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1. Terms and Definitions 

The following WHS responsibilities have been taken form the Work, Health & Safety Act 
(NSW) 2011, and the AS/NZS ISO 45001:2018 Requirements with guidance for use - 
Occupational health and safety management systems - Requirements with guidance for use. 
 
Dangerous Incident 
An incident in relation to a workplace that exposes a worker or any other person to a serious 
risk to a person’s health or safety emanating from an immediate or imminent exposure to: 
(a) an uncontrolled escape, spillage or leakage of a substance, or 
(b) an uncontrolled implosion, explosion or fire, or 
(c) an uncontrolled escape of gas or steam, or 
(d) an uncontrolled escape of a pressurised substance, or 
(e) electric shock, or 
(f) the fall or release from a height of any plant, substance or thing, or 
(g) the collapse, overturning, failure or malfunction of, or damage to, any plant that is 
required to be authorised for use in accordance with the regulations, or 
(h) the collapse or partial collapse of a structure, or 
(i) the collapse or failure of an excavation or of any shoring supporting an excavation, or 
(j) the inrush of water, mud or gas in workings, in an underground excavation or tunnel, or 
(k) the interruption of the main system of ventilation in an underground excavation or tunnel, 
or 
(l) any other event prescribed by the regulations, but does not include an incident of a 
prescribed kind. 
 
Duty Holder 
A PCBU who has a duty under the WHS Regulation (NSW) 2017 to manage risks to health 
and safety. 
 
Hazardous manual task 
A task that requires a person to lift, lower, push, pull, carry or otherwise move, hold or 
restrain any person, animal or thing that involves one or more of the following: 
(a) repetitive or sustained force, 
(b) high or sudden force, 
(c) repetitive movement, 
(d) sustained or awkward posture, 
(e) exposure to vibration. 
 
Example: 
A task requiring a person to lift or move loads that are unstable or unbalanced or are difficult 
to grasp or hold. 
 
Health and Safety Representative 
In relation to a worker, means the health and safety representative elected under Part 5 of 
the WHS Act (NSW) 2011 for the work group of which the worker is a member. 
 
Notifiable Incident 
(a) the death of a person, or 
(b) a serious injury or illness of a person, or 
(c) a dangerous incident. 
 
Officer 
(a) an officer within the meaning of section 9 of the Corporations Act 2001 of the 
Commonwealth other than a partner in a partnership, or 
(b) an officer of the Crown within the meaning of section 247 (WHS Act (NSW) 2011), or 
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(c) an officer of a public authority within the meaning of section 252 (WHS Act (NSW) 2011), 
other than an elected member of a local authority acting in that capacity. 
 
Person conducting a business or undertaking (PCBU) 
(1) For the purposes of this Act, a person conducts a business or undertaking— 

(a) whether the person conducts the business or undertaking alone or with others, 
and 
(b) whether or not the business or undertaking is conducted for profit or gain. 

(2) A business or undertaking conducted by a person includes a business or undertaking 
conducted by a partnership or an unincorporated association. 
(3) If a business or undertaking is conducted by a partnership (other than an incorporated 
partnership), a reference in this Act to a PCBU is to be read as a reference to each partner in 
the partnership. 
(4) A person does not conduct a business or undertaking to the extent that the person is 
engaged solely as a worker in, or as an officer of, that business or undertaking. 
(5) An elected member of a local authority does not in that capacity conduct a business or 
undertaking. 
(6) The regulations may specify the circumstances in which a person may be taken not to be 
a person who conducts a business or undertaking for the purposes of this Act or any 
provision of this Act. 
(7) A volunteer association does not conduct a business or undertaking for the purposes of 
this Act. 
(8) In this section, volunteer association means a group of volunteers working together for 
one or more community purposes where none of the volunteers, whether alone or jointly with 
any other volunteers, employs any person to carry out work for the volunteer association. 
 
Plant 
(a) any machinery, equipment, appliance, container, implement and tool, and 
(b) any component of any of those things, and 
(c) anything fitted or connected to any of those things. 
 
Reasonably practicable 
In relation to a duty to ensure health and safety, means that which is, or was at a particular 
time, reasonably able to be done in relation to ensuring health and safety, taking into account 
and weighing up all relevant matters including— 
(a) the likelihood of the hazard or the risk concerned occurring, and 
(b) the degree of harm that might result from the hazard or the risk, and 
(c) what the person concerned knows, or ought reasonably to know, about— 
(i) the hazard or the risk, and 
(ii) ways of eliminating or minimising the risk, and 
(d) the availability and suitability of ways to eliminate or minimise the risk, and 
(e) after assessing the extent of the risk and the available ways of eliminating or minimising 
the risk, the cost associated with available ways of eliminating or minimising the risk, 
including whether the cost is grossly disproportionate to the risk. 
 
Regulator 
Means the regulator established under clause 1 of Schedule 2 of the WHS Act (NSW) 2011. 
 
Serious injury or illness 
An injury or illness requiring the person to have: 
(a) immediate treatment as an in-patient in a hospital, or 
(b) immediate treatment for— 

(i) the amputation of any part of his or her body, or 
(ii) a serious head injury, or 
(iii) a serious eye injury, or 
(iv) a serious burn, or 
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(v) the separation of his or her skin from an underlying tissue (such as degloving or 
scalping), or 
(vi) a spinal injury, or 
(vii) the loss of a bodily function, or 
(viii) serious lacerations, or 

(c) medical treatment within 48 hours of exposure to a substance, and includes any other 
injury or illness prescribed by the regulations but does not include an illness or injury of a 
prescribed kind. 
 
Worker 
(1) A person is a worker if the person carries out work in any capacity for a PCBU, including 
work as— 

(a) an employee, or 
(b) a contractor or subcontractor, or 
(c) an employee of a contractor or subcontractor, or 
(d) an employee of a labour hire company who has been assigned to work in the 
person’s business or undertaking, or 
(e) an outworker, or 
(f) an apprentice or trainee, or 
(g) a student gaining work experience, or 
(h) a volunteer, or 
(i) a person of a prescribed class. 

(2) For the purposes of this Act, a police officer is— 
(a) a worker, and 
(b) at work throughout the time when the officer is on duty or lawfully performing the 
functions of a police officer, but not otherwise. 

(3) The PCBU is also a worker if the person is an individual who carries out work in that 
business or undertaking. 
 
Workplace 
(1) A workplace is a place where work is carried out for a business or undertaking and 
includes any place where a worker goes, or is likely to be, while at work. 
(2) In this section, place includes— 

(a) a vehicle, vessel, aircraft or other mobile structure, and 
(b) any waters and any installation on land, on the bed of any waters or floating on 
any waters. 

