
Occupational Health & Safety Manual
[image: image27.jpg]



INDEX

1INDEX


2OCCUPATIONAL HEALTH & SAFETY MANUAL.


2SAFETY MANAGEMENT.


2PROCUDURES TO ENSURE SAFE PLANT, EQUIPMENT & MATERIALS.


2TRAFFIC MANAGEMENT


3MOBILE PLANT SAFETY.


4SUBSTANCES.


5WORK AT HEIGHTS


6LADDERS, SCAFFOLDING & MOBILE TOWERS


7CERTIFICATION OF PERSONNEL.


8WORK PERMIT


10CONFINED SPACE ENTRY


18CONFINED SPACE ENTRY PERMIT


21POLICY FOR PLANT.


22RISK ASSESSMENT


23PLANT SAFETY ANALYSIS WORKSHEET


28HOT WORK PERMIT


30HOT WORK PERMIT


32INSULATED SANDWICH PANEL (ISP) (COLD WORK) PERMIT


34SAFE WORK METHOD STATEMENT (SWMS)


36LOCK OUT/TAG OUT PROCEDURE


38Automated Equipment


39USE OF HAND HELD POWER TOOLS POLICY.


39GENERAL WORKSHOP & ON SITE PROCEDURES


42FRIABLE ASBESTOS REMOVAL/ENCAPSULATION POLICY


42SELECTION OF CONTRACTORS AND SUB-CONTRACTORS


43EMERGENCY PROCEDURES




OCCUPATIONAL HEALTH & SAFETY MANUAL.

This manual and any attachments will contain general site safety procedures and should be updated when any procedure is changed, or a new procedure is implemented.
The manual shall be reviewed to reflect the results of O.H.S. consultative meetings and legislative changes that are applicable.
A copy of this manual is to remain on site at all times and is to be available to all personnel on the work site.  
This Manual must be read in conjunction with the ‘Employee Handbook’.
SAFETY MANAGEMENT.
The O.H.S. Manager shall oversee inspections and monitoring of the worksite including contractor and sub-contractor safety performance.  Inspections shall be conducted to identify the risks of the site, control strategy, dates of implementation and personnel assigned with the responsibility will be recorded.

PROCUDURES TO ENSURE SAFE PLANT, EQUIPMENT & MATERIALS.

The Midfield Group’s purchasing & hiring procedure requires that any plant, or equipment, can be subject to a pre-purchase assessment for hazard and risk, in accordance with the Victorian Plant Safety regulations. 
Any substances brought onto a The Midfield Group sites should be accompanied by Safety Data Sheets and a Risk Assessment should be carried out for the storage and use of any hazardous substances or dangerous goods.

The person responsible for the purchase or hire must ensure that the goods supplied are to the specifications of the order.

TRAFFIC MANAGEMENT
Refer to site specific instructions

MOBILE PLANT SAFETY.

Policy.

The Midfield Group recognises the hazards of mobile plant in the workplace and the obligation to control the hazards so as to eliminate the risk.

Mobile plant operation shall be carried out by personnel who are holders of a current certificate of competency issued by a statute authority, and that all mobile plant operation shall be in compliance with A.S.2359.2.

Mobile plant trucks shall be maintained to manufacturer's specifications, and records kept of repair, maintenance, and service.

Procedure.

The procedures for mobile plant or truck operation shall be:

· No mobile plant or truck is to be used until inspected at the start of each shift to ensure that it safe to use.

· At the start of each shift the operator shall complete and sign a checklist so as to verify that the check list has been completed.

· No mobile plant or truck shall be used if found to be in an unsafe condition. The area supervisor must be informed immediately and the mobile plant truck tagged - out

· Only battery operated mobile plant or trucks are to be operated within the processing and cool stores areas.

· Only personnel trained and authorised shall remove, replace, or charge batteries.

· Only authorised personnel are to repair, adjust, or alter mobile plant or trucks.

· Mobile plant or truck operators are to give way to pedestrians at all times.

· Mobile plant or truck operators must slow to walking pace, look and sound the horn before proceeding through intersections or past blind corners.

· No forklift truck is to be operated in a manner to have the forks above the centre of the front axle when traveling.

· Keys are not be left in an unattended forklift.  A forklift is not to be left running if an operator is not on the forklift.

· No passengers are to be carried on any mobile plant.

· No mobile plant is to be used to raise a load in excess of the rated capacity.

· No forklift truck is to be used to raise a load with the mast tilted backward or forward, unless picking up or placing a load.

· No forklift truck is to be used to raise personnel unless:    

(a) A work box conforming to section 12 of A.S. 2359.1 is used to accommodate the person raised.

(b) The mobile plant operator has had at least 12 months experience operating that forklift truck.

(c) The forklift truck remains stationary at all times the personnel are in the work box, the mobile plant truck must only be used for vertical lift of the work box while personnel are in the box.

1. No forklift truck is to be used on an incline greater than one in ten.

2. No forklift truck is to be used on a side slope of any degree.

3. Forklift trucks shall be used in a manner consistent with the operating surfaces and conditions, and layout of the operating area, eg. Wet or fatty floors, other traffic, rough ground e.t.c., acceleration, braking, and turns need to be negotiated with care.
4. Forklift trucks are not to be used at excessive speed, operators who are observed at excessive speeds, will be given warning, the issue recorded and disciplinary action will be taken in the event of repeated observations. Damaged equipment and accidents are not productive.
SUBSTANCES.
1. 
All substances must be stored and used in conformance with the supplier's instructions and in compliance with state legislation for hazardous substances and dangerous goods.


2. 
Safety Data Sheets must be on site and available for personnel engaged in the mixing and application of the chemicals.

3. 
Hazard and risk assessments must be available on site for any substance deemed to be a hazardous substance or dangerous goods.

4. 
Personal Protective Equipment

   
All employees shall wear personal protective equipment in accordance with 

   
 material safety data sheets and instruction given by The Midfield Group Management.
WORK AT HEIGHTS.
Scope. 
The Midfield Group recognises that during inspection and maintenance tasks personnel may be required to work at heights, and that falls from height can cause serious injury, The Midfield Group is committed to eliminate or minimise any risk and has a policy to adopt procedures that control activities that expose personnel to such hazard.

Procedure.

1. Where any person is required to work or access any location where there is a possibility of a fall greater than 1.8 metres:

(a) An assessment (JSA/SWMS or Take 5) shall be made to determine the best possible practical means of fall prevention and identify the control and the person responsible for implementing controls.  The fall prevention method shall reflect the hierarchy of control, where elimination shall be the preferred control and personal protection the least acceptable method of control: that is fall prevention rather than fall arrest.  Static lines, inertia reels, lanyards and harnesses shall comply with Australian Standards, static lines shall have a minimum breaking force of 44K.N. and anchorages shall have a designed capacity to withstand 22K.N.  Fall arrest systems shall be tested for "roll-out" prior to use.  The code of practice for "Safe work on roofs shall be adopted as the code for safe work at heights:  ( See also guidelines for safe use of ladders.)

(b) 
Approved access devices designed for the purpose of raising personnel shall be used where ever possible.

2.  
Only personnel who have been trained to operate scissor lifts and boom lifts are to be allowed or employed to operate such equipment.

Only personnel who have been trained in the erection of mobile scaffolding shall be allowed or employed to erect mobile scaffolding.

Where mobile scaffolding is to be erected above 4.5 meteres, or where tube and fitting scaffolding is to be erected or where boom lifts with a reach of more than 11 meters from the supporting surface or from the centre of rotation are to be used only personnel who hold a certificate of competency are to be engaged in the erection or operation of such equipment.

