Edition 1

Table of Contents

Chapter 1 — Introduction to Occupational Health and Safety ... 1
1.1 Legislative FrameEWOIK..........cuiii ittt e e et e e e e e s s sssbrreee e e e e e s s s nnsrbaeeeaeens 1
1.2 Achieving safety in the WOrKPIace ............ccooiiiiiiiiiiie e 2
1.3 Interaction of OHS responSIbIlItIES ........ccoveiiiiiciiiiii e 4
Chapter 2 — Demonstrating Management Commitment....  .....cccccvviiiiiineeeieeeiiinnnnnn. 1
A R 1§ TN 11T 1= o o= PP PRPPR 1
2.2 Developing knowledge and skills accessing competent advice............cccceevveeeiiininnnen. 2
2.3 Establishing the necessary processes to ensure due diligence ..........ccccccceevveeviiiinnnen, 4
2.4 PractiCal TOOIS ......uviieiiiiiie ittt 4
2.4.1 Due Diligence CheCKIISt.........ciiiiiiiiiiiiiee s e e e e e e 4
Chapter 3 — MoNnitoring and REVIEW.........cciiiiies coiiiiiiiiiiiin e eaeaeas 1
N 1T a1 | PP PPPTP 1
3.2 Lead indicators for measuring OHS performance..........cccooocvvvveiiiee i 2
3.3 PracCtiCal TOOIS ......eeeieiiiiiiee ettt 2
3.3.1 Practical tool — Workplace Safety Inspection Checklist..............cccciiieeiiiinnis 2
3.3.2 Practical tool — sample register of leading indicators ...........ccccccovviiiiieeneeenn. 11
Chapter 4 — CONSUIRALION.......ccoiiiiiiiiiiiies e e aebs 1
4.1 Legal obligations t0 CONSUIL.........coviiiiiiiiiiiiecc e e e e 1
4.2 Definition Of CONSUITATION ......vviiiiiiiiiei it 1
4.3 The value Of CONSUITALION ........ciiiiiiiieiiiiie et 2
4.4 FOrums fOr CONSUITATION .........vviieiiiii ettt 2
4.5 Making consultation effECHIVE ...........coiiiiiiiiiii e 2
4.6 Getting people involved in CONSUIALION...........coviiiiiiiiiiiie e 4
4.7 Keeping records of CONSURALION ............c.uvviiiiiieii e 5
4.8 PracCtiCal tOOIS .........eiiiiiiiiie ittt ettt e et e e e sab b e e st b e e ebaee s 6
4.8.1 Practical tool — Sample Safety Dialry ........cceeeeviiiiiiiieee e 6
4.8.2 Practical tool — Sample Consultation Record Sheet..........ccccccvveeeiiicciiieeneeen, 7

Chapter 5 — Legislative Provisions for HSRs and OHS Committees ................... 1
5.1 Elected health and safety repreSentatives ...........cuuvveviieiiiiiiiiiiiiee e 1
5.1.1 EStablishing HSRS ..o 1
5.1.2 Training Of HSRS ...oiiiiiiiiiiieee ettt teer e e e e e e e e e e e e e e e nnnes 2
5.1.3 Rights and Powers of elected HSRS ..........ooocuiiiiiie e 2
5.2 Occupational health and safety COMMItEES .........c.c.vvveviieiiiiii e 2
5.2.1 Establishing COMMIttEES ......cuvviiiiiieec e 2
Occupational Health and Safety Handbook Page i of Table of Contents