 
Top Management 
A person or group of people who directs and controls Sharpe’s Physio, Construction and 
Maintenance Division, at the highest level. 
 
Note 1: Top management has the power to delegate authority and provide resources within 
the organisation, provided ultimate responsibility for the WHS documents is retained. 

2. Purpose & Scope 

This document provides a framework for managing WHS risks and opportunities. The 
document defines the Work, Health & Safety (WHS) policies & procedures of Sharpe’s 
Physio. This covers the WHS: 

- legal and other requirements of Sharpe’s Physio, 
- internal and external WHS issues that are relevant to Sharpe’s Physio’s purpose and 

affect its ability to achieve intended WHS outcome(s), 
- main WHS responsibilities, 
- WHS consultation, cooperation and coordination processes, 
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- incident response and return to work processes, 
- arrangements for the inspection of WHS hazards and risks, and 
- processes for managing high risk work and other WHS risks. 

 
This plan applies to all of Sharpe’s Physio’s activities, products and services. 

3. Management Review 

The management review requirements have been written to be compliant with the AS/NZS 
ISO 45001:2018 Requirements with guidance for use - Occupational health and safety 
management systems - Requirements with guidance for use. 

Top management shall review Sharpe’s Physio’s WHS Policies & Procedures annually to 
ensure its continual effectiveness, suitability and adequacy. This review shall include 
consideration of: 

- the status of actions form previous management reviews, 
- changes in external and internal that are relevant to the WHS Documents including: 

o the need and expectations of interested parties, 
o legal requirements and other requirements, and 
o risks and opportunities. 

- The extent to which WHS policies and objectives have been met, 
- Information of WHS performance including: 

o Incidents, non-conformances, corrective actions and continual improvement, 
o Monitoring and measuring results, 
o Results of evaluation of conformance with legal and other requirements, 
o Audit results, 
o Consultation and participation of workers, and 
o Risk and opportunities. 

- Adequacy of resources for maintaining and effective WHS Documents, 
- Relevant communications with interested parties, and 
- Opportunities for continual improvement. 

 
The output of the Management Review meetings will be recorded, stored, and communicated 
to all Sharpe’s Physio workers. 

4. WHS Responsibilities 

The following WHS responsibilities have been taken form the WHS Act (NSW) 2011, and the 
AS/NZS ISO 45001:2018 Requirements with guidance for use - Occupational health and 
safety management systems - Requirements with guidance for use. 
 
Duty Holder 
A duty holder, in managing risks to health and safety, must identify reasonably foreseeable 
hazards that could give rise to risks to health and safety. 
 
A duty holder, in managing risks to health and safety, must: 

(a) eliminate risks to health and safety so far as is reasonably practicable, and 
(b) if it is not reasonably practicable to eliminate risks to health and safety—minimise 
those risks so far as is reasonably practicable. 

 
If it is not reasonably practicable for a duty holder to eliminate risks to health and safety a 
duty holder must: 
 



 

MG-C&MD-WHSMP-001 Mase Group – WHS Policies & Procedures 
Rev 1   Page 8 of 38 

 
Printed copies of this document are uncontrolled 

(1) Minimise risks, so far as is reasonably practicable, by doing one or more of the following: 
(a) substituting (wholly or partly) the hazard giving rise to the risk with something that 
gives rise to a lesser risk, 
(b) isolating the hazard from any person exposed to it, 
(c) implementing engineering controls. 

(4) If a risk then remains, the duty holder must minimise the remaining risk, so far as is 
reasonably practicable, by implementing administrative controls. 
(5) If a risk then remains, the duty holder must minimise the remaining risk, so far as is 
reasonably practicable, by ensuring the provision and use of suitable personal protective 
equipment. 
 
Note. A combination of the controls set out above may be used to minimise risks, so far as is 
reasonably practicable, if a single control is not sufficient for the purpose. 
 
A duty holder who implements a control measure to eliminate or minimise risks to health and 
safety must ensure that the control measure is, and is maintained so that it remains, 
effective, including by ensuring that the control measure is and remains: 
(a) fit for purpose, and 
(b) suitable for the nature and duration of the work, and 
(c) installed, set up and used correctly. 
 
(1) A duty holder must review and as necessary revise control measures implemented so as 
to maintain, so far as is reasonably practicable, a work environment that is without risks to 
health or safety. 
(2) Without limiting (1), the duty holder must review and as necessary revise a control 
measure in the following circumstances: 

(a) the control measure does not control the risk it was implemented to control so far 
as is reasonably practicable, 

Examples. 
1 The results of monitoring show that the control measure does not control the 
risk. 
2 A notifiable incident occurs because of the risk. 

(b) before a change at the workplace that is likely to give rise to a new or different risk 
to health or safety that the measure may not effectively control, 
(c) a new relevant hazard or risk is identified, 
(d) the results of consultation by the duty holder under the WHS Act (NSW) 2011 or 
the WHS Regulation (NSW) 2017 indicate that a review is necessary, 
(e) a health and safety representative requests a review under (4 – below). 

(3) Without limiting (2)(b), a change at the workplace includes: 
(a) a change to the workplace itself or any aspect of the work environment, or 
(b) a change to a system of work, a process or a procedure. 
(4) A health and safety representative for workers at a workplace may request a review of a 
control measure if the representative reasonably believes that: 
(a) a circumstance referred to in (2)(a), (b), (c) or (d) (above) affects or may affect the health 
and safety of a member of the work group represented by the health and safety 
representative, and 
(b) the duty holder has not adequately reviewed the control measure in response to the 
circumstance. 
 
Person conduction a business or undertaking (PCBU) 
(1) A PCBU must ensure, so far as is reasonably practicable, the health and safety of: 

(a) workers engaged, or caused to be engaged by the person, and 
(b) workers whose activities in carrying out work are influenced or directed by the 
person, while the workers are at work in the business or undertaking. 
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(2) A PCBU must ensure, so far as is reasonably practicable, that the health and safety of 
other persons is not put at risk from work carried out as part of the conduct of the business or 
undertaking. 
(3) Without limiting subsections (1) and (2), a PCBU must ensure, so far as is reasonably 
practicable: 

(a) the provision and maintenance of a work environment without risks to health and 
safety, and 
(b) the provision and maintenance of safe plant and structures, and 
(c) the provision and maintenance of safe systems of work, and 
(d) the safe use, handling, and storage of plant, structures and substances, and 
(e) the provision of adequate facilities for the welfare at work of workers in carrying 
out work for the business or undertaking, including ensuring access to those facilities, 
and 
(f) the provision of any information, training, instruction or supervision that is 
necessary to protect all persons from risks to their health and safety arising from work 
carried out as part of the conduct of the business or undertaking, and 
(g) that the health of workers and the conditions at the workplace are monitored for 
the purpose of preventing illness or injury of workers arising from the conduct of the 
business or undertaking. 