3. 
Where personnel are required to work at heights that could result in a fall, no person shall work in that situation until such time as they have been instructed in the method of control or fall arrest system and have signed a copy of the J.S.A/SWMS/Take 5 completed for the job to be done.

4. 
Climbing on structures, and machinery or access to within two metres of the edge of a roof without fall protection is prohibited.

Any person who disregards the policy and procedure for control of fall hazard, and who place themselves at risk are deemed to be in breach of Section 25 of the O.H.S. 2004 and shall face disciplinary action and possible dismissal from The Midfield Group employment.

4. 
Front end loaders must not be used to raise personnel.

LADDERS, SCAFFOLDING & MOBILE TOWERS
Only qualified persons as defined under the provisions of the Occupational Health and Safety Regulations shall erect scaffolding and mobile scaffold towers.
All scaffolding shall be in good working order.  All scaffolding structures shall be of approved design and construction.
All precautions as noted in the Occupational Health and Safety Regulations shall be implemented by those erecting and working on scaffolding to protect people from falling tools and debris.
The type and use of ladders within The Midfield Group shall strictly be in accordance with the following Australian Standards:

AS1892.2

AS1504

AS2089

AS1576

AS4576

In particular the follow guidelines for the safe use of portable ladders shall be carefully observed.

General Guidelines for the Safe use of Portable Ladders

A person should always have two hands free to ascend and descend ladder (ie all material and tools which cannot be safely secured from the workers belt should be independently transferred or hoisted to the work location).

Ladders should be used only for access and egress.  However, when ladders are used to perform work, such work shall be light duty only, the load rating of the ladder shall not be exceeded.

Ladders should be secured against movement and be supported from a firm, level and non-slip surface.

Contractors should adhere to all requirements of The Occupational Health & Safety Regulations and applicable Standards.

Ladders should not be handled or used where it is possible for the ladder or the user to come into contact with electrical powerlines, in particular, metal or metal-reinforced ladders should not be used in the vicinity of live electrical equipment.  Such ladders should be permanently marked in a prominent positions with “DO NOT USE WHERE ELECTRICAL HAZARDS EXIST”, in accordance with AS1892.1.

CERTIFICATION OF PERSONNEL.

All personnel such as crane drivers, doggers, riggers, fork lift drivers, front end loader drivers, dozer drivers, etc shall hold certificates of competency or assessment in accordance with state legislation. (or be undergoing supervised training) 

. 

WORK PERMIT

Must be completed for all non-routine repair and maintenance of buildings and plant

Date:_____________

Person authorising work to be done: ____________________
Signature: ________________________

Contractor or worker engaged in work: _____________________________________________
Brief description of work to be done: _______________________________________________

___________________________________________________________________________

___________________________________________________________________________

Does the work to be carried out involve: (please circle yes or no) 

	Exposure to hazardous substances 
	Yes
	No

	Exposure to dangerous goods
	Yes
	No

	Work in confined spaces
	Yes
	No

	Noise above 85Dba
	Yes
	No

	Work above 1.8 metres 
	Yes
	No

	Work on roofs
	Yes
	No

	Electrical isolation
	Yes
	No

	Energy isolation (electrical, gravity, spring, high pressure fluid etc)
	Yes
	No

	Proximity to live services (Ammonia, chemicals, other gases etc)
	Yes
	No

	Contact with hot surfaces
	Yes
	No

	Exposure to hazardous environment 
	Yes
	No

	Hot work anywhere outside of the dedicated hot work area
	Yes
	No

	Disposal of waste detrimental to environment 
	Yes
	No


If yes is answered in any of the above, a JSA, SWMS, TAKE 5 and/or a relevant permit must be completed.

Tick if completed
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SWMS
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JSA
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Hot work 
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TAKE 5




Both documents must be signed by one of the following:

Barry Crimmin, Shane Byron, Damian Murphy, Ray Slade, Matt Fisher or room supervisor

Name: ____________________________________

Signature: ____________________________________
Date of issue: ______________       Date of expiry:______________       Time: ______________

LEFT BLANK INTENTIONALLY

CONFINED SPACE ENTRY
Purpose

This document details procedures to be followed in implementing and administering an effective Confined Space Entry Procedure.  

Scope

This procedure applies to all personnel on a Midfield site and to all confined space work.  It includes all work including inspections 

Definitions

	Authorised Permit Issuer
	A competent person authorised in writing by The Midfield Group to issue a permit for confined space entry.  Authorised persons are assessed prior to being authorised.  Authorisations may be for a limited duration or area, as specified in the Authorisation Log.



	Competent Person
	A person whom the contractor or The Midfield Group ensures has acquired sufficient knowledge and skill to enable him or her to perform certain tasks safely and correctly.



	Confined Space
	A space in any vat, tank, pit, pipe, duct, flue, oven, chimney, silo, reaction vessel, container, receptacle, underground sewer or well, or other similar enclosed or partially enclosed structure, if the space-

· Is, or intended to be, or is likely to be entered by any person; and

· Has limited or restricted means for entry or exit that makes it physically difficult for a person to enter or exit the space; and

· Is, or is intended to be, at normal atmospheric pressure while any person is in the space; and

· Contains, or is intended to contain or is likely to contain- an atmosphere that has a harmful level of any contaminant, an atmosphere that does not have a safe oxygen level, any stored substance that could cause engulfment

	Confined Space Work Team
	Workers who have been selected and evaluated by the Contractor for the confined space entry work.  The team must have the skills to perform the work and be physically and psychologically suitable for confined space entry work.



	Permit Requestor
	The work team leader or other person who initiates work to be done in a confined space.



	Attendant
	A competent person assigned to remain outside of and close to a confined space during entry.  The competent person has responsibilities and duties as per the attached “Duties of the Stand-by Person for Confined Space Entry”.



	Relevant Employee
	· Any employee required to enter a confined space; or

· Any employee who has any function in relation to work in a confined space, or the emergency procedures established under regulation 3.4.20, but who is not required to enter the space; or

· any person supervising any employee



Responsibilities

Authorised Permit Issuer

Responsible for ensuring that a proposed confined space entry is necessary and that sufficient safeguards and protection systems are in place to allow the entry to proceed safely.  An appropriate authorised permit issuer must sign a permit before entry to any confined space can occur.

Attendant 
Responsible for staying outside of and close to the confined space during entry, staying in touch with those inside and being ready at all times to raise the alarm should any person inside experience difficulties or suffer any injury.  Refer also the “Duties of the Attendant for Confined Space Entry”, attached.

Contractor’s Supervisor

Responsible for ensuring that all persons entering a confined space are competent to do so, that they understand the requirements to sign in and sign out, and that they understand the safety precautions specified in the permit and their duty to follow them.

Permit Requestor

Responsible for ensuring that the confined space entry is necessary by ensuring that no practicable or reasonable alternatives are available.

All Personnel

Responsible for ensuring that no confined space entry is undertaken without an authorised confined space entry permit, regardless of the nature of work or inspection to be undertaken in the confined space.

