
	Description of changes

	1.0
	TBC
	TBC
	Issued for use.


	


[bookmark: _Toc210592905]Appendix A		ISSUE RESOLUTION FLOW CHART





[bookmark: _Toc210592906]Appendix B		RISK MATRIX
	
	Negligible
	Minor
	Moderate
	Major
	Severe

	Almost Certain
	M
	M
	H
	H
	H

	Likely
	M
	M
	M
	H
	H

	Possible
	L
	M
	M
	H
	H

	Unlikely
	L
	L
	M
	M
	H

	Rare
	L
	L
	L
	M
	M



	Risk Rating Outcome

	High (H)
	Investigate further risk reduction urgently and proactively in consultation with workers. Higher level control measures (following hierarchy of control) implemented wherever possible. Monitor and review controls to ensure they are implemented effectively.

	Medium (M)
	Active management. Additional control measures implemented where risk can be further reduced. Monitor and review controls to ensure they are implemented effectively.

	Low (L)
	Risk is tolerable. Control, monitor and review with normal risk management process.



	Consequence Rating

	Consequence
	Descriptor

	Severe
	Fatality
$$$$$

	Major
	Hospitalisation
$$$$

	Moderate
	Medical treatment
$$$

	Minor
	First aid
$$

	Negligible
	No injuries
$



	Likelihood Rating

	Likelihood
	Descriptor

	Almost Certain
	Expected to occur regularly under normal circumstances. Could occur weekly.

	Likely
	Expected to occur at some time. Could occur monthly.

	Possible
	May occur at some time. Could occur annually.

	Unlikely
	Not likely to occur in normal circumstances. Could occur more than annually but less than 10 yearly.

	Rare
	Could occur in exceptional circumstances or once in 10 years.
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