(4) If: 
(a) a worker occupies accommodation that is owned by or under the management or 
control of the PCBU  and 
(b) the occupancy is necessary for the purposes of the worker’s engagement 
because other accommodation is not reasonably available, the PCBU must, so far as 
is reasonably practicable, maintain the premises so that the worker occupying the 
premises is not exposed to risks to health and safety. 

(5) A self-employed person must ensure, so far as is reasonably practicable, his or her own 
health and safety while at work. 
 
PCBU With Management or Control of a Workplace 
(1) In this section, person with management or control of a workplace means a PCBU to the 
extent that the business or undertaking involves the management or control, in whole or in 
part, of the workplace but does not include: 

(a) the occupier of a residence, unless the residence is occupied for the purposes of, 
or as part of, the conduct of a business or undertaking, or 
(b) a prescribed person. 

(2) The person with management or control of a workplace must ensure, so far as is 
reasonably practicable, that the workplace, the means of entering and exiting the workplace 
and anything arising from the workplace are without risks to the health and safety of any 
person. 
 
Officers 
(1) If a PCBU has a duty or obligation under this Act, an officer of the PCBU must exercise 
due diligence to ensure that the PCBU complies with that duty or obligation. 
(2) In this section, due diligence includes taking reasonable steps: 

(a) to acquire and keep up-to-date knowledge of work health and safety matters, and 
(b) to gain an understanding of the nature of the operations of the business or 
undertaking of the PCBU and generally of the hazards and risks associated with 
those operations, and 
(c) to ensure that the PCBU has available for use, and uses, appropriate resources 
and processes to eliminate or minimise risks to health and safety from work carried 
out as part of the conduct of the business or undertaking, and 
(d) to ensure that the PCBU has appropriate processes for receiving and considering 
information regarding incidents, hazards and risks and responding in a timely way to 
that information, and 
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(e) to ensure that the PCBU has, and implements, processes for complying with any 
duty or obligation of the PCBU under this Act, and 
 
Example. For the purposes of paragraph (e), the duties or obligations of a PCBU may 
include: 
• reporting notifiable incidents, 
• consulting with workers, 
• ensuring compliance with notices issued under the WHS Act (NSW) 2011, 
• ensuring the provision of training and instruction to workers about work health and 
safety, 
• ensuring that health and safety representatives receive their entitlements to training. 
(f) to verify the provision and use of the resources and processes referred to in 
paragraphs (c)–(e). 

 
Other persons at the workplace 
A person at a workplace (whether or not the person has another duty under Part 2 of the 
WHS Act (NSW) 2011) must: 
(a) take reasonable care for his or her own health and safety, and 
(b) take reasonable care that his or her acts or omissions do not adversely affect the health 
and safety of other persons, and 
(c) comply, so far as the person is reasonably able, with any reasonable instruction that is 
given by the PCBU to allow the PCBU to comply with the WHS Act (NSW) 2011. 
 
Top Management 
 

1. Top management shall demonstrate leadership and commitment with respect of the 
WHS documents by: 

 
− taking overall responsibility and accountability for the prevention of work-related injury 

and ill health, as well as the provision of safe and healthy workplaces and activities, 
− ensuring that the WHS policy is established and is aligned with the strategic direction 

of the organisation, 
− ensuring the integration of the WHS documents requirements into the organisation's 

business processes, 
− ensuring that the resources needed to establish, implement, maintain and incorporate 

the WHS documents are available, 
− communicating the importance of effective WHS management and of conforming to 

the WHS documents requirements, 
− ensuring that the WHS documents achieves its intended outcome(s), 
− directed and supporting persons to contribute to the effectiveness of the WHS 

documents, 
− ensuring and promoting continual improvement, 
− supporting other relevant management roles to demonstrate their leadership as it 

applies to their areas of responsibility, 
− developing, leading and promoting a culture in the organisation that supports the 

intended outcomes of the WHS documents, 
− protecting workers from reprisals when reporting incidents, hazards, risks, and 

opportunities, 
− reporting on the performance of the WHS documents to top management, 
− ensuring the organisation establishes and implements a process(es) for consultation 

and participation of workers, and 
− supporting the establishment and functioning of health and safety committees (where 

present in the workplace). 
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Workers 
While at work, a worker must: 
(a) take reasonable care for his or her own health and safety, and 
(b) take reasonable care that his or her acts or omissions do not adversely affect the health 
and safety of other persons, and 
(c) comply, so far as the worker is reasonably able, with any reasonable instruction that is 
given by the PCBU to allow the person to comply with the WHS Act (NSW) 2011, and 
(d) co-operate with any reasonable policy or procedure of the PCBU relating to health or 
safety at the workplace that has been notified to workers. 

5. WHS Policy 

Sharpe’s Physio’s WHS Policy has been developed to conform with the requirements of 
AS/NZS ISO 45001:2018 Requirements with guidance for use - Occupational health and 
safety management systems - Requirements with guidance for use. 
 
Sharpe’s Physio commits to: 
 

− Providing safe and healthy working conditions for the prevention of work-related injury 
and ill health, 

− Eliminating risks to health and safety so far as is reasonably practicable (if it is not 
reasonably practicable to eliminate risks to health and safety, to reduce those risks so 
far as is reasonably practicable), 

− Preventing harm to the environment, 
− Ensuring, so far as is reasonably practicable, that persons other than Sharpe’s 

Physio’s workers, are not exposed to risks to their health or safety arising from the 
conduct of the undertaking of Sharpe’s Physio, 

− Providing or maintain systems of work that are, so far as is reasonably practicable, 
safe and without risks to health, 

− Make arrangements for ensuring, so far as is reasonably practicable, safety and the 
absence of risks to health in connection with the use, handling, storage of 
substances, 

− Provide information, instruction, training or supervision to Sharpe’s Physio’s workers 
that is necessary to enable the workers to perform their work in a way that is safe and 
without risks to health, 

− Monitor the health of workers, monitor the conditions at Sharpe’s Physio's 
workplaces, and provide information to workers concerning the health and safety at 
the workplaces, 

− Fulfilling WHS legal and other requirements, 
− Implementing measurable objectives and targets for each relevant WHS function and 

level of the organisation, 
− Periodically reviewing the performance of Sharpe’s Physio’s WHS Documents to 

ensure they remains relevant and appropriate to the organisation and its WHS 
objectives, 

− Periodically reviewing legislative and regulatory obligations, integrating requirements 
into Sharpe’s Physio’s WHS Documents, and ensuring workers are aware of their 
obligation under such legislative and regulatory requirements, 

− Providing a workplace free of harassment and bullying, 
− Inducting all new workers into the requirements of this policy, 
− Regularly monitoring and reviewing records relating to worker health and safety and 

the effectiveness of safe working procedures and policies, 
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− Continual improvement of the WHS documents, and 
− WHS consultation and participation of workers. 