Requirements

The authorised permit issuer and the permit requestor must ensure that the primary objectives are met.  These are:

· To eliminate or, where this is not practicable, minimise the need to enter any confined space; and

· To provide for the health and safety of all persons who need to enter or work in a confined space by preventing exposure to hazards

Risk Assessment

The worker shall ensure that a risk assessment is carried out by a competent person before carrying out work involving entry into a confined space.  The minimum standard shall be a JSA/SWMS to The Midfield Group standard.  As far as practicable the risk assessment shall be in writing and take into account at least the following:

· The nature of the confined space

· The work required to be done, including whether it is necessary to enter the confined space

· The range of methods by which the work can be done

· The hazards involved and associated risks

· The actual method selected and the proposed work plan

· Emergency and rescue procedures appropriate to the entry

The worker shall ensure that the risk assessment is revised whenever there is evidence to indicate that it is no longer valid.

Entry Permit

The worker shall:

· Submit the risk assessment and work plan to the Responsible Manager/Supervisor for approval

· Obtain a Confined Space Entry Permit (CSEP) prior to any person entering the confined space approved by an Authorised Permit Issuer and countersigned by The Midfield Group Safety Manager, Operations Manager, Maintenance Manager.

· Ensure that no person enters any confined space until all precautions or instructions on the CSEP are in place.

The Authorised Permit Issuer shall:

· Review the risk assessment, visit the confined space to be entered and discuss the work plan with the worker
· Specify requirements for atmosphere testing and arrange for testing to be done by a qualified person

· Ensure that appropriate isolations have been made (refer to Isolation Procedures)
· Specify safety precautions and requirements appropriate to the risk

· Ensure that a competent stand-by person is appointed for the work

· When satisfied as to the precautions to be followed, authorise the CSEP by signing in the appropriate place

· Ensure that the Contractor responsibility for the entry by signing the CSEP in the appropriate place

The stand-by person shall:

· Ensure that they fully understand the work to be done and the scope of the CSEP

· Obtain a copy of the statement “Duties of the Stand-by Person for Confined Space Entry” (attached)

· Carry out the duties of the stand-by person

Entry to a Confined Space

· Only competent, trained and fit personnel are allowed to enter the confined space

· All personnel entering the confined space:

· Sign on to any permits covering the work to be done (eg, isolation, hot work)

· Sign in when entering the confined space on the entry log

· Sign out when leaving the confined space 

The stand-by person shall ensure that all personnel entering the confined space:

· Understand the work to be done and the scope of the entry permit

· Have the correct PPE and are using it correctly

· Sign on when entering the confined space

· Sign out when leaving the confined space

Personal Protective Equipment

PPE shall be supplied as required on the CSEP.  Consideration should be given to the following:

· Respiratory protection for dusts or low concentration (nuisance) contaminants

· Self-contained or long-distance breathing apparatus if risk of atmosphere becoming unsuitable during entry, in areas that cannot be thoroughly tested

· Safety lines and harnesses, strong enough to aid in the removal of an unconscious person

· Hearing protection

· Safety boots, hard hat, gloves and protective clothing

· Eye protection

The Authorised Permit Issuer shall ensure that appropriate PPE is specified

Appropriate PPE must be used correctly.

Electrical Equipment
Portable electrical equipment shall:

· Be connected to an earth-free extra low voltage (ELV) supply from an isolating transformer that must be located outside the confined space

· Be double insulated

· Be suitable for use in an explosive atmosphere if this is a risk factor

Lighting

Earth free extra low voltage supply (ELV) lighting shall be provided.

Emergency lighting shall be provided at all entrances and exits.  Where this is not practicable, flashlights shall be provided.

All lighting shall be suitable for use in an explosive atmosphere if this is a risk factor

Environment/Atmosphere Testing

The confined space atmosphere will be tested to ensure that explosive or toxic limits are not exceeded and that the oxygen concentration is not less than 19.5% (by volume) and not more than 23.5% (by volume).

Atmosphere testing shall be carried out within one hour before any person enters the confined space and repeated as specified on the CSEP.  Preferably a gas detector will be carried at all times a person is in the CS. 
The Authorised Permit Issuer may specify that a continuous monitor is required and worn. 
Additional Precautions During Hazardous Activities

During any work which may:

· Reduce the concentration of oxygen

· Generate toxic or hazardous dusts, gases or vapours

· Generate flammable dusts, gases or vapours

The following additional precautions should be considered by the Authorised Permit Issuer for inclusion on the CSEP:

· Provision of continuous monitoring of the oxygen level in the confined space

· Provision of continuous monitoring for flammable or hazardous gases

· Provision of personal monitors for oxygen or hazardous gases

· Provision of mechanical ventilation

· Provision of supplied air respiratory protection (long distance breathers)
Actions if Atmosphere is Deficient

If the atmosphere is found to be deficient before or during work, the Contractor and/or the Authorised Permit Issuer shall ensure the following occur:

· Vacate all personnel from the confined space (if entry is in progress)

· Cancel the CSEP (if already issued)

· Prevent personnel from entering the confined space by placing signs and sentries, as necessary

· Ventilate the confined space for at least 30 minutes

· Identify and resolve the cause of the contamination

· Re-test the atmosphere and re-issue a CSEP when safe to proceed

Fire Prevention and Protection

The following precautions should be considered prior to entry into a confined space:

MSDS shall be consulted & considered in all c/s entry events.

· Flammable liquids (eg, solvents) shall be stored in approved containers

· Only sufficient flammable liquids (eg, solvents) for the task shall be taken into the confined space, preference to non-combustible solvents- water based
· Adequate fire extinguishers shall be provided

· Welding leads and hoses should be suspended or protected from damage

· Cylinders of compressed gases shall not be taken into any confined space

· All rags, brushes, wipes, gloves, etc should be stored in metal containers with lids secured when not in use

· All potentially hazardous materials should be removed from the confined space when it is vacated

· Combustible materials shall be removed or covered during hot work

The Authorised Permit Issuer shall note specific precautions to be taken on the CSEP.

Hot Work

A Hot Work Permit (HWP) shall be obtained prior to undertaking any hot work, including welding, grinding or cutting, in a confined space.  Refer to the Hot Work Permit Procedure.

A HWP can only be issued after inspection and testing of the confined space to ensure:

· Concentration of flammable gases, vapours or dusts is below 5% of the LEL and monitored continuously 
· Piping within the confined space that may leak, become damaged or be worked upon has been purged and the concentration of flammable gases or vapours is below 5% of the LEL

Communications

Communication will be maintained with all personnel in a confined at all times by one of the following methods:

· Direct visual contact with the stand-by person

· By being with clear hearing range of the stand-by person

· By hard-wired telephony

· By two-way radio

If the means of communication with the stand-by person fail, personnel within the confined space shall move or act to restore communication or vacate the confined space.

Training

Confined Space Entry will be addressed in safety inductions and reviewed prior to any person entering a confined space.  A record of all confined space training shall be maintained by the Contractor and Midfield. 
All personnel required to enter a confined space shall be instructed as to the nature of the hazards involved, necessary safety precautions to be taken, and the emergency and protective equipment required for entry.  

Personnel must have the aptitude and fitness to perform the assigned tasks within the confined space.

Specific training and assessment will be provided for personnel who will undertake the role of attendant- see relevant Employee (Part 3.4) 3.4.20
Record Keeping

Clearance to Work and CSEP’s shall be prepared and signed by authorised persons before any work is undertaken in a confined space.

Copies of the Clearance and the CSEP, together with any other subsidiary permits such as hot work, shall be posted at the entry to the confined space.

A log of persons entering and exiting the confined space shall be maintained.