© The Australian Industry Group



Edition 1

5.2.2 COmpOosSition of COMMITEES .....ccciiiiiiiiiie e e e e e e ennes 3
5.2.3 Training of committee MemMDBErS ..........oovviiiiiiiiiii e 3
5.2.4 Functions and roles of OHS COMMIEES .......c.ueveiiiiiieiiiiiiee e 3
Chapter 6 — Risk Identification and Control........ ... 1
6.1 RISK I0ENTITICATION ...eeiiiiiiiiiiiie et e s snree s 1
6.2 RISK COMIIOL....ciiiiiiiee ittt et e e ab e e e e bttt e e s aabae e e s aanreeas 2
6.2.1 Obtaining information about possible SOIUtIONS...........cccevvvveeiiiicciiieee e 3
6.2.2 Ensuring compliance with control measures (safety rules) .........cccccccoevvvvvneenn. 4
6.2.3 Ensuring rules are reasonable, and seen to be reasonable.................c.c.......... 4
6.2.4 Effective implementation of safety rules.........ccccccoovciviiiii i, 6
6.2.5 Procedures for SAfety...... .o 6
6.3 PracCtiCal TOOIS ........eiiiiiiiti ittt 7
6.3.1 Practical tool — Risk Identification CheckliSt ..., 7
6.3.2 Practical tool — Risk Control Plan ..........coooiiiiiiiiaieeee e 14
6.3.3 Practical tool — Safe Operating Procedure ............cocevvviveeeees e 15
6.3.4 Practical tool — Safe Work Method Statement............cccccoevviiieiiiiie e 16
Chapter 7 — Recruitment, Selection and Engagement o  f Employees .................. 1
4% N o] ie T o e L= T ox 0] 1 o] o P RRPPR 1
7.2 Determining attributes, skills and/or cOmpetencies ...........occcvvvveeiieei i 2
T .3 INEEIVIEWS ...ttt ettt e bt e et e e e s bt e e e b e et e e ab et e e s anbn e e e s aannee s 2
7.4 Verify the information reCEIVEA ..........ouuviiiiiiie e 3
Chapter 8 — Information, Instruction and TrainiNg .. ..o 1
S 70 I [ o [N ox 7o) o TP PP 1
8.2 Training for SPECIFIC tASKS........c.uviiiiiiie et e e e e s s e e e e e e s e 2
8.3 Ensuring supervisors and managers understand their role in OHS ...........cccocceeeiins 2
8.4 Supervision, compliance and enfOrCeMENT............oiiiriiiiiiee e e e 3
8.5 PractiCal tOOIS .........ueiiiiiiiii it 4
8.5.1 Practical tool — Training SKills MatriX..........ooocuuieeiiaiiiiiiiiieee e 4
Chapter 9 — Managing Contractors and Labour Hire Pe  rsonnel..................cc....... 1
Chapter 10 — Responding to Incidents in the Workpla — Ce.....ccccoovvviiiiiiiiiiin, 1
10.1 Requirements to notify the regulator of serious Incidents............ccccvvevvieeiiiiiiiennenn. 1
10.2 WOrkplace hased Gata ........ccceoeiiiiiiiiiiiiiee e e e e e e e s sabbaeeeeaes 1
10.3 Investigating the INCIAENT.............ociiiii e 2
10.4 Identifying and implementing cOrrective actionsS...........cccccveeeeeiiicciiiieeee e 2
10.5 PracCtiCal tOOIS .......ooeeiiii ittt a e 4
10.5.1 Practical tool — Incident Investigation REPOrt .........ccevveeeiviviiiieiiee e, 4
Page ii of Table of Contents Occupational Health and Safety Handbook

© The Australian Industry Group



Edition 1

Chapter 11 — External INflUBNCES .........ciiiiiies e 1
B A @ T R T 1] o1 0] £ PRSP 1
11.1.1 Provision of information and adviCe...........cccceviiiiieiiiiiieeiie e 1

11.1.2 Enforcement of OHS legislation............oocuuiiiiiii i 1

11.2.3 APPEAIS/REVIEWS ...ttt e e e et e e e e e e e e anneeaeeas 2

B © [ 1o o TP PP U PP PPOPPPPPPUPRP 2
R R 1= o 1= - | TP 2

11.2.2 Right of entry (Under OHS aWS).....ccccoiiiiiiiiiiei e 3

11.2.3 The future of right Of eNtry POWEIS........ccceviiieeie e 4

Occupational Health and Safety Handbook Page iii of Table of Contents

© The Australian Industry Group