6. Workplace Harassment and Bullying Policy 

Sharpe’s Physio is committed to preventing workplace harassment and bullying within their 
workplaces. 
 
Workplace bullying or harassment don’t have to be obvious to cause harm. They can happen 
in a variety of situations and circumstances. Workplace bullying is repeated, unreasonable 
behaviour directed toward a worker, or group of workers, that creates a risk to health and 
safety. It can take place between a worker and manager/supervisor, co-workers or workers 
and another person in the workplace (eg a client). 
 
Harassment includes behaviour such as telling insulting jokes about particular racial groups, 
displaying racially offensive or pornographic posters or screen savers, making derogatory 
comments about someone’s race, making humiliating comments about a person’s disability, 
or asking intrusive questions about someone’s personal life. 
 
Harassment can be against the law when it is discriminatory (discrimination), when it 
includes conduct of a sexual nature (sexual harassment) or when it causes a risk to 
someone’s health or safety (occupational health and safety). 
 
Sexual harassment is a distinct category of harassment that is prohibited specifically under 
anti-discrimination laws. Sexual harassment is unwelcome sexual behaviour which could be 
expected to make a person feel offended, humiliated or intimidated. Sexual harassment can 
be physical, verbal or written. 
 
Inappropriate behaviour at work covers a range of unacceptable, unprofessional, 
disrespectful or harmful behaviours that have negative consequences for individuals, teams 
and for organisations. Inappropriate behaviour includes bullying, discrimination, harassment 
and sexual harassment. It also covers workplace violence or going to work under the 
influence of alcohol or drugs. However, it does not include reasonable management action. 
 
Workplace bullying may amount to a breach of the WHS Act (NSW) 2011 where: 
 
• It has created a risk to a worker’s health and safety, and the PCBU has failed to take all 

reasonably practicable steps to prevent and address it. 
• A worker has acted in a way that fails to take reasonable care for the health and safety of 

themselves and others at work. 
 
We all have the right to feel safe at work and while participating in training, to be free from 
violence, bullying and harassment. 
 
Sharpe’s Physio will: 
 
• Monitor harassment and bullying within their workplace, 
• Provide relevant information and training regarding workplace harassment and bullying, 

reporting procedures and the Policy of Sharpe’s Physio to all workers, 
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• Provide relevant Field Staff and Management with adequate information and training on 
identifying occurrences of bullying and harassment; incident investigation and complaint 
resolution; and post incident support, 

• Deal with all complaints of workplace harassment promptly and confidentially, and 
• Take appropriate disciplinary action, which may include termination of employment, with 

any worker of Sharpe’s Physio who instigates or participates in violence, bullying or 
harassment in the workplace or at a training provider. 

 
Management also recognises the importance of co-operation from workers, contractors and 
Host Employers for the provision of a workplace free of harassment and bullying. Workers of 
Sharpe’s Physio is required to report workplace harassment to their Employment 
Coordinator, or Sharpe’s Physio management, and not to participate in workplace 
harassment or bullying as defined in this policy. 
 
The policy has been developed with consideration of access and equity principles and 
legislative requirements. 

7. Drug and Alcohol Policy 

Sharpe’s Physio recognises that the Health and Safety of our workers in the workplace can 
be affected by a number of factors, including workers taking or being under the influence of 
drugs and/or alcohol at work. 
 
Inappropriate drug and alcohol use may contribute to workplace injuries due to poor physical 
coordination, impaired judgement and decreased alertness. Workers attending work under 
the influence of drugs or alcohol may also pose a risk to the safety of other workers. 
 
For the purpose of this policy, the term ‘drugs’ refers to all legal and illegal drugs including 
but not limited to nicotine, tobacco, alcohol, cannabis, heroin, cocaine and amphetamines. 
Illegal drugs are those for which the production, possession, consumption or sale is an 
offence under Commonwealth or State laws. The term ’medical drugs’ refers to all drugs and 
medication which are used for medical purposes and includes drugs prescribed by a medical 
practitioner or those purchased from a pharmacy or elsewhere for the purpose of assisting 
with the treatment of an illness. 
 
It is the aim of Sharpe’s Physio to eliminate or control the risk to our workers from the 
inappropriate or misuse of drugs and alcohol. This will be achieved in the following ways: 
 
• This policy, and other relevant information on the risks associated with the use and abuse 

of drugs and alcohol in the workplace, will be provided to all workers on Induction, 
• Workers have a responsibility not to present themselves for work, or remain at work, if 

they have consumed drugs or alcohol that affect their ability to work safely, 
• No office worker is to have a blood alcohol level of more than 0.05 Blood Alcohol 

Concentration (BAC), and 0 BAC for work involving high levels of concentration, 
• The possession, consumption, distribution or sale of illegal drugs is strictly prohibited at 

any Sharpe’s Physio premises or those of a client, 
• The employment of any worker in the possession of, or involved in the consumption, 

distribution or selling, of illegal drugs will be terminated, 
• Encouraging the reporting of inappropriate drug and alcohol use to an worker’s 

supervisor or management, for possible referral to appropriate treatment or counselling, 
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• Workers are responsible for checking with their doctor to establish if medical drugs that 
are prescribed or recommended for their use may affect their ability to work safely, 

• Notification is required by a worker who is consuming medical drugs which may impair 
their judgment or performance and capacity to work safely. Sick leave, or leave without 
pay, will be required if alternative work arrangements cannot be provided, 

• Prohibiting smoking within two (2) metres of doors and windows of buildings, and in 
company vehicles, 

• Confidential referral assistance, using the Employee Assistance Program, may be 
available to workers with drug and alcohol related issues, and 

• Determining the capacity of a worker suspected of being under the influence of drugs or 
alcohol is at the discretion of management and will be investigated in consultation with 
the worker concerned, their immediate supervisor and any other relevant person or 
authority as determined to be appropriate. 