LEFT BLANK INTENTIONALLY

CONFINED SPACE ENTRY PERMIT

DATE OF ENTRY: ___________________

PERMIT EXPIRES: ___________________

	THIS PERMIT MUST BE COMPLETED AND SIGNED PRIOR TO ALL CONFINED SPACE ENTRIES & RETAINED FOR AT LEAST 2 YEARS

	1. IDENTIFICATION
	CONFINED SPACE LOCATION: 

	2. 
	ADDRESS: 

	3. 
	CONFINED SPACE NO:
	MANHOLE NO: (if applicable) 

	4. DESCRIPTION OF WORK
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	

	9. 
	

	10. HOT WORK
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WILL HOT WORK BE CONDUCTED IN THE CONFINED SPACE?      YES          NO  

If answer is yes a Hot Work Permit must also be completed        HOT WORK PERMIT NO: 

	11. ISOLATION 
	ELECTRICAL ISOLATION:           YES             NO  
	PIPELINE ISOLATION:     YES             NO  

	12. 
	MECHANICAL ISOLATION:        YES             NO  
	OTHER:                             

	13. 
	REQUIRED ISOLATION IS CHECKED BY: 
	SIGN: 

	14. PURGING AND VENTILATION

Record reading prior entry
	PURGING REQUIRED:                YES             NO
	IF YES GAS USED: 

	
	NATURAL/FRESH AIR:               YES             NO

	
	MECHANICAL VENTILATION:   YES             NO          
	EXTRACT             PUSHIN    

	
	IF MECHANICAL VENTILATION IS REQUIRED IS IT FOR THE DURATION OF ENTRY TO THE SPACE?

YES            NO                IF YES, WHAT TYPE:

	15. ATMOSPHERE TESTING
	LEL %
	CO ppm
	O2 %
	H2S ppm
	AMMONIA 
	OTHER

	16. 
	
	
	
	
	
	

	
	IS CONTINUOUS MONITORING REQUIRED FOR THE DURATION OF ENTRY?     YES           NO 

	17. COMMUNICATION
	CONTINUOUS COMMUNICATION HAS BEEN ESTABLISHED PRIOR TO ENTRY? YES           NO

	18. 
	DECRIBE (Radio, lifeline, visual, speaking etc):

	19. PPE AND OTHER EQUIPMENT 

Tick items of PPE and other equipment required by persons entering the confined space
	Gloves 
	Eye protection
	Platform
	Hearing pro
	Helmet

	20. 
	Boots
	Self resue resp
	Chemical suit
	Barricades
	Ladder

	21. 
	Airline
	Respitory pro
	Ventilation
	Fall arrest
	Overalls

	22. 
	Signage
	Two way radio 
	Gas director 
	Lighting
	Lifeline 

	23. 
	First aid
	Fire extinguisher
	OTHER          (List) 

	24. PERSONNEL
	NAME OF ENTRY PERSON
	SIGNATURE 
	NAME OF STANDBY PERSON
	SIGNATURE 

	25. 
	
	
	
	

	26. 
	
	
	
	

	27. 
	
	
	
	

	28. 
	
	
	
	

	29. 
	
	
	
	


	30. EMERGENCY PLANS
	EMERGENCY CONTACT NUMBERS (List):



	31. 
	EMERGENCY EQUIPMENT (List): 



	32. RESCUE PLAN
	

	33. 
	

	34. 
	

	35. 
	

	36. 
	

	37. SAFE TO ENTER CSE AUTHORISING OFFICER
	THE CONFINED SPACE DESCRIBED IN THIS ENTRY CHECKLIST IS IN MY OPINION SAFE TO ENTER USING PRECAUTIONS LISTED ABOVE AND ALL PERSONS ARE PROPERLY TRAINED TO PEFORM THIS WORK

	38. 
	NAME ____________________________                        SIGNATURE _________________________     

DATE/TIME ______________________________

	39. ENTRY TIME
	CONTACT: 
	NUMBER:

	40. 
	TIME PHONED (Entry): 

	41. ENTRY AND EXIT LOG
	NAME
	TIME IN
	TIME OUT
	TIME IN
	TIME OUT

	42. 
	
	
	
	
	

	43. 
	
	
	
	
	

	44. 
	
	
	
	
	

	45. 
	
	
	
	
	

	46. 
	
	
	
	
	

	47. EXIT TIME
	CONTACT:
	NUMBER:

	48. 
	TIME PHONED (Exit):

	49. SIGN OFF AUTHORISING OFFICER
	THIS AREA HAS BEEN MADE SAFE, ALL PERSONNEL NAMED ABOVE AND TOOLS/EQIPMENT HAVE EXITED THIS SPACE. THIS JOB IS NOW CLOSED.

NAME ____________________________                        SIGNATURE _________________________     

DATE/TIME ______________________________


	ATMOSPHERE REQUIREMENTS FOR CONFINED SPACE ENTRY

	Toxic Contaminants

	
	Contaminant
	Exposure Limit 8 hrs. TWA
	

	
	Carbon Monoxide (CO)
	
30 ppm
	

	
	Hydrogen Sulfide (H2S)
	
10 ppm
	

	
	Ammonia (NH3)
	
25 ppm
	

	
	Hydrogen cyanide (HCN)
	
10 ppm
	

	Harmful Dusts
	
	
	

	
	Asbestos – all expect white
	.001 fibres/ml
	

	

	Oxygen-in-Air Air Specification



	
	
	Min.
	Max.
	

	
	Oxygen
	19.5%
	23.5%
	

	

	Flammable Contaminants
(For information only)
NB: Note that the flammable gas meter must be calibrated for the gas or gases which may be present.  A meter calibrated for methane will give incorrect readings in hydrogen, for example, with potentially fatal results.



	
	Contaminant
	LFL
	UFL
	

	
	Methane (natural gas)
	5%
	15%
	

	
	Propane/butane (LPG)
	2%
	9.5%
	

	
	Hydrogen 
	4%
	75%
	

	
	Ammonia (NH3)
	15%
	27%
	

	


POLICY FOR PLANT.

Where The Midfield Group recognises the potential for plant to expose personnel to hazard and risk within the workplace The Midfield Group is committed to ensuring that all plant brought into The Midfield Group workplace by The Midfield Group personnel or contractors conforms to the O.H.S. act plant safety regulations.

In order to ensure that hazard and risk are eliminated or controlled a hazard and risk assessment must be completed prior to use on The Midfield Group worksite, any assessment must be done in accordance with the procedure for plant hazard and risk assessment.

HAZARD AND RISK ASSESSMENT 
RISK ASSESSMENT
The risk associated with each identified hazard shall be assessed using the following method: -
Select one category from each of the columns listed below that best represents the outcome if the potential hazard was actually realised.  Consider the outcome in terms of ‘maximum credible’ not ‘absolute worst case’.

Plot both selections (eg. P & C) onto the Risk Rating Matrix to determine the Risk Rating Number for the identified hazard.

RISK RATING MATRIX
	Probability (P)

The chance that injury may occur.
	Value given
	Consequence  (C)

The outcome of the occurrence.
	Value given

	Expected
	16
	Death
	17

	Often
	8
	Permanent disability
	7

	Sometimes
	4
	Lost time injury
	3

	Rarely
	3
	Medical treatment
	2

	Highly unlikely
	1
	First aid
	1


P x C = ?
	1
	2
	3
	7
	17

	2
	4
	6
	14
	34

	4
	8
	12
	28
	68

	8
	16
	24
	56
	136

	16
	32
	48
	112
	272


High risk
Above 14
Stop immediately.
Medium risk
Above 4 & under 14

Develop and implement measures immediately to control the hazard in accordance with the hierarchy of control.
Low risk     Above 0 & under 4

Develop and implement control measures in accordance with the hierarchy of control 
Determine the level of risk associated with the identified hazard by classifying the Hazard Rating Number (obtained above) under the following classifications and implement the relevant controls: -



High Risk

17 to 272




Medium Risk

7 to 12




Low Risk

1 to  4
	PLANT SAFETY ANALYSIS WORKSHEET


	COMPANY: 
	 LOCATION: 
	PLANT: 



	PLANT TYPE:  Beef head splitter
	DESCRIPTION. 



	PARTICIPANTS
	DATE:  

	NAME
	TITLE
	PHOTO:



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	QUESTION:-
ENTANGLEMENT/

ENTRAPMENT
Can anyone’s hair, clothing, gloves, 

necktie, jewellery, cleaning brushes, rags or other materials become entangled with or entrapped by moving parts of the plant or materials in motion?
	POTENTIAL HAZARDS
	RISK

RATING NO.
	HAZARD CONTROLS

	
	
	
	

	CRUSHING
Can anyone be crushed due to: 

a.  material falling off the plant?

b.  uncontrolled or unexpected movement of the plant or its load?

c.  lack of capacity for the plant to be slowed, stopped or immobilised?

d.  the plant tipping or rolling over?

e.  parts of the plant collapsing?

f.  coming in contact with moving parts of the plant during testing, inspection, operation, maintenance, cleaning or repair?

g.  being thrown off or under the plant?

h.  being trapped between the plant and materials or fixed structures?

i.  other factors not mentioned?
	
	
	

	CUTTING, STABBING & PUNCTURING
Can anyone be cut, stabbed or punctured due to:

a.  coming in contact with sharp or flying objects?

b.  coming in contact with moving parts of the plant during testing, inspection, operation, maintenance, cleaning or repair of the plant?

c.  the plant, parts of the plant or work pieces disintegrating?

d.  work pieces being ejected?

e.  the mobility of the plant?

f.  uncontrolled or unexpected movement of the plant?

g.  other factors not mentioned?
	
	
	


	QUESTION:-
	POTENTIAL HAZARDS
	RISK RATING NO.
	HAZARD CONTROLS

	SHEARING
Can anyone’s body parts be sheared between two parts of the plant, or between a part of the plant and a work piece or structure?
	
	
	

	FRICTION
Can anyone be burnt due to contact with moving parts or surfaces of the plant, or material handled by the plant?
	
	
	

	STRIKING
Can anyone be struck by moving objects due to:

a.  Uncontrolled or unexpected movement of the plant or material handled by the plant?

b.  the plant, parts of the plant or work pieces disintegrating?

c.  work pieces being ejected?

d.  mobility of the plant?

e.  other factors not mentioned?
	
	
	

	HIGH PRESSURE FLUID
Can anyone come in contact with fluids under high pressure, due to plant failure or misuse of the plant?


	
	
	

	ELECTRICAL
Can anyone be injured by electrical shock or burnt due to:

a.  the plant contacting live electrical conductors?

b.  the plant working in close proximity to electrical conductors?

c.  overload of electrical circuits?

d.  damaged or poorly maintained electrical leads and cables?

e.  damaged electrical switches?

f.  water near electrical equipment?

g.  lack of isolation procedures?

h.  other factors not mentioned?
	
	
	

	EXPLOSION
Can anyone be injured by explosion of gases, vapours, liquids, dusts or other substances, triggered by the operation of the plant or by material handled by the plant?
	
	
	

	SLIPPING, TRIPPING & FALLING

Can anyone using the plant, or in the vicinity of the plant, slip, trip or fall due to:
a.  uneven or slippery work surfaces?

b.  poor housekeeping, eg. Swarf in the vicinity of the plant, spillage not cleaned up?

c.  obstacles being placed in the vicinity of the plant?

d.  other factors not mentioned?
	
	
	


	QUESTION:-
	POTENTIAL HAZARDS
	RISK RATING NO.
	HAZARD CONTROLS

	FALLING
Can anyone fall from height due to:

a.  lack of a proper work platform?

b.  lack of proper stairs or ladders?

c.  lack of guardrails or other suitable edge protection?

d.  unprotected holes, penetrations or gaps?

e.  poor floor or walking surfaces, such as the lack of a slip-resistant surface?

f.  steep walking surfaces?

g.  collapse of the supporting structure?

h.  other factors not mentioned?
	
	
	

	ERGONOMIC
Can anyone be injured due to:

a.  poorly designed seating?

b.  repetitive body movement?

c.  constrained body posture or the need for excessive effort?

d.  design deficiency causing mental or psychological stress?

e.  inadequate or poorly placed lighting?

f.  lack of consideration given to human error or human behaviour?

g.  mismatch of the plant with human traits and nature limitations?

h.  other factors not mentioned?
	
	
	

	SUFFOCATION
Can anyone be suffocated due to lack of oxygen, or atmospheric contamination?
	
	
	

	HIGH TEMPERATURE
Can anyone come into contact with objects at high temperatures?
	
	
	

	FIRE
Can anyone be injured by fire?
	
	
	

	THERMAL COMFORT
Can anyone suffer ill-health due to exposure to high or low temperatures?
	
	
	

	OTHER HAZARDS
Can anyone be injured or suffer ill-health from exposure to:

a.  chemicals?

b.  toxic gases or vapours?

c.  fumes?

d.  dust?

e.  noise?

f.  vibration?

g.  radiation?

h.  other factors not mentioned?
	
	
	


	COMMENTS (List major area of risk, control action, person to action & completion date

	ITEM
	RISK IDENTIFIED
	ELIMINATION OR CONTROL METHOD
	PERSON TO ACTION
	COMPLETION DATE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


COMMENTS: 


HOT WORK PERMIT 
An authorised HOT WORK PERMIT must be obtained from Site Management before any welding, cutting etc can take place in restricted places. These restricted areas shall be outlined on induction by the Site Manager. (In general, any area outside the maintenance workshop)
Welding, cutting must not be undertaken without a suitable fire extinguisher available and in close proximity to the work. (In addition to other permanent extinguishers in the vicinity).
Damage to the other surfaces/equipment caused by the hot work process is the responsibility of the contractor. 

During the work process there must be two persons in attendance, one doing the work while the other acts as fire marshal. It is the responsibility of the contractor/employee issued with the HOT WORK PERMIT to inspect the area where the work took place on completion of the shift as it is the contractor who is responsible for consequential damage caused by un-extinguished hot works.

It is the responsibility of the contractor/employee to produce the hot work permit upon request.

It is the responsibility of the contractor/employee to protect stainless steel benches, work surfaces and equipment from sparks, slag and damage by means of covering with appropriate material.

Applications for a HOT WORK PERMIT shall be lodged prior to the work being undertake. The contractor shall be responsible for the safe application of materials, equipment, usage and procedures to ensure a fire safe environment.

INSULATED SANDWICH PANEL (Cold Work) PERMIT
This procedure outlines the safe work practices and minimum finishing requirements to reduce the risk of fire in service when working on insulated foam sandwich panel.

An authorised COLD WORK PERMIT must be obtained from Site Management before any penetration work can commence on Insulated Sandwich panel (ISP).

Insulated Panel (Cold Work) Permit 

(a) An insulated panel (Cold Work) Permit is required for any procedure that involves cutting and exposing the core of the ISP including both new and modified installations.  This includes the fitting, modification or removal of flashings and cappings covering the edge of the core material.
(b) Excluded from the requirement for a permit is the installation of self tapping screws and pop riverts so long as these do not impact on the structural properties or support of the panels.