 
If drug or alcohol use or effects are reasonably suspected in the workplace, the following 
method of investigation should take place: 
 
• An observation must be made, or information given, which indicates that a worker has 

behaved in a way which indicates a breach of this Policy and/or which may put themself 
and/or other workers at risk of their health and safety, 

• The worker will be asked to explain their behaviour. If an unreasonable or unsatisfactory 
response is given, the worker may be asked to leave the workplace. Appropriate travel 
arrangements will be made by Sharpe’s Physio to a medical provider or other suitable 
location for the worker, 

• The worker will be requested to undergo an examination at a medical provider to 
ascertain whether they are under the influence of drugs or alcohol, 

• A worker who refuses or does not undergo a medical examination may find it difficult to 
provide evidence to disprove an allegation that they have breached this Policy, 

• In the absence of medical evidence to disprove an allegation, management will make a 
decision it feels is reasonable and justified, given the evidence gathered during the 
investigation, 

• A worker who is suspected of attending work under the influence of a drug or alcohol will 
be eligible to be paid ordinary hours for the rest of the day in the event that evidence in 
the form of a medical certificate, dated the same day, is provided indicating that they are 
fit for work and not under the influence of a drug or alcohol in the opinion of the medical 
practitioner. The worker will be eligible for personal leave or unpaid leave in the event 
that an appropriate medical certificate is not provided. Normal certificate requirements for 
personal leave apply, 

• A written warning will be issued for non-conformance with the requirements of this Policy, 
other than non-conformance involving illegal drugs, 

• The employment of a worker who refuses to seek assistance for non-conformance with 
this Policy will be terminated if there is no clear and consistent conformance with this 
Policy after the issuing of a previous written warning, and 

• The employment of a worker who has been provided with assistance for conformance 
with this Policy will be terminated if, after a reasonable period of time, his or her 
performance has not incorporated and there is no clear and consistent conformance with 
this Policy. 

 
The Manager has the discretion to permit limited alcohol consumption for approved functions 
authorised by the Manager or the Board. Arrangements for such functions will include the 
provision of low-alcohol and non-alcoholic beverages. 
 



 

MG-C&MD-WHSMP-001 Mase Group – WHS Policies & Procedures 
Rev 1   Page 15 of 38 

 
Printed copies of this document are uncontrolled 

Staff conduct and behaviour at Sharpe’s Physio functions and those of our clients, including 
authorised functions conducted outside normal business hours, must comply with the 
Sharpe’s Physio Business Functions Code of Practice. 
 
This Policy applies to all workers and Members of the Board, contractors and visitors at any 
of Sharpe’s Physio premises. Staff, apprentices and trainees whilst performing their 
responsibilities at any of our client’s premises or functions are also required to comply with 
this Policy. 
 
The Policy has been developed with consideration of access and equity principles and 
legislative requirements. 

8. WHS Consultation 

Sharpe’s Physio shall: 

− provide mechanisms, time, training and resources necessary for consultation and 
participation, 

− provide timely access to clear, understandable and relevant information about the 
WHS Documents, 

− determine and remove obstacles and barriers to participation and minimise those that 
cannot be removed, 

− emphasise the consultation of non-managerial workers on the following: 
o determining the needs and expectations of interested parties/stakeholders, 
o establishing the WHS Policy, 
o assigning organisational roles, responsibilities and authorities, as applicable, 
o determine how to fulfill legal requirements and other requirements, 
o determining applicable controls for outsourcing, procurement and contractors, 
o determining what needs to be monitored, measured and evaluated, and 
o ensuring continual improvement. 

− Emphasise the participation of non-managerial workers in the following: 
− determining the mechanisms for their consultation and participation, 
− identifying hazards and assessing risks and opportunities, 

Sharpe’s Physio shall consult with their workers when they: 

− Identifying or assessing workplace WHS hazards, risks, or controls, 
− Make decisions about the adequacy of facilities for the welfare of workers, 
− Make decisions about procedures which: 

o resolve workplace WHS issues, 
o involve monitoring the health of workers and the conditions at a workplace, 

and 
o provide information and training to workers. 

− Determine the membership of any WHS committee, 
− Propose changes, that may affect the health or safety of workers, to any of the 

following: 
o A workplace under the PCBU’s management control, 
o The plant, substance or other things used at the workplace, and 
o The conduct of the work performed at such a workplace. 

− Any other thing prescribed by the WHS Regulations (NSW) 2017. 
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9. Incident & Emergency Management 

All incidents and near misses are to be verbally reported immediately. The Incident Report 
Form is to be filled in within 24 hours of the incident. See the Incident Report Form in 
Appendix A. 

When an incident occurs, workers are to assess if it is safe to provide assistance or if the 
area/site is to be evacuated. If it is safe to do so, and there are worker(s) present who have 
the required competencies and experience to provide assistance, then the workers are to 
offer this support. 

Workers sustaining injuries are to be assessed for treatment by initially determining if first aid 
is required, or if the worker needs to be seen by a medical professional (medical 
assessment). If a medical assessment is required, the injured worker is to be safely 
transported to an appropriate medical facility and is to be assessed to determine what 
injuries they have sustained, the severity of the injuries, any immediate and long term 
medical treatment required, capacity to undertake work (either in the worker’s current 
position with full duties or modified duties), and if a Workers Compensation Certificate of 
Capacity is required. A return to work (RTW) plan is to be developed to support a worker to 
return to their full pre-injury duties (where possible). The RTW Plan is to be updated following 
each visit with the injured worker’s treating doctor. 

If a notifiable incident occurs (see Section 1 for the definition of a notifiable incident), the 
incident is to be reported to the WHS Regulator immediately. The incident scene is not to be 
disturbed for notifiable incidents or incidents where disturbance would impact the ability to 
assess the cause of the incident (this is with the exception of disturbing an incident scene for 
the health and safety of people). 

If evacuation is necessary this will be ordered by main person managing the site, 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 responsible person 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 site will 
be informed of the emergency evacuation procedure and designated assembly point at the 
work site induction training. 

The responsible person will determine a schedule for the testing of the emergency 
procedures. This must be consistent with the requirements of the work site, but be held at 
least on a six monthly basis. The tested emergency situation will be outlined in the 
Emergency Evacuation Plan (see Appendix G) and emergency response process (see 
Appendix H). The outcomes of this testing will be examined and improvements made to the 
procedures, if required. 

10. First Aid 

Appropriate first aid kits will be made available at the site. 

An appropriately qualified and competent First Aider will be available at all worksites (or will 
be readily available to assist at the worksites). The Site First Aider will: 

− carry out any first aid treatments that are required, 
− record details of all first aid treatment, 



 

MG-C&MD-WHSMP-001 Mase Group – WHS Policies & Procedures 
Rev 1   Page 17 of 38 

 
Printed copies of this document are uncontrolled 

− report what first aid provisions have been used or expired so they can be purchased 
and restocked, and 

− ensure their first aid training remains current/within date. 

11. Fire Protection 

Equipment 
Fire-fighting equipment will consist of the following: 

- The required quantity and class(s) of fire extinguishers for the types of fires which 
have the potential to occur in workplace(s), and 

- The fire extinguishers are to be tested and tagged within the required frequency (six 
monthly as per the requirements of AS 1851-2005 Maintenance of fire protection 
systems and equipment). 

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. 

12. Waste Control 

Waste bins will be made available for the type of waste available on site. All materials that 
can be recycled will be recycled, where reasonably practicable. The different waste types will 
be disposed of at appropriate licensed waste facilities. 

Disposal of sharps 

Sharps are to be placed directly into sharp containers or a single sharps disposal unit after 
their use. The containers/units are to be placed near their source of use so as to avoid 
having to walk to the container/unit while holding the sharps which can increase the 
likelihood of an incident involving a slip, trip or fall and a sharp penetration. 

Where the sharps containers holds up to ten 1ml syringes and needles, the containers are to 
meet the requirements of AS 4939–2001: Non-reusable personal use containers for the 
collection and disposal of hypodermic needles and syringes. 

All sharps containers are to be disposed of only to a community sharps disposal facility and 
not into council waste or recycling services. 

Our nearest Sharps Disposal as per: https://www.safesharps.org.au/ 

https://www.safesharps.org.au/
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Charlestown Pharmacy 

Container Disposal 

Shop 4, 316 Charlestown Road, Charlestown NSW 2290, Australia 

T: 02 4943 4872 

Open Closes 8am – 7pm 

Information is to be communicated to workers to promote the safe disposal of community 
sharps and is to stress that syringes, or containers of needles, syringes and lancets etc. are 
not recyclable and because of the high risk of needlestick injury to workers, they must never 
be placed into recycling collection services. 

Bodily fluid spills 

Bodily fluids includes blood, urine, faeces, and vomited matter. To respond to and clean a 
bodily fluid spill, the following process is to be followed: 

• Assess if it is safe to respond to and clean the spill and only proceed if it is safe, 
• Ask personnel who do not need to be present in the area to move away from the spill 

and into another room, 
• Place hazard/warning signs around the area and minimise traffic around the spill 

area, 
• Apply relevant PPE which may include gloves, face mask (P2 respirator), face shield, 

disposable apron, safety glasses, and hair net. 
• Bodily fluid spills are contained immediately or as soon as practicable (prevented 

from entering drains or moving towards other people where they could be exposed), 
• Confine and contain the spill by covering the spill with paper towels or other 

disposable absorbent material to absorb the bulk of the blood or body substances, 
• Bodily fluid spills are cleaned immediately or as soon as practicable, 
• Small spills (up to 10 cm) are wiped up with absorbent material (e.g. paper towels) 

and cleaned immediately or as soon as practical, 
• Larger spills are first contained and confined with absorbent material, followed by 

removal of any broken glass or sharp material as required, and then cleaned as soon 
as practical, 

• Hard floors are to be cleaned by: 
o Gently pouring the cleaning solution over the spill, 
o Using a wet mop that has been soaked in cleaning solution, clean the area 

and then wipe the area as dry as possible, 
o Leave the hazard/warning signs out until the area is dry, 
o Using a cloth soaked in cleaning solution, wipe any splashes on walls or 

furniture, 
o When finished, clean the equipment, perform hand hygiene and store clean 

equipment in the designated storage area, 
o Place the cloths in a leak proof bag and place in linen bag for laundering - 

dispose of the cloths in clinical waste, 
o Remove personal protective equipment, and perform hand hygiene. 

• Carpeted floors are to be cleaned by: 
o Confine and contain the spill by covering the spill with paper towels or other 

disposable absorbent material to absorb the bulk of the blood or body 
substances, 

o Gently pour the cleaning solution over the spill, starting at the outer edges and 
work towards the centre of the spill, 
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o Using the carpet extractor and shampoo, clean the carpet, 
o Leave the hazard/warning signs out until the area is dry, 
o When finished, clean the equipment, perform hand hygiene and store clean 

equipment in the designated storage area, 
o Place the cloths in a leak proof bag and place in linen bag for laundering – if 

disposable cloths are used, dispose of the cloths in clinical waste, and 
o Remove personal protective equipment, and perform hand hygiene. 

• The use of disinfectants in the cleaning of blood or other body substances is based 
on an assessment of risk of transmission of infectious agents from the spill, and 
should be done in consultation with an Infection Control Professional, 

• Bodily fluid spills are to be disposed of it into clinical waste bins and disposed of at 
appropriately licenced waste facilities, and 

• It is the responsibility of staff to clean the spill area after the bulk of the spill has been 
removed. 

13. Engagement of Subcontractors 

Before engagement: 

Before engaging any subcontractor Sharpe’s Physio will: 

1. Document and keep copies of the duties of that subcontractor, 
2. Document and keep copies of the duties  will retain, 
3. Audit the subcontractor’s Risk Assessments, WHS Policies & Procedures and/or safe 

work method statements (SWMS) against legal and other requirements, and 
4. Induct that subcontractor’s personnel into Sharpe’s Physio’s WHS requirements. 

During engagement: 

Inspect, monitor and document the performance of each subcontractor’s to ensure 
conformance with legal and other requirements. This includes conducting health and safety 
inspections at the required frequency to identify hazards associated with Services performed. 

14. Safe, Work, Method Statements (SWMS) 

SWMSs will be developed for high risk construction work, as defined by the WHS Regulation 
(NSW) 2017, undertaken by Sharpe’s Physio. See the list of high risk construction work 
below in Figure 1. 

 

Figure 1: High risk construction work as defined by the WHS Regulation (NSW) 2017. 
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15. WHS Training 

15.1  WHS induction 
All Sharpe’s Physio workers are to attend a WHS Induction prior to taking on work with 
Sharpe’s Physio. The responsible person will arrange and conduct the induction. 
Topics covered in the induction will include: 

1. Sharpe’s Physio’s WHS objectives, 
2. Scope of Sharpe’s Physio’s work, 
3. Responsibilities, 
4. License requirements, 
5. Site layout, 
6. Incident Management names and phone numbers and instructions to call immediately 

by Mobile phone / radio, 
7. General Hazards present at the site 
8. The Safe Work Methods and other measures adopted to respond to the hazards, 
9. Personal Protective Equipment (PPE) required, 
10. Emergency procedures including emergency evacuation, 
11. Fire Prevention, 
12. Location of fire extinguishers, 
13. Identity of first aiders, 
14. Location of first aid kits, and 
15. 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 work will be 
included in this site induction. 