Standard Precautions (Refer to the ISP Cold Work Permit)

No hot works shall be carried out in the vicinity of exposed panel

A fire extinguisher should be on hand at all times 

HOT WORK PERMIT

Required for any operation involving open flames, or the production of heat or sparks (e.g. cutting, grinding, soldering and welding) outside of a correctly designed hot work zone.

	Instructions 

	This permit is used to safely manage hot work in order to prevent or reduce the severity of fires. The authorised manager/supervisor and the applicant should complete the permit at the job location to confirm all precautions have been taken prior to the start of work. A copy of the permit should be displayed at the work location.

The authorised manager and the applicant must confirm a dedicated fire-watch will be required for 60 minutes after work is complete. The additional 60 minute monitoring period is not required if smoke detection is present and confirmed as active after work is completed.


	Permit details

	Date:


	Start work time:

	Applicant:


	Valid until time:

	Company:


	Mobile number:

	Job location:


	Office Number:

	Description:


	Fire protection precautions within 10m       Y         N/A
	Risk reduction precautions within 10m          Y         N/A

	Fire extinguishers charged and ready
	
	
	Area is clear of combustibles or shielded
	
	

	Fire hoses or hydrant hoses ready
	
	
	Combustible/flammable liquids removed
	
	

	Sprinkler system is online (if installed)
	
	
	Floors have been swept clean of dust
	
	

	Spotter ready during work and breaks
	
	
	Exhausts and conveyors shutdown
	
	

	Fire-watch ready for 60 mins after work
	
	
	Explosive atmospheres eliminated
	
	

	60 min monitoring or smoke detection

available after fire-watch is complete
	
	
	Wall and floor openings covered with fire

resistive or non-combustible sheets
	
	


	Starting hot work

	Authorised manager or
supervisor name:
	Applicant name:

	Authorised manager or 
supervisor signature:
	Applicant signature:

	With all of the precautions above, hot work may be conducted. The applicant and person(s) working with the

applicant will maintain all of the above precautions while the permit remains open.


	Completing hot work                                                                                                                                                 Y          N/A

	Smoke detection is installed, confirmed active and with all isolations removed in the zone

	Hot work finish time:
	Authorised manager or supervisor final check time:


	Fire-watch finish time:
	Applicant signature:

	Monitoring finish time:

(If ‘N’ to smoke detection above)
	Authorised manager or 
supervisor signature:


Display this part of the hot work permit at the job location in a visible area to warn others of hot work operations within this zone.

	Notice 

	CAUTION

HOT WORK

IN PROGRESS

IGNITION SOURCES PRESENT

FIRE-WATCH/SPOTTER MUST BE ACTIVE

WITH AN EXTINGUISHER 


	Additional guidance 

	Fire-watch/spotter
	A dedicated fire-watch must patrol the 10m hot work zone for smouldering or fire. They are required during work, during breaks maybe required for 60 minutes after work is complete. The fire-watch must have an extinguisher ready at all times.

	Valid permit times
	Permits are valid for a single day of hot work only. If work is conducted over multiple days, new permits must be used, and reconfirmation of the precautions must be completed.

It is highly recommended to finish hot work operations at least 2 hours prior to end of daily operations to allow sufficient time for fire-watch and monitoring.

	Fire protection impairments
	Impairments to fire protection systems are not permitted during hot work. If an impairment or isolation of a fire protection system exists, hot work is not permitted.

	Smoke detection isolation
	Deactivation of smoke detection system zones is not permitted, however isolation of a single detector to prevent an incorrect alarm is permitted.


INSULATED SANDWICH PANEL (ISP) (COLD WORK) PERMIT

It is important when making any penetrations through ISP to make sure the polystyrene foam is not left exposed. If exposed, it provides any easy way for the core of the ISP to catch on fire. This procedure is designed to address this issue by ensuring we install and manage ISP in a consistent procedure. 

HOT WORK IS NOT TO BE CARRIED OUT ON INSULATED SANDWICH PANEL. 

	ISP WORK PERMIT

	M

A

I

N

T

E

N

A

N

C

E
	LOCATION:
	

	
	DEPARTMENT:                                                                                                           Date:

Commencement Time:                                                                    Expected Duration:

	
	EQUIPMENT: 
	

	
	WORK TO BE PERFROMED:
	

	
	WORK TO BE PERFORMED BY:
	

	
	STANDARD PRECAUTIONS:
	· No hot cutting, oxy welding or grinding of panels

· Operating equipment shut down and isolated where appropriate

· The work areas clean and free from debris and flammable materials 

· Confined spaces are to be checked for poisonous and flammable gases and dust and oxygen levels

· Notify department manager/supervisor of the intent to work

· All equipment checked for good repair 

· Sharp tools only are to be used

· Use slow speed cutters and tin snips

· Non-spark producing tools, drill, cutters etc to be used

· Exposed foam core resealed with non-combustible face at completion of work (i.e. no exposed foam core) 

	
	SPECIAL PRECAUTIONS:
	

	
	WORK AUTHORISED BY:
	Signed:

Print Name:

Position

	
	WORK ACCEPTANCE:
	I have been fully briefed and understand the work to be performed. I am fully aware of the standard and special safety precautions as outlined above and agree to abide by these precautions.

Signed:                                      Print name:

	
	EQUIPMENT ISOLATION: 

(If Applicable)
	Actual equipment isolated:

Equipment isolated electrically and removed from service by:

Signed:                                         Print name:

	FINAL POST WORK CHECK:
	I have checked the area at the completion of the work. All penetrations were found to be sealed and no exposed foam core or other hazardous panel conditions were noted. 
Signed:                                         Print name:


THIS PERMIT MUST BE USED BY ALL PERSONNEL & CONTRACTORS WHEN WORKING ON ISP. 
LEFT BLANK INTENTIONALLY

	DUTIES: 1) A SWMS must be prepared if proposed works involve any of the HRCW activities listed below and that work poses a risk to health and safety of any person. 2) Affected employees and their HSRs must be consulted in the preparation of the SWMS. 3) Once a SWMS has been developed and implemented, the HRCW to which it relates must be performed in accordance with the SWMS. 4) Duty holders (builder and sub-contractor) must stop the HRCW immediately or as soon as it is safe to do so if the SWMS is not being complied with; the HRCW must not resume until the SWMS is complied with or reviewed and revised as necessary. 5) The SWMS must be reviewed and if necessary, revised whenever the HRCW changes, or after any incident that occurs during HRCW, or if there is any indication that risk control measures are not adequately controlling the risks. 6) An employer must retain a copy of the SWMS for duration of the HRCW. 

	Direct Employer:

	
	Principal contractor (PC):
	

	Work Supervisor:

(Name and contact details)
	
	Date SWMS provided to PC: 
	

	Work Activity:

(Job description)
	
	Workplace and works location:
	


SAFE WORK METHOD STATEMENT (SWMS)

	High risk construction 
work:
	
[image: image2]Where there is a risk of a person falling more than two metres.
	
[image: image3]On or adjacent to roadways or railways used by road or rail traffic. 
	
[image: image4]In, over or adjacent to water or other liquids where there is a risk of drowning.

	
	
[image: image5]At workplaces where there is any movement of powered mobile plant.
	
[image: image6]Structural alterations that require temporary support to prevent collapse. 
	
[image: image7]In an area where there are artificial extremes of temperature.

	
	
[image: image8]On or near energised electrical installations or services.
	
[image: image9]Involving a trench or shaft if the excavated depth is more than 1.5 metres. 
	
[image: image10]On or near pressurised gas distribution mains or piping. 

	
	
[image: image11]Involving demolition.
	
[image: image12]Involving a confined spaced.
	
[image: image13]On or near chemical, fuel or refrigerant lines. 

	
	
[image: image14]Involving tilt-up or precast concrete.
	
[image: image15]On telecommunication towers.
	
[image: image16]Involving diving.

	
	
[image: image17]Involving removal or likely disturbance of asbestos (Note; preparation of an asbestos control plan is taken to be preparation of a SWMS).
	
[image: image18]In an area that may have a contaminated or flammable atmosphere. 
	
[image: image19]Involving the use of explosives.

	
	
	
	
[image: image20]Involving a tunnel. 


	Person responsible for ensuring compliance with SWMS:
	
	Date SWMS received:
	

	What measures are in place to ensure compliance with the SWMS? (eg direct supervision, regular spot checks)
	

	Person responsible for reviewing SWMS control measures: (eg PC’s representative)
	
	Date SWMS received by reviewer:
	

	How will the SWMS control measures be reviewed?:
	

	Review date:

	
	Reviewer’s signature: 
	

	SELECTING RISK CONTROLS:

Any risk to health or safety must be eliminated, or if that is not reasonably practicable, reduced so far as is reasonably practicable by:
	· Implemented any mandated controls specified by law (eg the OHS Regulations 2017)

· Substituting a new activity, procedure, plant, process or substance (eg scaffold in preference to ladders)

· Isolating persons from the hazard (eg fence off areas for mobile plant operation)

· Using engineering controls (eg guard rails, trench shields) – or a combination of the above.

        If any risk to health or safety remains, it must be reduced by using:

· Administration controls (egactivity specific safety training, work instructions, warning signs)

· PPE such as respiratory protection, hardhats, high visibility clothing – or a combination of the above.


	What are the tasks involved?
	What are the hazards and risks?
	What are the risk control measures?

	List the work tasks in a logical order.
	What aspects of the work could harm workers or the public?
	Describe what will be done to make the activity as safe as possible? 

	

	
	

	

	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Name of worker
	Signature
	Date
	Name of worker
	Signature 
	Date
	Name of worker
	Signature
	Date

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


LOCK OUT/TAG OUT PROCEDURE

Purpose

This document establishes Midfield Group policy for the protection of employees and contract staff working on or in the vicinity of plant, equipment or processes where start-up or release of hazardous energy could result in serious injury or death. 

Scope

This policy applies to all Midfield Group employees and contract staff whilst carrying out their work tasks on Midfield Group sites. Work tasks include but are not limited to erecting, installing, constructing, repairing, adjusting, inspecting, unjamming, setting up, trouble-shooting, testing, cleaning, and dismantling plant, equipment or processes.   

Employer and Employee responsibilities

The Midfield Group is responsible for implementing and enforcing this policy.

Supervisors must ensure that the Lockout / Tag Out Procedures are understood and followed by all employees and contractors.

Employees and contract staff must follow the lockout/tagout procedures described in this policy.

Failure to comply with this policy could lead to disciplinary action or dismissal

Lockout / Tag Out Procedures

Employees and contractors must do the following before beginning service or maintenance work:

1. Inform all affected employees of equipment shutdown.

2. Shut down equipment.

3. Identify all energy sources

4. Isolate all energy sources including restraining or dissipating any potential (stored) energy.

5. Lockout and tag the energy sources.

6. Verify the equipment is isolated from hazardous energy and de-energized. Where applicable, operate process / equipment controls to confirm effectiveness.

Employees and contractors must do the following when they remove lockout or tagout devices and re-energize equipment:

1. Ensure all workers are clear of the work area.

2. Where applicable, verify machine or equipment controls are off or in a neutral position, guards and protective devices are in place, tools and surplus material are removed from the work area.  

3. Remove the tag and lockout device.

4. Re-energize equipment.
Padlocks

Padlocks are locate in the Padlock Stations on all Midfield production floors and in other designated areas on the Midfield sites. Stations contain 

1. Padlocks with individual key

2. Danger Tags

3. Warning Tags 

4. Clasps for multiple locks

Padlocks should be placed on the mechanical isolating device with a Danger Tag attached, key removed and retained by the individual.

On completion of work padlocks should be returned to the Padlock Station.

Danger and Warning Tags

Tags must be legible so others are able to recognize who attached it and its purpose.  

There are 2 types of tags that are used:




Danger Tags   

5. Protects the person named on the tag only.

6. Red and white.

7. Attach to lockout device/s once energy source is isolated.

8. Each person shall attach and remove their own Danger Tag and padlock.

9. Danger Tag/s shall be removed when leaving the work site at the end of a shift and replaced with a Warning Tag/s if the energy sources and/or equipment need to remain in a de-energised state due to outstanding hazards.

10. Individuals shall be required to return to work and remove their Danger Tag if directed to do so by Midfield Management.


Warning Tags   

11. Protects other people and the isolated equipment. 

12. Yellow and black.

13. Attach to lockout device/s when energy sources and/or equipment need to remain in a de-energised state and no individual work tasks are being performed.  

14. Warning Tag/s can be removed by a) the person named on the tag b) a Midfield representative, preferably from the same department, with the competency to assess whether the pre-existing hazards identified on the Warning Tag have been removed and it is safe to re-energise equipment.   

15. Warning Tags can be used indefinitely.

Special Circumstance

16. In the event that an individual cannot be contacted or is unable to remove their Danger Tag, the General Manager, Health and Safety Manager, Operations Manager, Site Manager or Department Manager can remove the tag/s providing they complete the following checks:

17. Check the work area to verify the individual has left the site.

18. Check the reason for placing the Danger Tag and confirm that work is completed and that it is safe to de-isolate the energy source.
Group Lockout Box

A Group Lockout Box may be used where work is being carried out involving multiple people needing to isolate multiple energy sources. All energy sources will be isolated and locked out by a responsible person with the individual keys for the isolation points placed into a Group Lockout Box. The box will located in the general work area. Individual workers can then attach their lock and tag to the lockbox as directed by their supervisor in accordance with the policy.   

Automated Equipment  

The Midfield Group have automated processes that require personal to follow specific isolation procedures / work instructions before entering and working in these areas. SARS is an example of this. Ask your supervisor if you are unsure of what is required.

Definitions

Energy Source: Includes electrical, mechanical, hydraulic, pneumatic, chemical, thermal, or potential (stored) other energy. Energy sources are what makes plant, equipment or processes run, move or operate. Equipment may have a single energy source or may have many different sources of energy.

Energy Isolation Device: A mechanical device that physically prevents the transmission or release of energy. Examples include an electrical circuit breaker, isolation switch, valves, spades, blocks, pins or props.

Note: E/Stops, push buttons, selector switches and other control circuit type devices are not energy isolation devices.

Isolate: Apply or activate an energy isolation device that physically prevents the transmission or release of energy. 

Lockout Device: Padlock used to hold a mechanical isolation device in a safe position.

Lockout: The placement of a lockout device on a mechanical isolating device which ensures that equipment being controlled cannot be operated until the lockout device is removed.
USE OF HAND HELD POWER TOOLS POLICY.

The Midfield Group recognises that a hazard can exist where constant use in a workshop environment and the wear and tear that can result from electrical leads and portable power tools being used and subject to normal workshop conditions such as floor traffic, wear, sharp objects, heat, heavy objects.etc.