Each person attending the induction will be obliged to sign the attendance record as proof 
that they have attended a work site induction. See the Induction attendance form in Appendix 
E. 

15.3 Competency based training and assessment 
Workers’ skill level will be assessed against the standards of competency required and 
remedial training will be provided where necessary. 

15.4 Annual review of WHS training 
WHS training will be reviewed and updated at least annually to ensure that the aspects 
covered remain relevant to changing circumstances on site. 

15.5 WHS training records 
Records of WHS training conducted, annual reviews of WHS training and of the qualifications 
of trainers, will be maintained. 

16. WHS Inspections 

Sharpe’s Physio will conduct WHS inspections monthly to identify hazards at the workplace. 
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Records of the inspections are to be kept and made readily available for the relevant 
stakeholders. 

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 B shows Work Site WHS Inspection Checklist. 

17. Plant and Vehicle Management 

Plant operators and truck drivers making deliveries to site will carry out a start-up check 
before using the plant or truck each day. Unsafe plant will be tagged out of service and 
removed from the workplace. See Appendixes C & D for the truck and plant start-up 
checklists respectably. 

Plant and vehicles are to be registered and receive ongoing maintenance, and where 
required, repairs to ensure the plant and vehicles remain safe. 

Only operators with appropriate licenses are allowed to operate plant and equipment. 
Learners will be supervised by an appropriately qualified operator and will maintain and carry 
a logbook. 

Before any hired plant or trucks are used, management 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 in Appendixes C& D. 

18. Manual Handling and Hazarous Manual Tasks 

Sharpe’s Physio must identify and manage risks to health and safety relating to a 
musculoskeletal disorder associated with manual handling or a hazardous manual task (see 
Section 1 for the definition of hazardous manual tasks) by applying the hierarchy of controls. 
See Figure 1 below showing the hierarchy of controls. The hierarchy of controls can be 
applied by eliminating the need to manually handle something, substituting the load with 
something less heavy or difficult to handle, use of manual handling aids, multiple people 
used to lift or mange a load, redesigning how something is manually handled to be less 
hazardous, use of multiple people to manually handle something, PPE use ie. gloves to 
prevent hand injuries, correct lifting techniques (see Figure 2), and training in the 
assessment and application of these control measures. 
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Figure 1: Hierarchy of controls (Source: Safe Work Australia). 
See Figure 2 below showing the correct lifting technique. 

 
Figure 2: Correct and incorrect lifting techniques. 
In determining the control measures to implement, Sharpe’s Physio must have regard to all 
relevant matters that may contribute to a musculoskeletal disorder, including: 
 
(a) postures, movements, forces and vibration relating to the hazardous manual task, and 
(b) the duration and frequency of the hazardous manual task, and 
(c) workplace environmental conditions that may affect the hazardous manual task or the 
worker performing it, and 
(d) the design of the work area, and 
(e) the layout of the workplace, and 
(f) the systems of work used, and 
(g) the nature, size, weight or number of persons, animals or things involved in carrying out 
the hazardous manual task.  
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19. Personal Protective Equipment (PPE) 

All workers will wear and use Personal Protective Equipment (PPE) appropriate to the task 
being undertaken. Some of the relevant PPE can include: 

• Safety footwear, 
• Eye protection, 
• Ear protection, 
• Hand protection, and 
• Face mask. 

20. Reviewing the WHS Policies & Procedures 

The planned target dates (or frequencies) at which the WHS Policies & Procedures 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. Sharpe’s Physio’s 
management team will maintain records of any review. 

The review will ensure the WHS Policies & Procedures is appropriate and is being 
implemented effectively. Changes may arise from a change of scope, audits, or from 
opportunities for improvement. 

The WHS Policies & Procedures will be updated to reflect any changes which have occurred. 
The revised document will be reviewed and approved by Sharpe’s Physio’s Managing 
Director. Updates to the WHS Policies & Procedures will be communicated to all workers. 
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Appendix A Incident Report Form 
 
Use this form in your workplace to report Work, Health & Safety incidents.  

Incident 
Brief description of incident: (Describe the task, equipment, tools and people involved. Use sketches, if necessary. Include 
any action taken to ensure the safety of those who may be affected.) 
 

 
 

 
 

 
 

 

What immediate action was taken to manage the incident? 

 
 
 

 

When did the incident occur?  Date:     /       /        Time:         am/pm 

Recommended long term action to resolve the incident: (List any suggestions you may have for reducing or eliminating the 
problem – for example re-design mechanical devices, update procedures, incorporate training, maintenance work) 

 
 

 
 

 
 

 

Date submitted:       /       /        Time:         am/pm 
 

Incident Contributing Factors 
What factors were found to have resulted in this incident? 

 
 

 
 

 
Name:                                                                                                             Position: 

  
 

Signature: 

 
 

Date: 
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Appendix B WHS Inspection Checklist 

Inspection Title:  
.................................................................................................................................... 

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 Incidents reported and recorded (where present)  
1.3 Induction records  
1.4 Injury management process 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 (where relevant)  
1.10 Material safety data sheets (MSDS) available for chemicals  
1.11 Health & safety process available  
1.12 Management safety representative appointed  
1.13 Risk assessment available (where relevant)  
1.14 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  
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  



  

MG-C&MD-WHSMP-001 Mase Group – WHS Policies & Procedures 
Rev 1       

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 Safe working load (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.  Hazardous Substances  
5.1 Chemical register developed (see Appendix F)  
5.2 Stored appropriately  
5.3 Containers labelled correctly  
5.4 Adequate ventilation/exhaust systems  
5.5 Protective clothing/equipment available/used  
5.6 Satisfactory personal hygiene practices  
5.7 Waste disposal procedures  
5.8 Material safety data sheets (MSDS) available and within 5 years date  
5.9 Chemical handling procedures followed  

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

5.11 HAZCHEM signing displayed  

6.  Stairs, steps and landings  
6.1 No worn or broken steps, rungs or styles  
6.2 Handrails in good repair  
6.3 Clear of obstructions  
6.4 Adequate lighting  
6.5 Emergency lighting  
6.6 Non-slip treatments/treads in good condition  
6.7 Kick plates where required  
6.8 Clear of debris and spills  
6.9 Used correctly  

7.  Ladders  
7.1 Ladders in good condition  
7.2 Ladders not used to support planks for working platforms  
7.3 Correct angle to structure 1:4  
7.4 Extended 1.0 metre above top landing  
7.5 Straight or extension ladders securely fixed at top  
7.6 Metal ladders not used near live exposed electrical equipment  