The inspection and testing of such leads and tools , The Midfield group is committed to ensuring that a safe working environment is maintained, it is therefore the policy of The Midfield Group that all electrical extension leads and electrical powered hand tools are to be inspected prior to use and regular inspection & testing by a competent person at  intervals, so as to ensure  that electrical safety is maintained.

All electrical leads must be placed on stands so as to prevent damage, contact with water, and tripping hazards. 

The Midfield Group policy also recognises that residual current devices have been found to be effective in the reduction of the risk of electrocution and should be used at all times with portable electrical equipment where practicable as a further safeguard.

The Midfield Group Maintenance Manager shall be responsible to ensure that all leads are inspected.

GENERAL WORKSHOP & ON SITE PROCEDURES

PREAMBLE

There are many hazards that occur in day-to-day site activities.  

These hazards need to be recognised and controlled.  

 Because of the many non-routine tasks performed 

JSA/SWMS/Take 5 must be performed prior to commencement of any work that is not routine, such as might be encountered but not restricted to repair and maintenance.  A work permit needs to be obtained from an authorized Management Representative before commencing the work.  (Refer to Work Permit).
The hazards likely to be encountered are:

NOISE
Angle grinders, pedestal grinders, bench grinders, large hammers, impact wrenches, power saws, etc all produce high noise levels -


Hearing protection must be worn, when operating such equipment.
STRUCK BY
Falling objects from elevated work - All tools, materials and other loose objects must be removed or secured.

Moving machinery on work sites - Personnel must wear high visibility vests as issued on sites where mobile equipment is worked.


Moving parts of machinery - Persons operating any equipment must ensure that other personnel are aware and clear prior to operation of the equipment.



Work pieces or particles being ejected from work processes such as grinding or pressing - Eye protection must be worn at all times by all personnel in the area in which that process is being done.

ENTANGLEMENT 
Where machinery, plant or equipment being used or worked on the site is likely to have moving parts that could cause entanglement, and such machinery, plant or equipment is used frequently - There must be no loose fitting clothing worn, long hair must be contained in a manner that avoids entanglement.

CRUSHING              
Where heavy machinery and components are lifted, blocked and jacked or maneuvered into position, any such machinery or component could cause serious injury by crushing in the event that it fell - Lifting loads with slings must only be carried out using lifting tackle complying with Australian Standard, and applied by personnel holding current doggers or riggers certification.

Jacks must be used on hard level surfaces and follow-up packing used where possible.
                                  
Blocking must be done in manner that each layer of wood is laid across the grain to the previous layer and fox wedges used as follow up packing.

                                   
Where machinery is being inspected, tested, or operated with persons being in close proximity to parts where there is a diminished space, there could be a crushing hazard - any such operation must be done with all personnel clear of the hazard.
CUTTING, STABBING, 

PUNCTURING   
From time to time tools are used for cutting etc. Some component parts of a structure or materials have sharp edges and points - Where possible gloves should be worn to protect from cutting.
SHEARING
During inspecting, testing and adjustment of machinery, plant and equipment, where one-part passes another, there can be a shearing action - Personnel must keep clear of such hazards at all times.

FRICTION
Machinery parts moving at high speed can cause burns from heat generated by friction, grinders, sanders, drills and other tools can cause such hazard - Where guarding cannot be applied personnel must be aware and avoid contact with such parts.

HIGH TEMPERATURE
Hot exhausts, welding, cutting and grinding can cause burns - Part of the procedure when welding or cutting must be that hot material is cooled immediately, where this is not practical, hot items should be marked with chalk to indicate "HOT" and the time so as to indicate the hazard.

FIRE
There are many combustible substances within the work site

                                     
and many processes that produce a source of ignition - Personnel must inspect the surroundings prior to conduct of an activity that could cause a fire and take precautions.
FALL FROM HEIGHT
The Midfield Group has a policy that the procedures of the Code Of Practice for Safe Work on Roofs, shall be strictly complied with and employees not complying with this policy shall be subject to counselling procedures which could lead to disciplinary action or dismissal.

Health Hazards
There are many hazards within the work site area:

(a)  Chemicals          
Cleaning fluids - Only, fluids that do not release toxic fumes or vapours or are flammable are to be used for cleaning


                                   
Material safety data sheets must be available to all personnel

                                   
and safety precautions such as personal protective equipment recommended by the supplier, must be implemented.

(b)  Toxic gasses, vapors or fumes     

                                    Exhaust fumes and welding fumes, adhesives, solvents - 

Should any work produce fumes or vapors build up in the work area, the work should cease immediately, and the work location or procedure re-assessed.

(c)  Dust
Dust from any source can be a health hazard - Respiratory protection must be worn when dust is present.

PERSONAL PROTECTIVE EQUIPMENT

Safety footwear, hard hats, safety vests, hearing, and eye protection as appropriate must be worn at all times when performing tasks that require protection.

VISITORS

                                   Contractors, suppliers, and trades personnel, other than persons who have been inducted into The Midfield Group workplace must be accompanied by a The Midfield Group employee while on The Midfield Group
premises or work sites. 

                                  ALL VISITORS MUST SIGN IN AT THE OFFICE 

GENERAL


A congested and untidy work site can present and add to the risk encountered in day to day work practices.


Every job on the work site requires some job safety analysis, to ensure that hazards and risks are minimised.

FRIABLE ASBESTOS REMOVAL/ENCAPSULATION POLICY.

Procedures to be adopted for activities involving the potential disturbance of friable asbestos products within The Midfield Group premises.

1. Prior to work commencing, determine the need for the disturbance of any asbestos material within the scope of work to be performed.

2. Where it, has been determined that as a result of works activities disturbance of asbestos materials will be necessary, contact The Midfield Group O.H.S.Manager for guidance on asbestos removal/encapsulation, Occupational Health and Safety procedures, The Midfield Group O.H.S.Manager shall appoint an approved asbestos removal contractor.

3. Should air-fibre monitoring of the defined area be required, such work will be carried out by a licensed contractor selected by The Midfield Group O.H.S.Manager.

4. Defined areas where asbestos related works are being undertaken, are to remain off limits to unprotected personnel, pending an air clearance test by a qualified contractor.

SELECTION OF CONTRACTORS AND SUB-CONTRACTORS

During the selection process, when a contractor’s suitability for a specific type of work is being assessed the contractor’s Occupational Health and Safety competence standards shall be considered of prime importance.

Only contractors and sub-contractors who have been assessed as meeting    Occupational Health and Safety competence standards shall be considered for further evaluation and approval.

The following selection criteria shall be used to assess the suitability of contractors: -

· Technical qualification

· Previous experience

· Satisfactory completion of general Occupational Health and Safety assessment questionnaire. Registration of Approved Contractors

· Price.

No contractor or contractor personnel are to commence work on The Midfield Group worksites until that person has been inducted .

EMERGENCY PROCEDURES

The emergency plan recognises that the possible emergencies that may occur are:

Fire

Ammonia Leak

Explosion

Spill of Hazardous Material

Medical Emergency

Breach of Security or Civil Disturbance

Escaped Animal

Site specific Emergency Procedures are to be followed.

It is essential that any response to an emergency is managed in a controlled and efficient manner so as to reduce injury and damage. 

Company trained First Aid Personnel are to respond immediately to any request for first aid assistance.  The First Aid Personnel should assess the incident and advise what outside assistance if any may be required.
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