8.  Personal Protection  
8.1 Workers provided with personal protective equipment (PPE)  
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8.2 Workers trained in the use of PPE  
8.3 PPE being worn by workers  
8.4 Regular checks performed on PPE  
8.5 Sun cream and sunglasses provided (where relevant)  
8.6 Correct signage at access points  

9.  Manual Handling  
9.1 Mechanical aids provided and used  
9.2 Safe work procedures in place  
9.3 Manual handling risk assessment performed  
9.4 Manual handling controls implemented  

10.  Workplace Ergonomics  
10.1 Workstation and seating design acceptable  
10.2 Ergonomic factors considered in work layout and task design  
10.3 Use of excessive force and repetitive movements minimised  
10.4 Appropriate training provided  

11.  Material Handling and Storage  
11.1 Site storage areas established  
11.1 Stacks stable  
11.2 Height of materials suitable  
11.3 Sufficient space for moving stock  
11.4 Material stored in racks/bins  
11.5 Shelves free of rubbish  
11.6 Access around stacks and racks clear  
11.7 Heavier items stored low  
11.8 No danger of falling objects  
11.9 No sharp edges  
11.10 Safe means of accessing high shelves  
11.11 Racks clear of lights/sprinklers  

12.  Amenities  
12.1 Washrooms clean  
12.2 Toilets clean  
12.3 Lockers clean  
12.4 Meal rooms clean and tidy  
12.5 Rubbish bins available – covered  
12.6 Drinking water supplied  

13.  First Aid  
13.1 Cabinets and contents clean and orderly  
13.2 Stocks meet requirements  
13.3 First aiders names displayed  
13.4 First aiders location and phone numbers  
13.5 Qualified first aider(s)  
13.6 Record of treatment and of supplies dispensed  

14.  Lighting  
14.1 Adequate and free from glare  
14.2 Lighting clean and efficient  
14.3 Windows clean  
14.4 No flickering or inoperable lights  
14.5 Emergency lighting system  
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15.  Fire Control  
15.1 Extinguishers in place  
15.2 Fire-fighting equipment serviced/tagged  
15.3 Appropriate signing of extinguishers  
15.4 Extinguishers appropriate to hazard  
15.5 Emergency exit signage  
15.6 Exit doors easily opened from inside  
15.7 Exit path ways clear of obstruction  
15.8 Alarm/communication system – adequate  
15.9 Smoking/naked flame restrictions observed  
15.10 Minimum quantities of flammables at workstation  
15.11 Flammable storage procedures  
15.12 Emergency personnel identified and trained  
15.13 Emergency procedures documented – issued  
15.14 Emergency telephone numbers displayed  
15.15 Alarm tested  
15.16 Trial evacuations conducted  
15.17 Personnel trained in use of fire-fighting equipment  

ACTION AFTER INSPECTION 

Observations (OBS) 
 
 
 
 
Corrective Action Requests (CAR) 
 
 
 
 
 
 
 
Signed: ..................... .............. .................................     Position: ...... 
......................................  Date:    .. /   .. / .. 
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Appendix C Truck Pre-Start Inspection & Defect Report 
 Truck Pre-start Inspection 

It is the responsibility of the driver to ensure this checklist is completed against Truck Requirements before 
operation. 

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 Site 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 &  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        
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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  
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Appendix D Mobile Plant Pre-Start Inspection & Defect Report 
 Plant Pre-start Inspection 

It is the responsibility of the operator to ensure this checklist is completed against plant requirements before 
operation. 

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 Site 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:        

Operator’s name        

Ticket No:        

Correct class of ticket?        

Construction &  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        
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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  
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Appendix E Record of WHS Induction 

  Work site  ......................................................................................   Date:  ............................ PREPARED BY:......................................................... 
 WHS Induction Training 

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

     
     

     

     
     
     
     
     
     
     
     
     
     

I attest that the workers named above have attended induction training. 

 
Trainers name:   ...........................................  Trainers signature:   ............................. Date: ............................ 
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Appendix F  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 

        

        

        

        

        

        

        

1. Hazardous Indicate Yes or No if the substance is classified as a Hazardous Substance. 
2. Substance List all substances which exist in the workplace.(e.g. hydraulic oil, L.P. gas, radiator coolant, etc) 
3. Product Name Provide trade name commonly used for the substance. (e.g. Hyspin AW S46, LPG, Tec 50, etc.) 
4. Manufacture Indicate manufacture's name, address, etc. 
5. 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) 
6. Quantity Indicate total quantity of material normally kept at the location (use maximum figure). (e.g. 1 drum, 3 tins, 8 cans) 
7. MSDS Sheet Tick if available, leave blank if not available. 
8. Label  Tick  if present and legible, leave blank if not 
9. Risk assessment conducted for its intended use on site.
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Appendix G Emergency Evacuation Plan 

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

RESOURCES: 
Emergency 
Exits 

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

Assembly point 
is: 

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

First Aider is:  …………………………………………………………Phone: ………………………….….. 
First Aid Kit: Any  vehicle + Site Shed +………………………………………………………. 
Fire 
Extinguishers: Any  vehicle + Any mobile plant + Site Shed +…………….…….…….….… 
Eyewash 
station: ……………………………………………………………………...……………………...…….. 
Emergency 
shower: ……………………………………………………………………...……………………...…….. 
Material Safety  
Data Sheets Any  truck + Site shed + 24 hour number + ……………….…….…….……. 

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

1. Ensure all workers and visitors move quickly and sensibly to the nominated assembly point not stopping or detouring for any reason, 
2. Ensure all workers and visitors are accounted for at the assembly area, 
3. Ensure First Aider is giving First Aid to the level of his /her training, 
4. Dial 000 or ( 112 for mobile phones), 
5. Nominate emergency service(s) required: Ambulance, Fire Brigade, Police, 
6. Provide: 

Name of Organisation:  

Nature of emergency:  
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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  24 hour number 
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Appendix H Emergency Response 

FOR ALL EMERGENCIES REQUIRING POLICE, AMBULANCE OR FIRE BRIGADE RING: 

000 
OR FROM DIGITAL PHONES RING 

112 
IF NO PHONES ARE AVAILABLE ATTEDOCUMENTT CONTACT ON TWO-WAY RADIO. 

PROCEDURE: 
1. Make site safe. Be sure to facilitate access for emergency vehicles 
2. Give immediate First Aid and extinguish any fire if safe to do so. 
3. 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  
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Other problems e.g. Fire, Risk of 
Fire, Fallen power lines, Flood, 
Weather 

 

4. While waiting for Emergency Services: 
Continue first aid if appropriate. 

5. 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. 

6. Call  24 hour number and inform them. 

As soon as practicable report on the Incident using the Incident Form in Appendix A. 
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